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Course: 
Microsoft Works 2000 Introduction
Duration:
One-Day
	COURSE OBJECTIVES:
	Delegates will learn the fundamentals of word processing using Microsoft Works and be introduced to the Works Spreadsheet application and Database application and will be able to create and modify calculating spreadsheets.


	WHO SHOULD ATTEND:
	People who will be using Works as their desktop suite of business applications.


	EXPERIENCE NEEDED:
	No prior experience of word processing, spreadsheets or databases is expected. Although delegates with limited experience on other word processing applications will find it helpful. A working knowledge of the windows operating system and use of the mouse and keyboard is essential.


	COURSE CONTENTS:
	

	1: Introduction to Works.

Introduction
2

Starting and Exiting Works
3

The Works Task Launcher
4

Closing and Opening the Task Launcher
6

Works Tools
7

The Open Dialog Box
8

Help!
	3: Further Word Processing Features

Fast Movement around a  Document
2

Selecting Text Blocks
3

Copy Text between Documents
5

Formatting Text
6

Inserting Symbols
8

Inserting the Date
9

Printing



	2: The Works Word Processor

What is Word Processing
2

Special Features of the Works Word Processor
4

Getting Started with the Word Processor
6

The Works Word Processing Menus
9

Creating a Document
10

Saving and Closing a File
11

Moving Around the Text
12

Using the Delete and Backspace keys
13

Exercises
	4: Introduction to Data Management

Introduction to Spreadsheets
2

Spreadsheet Terminology
3

The Spreadsheet Window & Screen
4

The Working Window
5

Selecting Cells
7

Starting the Works Spreadsheet
10

Introduction to Databases
11

Database Layout / Identifying the Elements of List View
12

Starting the Works Database
12

Exercises
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