Say It:  Creating a Word document

1.  Create

I need to create a document.

2.  Open

I open Word to create a document.

3.  File


I pull down the file menu.

4.  New

In the file menu, I click on new to create a new document.

5.  Type

I type a few sentences in my document.

6.  Edit

When I edit my document, I make necessary changes.

7.  Floppy disc
I get my floppy disc out.

8.  Floppy drive
I put my disc into the floppy drive (A-Drive).

9.  Save as

I select "save as" from the file menu to save my document.

10.  3 1/2" floppy
In "save as" I go to "save in" and select 3 1/2" floppy.

11.  Print

I click print and then click OK.

12.  Sent

My document is sent to the printer.  I go get it.  It looks great!

13.  Close

I close my document.  Then I close Word.

14.  Retrieve
The next time I want to work on this document, I must retrieve it from 
my floppy disc.   Then I can work on it again.

Remember:  The ICONS you see above give you a shortcut.  For example, to print something, you can click on the printer icon instead of going to file and then clicking on print.  The icons can help you to work faster.

