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Course goal
:
· Microsoft Word is a word processing software package. The students can  use it to type letters, reports, and other documents. It gives  them  the ability to use their home computer for desktop publishing. 
· Microsoft Word 2007 is so different from previous versions of Microsoft Word, even experienced users may find it useful. This lesson will introduce the students to the Word window. They can  use this window to interact with Word. 

· Students have the ability to use and control the facilities of Microsoft word 2007 which will help the word processing job becomes much more efficient and effective.

	Met.
	Topics
	Objectives
	Sub Topics
	Method of teaching
	Teaching and learning media
	References 

	1
	2
	3
	4
	5
	6
	7

	1ST 
	Introduction
	Students can get an overview of the courses will be given and understand the true purpose of the course.

	1.1 Introduction of course syllabus
1.2  Explanation of teaching methods
1.3The refereeing process
1.4 History of the development of Windows
1.5 How it works MW
1.6 The difference between  MW 2003 and MW 2007
	Explanation

Discussion
	Laptop
 + projector
	Hafiarni Fanny, S. kom, Microsoft Office All Version Untuk Pemula. Word, Excel, PowerPoint. Kawan Pustaka penerbit, Jakarta 2009.
Kurniawan Yahya, ST, Micrososft Word 2003. Menjadi mahir sendiri tanpa Guru, Elex Media Competindo, Jakarta 2004.

	2 nd 
	Operation of the Microsoft Word 2007 program
	Students will learn how to operate the program MW of 2007 and the basic learning program.
	2.1 How to start a Computer
2.2  Open  Microsoft Office and find the program of Microsoft Office Word 2007 
2.3 Use the Microsoft Office Button
2.4 Identify and use QAT

2.5 Displays the window MW TITLE BAR (save)
	Explanation

Practice

Discussion
	
	http://www.microsoftwordtraining.pdf.com
Assessment 1

	3rd 
	Microsoft Word 2007 basic features
	Students can understand and know the usefulness of  Ribbons/ menus MW 2007
	3.1  Open a blank document

3.2 Identifying and using Ribbon/ Menu:
 HOME, INSERT, PAGE LAYOUT, REFERENCES, 

MAILINGS, REVIEW, VIEW, DESIGN, LAYOUT
3.3. Create a document by using HOME TAB and INSERT TAB
	Explanation

Practice

Discussion
	
	

	4th 
	 Work out with Text Area, Rules, Scrool bars, Status bar, and understanding Document Views in MW 2007
	Students have a capability to use the difference menu that exist in MW 2007
	41 The use of TEXT AREA 

4.2. The functions of the RULER

4.3 The  Vertical and Horizontal Scroll Bars 

4.4 The Status Bar 
4.5 Understand Document View (VIEW TAB)
4.6 Working the document  withi  PAGE LAYOUT TAB
	Explanation

Practice

Discussion
	
	

	5th 
	To Click items and  to choose tabs of MW 2007 
	Students will understand how to work with non printing characters, place the cursor and make a new paragraph
	5.1 Open a Document 

5.1 Understanding Nonprinting Characters 

5.2 Create Sample Data and Select Text 

5. 3  Place the Cursor 

5. 4  Start a New Paragraph 

Practice: Create a new document using BULLET and NUMBER
	
	
	 Assessment 2

	6th
	QUIZ
	
	
	
	
	

	7th
	Create a new document
	Students will have a base knowledge to create a document word
	7.1 Type, Backspace, and Delete 
7. 2. Working with INSERT TAB.
7. 3 Insert and Overtype

7.4 Save a File and Close Word 
	
	
	

	8th
	M id
	Test
	Semester
	
	
	

	9th 
	Document paragraph and  style
	Students will have a capability to create a document style and

paragraph 
	8.1 Add Sample Text 

8.2 Add Space Before or After Paragraphs 

8.3 Change Line Spacing 

8.4 Create a First-Line Indent  8.5 Indent Paragraphs 

8.6 Align Paragraphs 

8.7 Create a Hanging Indent 
8.8 Working with REFERENCES TAB
	
	
	

	10th 
	Execute Commands with Keyboard Shortcuts 
	Students will know how to use shortcut keyboard to make easy a work
	
	
	
	

	11th
	Create a working table
	Students will have ability to create  a table in document
	11.1 Table sytle option

11.2 Table style

11.3 Draw borders
	
	Practice


	

	12th 
	Creativity with Layout
	Students know how to work with layout tab
	
	
	practice
	Assessments 3

By using REFERENCES TAB

	13th 
	QUIZ
	
	
	
	
	

	14th 
	Word Options
	Students will know how to work with Word Options
	14.1 Popular

14.2 Display

14.3 Proofing

14.4 Save

14.5 Advanced

14.6 Customize

14.7 Add-Ins

14.8 Trust Center

14.9 Resources 
	
	
	

	15th 
	Review
	
	
	
	
	

	16th 
	Final
	Semester
	Test
	Oral
	Written 
	




