Margins

1.
From the Menu Bar select File.

2.
Highlight Page Setup and press the Enter Key.

3.
From here you will be able to adjust the margin size. (Remember to leave at least .5 inches on the top and bottom of your document for your headers and footers.)

4.
If you need to change from a portrait print to a landscape print you may also do that here by clicking on the Paper Size tab.

Line Spacing

1.
From the Menu Bar select Format.

2.
Highlight Paragraph and press the Enter Key.

3.
From here you can set up alignment, indentations and line spacing.

Saving, Opening and Printing a Document

1.
From the Menu Bar select File.
2.
Click on Open, Save or Print

3.
To Open a file you must highlight the file name on the directory where it was saved and double dick

4.
To Save a file you must tell they computer where you want the file saved and the name of the file. (If a file was previously saved it will automatically save in the same directory with the same file name unless you select Save As.)

5.
To Print a file you must select the number of pages and copies you would like to print. (Also check to make sure it is defaulting to the correct printer)

