Creating a Document in MS Word
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 Go To MS Word on the desktop.                 

	Create a New Documentt
When you open MS Word a blank document appears. Other ways to open a new document are below:
Menu Option

· From the File menu, select New...

· From the New section, click BLANK DOCUMENT


Toolbar Option

· From the Standard toolbar, click NEW BLANK DOCUMENT [image: image1.png]



Start a Document

Type in your text.  Use the editing keys handout to help.
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Save a document                                                       
· Go to File and Save As

· When the dialog box appears:

Select from the Save in pull-down list
             3½ Floppy (A:) to save to a disk
                  My Documents to save to the computer

· Type a new file name (or you can use the one created for you)
· Click on Save 
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Print a document

· Go to File and select Print
· When the dialog box appears select number of copies
· Click OK
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· When the dialog box appears select number of copies
· Click OK


	Exit MS Word

To exit go to File

Select Exit
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