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Novice:  Word XP Module I – 3 Hours

Introductions

Course 
Objectives - Defined

Word 
XP in 15 Minutes

Three 
Essential Skills for Word Processing

The 
Word XP Interface

Break

Entering Text

Editing Text

Managing Word XP Documents

Viewing and Printing the Document

Exiting Word XP Properly

Exercise:  Using File – New to Create a Document

Course Objectives - Accomplished

�PAGE \# "'Page: '#'�'"  ��10 Minutes.  Hand out name cards and roster signup.  Ask clients if they have any special interest in coming to class.  Do not spend any more than 10 minutes on introductions.


�PAGE \# "'Page: '#'�'"  ��10 Minutes.


�PAGE \# "'Page: '#'�'"  ��15 Minutes.  In the past, classes seemed to start a bit slowly.  This is TNT’s effort to get the class “hands on” as rapidly as possible.  We rapidly do the basics.  Then we back down and teach things at a novice pace.


�PAGE \# "'Page: '#'�'"  ��5 Minutes.


�PAGE \# "'Page: '#'�'"  ��30 Minutes.  Use the book.  Possibly show Tools – Options which hints at the overall power and complexity of Word 97.





