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Software Skills Checklist

	INF 2050: Word Processing 2

Students expand their skills in the proper use of word-processing software, including document creation, editing, and the formatting and printing of mailable documents.
	Mastery

I know how to use word-processing software to create documents and I can teach someone else.
	Competent

I know how to use word-processing software to create documents, but sometimes I may need help.
	Limited

I still need practice using word-processing software to create documents.

	1. Create and customize documents for personal use applications

	letters 
	(
	(
	(

	templates
	(
	(
	(

	reports
	(
	(
	(

	tables and lists
	(
	(
	(

	Software Commands

	1.1. Create, format, and edit documents
	
	
	

	1.1.1. new document setup
	(
	(
	(

	1.1.2. use and create templates
	(
	(
	(

	1.2. Lay out documents
	
	
	

	1.2.1. adjust margins and tabs
	(
	(
	(

	1.2.2. modify header and footer settings, including page numbering
	(
	(
	(

	1.2.3. create and modify columns
	(
	(
	(

	1.2.4. change page orientation and paper size
	(
	(
	(

	1.2.5. add a watermark and background
	(
	(
	(

	1.3. Make documents and content easier to find
	
	
	

	1.3.1. setting standard properties (e.g., keywords, author, title)
	(
	(
	(

	1.3.2. insert a hyperlink
	(
	(
	(

	1.3.3. use of find, replace, and go to
	(
	(
	(

	1.3.4. customize auto-correct
	(
	(
	(

	2. Format content 

	2. Format text and paragraphs
	
	
	

	2. apply, create, and edit format 
(e.g., styles, lists, bullets)
	(
	(
	(

	2. modify character spacing and scale
	
	
	

	2. manage content flow (e.g., controlling widows and orphans)
	(
	(
	(

	2. Manipulate text
	
	
	

	2.  advanced cut and paste skills 
(e.g., use the mouse and/or clipboard to copy and move text)
	(
	(
	(

	2. insert symbols and characters
	(
	(
	(

	2. modify bullet characters
	(
	(
	(

	2. Control pagination
	
	
	

	2. format different sections in a document
	(
	(
	(

	2. working with breaks (e.g., page, section, column)
	(
	(
	(

	3. Work with visual content 
	
	
	

	3. Insert and format illustrations
	
	
	

	3. create and modify graphics and shapes (e.g., SmartArt, drawing toolbar)
	(
	(
	(

	3. adjusting image properties
	(
	(
	(

	3. cropping, resizing, scaling, and rotating a picture
	(
	(
	(

	3. insert and modify text boxes
	(
	(
	(

	3. text wrap and positioning of visual content
	(
	(
	(

	4. Organize content 
	
	
	

	4. Structure content
	
	
	

	4. create and use macros (e.g., repetitive text or building blocks)
	(
	(
	(

	4. working with bookmarks
	(
	(
	(

	4. Use tables and list to organize content
	
	
	

	4. create a table of contents and index
	(
	(
	(

	4. update a table of contents and index
	(
	(
	(

	4. create an outline/document map
	(
	(
	(

	4. convert table to text and text to tables
	(
	(
	(

	4. Modify tables
	
	
	

	4. resizing cells and table (e.g., dragging, setting height and width)
	(
	(
	(

	4. create a header row
	(
	(
	(

	4. sorting a table’s contents
	(
	(
	(

	4. changing the position of text in a  cell  
	(
	(
	(

	4. changing the direction of text in a cell
	(
	(
	(

	4. Insert and format references and captions
	
	
	

	4. footnotes and endnotes
	(
	(
	(

	4. notes (e.g., bibliography, citation)
	(
	(
	(

	4. Merge documents and data sources
	
	
	

	4. prepare and perform a mail merge
	(
	(
	(

	4. create envelopes and labels for group mailing
	(
	(
	(

	5. Review documents
	
	
	

	5. manage Track Changes
	(
	(
	(

	5. insert, modify, and delete comments
	(
	(
	(

	5. reveal source codes
	(
	(
	(

	6. Sharing and securing content
	
	
	

	6. convert documents to different file 
formats (e.g., PDF, Web page)
	(
	(
	(

	( I can easily demonstrate all learning objectives. I am ready for the final project.

( I can demonstrate all the learning objectives but should review before attempting the final project.

( I still need more practice. I will develop an action plan with my teacher. 



	Action Plan:

Student Signature






Instructor/Facilitator Signature

	Time to Reflect

What are three things you learned in this course that you could see yourself using in the future?

What are two things you liked doing in this course?

What is one thing you would like to find out more about?
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