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Prerequisites

Objectives
Basic working knowledge of Windows and the Word
This
course is designed to give you an understanding and
program
practical knowledge of how to work as a Paralegal with a

Objectives
focus
specifically on Criminal Law.
To teach desk top publishing skills using this popular
Completion of the course will give you a Pitman Training
publishing program
certificate and you will be well placed to go on to gain a
Level
3 Award
or Certificate in Paralegal Practice from the
Course
Content
National Association of Paralegals (NALP).
Lesson One: starting the program; becoming familiar
with the Backstage view and the various types of
publication; opening a publication design; creating and
deleting text boxes; resizing and moving an object;
entering text and basic formatting; opening and editing a
blank publication; saving a new publication; printing a
publication; closing the program

Coursepictures;
duration:
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using drawing tools; changing text
blank publication; adding an item to and deleting it from
the Building Block library; adding an item from the
Building Block library; setting up and using email merge;
deleting a business information set

Benefits
 Know how to use Publisher 2010 in order to create
your own publications
 The flexibility and value of a self-study course
designed to enable you to work at your own pace
 A personalised workbook to use as a reference
guide on completion of the course
 The opportunity to gain the widely recognised
Pitman Training Certificate
 The opportunity to gain an OCR CLAiT Plus unit
qualification at Level 2

Course duration: 10-12 hours
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