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Click here to start a new file:

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

 

 

 

 

  

 

 

Click here to open a file you have already saved:   

  

 

Click here to 

start typing 

on the left 

ma

r

gin.

 

Click here

 

 to center a

 

 title on the 

page.

 

Click here to 

type on the 

right margin.

 

Click here to double 

space your lines of 

typing. (Standard)

 

Once your file is open, click “View” and select “Ruler”.  Then, click 

”View “ again and select “Text Boundaries”.  Now, center y

our page so 

that you can see both margins.  Slide this box to the right:

 

Click here to change the font size, 

style, or color.   12 Point size and 

Times Roman font are standard for 

most school or busine

ss papers.
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·

 When you are finished for the day:

 

1.

  Click on “Save”

 

2.

  Give your file a name if it doesn’t have one

 

3.

  Click on “File” and sele

ct “Exit”

 

·
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