MS Office Word Descriptions


Microsoft Word Level 100 
Get started by learning to navigate Word, make impactful documents, and review your content with ease. 
Objectives: 
• Navigate the Word interface and view available options. 
• Use rich formatting and layout options to express ideas in writing. 
• Understand how to jump-start documents with modern templates, themes, and style sets. 
• Use editing tools to review your document and get intelligent suggestions. 
• Learn to share files to quickly invite others to edit or view your document

Microsoft Word Level 200 
Take a dive into the intermediate features of Word
Objectives: 
• Navigate and Architecture of ribbons 
• Comparing/merging documents 
• Creating and formatting a Table of Contents
• Leaving comments and suggestions 
• Document translation
• Mail merge

Microsoft Excel Office Hours
Come join our Microsoft Trainers in Word Office Hours where we will answer pre-submitted questions using this form: Maine DHHS Word Office Hours Question Submission Form. There will also be time for open Q&A for anyone who has questions about Microsoft Word. 


