Word Processing Basics


Getting Started

1. Opening a new file:

     Double click the Microsoft Word     

    Icon
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2.  Opening a saved file: 

     Double click the Microsoft Word     

    Icon
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    Click “File” (top left)

    Slide down to “Open” and left click       

    Double click  the file you wish to    

    open

3.  Saving a new file:


Click on “File” (top left)


Click on “Save”


Type a name in the “File Name”      

        Box and click “Save”

4.  Saving an old file:


Click on “File” (top left)


Click on “Save”

5.  Closing the program:


Click on “File” (top left)


Click on “Exit” at the bottom

REMEMBER TO SAVE YOUR FILES AS YOU WORK!  IF YOU DON’T SAVE YOU COULD LOSE IT ALL!

Before you type
    Set the line spacing to double space    

    Set the font size to 12 point

    Set View to 100% - 75%
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3.  When typing remember to

Indent by hitting the Space Bar 5 times or by hitting the Tab key

Press the Space Bar 1 time after each word

Press the Space Bar 2 times after each sentence

Hit the Enter Key only when starting a new paragraph

Use the Shift key to capitalize not the Caps Lock!
