Skills List for Word Processing
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	Basic Word Processing Skills

	Open MS Word and create a new document (Save document as well)

	Interface: menu bar, cursor movement

	Insert text and conventions of text: highlight/delete/font size-type-color, center/left/right justify, spaces between words/sentences Text wrap

	The 5 basic formatting rules:

· Always turn on invisibles

· Always set your margins (.5") first

· Never use spaces to align text or indent paragraphs

· Never use tabs to align text or indent paragraphs

· Always use the indent marker to align text and indent paragraphs

	Copy/paste text and graphics (manipulating text within the document)

	Print a document

	Insert pictures from clipart

	Insert pictures from file

	More advanced skills:

	Using a header and footer

	Using spellcheck

	Working with columns

	Creating leader tab lines (only way to use tabs in a document)

	Mail Merge

	Use Word Art


