
 
 
 

 

Course Outline :: WOR13i ::  

 

 

Iverson Associates Sdn Bhd (303330-M) 

Suite T113 – T114, 3rd Floor, Centrepoint, Lebuh Bandar Utama 

Bandar Utama, 47800 Petaling Jaya, Selangor Darul Ehsan 

    Tel: 03-7726 2678      Fax: 03-7727 9737      Website: www.iverson.com.my 

I V E R S O N  A S S O C I A T E S  S D N  B H D   
 

Page 1 of 2 

Module Title : Microsoft Word 2013 intermediate  

Duration : 1 day  

 

Introduction 

This training required some knowledge about Microsoft Word. In this training you will be 

gain knowledge about Word 2013 applications. 

Contents 

In this module it will explained how to enhance Word to better document creation. 

Module 1: Creating Templates 

 Creating a Template 

 Saving a Template 

 Using a Template 

 Editing a Template 

 Attaching a Template to a Document 

Module 2: Working with Styles 

 Creating Styles 

 Applying Styles to Text 

 Modifying Styles 

 Deleting Styles 

 Saving Style Sets 

Module 3: Working with Paragraphs 

 Moving Text 

 Applying Bullets and Numbers 

 Changing Line Spacing 

 Aligning and Justifying Text 

 Working with the Paragraph Dialog 

Module 4: Formatting the Page 

 Inserting a Cover Page 

 Formatting Text as Columns 

 Adding Watermarks 

 Changing the Page Color 

 Adding a Page Border 
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Module 5: Inserting Art and Objects, Part One 

 Inserting Tables 

 Inserting Charts 

 Inserting SmartArt 

 Inserting Equations 

 Inserting Screenshots 

Module 6: Inserting Art and Objects, Part Two 

 Inserting Local Pictures 

 Inserting Online Pictures 

 Inserting Videos 

 Drawing Shapes 

 Inserting Text Boxes 

Module 7: The Finishing Touches 

 Checking Spelling 

 Inserting Page Numbers 

 Adding Headers and Footers 


