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About the course Microsoft Word fundamentals for
beginners

Microsoft Word fundamentals course, in this course will learn about the Microsoft Word fundamentals. Starting with an
introduction to the Word interface, you will become familiar with the layout and basic functionalities. You will learn how
to create, save, and open documents, ensuring you can easily manage your files. We will cover text formatting, including
how to change fonts, adjust sizes, apply bold, italics, and underline, and how to use text alignment options. You will also
learn to use bullet points and numbering to organize lists effectively. Paragraph formatting will be explored, showing you
how to adjust line spacing, indentations, and apply borders and shading for better document presentation. The course
will guide you through inserting and manipulating images, shapes, and SmartArt graphics, enhancing your documents
with visual elements. You will learn to create and format tables, allowing for organized presentation of data. Additionally,
we will cover how to insert headers, footers, and page numbers, ensuring your documents look professional and are easy
to navigate. We will explore the use of templates and styles, enabling you to create consistent and well-designed
documents quickly. The course will also introduce you to basic proofing tools, such as spell check and grammar check, to
help you produce error-free documents.
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