MS-WORD
MS-Word Basics
Getting Started with Word
Understanding OneDrive
Creating and Opening Documents
Saving and Sharing Documents

Working with Text
Text Basics
Formatting Text
Using Find and Replace
Indents and Tabs
Line and Paragraph Spacing
Lists
Hyperlinks

Layout and Printing
Page Layout
Printing Documents
Breaks
Columns
Headers and Footers
Page Numbers

Working with Objects
Pictures and Text Wrapping
Formatting Pictures
Shapes
Text Boxes
Aligning, Ordering, and Grouping Objects
Tables
Charts

MS-POWERPOINT
MS-PowerPoint Basics
Getting Started With PowerPoint

Understanding OneDrive

Creating and Opening Presentations

Saving Presentations
Working with Slides

Slide Basics

Text Basics

Applying Themes

Applying Transitions

Managing Slides

Using Find & Replace

Printing

Presenting Your Slide Show

Text and Objects

Lists

Indents and Line Spacing

Inserting Pictures

Formatting Pictures

Shapes

Aligning, Ordering, and Grouping Objects

Animating Text and Objects

More Objects

Inserting Videos

Inserting Audio

Tables

Charts




