
Introduction
· Well-presented communications tells the world that your business is professional,organised and sets high standards. The ECDL (European Computer Driving Licence) is one of the most widely recognised computing qualifications. It’s made up of seven separate sections, which together lead to the ECDL qualification, a certificate recognised by both public and private sector organisations. This third course guides users through Microsoft Word’s basic functions and moves on to some of its more advanced features. It will give your employees the skills to sit for the third part of the ECDL qualification.
Who is the course for?
· ECDL 3 – Word Processing is ideal for beginners. It provides a thorough introduction to getting the best from word processing packages.  There are no entry requirements, but the ability to use a computer for basic tasks is expected.  Ideally, users will have already completed the first two ECDL courses.  Those interested in working towards the ECDL qualification can buy all seven courses in a single ECDL bundle. This works out nearly £60 cheaper than buying each course separately.  The required assessments for the qualification must however be purchased separately from an approved ECDL test centre. To pass the ECDL qualification, tests must be passed for all seven modules.  To get the most from this course access to Microsoft Word is advised. Those wishing to focus on a particular version of Microsoft Word may wish to choose from Word 2000, Word 2003, or Word XP courses, although these courses do not link to the ECDL qualification.

What will you get from this course?

When you have completed this course, you will be able to:

· Create, save and print a Word document

· Change the font, font size, colour and style

· Cut, copy, paste, delete and replace text

· Construct bulleted and numbered lists

· Change document layouts

· Insert and manipulate graphics

· Create and format tables and charts
