	The Instructional “How To” Guide

	It is vital to understand that in order to use any computer in our school system, you MUST LOG ON.  Therefore, after the first box, logging onto the computer is ALWAYS the first step.

	How To Log Onto The Computer
	1. Use the keyboard to hold down CTRL, ALT, &  Delete 
2. Read the message, then Click OK
3. Enter your User Name—Your ID Number
4. Enter your Password—at least 5 characters mixture of alphabetic and numeric characters 
5. Click OK or press Enter
6. If you were successful, you should be at the desktop
7. If not successful, keep trying—keep your password written down somewhere


	Making A New Word Document For The 1st Time
	1. Click Start to All Programs                          
2. Open the Microsoft Office Folder then Microsoft Word 
3. Scroll down and click on  Microsoft Office Word
4. You may begin keying in your information on the blank page


	Saving A Document For The lst Time
	1. On the FILE TAB Select File to SAVE
2. Key in an appropriate File Name (Something that relates to the document)
3. On the left, Click My Computer
4. Click on your H Drive
5. Open the appropriate FOLDER (The bars says “Save in:” If not, use down arrow to get correct folder)
6. Click SAVE


	RESAVING A Document
	1. Click the SAVE ICON that is located on the File tab 
2. OR, On the FILE tab, Select SAVE—since the file has been saved before, and is already open, it will save in the correct place


	Opening A Saved Document
	1. Click START Button 
2. In MY COMPUTER, click on you H: DRIVE (where your ID # is)
3. Open the appropriate Folder
4. Double Click on the document that you want to open



	Changing The Font Style, Size or Color BEFORE Inputting Text
	1. On the Home Ribbon,Click style, color, size you want.


	Changing The Font AFTER Inputting Text
	1. Highlight the text that you want changed
2. On the HOME Ribbon, Click style, color, size you want.


	Creating A Folder
	1. Go to Start
2. Click on My Computer and then to your H: Drive
3. Move your cursor to the white part of the screen, then right click with your mouse
4. Click on New…then  Folder
5. A New folder will pop up on your screen
6. Right Click on the folder and input an appropriate name for the folder




