
Microsoft Word Processing Fundamentals Skills Evaluation 

Please fill out this form at the beginning of class and at the end of 
class.  

 

 

Skills Start of 

workshop 

End of 

workshop 

*Lesson 1 Getting Started   

Starting MS Word   

Word window elements   

Enter text in document   

Save a document   

Close a document and quit Word   

*Lesson 2 Editing Document   

Open a file   

Navigate through a document   

Scroll through text   

Insert text   

Select text   

Delete and restore text   

Create a folder   

Save a file with a different name   

Lesson 3 Templates   

Use a Word Template   

Create a Template   

Use a wizard to create a document   

*Lesson 4 Format Text   

Use a Formatting toolbar   

Align text   

Cut and paste text   

Apply character effects to text   

Align text   

Drag and drop   

Collecting and pasting   

Apply styles   

Print preview   

Print a document   

Lesson 5 Change Document 
Layout 

  

Adjust page margins   

Change the indents and tab 

settings 

  

Insert and clear tabs   

Add page numbers   

Create headers and footers   

Change page orientation   



Microsoft Word Processing Fundamentals Skills Evaluation 

Please fill out this form at the beginning of class and at the end of 
class.  

 

Skills Start of 
workshop 

End of 
workshop 

Lesson 6 Use Edit & Proofing 
Tools 

  

Check spelling   

Shortcut Menu for words and 
phrases 

  

Check for grammatical errors   

Insert date and time   

Find and replace specific text   

Insert date and time   

Insert special characters   

Add, view and edit comments   

Lesson 7 Working with 

Graphics 

  

Insert picture from file 

Insert Clip Art 

  

Resize and reposition a picture   

*Lesson 8 Working with 

Columns 

  

Create column   

Adjust column width and spacing    

Insert a column break   

*Lesson 9 Working with Tables   

Insert a table   

Navigate and select cells in a table   

Merge table cells   

Insert and delete columns and 

rows 

  

Lesson 10 Word and the Web   

Send a document as e-mail 

attachment 

  

View a document as Web page   

Save Word document as a Web 

page 

  

 
 

 

KEY: Please fill in the chart above using a range of 0      3  
 

No knowledge of skill   0-1-2-3  Very comfortable with the skill 


