Word Skills Assessment

Name: Date:

How long have you used Word? (e.g. 6 months, 1 year, etc.)
Please indicate the number of hours per week you use Word (approx.)

What version of Word are you now using? (circle) 2003 2007 Other:
Rate Your Current Need To
Level of Knowledge Learn/or
Topic None Some Good Excellent|Learn More | Comments

Text Editing (typing/deleting/move cursor)
Selecting Text (keyboard/mouse/columns)
Undo and Redo

Drag & Drop Move / Cut, Copy and Paste
Working in Views (Page Layout/Normal)
Zooming In and Out

Changing Fonts

1| Left, Centre, Right and Justify

Indenting (regular, left/right, hanging)
Setting Custom Tabs (left, centre, right, etc.)
Page Setup (margins, orientation, pg breaks)
Spell Check

Saving, Opening, Closing Files

Print Preview and Printing

Using the Find File Feature

Working with Section Breaks

Headers and Footers

Newspaper Columns

Footnotes

Page Borders

Page Numbering

Envelopes & Labels

Borders and Shading

Find and Replace

Customizing Toolbars

Inserting and Working with Graphics
WordArt

Bullets & Numbered Lists

AutoCorrect and AutoText

Creating Tables and Using Table Options
Using Mail Merge (letters, envelopes, labels)
Inserting Fields

Creating and Using Styles

Combine Documents and Track Changes
Table of Contents

Advanced Outline

Creating Forms (using Form Fields)
Creating Custom Templates

Inserting Spreadsheet or other Data
Setting Program Defaults and Options
Creating Macros

Comments:
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