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Directions:  If you follow the video it will be in detail as to what you need to know from the first lesson.  Very Basic using some ideas that you may use often.  When and if you save this lesson you may still open it up using Microsoft Word if you wish.  Make sure you create a folder on your computer  first to save your lesson to.

1. Type in This is an example
a) Change font to Times Roman
b) Highlight the line you just typed in and click on Bold
c) Change the size of your font
d) Change the color of the font to RED or what ever color you choose.
e) High light the same line above and give it a highlight background color of yellow for the whole line.
2. Retype the same line and change to italic bold
3. Place the cursor in front of the line you just typed and go to the menu and look for numbering line.  Start with the number 1.
4. Hit your enter key and come up with another line.  Line number 2.
5. Formatting a page.
a) Click on Format from the menu and then scroll down to page
b) A menu will appear change the margins choose the tab called PAGE
c) You will see the margins located below as you adjust the margins the screen will show you your adjustments as the happen in the upper right corner.
6. Click on Border and you may place a color around the page of your choosing.
a) Click on color and the size of your border and in the upper left corner you will discover several line arrangements choose one you like.  Click on OK when done.
7. Make sure you save and save often when you are working on an important document. Remember where you  have save your document.
8. Learning Spelling  change the word Example so it is misspelled.  Right click and then click on the correct spelling of the word
9. Don’t forget you may use at any time the two arrows at the top for undo and redo for quick corrections.
10. Right Click on the word again and scroll down and use the word synonyms  and see how you are able to change the word and have the same meaning.
11. Click on Print Preview to view your document prior to printing it out.
12. Click on the printer next to the preview to show you how to printout a hard copy.

