
Seminar “Use of Word Processors in Education”
Date of seminars: Feb27, Mar1, Mar6, Mar8, 
Goal: to acquaint faculty with the basics of use of word processors Microsoft Word XP: type of text files, creation and formatting of documents, use of graphical elements, diagrams, pictures, and tables. 

1. Session 1 - Introduction to the Microsoft Office XP suite

a. Start to use

b. Office programs 

c. Basic applications in Office

d. Exercises

e. Summary


2. Session 2 - Creating and formatting of the document in Word
a. Introduction

b. Interaction with operating system

c. Creation of document

d. Viewing modes

e. Exercises

f. Summary


3. Session 3 - Formatting of the document

a. Introduction

b. Paragraph

c. Formatting of the text

d. Graphic objects

e. Exercises

f. Summary

4. Session 4 - Tables and Graphs

a. Introduction

b. Tables

c. Graphs and diagrams

d. Grammar

e. Find and Replace

f. Email

g. Track changes
h. Exercises

i. Summary 

j. Overall Conclusion of the seminar

k. Evaluation of Seminar

