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UNDERSTANDING WINDOWS XP AND MS WORD, EXCEL AND OUTLOOK 
COURSE OVERVIEW

This course introduces the learner to Windows, MS Word and MS Outlook. You will learn to create and save documents; use the help and Office Assistant functions; navigate through documents quickly; edit, format and print documents, use automated tasks; cut, copy and paste text; and use the undo/redo keys; create tables, headers and footers; use the spelling and grammar checkers.  This course also provides you with the basics to get you started with Windows XP. It will show you how to use the taskbar and start menu, work with Windows components, use the ‘Help’ facility and make use the favorites and history lists. Learn to use Windows Explorer to navigate and search for files, as well as to create and manage files.
DURATION AND VENUE
The course is designed for completion with 5 half-days which can be customised to meet your requirements thus meaning classes can start at 09h00 and commence until 13h00 or classes can start at 12h00 and commence until 16h00.  
The abovementioned course can be held onsite at your place of business or alternatively we can arrange a venue of your choice at an additional cost.
LEARNING CONTENT
Unit 1:Getting started
Topic A: Exploring the Word window
Topic B: Creating and saving documents
Topic C:Getting Help 
Unit 2: Editing documents
Topic A: Opening and navigating in documents
Topic B:Automated tasks
Topic C:Editing text
Topic D: The Undo and Redo commands

Unit 3: Moving and copying text
Topic A:Selecting text
Topic B: Cutting, copying, and pasting text
Topic C: Finding and replacing text

Unit 4: Formatting characters and paragraphs
Topic A:Paragraph formatting

Unit 5: Creating and managing tables
Topic A:Creating tables
Topic B:Working with tables
Topic C:Modifying tables

Unit 6: Controlling page layout
Topic A: Creating headers and footers
Topic B:Working with margins
Topic C: Working with page breaks

Unit 7: Proofing and printing documents
Topic A: Checking spelling and grammar
Topic B: Previewing and printing documents

Unit 8: Getting started with Windows XP
Topic A: Introducing the Windows XP desktop
Topic B: Using the taskbar and Start menu
Topic C: Working with window components
Unit 9: Getting help
Topic A: The Help and Support Center
Topic B: The Favorites and History lists
Unit 10: Working with My Computer and Windows Explorer
Topic A: Working with My Computer
Topic B: Working with Windows Explorer
Unit 11: Working with files
Topic A: Creating files and folders
Topic B: Managing files and folders 
Topic C: Working with floppy disks
Topic D: Working with the Recycle Bin
Unit 12: Customizing your workstation
Topic A: Creating and deleting shortcuts
Topic B: Using the Control Panel
Unit 13: Using Internet Explorer
Topic A: Internet Explorer basics 
Topic B: Web content
Topic C: Shutting down Windows XP
PRICE/COST OPTIONS

R2 890,00 per delegate.  Includes Comprehensive training material and certificate.
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