WORD 2003

Getting Started with Word 2003
1: Identifying Parts of the Word Window 
2: Save and Save As 
3: Use Backspace/Delete and Undo/Repeat 

4: Cut, Copy, Paste and Drag and Drop 
5: Use AutoCorrect and Find and Replace 

6: Spell and Grammar Check 

Word 2003 Basics 

7: Align Text 

8: Set Line and Paragraph Spacing 
9: Margins 

10: Indent Text 
11: Using the Ruler 

12: Formatting Text 
13: Bulleted and Numbered lists 

Advanced Formatting 

14: Insert Symbols 

15: Headers and Footers 

16: Formatting 

17: Text Boxes 

18: Working with Columns 

19: Working with Tables 

20: Edit Tables 

21: Working with Objects 

22: Working with Pictures 

EXCEL 2003

Excel Basics
1: Identifying basic parts of the Excel window 

2: Create, open and save workbooks 

3: Enter, edit and delete data 

4: Moving, Copying and Deleting Cell Contents 

5: Creating Simple Formulas 

6: Creating Complex Formulas 

7: Using functions 

Worksheet Layout and Management 

8: Working with multiple worksheets 

9: Inserting and Deleting Rows and Columns 

10: Changing Column Width and Row Height 

11: Inserting and Deleting Cells 

12: Text and Cell Alignments 

13: Formatting Numbers 

14: Applying Font, Color and Borders to Cells 

Charting, Printing and Page Setup 

15: Creating a Chart 

16: Moving, Resizing, and Deleting Charts 

17: Editing Charts 

18: Formatting a Chart 

19: Defining Page Setup Options 

20: Print Management 

