
 

Course Outline 

In this course, students will learn advanced features 
of Microsoft Word, including enhanced formatting, 
SmartArt, styles, references, document management, 
and collaboration tools, building a foundation for 
mastering workplace tasks and becoming a Word 
Expert. 

• Basic operation of a computer, keyboard, and 
mouse/trackpad. 

• Knows how to operate Windows, 11 preferred. 

• Recommended: Word 365 Essentials 

By the end of this course, students will be able to: 

• Insert and manipulate shapes and text 
within documents. 

• Create and modify SmartArt graphics to 
visually represent information. 

• Apply and customize themes to enhance 
document design. 

• Use building blocks to quickly insert 
reusable content. 

• Insert and manage section breaks to 
control document layout. 

• Customize page backgrounds for visual 
impact. 

• Create and apply character styles for 
consistent text formatting. 

• Develop and use paragraph styles to 
standardize text appearance. 

• Insert and manage reference notes to 
provide additional information. 

• Create a table of contents for easy 
document navigation. 

• Insert and manage hyperlinks to link to 
external resources or other parts of the 
document. 

• Efficiently navigate through large 
documents using built-in tools. 

• Organize content using master documents 
to manage complex documents. 

• Save and send documents in various 
formats to meet different requirements. 

• Add and manage comments for 
collaborative document editing. 

• Protect documents to ensure content 
integrity and restrict unauthorized access.

• Computers that can run Microsoft 365 

• Internet access 

20 hours 

5 hours 

Combined Synchronous delivery (both in-class and 
distance) 

Instructor-led Lectures combined with live streaming. 

At the end of each lesson segments, students will be 
given a quiz and/or project to evaluate their 
knowledge and understanding of the material. 

A course-end project and a final exam is given at the 
end of the course to evaluate student’s 
comprehensive understanding of the entire course. 

Complete all projects, lesson evaluations, and a final 
exam, and received at 75% overall grade

 


