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1. What is the name of the computer program we are using and what function does it serve?  

    We are presently using MS Word. It is a word processor. 

2.   What are the main menu options?   
The main menu options are File, Edit, View, Insert, Format, Tools, Table, Window, and Help. 
3. How do you open an existing word document? 

Upon starting the program, click on the file on the menu bar. Next, click on Open on the drop down menu that appears. When the window appears, select the appropriate location in the Look In box. After selecting the appropriate location, click on the correct file name. 

4. What are the different between SAVE and SAVE AS? 
Save is used the first time you save, or when you want to copy over the old file with the file name entered. Save As is use when you want to enter a new file name and/or you want to change the location of where the file is saved. 

5. What are the steps you should us when saving?

Click on the word file on the menu bar and then choose Saves As. We use Save As to ensure that we are using the proper file name and are saving to the    appropriate location. It is advisable not only to save to the class folder (used to    hand in assignments when completed), but also to your individual folders in case of an accidental cleaning of class folder.
6. Why are you supposed to change the Save In location?
This is done so that all of our work is saved in two locations in case of accidents. 

7. What are the steps to print document?  

Ask the teacher for permission to print. Then, select file from the menu bar. On the drop down menu, select Print. When the printer windows opens, ensure the correct page(s) is selected for printing. Click on OK. 

8. What is a header? 

A header is a peace of information that will appear at the top of every page in the instructed format.

9. How do create a header?

 Click on View in the bar. On the dropdown menu that will appear, click on                       header and footer. Your header will then appear on the page. Make any                                                                                                                                                                                                                             formatting changes (font, size, style, alignment), and type your text. Lastly, when done, click on View and then click on header and footer to leave the header.

10. What is a footer?
A footer is a peace of in formation that will appear at the bottom of every page in the instructed format. 


11. How do you create a footer? 

Click on View in the menu bar. On the dropdown menu that appears, click on Header and Footer. Your footer will then appear      

