 Word-processing without toil!                                                                      

           1.Why  is word-processing so important? 



Every computing activity requires a portion of knowledge and experience in word-processing (typing text): writing a letter, creating a document, preparing an e-mail message or composing a Website. Voila – some simple suggestions for word-processing without toil. 

    HOW TO START

    ‘ WORD ‘?

First of all, a newcomer to word processing has to master the Word Wrap concept:

 “ We type continually without pressing the enter key at the end of a line because the Word Processor automatically wraps text from one line to the next.”  

TO START WORD :GO TO  ‘Start‘,then CLICK:

Start-Programs-Word-File –New-Blank-OK

So, you created  a

New blank file and you are ready to  write in!
-
If you have a WORD shortcut on the desktop the start process will be simpler :-
CLICK-
 WORD--
  File-
 New-
  Blank-
 OK (Tip: To create this shortcut of WORD on the desktop-CLICK: start-Programs; GO TO WORD ,Right click

     it and then click ‘ Create a shortcut’

