Word – word processing software to create & format text documents
· Window overview- all elements that make up window

· Office button and commands (new, open, save, save as, print, print preview)

· Quick Access toolbar

· Ribbons (organization, galleries, launchers)

· Movement within document (keystrokes and scroll bars)

· Selection methods of text (clicks, selection bar, keystrokes)

Home Ribbon

· Clipboard (cut, copy, paste)

· Font (launcher)

· Paragraph (bullet & number lists, increase & decrease indent, alignment, show/hide marks, line spacing, borders & shading, LAUNCHER!!!!!)

· Find & Replace

Insert Ribbon

· Page breaks

· Tables (rows, columns, cells, Table format ribbon with Design & Layout, movement within table, selection within table, borders, shading, insert & delete rows & columns)

· Picture (file types, resize handles, picture tools format ribbon, text wrap, picture styles, picture effects, sizing)

· Clip art (task pane, search, collections, resize handles, picture tools format ribbon)
· Header & Footer (editing mode, ribbon, inserting page numbers & filenames & date/time methods, alignment within header & footer)

· Object (Text from File)
Page Layout

· Margins

· Columns

· Breaks

· Page borders

· before & after spacing for paragraphs
Review

· Spelling & Grammar

View

· Document views

· Ruler

· Zoom

