



Word Processing Basics

1. Go to Microsoft Word on the computer.

2. Start a new document 


Go to File


Select New

3. Use the keyboard to type your document 

4. Use Spell Check 


Go to Tools and select Spell and Grammar Check

5. Save your writing:


Put in your floppy disk in the  "A " drive

Go to Save as  ( 31/2” Floppy)


Name your document 


Click on Save

6. Print out your document

7. To “Open” your document:


Go to open


Go to "3 ½ floppy A"


Click on  your saved file


Click on open 


