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Microsoft Word 365 Apps MO-110
 
 
Course outline 
 
Module 1: Introduction to Microsoft Word 365 Apps
 
 
Module 1: Introduction to Microsoft Word 365 Apps is an introductory course designed to teach students
the basics of Microsoft Word 365 Apps. Students will learn how to create, edit, format, and save
documents, as well as how to use the various features of the program. This module will also cover topics
such as working with tables, images, and other objects, as well as how to use the various tools and
features of the program.
 
  
Lessons
 

Overview of Microsoft Word 365 Apps

Navigating the Microsoft Word 365 Apps Interface

Working with Text in Microsoft Word 365 Apps

Formatting Text in Microsoft Word 365 Apps

Working with Tables in Microsoft Word 365 Apps

Working with Images in Microsoft Word 365 Apps

Working with Shapes in Microsoft Word 365 Apps

Working with Charts in Microsoft Word 365 Apps

Working with SmartArt in Microsoft Word 365 Apps

. Working with Mail Merge in Microsoft Word 365 Apps

. Working with Macros in Microsoft Word 365 Apps

. Working with Templates in Microsoft Word 365 Apps

. Working with Comments in Microsoft Word 365 Apps

. Working with Track Changes in Microsoft Word 365 Apps

. Working with Headers and Footers in Microsoft Word 365 Apps

. Working with Page Layout in Microsoft Word 365 Apps

. Working with Themes in Microsoft Word 365 Apps

. Working with Styles in Microsoft Word 365 Apps

. Working with Proofing Tools in Microsoft Word 365 Apps

. Working with Accessibility in Microsoft Word 365 Apps

 
 
After completing this module, students will be able to:
 

Understand the basic features of Microsoft Word 365 Apps

Create and format documents using the tools available in Microsoft Word 365 Apps

Utilize the various features of Microsoft Word 365 Apps to enhance the look and feel of documents

Use the collaboration tools available in Microsoft Word 365 Apps to share documents with others
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Module 2: Working with Text and Paragraphs
 
 
Module 2 of the Microsoft Word 365 Apps MO-110 course focuses on working with text and paragraphs.
Students will learn how to format text, create and modify paragraphs, and use the Styles feature to
quickly format documents. Additionally, students will learn how to use the Find and Replace feature to
quickly locate and replace text. Finally, students will learn how to use the Outline View to quickly
reorganize and edit documents.
 
  
Lessons
 

Formatting Text

Working with Fonts

Inserting Special Characters

Creating Bulleted and Numbered Lists

Working with Tables

Inserting Headers and Footers

Inserting Page Breaks

Inserting Hyperlinks

Inserting Bookmarks

. Inserting Comments

. Inserting Footnotes and Endnotes

. Inserting Captions

. Inserting Cross-References

. Inserting SmartArt

. Inserting Pictures and Shapes

. Inserting Text Boxes

. Inserting Word Art

. Inserting Equations

. Inserting Symbols

. Working with Styles

 
 
After completing this module, students will be able to:
 

Create and format documents using the ribbon, tabs, and groups.

Insert and format text, paragraphs, and tables.

Use the Styles feature to quickly format text.

Utilize the Find and Replace feature to quickly locate and replace text.

 
 
Module 3: Formatting Text and Paragraphs
 
 
Module 3 of the Microsoft Word 365 Apps MO-110 course covers the basics of formatting text and
paragraphs. Students will learn how to use the ribbon, the mini toolbar, and the formatting palette to
adjust font size, color, and style, as well as how to create bulleted and numbered lists, indent text, and
align text. Additionally, students will learn how to create tables, insert images, and use the drawing tools.
 
  
Lessons
 

Applying Font Styles and Sizes
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Aligning Text and Paragraphs

Inserting and Formatting Tables

Inserting and Formatting Pictures

Creating Bulleted and Numbered Lists

Inserting and Formatting Shapes

Inserting and Formatting Text Boxes

Inserting and Formatting WordArt

Inserting and Formatting SmartArt

. Inserting and Formatting Charts

 
 
After completing this module, students will be able to:
 

Create and modify text styles and paragraph styles.

Format text and paragraphs using font, size, color, and alignment.

Insert and modify tables, lists, and columns.

Insert and modify images, shapes, and SmartArt.

 
 
Module 4: Working with Tables
 
 
Module 4: Working with Tables in Microsoft Word 365 Apps MO-110 course provides students with the
skills to create, format, and modify tables in Word documents. Students will learn how to insert, delete,
and move rows and columns, as well as how to adjust column widths and row heights. They will also
learn how to apply table styles, use formulas, and sort data.
 
  
Lessons
 

Inserting and Deleting Table Rows and Columns

Formatting Tables

Merging and Splitting Table Cells

Inserting and Deleting Table Borders

Working with Table Styles

Inserting and Deleting Table Headers and Footers

Sorting Table Data

Converting Text to Tables

Working with Table Formulas

. Inserting and Deleting Table Captions

 
 
After completing this module, students will be able to:
 

Create and format tables in Word documents.

Insert and delete rows and columns in tables.

Merge and split cells in tables.

Utilize table styles and formatting options to customize tables.

 
 
Module 5: Working with Graphics
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Module 5: Working with Graphics in Microsoft Word 365 Apps MO-110 course provides students with the
skills to create and manipulate graphics in Microsoft Word. Students will learn how to insert, format, and
edit images, shapes, and SmartArt diagrams. They will also learn how to use the Drawing Tools and
Picture Tools to create and customize graphics. Additionally, students will learn how to use the Word Art
feature to create text effects.
 
  
Lessons
 

Inserting and Formatting Images

Working with Text Wrapping

Creating and Editing Shapes

Inserting and Formatting Tables

Working with SmartArt

Inserting and Formatting Charts

Working with WordArt

Inserting and Formatting Clip Art

Working with Screenshots

. Inserting and Formatting Diagrams

 
 
After completing this module, students will be able to:
 

Create and modify graphical elements such as shapes, text boxes, and SmartArt diagrams.

Insert and format images, clip art, and screenshots.

Utilize the Drawing Tools to create and modify shapes.

Use the Picture Tools to adjust brightness, contrast, and color of images.

 
 
Module 6: Working with Styles and Themes
 
 
Module 6 of the Microsoft Word 365 Apps MO-110 course covers the use of styles and themes to create
professional-looking documents. Students will learn how to apply and customize styles, create and
modify themes, and use the Quick Styles Gallery to quickly apply formatting. Additionally, students will
learn how to use the Navigation pane to quickly navigate through a document.
 
  
Lessons
 

Understanding Styles and Themes

Applying Styles and Themes

Creating Custom Styles and Themes

Modifying Existing Styles and Themes

Working with Themes and Color Schemes

Using Templates to Create Documents

Working with Fonts and Text Effects

Working with Paragraphs and Line Spacing

Working with Tables and Borders

. Working with Graphics and Pictures

 
 
After completing this module, students will be able to:
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Create and modify styles and themes in Microsoft Word 365.

Utilize the Styles and Themes tools to format documents quickly and efficiently.

Understand how to use the Styles and Themes tools to create a consistent look and feel across

multiple documents.

Apply and customize themes to create a professional and polished look for documents.

 
 
Module 7: Working with Mail Merge
 
 
Module 7: Working with Mail Merge for Microsoft Word 365 Apps MO-110 course is a comprehensive
guide to creating and managing mail merge documents in Microsoft Word. It covers topics such as setting
up a data source, creating a main document, inserting merge fields, previewing and printing the merged
documents, and troubleshooting common issues. This module also provides step-by-step instructions for
creating labels, envelopes, and directories.
 
  
Lessons
 

Understanding the Mail Merge Process

Setting Up the Main Document

Inserting Merge Fields

Creating a Data Source

Merging the Data with the Main Document

Previewing and Finishing the Merge

Troubleshooting Common Mail Merge Issues

Using Advanced Mail Merge Features

Creating Labels and Envelopes with Mail Merge

. Automating Mail Merge with Macros

 
 
After completing this module, students will be able to:
 

Understand the purpose of mail merge and how to use it to create personalized documents.

Create a data source for mail merge and use it to populate a document.

Utilize mail merge to create labels, envelopes, and other documents.

Troubleshoot and debug mail merge issues.

 
 
Module 8: Working with Macros and Forms
 
 
Module 8 of the Microsoft Word 365 Apps MO-110 course covers the use of macros and forms in Word.
Students will learn how to create and edit macros, as well as how to create and customize forms. They
will also learn how to use the Developer tab to create and manage macros and forms.
 
  
Lessons
 

Introduction to Macros and Forms

Creating Macros in Word

Working with Forms in Word

Automating Tasks with Macros

Troubleshooting Macros and Forms
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Securing Macros and Forms

Advanced Macros and Forms

Integrating Macros and Forms with Other Applications

Best Practices for Working with Macros and Forms

. Creating Custom Macros and Forms

 
 
After completing this module, students will be able to:
 

Create and edit macros to automate tasks in Word.

Create and modify forms in Word.

Utilize the Developer tab to create and modify forms.

Use the Forms toolbar to add form controls to documents.

 
 
Module 9: Working with Collaboration and Sharing
 
 
Module 9 of the Microsoft Word 365 Apps MO-110 course covers the basics of collaboration and sharing
in Microsoft Word. Students will learn how to share documents with others, how to work on documents
together in real-time, and how to manage document versions. They will also learn how to use the
commenting and reviewing features in Word to collaborate with others.
 
  
Lessons
 

Understanding the Basics of Collaboration and Sharing

Setting Up and Managing a Shared Document

Working with Co-Authors in a Shared Document

Using Comments and Track Changes in a Shared Document

Using the Compare and Merge Documents Feature

Using the Share and Protect Feature

Using the Share and Review Feature

Using the Share and Publish Feature

Using the Share and Embed Feature

. Using the Share and Sync Feature

 
 
After completing this module, students will be able to:
 

Understand how to share documents with other users in Microsoft Word 365.

Learn how to collaborate with other users in real-time using Microsoft Word 365.

Be able to track changes and comments made by other users in a document.

Develop the skills to manage document versions and access control settings.

 
 
Module 10: Working with Advanced Features
 
 
Module 10 of the Microsoft Word 365 Apps MO-110 course covers advanced features of the program,
such as creating and managing tables, using mail merge, creating and managing forms, and using
macros. This module will help students become proficient in using the more complex features of Word to
create professional documents.
 



●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

●

  
Lessons
 

Using the Navigation Pane

Working with Headers and Footers

Inserting and Formatting Tables

Working with SmartArt

Inserting and Formatting Pictures

Inserting and Formatting Shapes

Working with Text Boxes

Inserting and Formatting Charts

Working with Word Art

. Inserting and Formatting WordArt

. Working with Hyperlinks

. Inserting and Formatting Equations

. Working with Mail Merge

. Inserting and Formatting Comments

. Working with Track Changes

. Inserting and Formatting Footnotes and Endnotes

. Working with Cross-References

. Inserting and Formatting Bookmarks

. Working with Building Blocks

. Inserting and Formatting SmartArt Graphics

 
 
After completing this module, students will be able to:
 

Create and modify tables, charts, and diagrams.

Utilize advanced formatting features such as styles, themes, and templates.

Insert and manipulate images, shapes, and SmartArt.

Use mail merge to create personalized documents.

Microsoft Copilot for Word
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