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HIBBs Detailed Specifications

1. Identifier (system generated): 

2. Title:  Learning the Basics of Microsoft Word 2010 for Microsoft Windows

3. Creators/Contributors: Jessica Cote and Pete Hanke, Indiana University-Purdue University-Indianapolis (IUPUI), School of Informatics students in Computing for a Cause course  

4. Content Creation Date: 2011
5. Publisher: GHIP 

6. HIBB Repository Publication Date (system generated): July 2011
7. Financial Support for Development of HIBB Provided : Not applicable
8. Language of HIBB:  English
9. Topic Area: Fundamental Skills
10. Subject:  
1. Creating and opening documents

2. Formatting the document

3. Customizing the document

11. Description of HIBB:   

This HIBB begins with a general introduction to the Microsoft Word interface, then introduces various standard tasks including creating new documents, opening existing documents, saving documents, working with text, formatting various parts of documents, inserting non-text items into the document, proofreading the document, printing and closing individual documents. The HIBB also introduces and explains the new ribbon menu system used by the recent versions of Microsoft Office suite products, including Microsoft Word.

12. Learning Objectives:  
At the end of this HIBB, students will be able to complete basic tasks that Microsoft Word has to offer including the ability to create and open a document, save a document, and print a document. In addition to these basic tasks, students will be able to add formatting and customizing elements to their documents, such as inserting pictures, tables, links, and headers and footers. 
13. Keywords Describing HIBB:  
1. Microsoft Word 

2. Word processing

3. Document

14. Intended Audience:  
The audience that is intended for this HIBB is a person that has little to no experience with the Microsoft Word program. This person would be interested in learning how to create documents using a word processing application. 

15.  Competencies/Skills that HIBB Addresses: 

· Create a new document

· Open existing documents

· Saving documents

· Cut, copy, and paste text

· Formatting documents

· Set page margins

· Insert header and footer

· Add page numbers
· Create bulleted lists
· Insert tables

· Insert images

· Insert hyperlinks

· Proofreading documents

· Printing documents

· Closing documents

16.  Related HIBB(s).  Indicate whether this HIBB is:       

a. Adaptation of an existing HIBB (indicate title and ID#):

b. Translation of an existing HIBB (indicate title and ID#):

c. Part of a series: Microsoft PowerPoint
d. Not applicable
17.  Level of Computer/Health Informatics Knowledge Needed to Understand Content of HIBB: 
        a.     Novice: “I have never done this”

b.      Advanced beginner: “I have done this a little”

c.      Competent: “I am good at this”

d.       Proficient: “I could teach this”

18.  Format of HIBB Components.   Table 1: HIBB Components and Files  

	Component Type
	File Name
	Type of File
	Size of File
	Duration/length of component

	Slides Only
	HIBBsWord_Slideshow.ppt
	Microsoft Powerpoint
	6.71 MB
	34 Slides

	Slides Augmented with Voiceover
	HIBBs word screencapture module.exe
	
	32.5 MB
	13:58 minutes

	Audio Only
	HIBBsWord_AudioRevised.mp3
	.mp3 Audio
	13 MB
	13:32 minutes

	Transcript
	Word_Narrative.docx
	Microsoft Word 97 - 2004 document
	33 KB
	5 pages

	Spec Sheet
	Word 2010_spec sheet
	Microsoft Word 97 - 2004 document
	924 KB
	3 pages



19.  Use of HIBB Content in Prior Training.  

a. Training venue(s): Not Applicable.  

b. Type of training: Not Applicable.  

c. Year most recently offered in training: Not Applicable 
d. Number of times offered in training: Not Applicable

e. Approximate number of individuals trained: Not Applicable.

f. Type of individuals trained: Not Applicable.
g. Content not used before: Not Applicable 
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