Instructions for using the CustomGuide Learn on Demand Training:

1. Login to the CustomGuide online training. From the Home tab under All Courses, select the topic you wish
to review, for example Word 2007:
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2. To complete the selected Pre-Assessment select the Start Assessment button:

@ Word 2007

Pre Assessment

162 Questions, 0% Gomplete, 0% Gomect

[ Start Assessment

162 Tutorials, 9% Gomplete

[ Start Learning l

Completing the pre-assessments will help to determine areas of proficiency in the specific software package.

3. Answer questions and submit answers:

Course: Word 2007
Type: Pre Assessment

Question: 1 of 162
1. Word automatically opens with Windows. (True or False?)

O True
O False




4. To begin the online tutorials for Word 2007, for example, select the Start Learning button under the Online
Tutorials:

) Word 2007

Pre Assessment

162 Questions, 0% Gomplete, 0% Gormect

[ Start Assessment l

162 Tutorials, 9% Gomplete

[ Start Learning l

5. Select the appropriate Chapter and Lesson you wish to complete:

Word 2007

Chapters
The Fundamentals

Working with Tables
Document Basics

Waorking with and Editing Text
Formatting Characters and Paragraphs
Formatting the Page

Working with Themes and Styles
Working with Shapes and Pictures

Warking with Tables |

Performing a Mail Merge
Using Document Collaboration Tools

Warking with Outlines, Long
Documents, and References

Waorking with WordArt, SmartArt, and
Gharts

Collaborating with Other Programs
Waorking with Tem plates

Working with Forms

Working with Web Pages

™|

Advanced Topics

6. Select the Proceed To Lesson button:

Microsoft Word 2007
‘Creating a Table

IN THIS LESSON YOU WILL LEARN:

PROCEED TO LESSON b EXIT LESSON

Follow online instructions. Continue this process until all appropriate lessons have been completed.
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7. Post Assessments and Certificate of Completions can be completed after training is finished:

Post Assessment




