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Click on File
Select New

Press CTRL+N (depress the CTRL key while pressing "N") on
the keyboard.

To create a document based on one of the templates provided
In Microsoft Word, select which one you would like to create.

You will be shown all the template available.



Open an Existing Document
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Save, print, and close your document
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Save, print, and close your document
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Save, print, and close your document
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Save, print, and close your document
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Save, print, and close your document
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Typing and Inserting Text
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Selecting Text




Deleting Text
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Format text

comparedto a loss of $2.3 million, or $.57 per share for the last quarter of FY
2003.
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Format text
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Format text
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Change margins
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Change margins

& )

(&

&

)



(&

Change margins

& )



(&

Change margins

& )

(&



Moving around in the document



Moving around in the document
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Use the scroll bar



Use the scroll bar
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Fix spelling and grammar mistakes



Fix spelling and grammar mistakes



Fix spelling and grammar mistakes
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Fix spelling and grammar mistakes



Move text by using Copy/Cut and Paste
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Move text by using Copy/Cut and Paste
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Undo!



Undo!



Line spacing



Line spacing
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Line spacing



Align text left, center, or right
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Align text left, center, or right



Align text left, center, or right
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Bulleted and Numbered Lists
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Tables



Inserting Rows and Columns



Moving and Resizing a Table



Adding Clip Art
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Inserting Header/Footer/Page number
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Find text



Find and replace text
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Change the capitalization of text
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Change the capitalization of text
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