Word-processing without  toil !                                      

10.How to change the page  margins ?First of all you have to select a  paragraph – just click once anywhere in the paragraph .( Remember the main concept : Select first, then do it to it.) Drag the tiny arrow marker to the right, or  drag the tiny rectangle part of the marker on the left of the ruler  to create appropriate indents .
2. Why do letters  drop certain parts?   
Generally, to avoid this event, follow following rules of loading paper :  

Slide the edge guide against the paper. Don’t load paper above the arrow on the edge guide. Slide out  the  edge guide. (Place the paper against the right side of the feeder )
 3. How to create a   new file?

Whereas you click ‘Open’ to go to a document that has been created, you click ‘New’ to begin a new file. You need to save it as soon as you begin and then every couple of minutes as you work   
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-Start - Programs-; GO TO WORD Right click   it and then click ‘ Create a shortcut’) 

3. How to  SAVE  a new file?            GO TO : ‘FILE’ and CLICK it Give a name to your file. CLICK the ‘SAVE’ button (or hit’ Return’)

Your file  will be saved in the folder called ' My Documents' or

‘Galfolder…’, ‘Dedfolder’ or  ‘ anyelsefolder’…
