
Course Outline
This package includes these courses
Microsoft Word Level I (6 Hours)

This package also includes two hours of private training, the Microsoft Word Specialist Exam (with a free retake), and proctoring

for the exam. Schedule the private training and exam after you complete the group class.

C
O

U
R

SE
 S

YL
LA

B
U

S

Word Specialist Certification Program
Enhance your resume with the Word Specialist Certification package, featuring Microsoft

Word training and certification at an affordable price. Includes exam costs, proctoring, and

benefits like free class retakes, private tutoring, and the official study guide.

Group classes in Live Online and onsite training is available for this course. 
For more information, email onsite@graduateschool.edu or visit: 
https://www.graduateschool.edu/courses/word-specialist-certification-
bundle

CustomerRelations@graduateschool.edu • 

(888) 744-4723

Microsoft Word Level I
Navigating through documents

How to format documents

Working with text and paragraphs

Tables in Word

Lists

Endnotes, footnotes, and citations

Adding images to Word documents
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