Lesson B3 – Worksheet #2

CREATING A SIMPLE TEXT DOCUMENT – GOOD COMPUTER HABITS

Directions:

1. Go to Microsoft Word

2. Type the following paragraphs.  Remember to use the shift, arrow, backspace, enter and delete keys as you type and to correct mistakes.

Good Computer Habits

To keep your computer working properly it’s important to use good computer habits.  First, do not eat or drink while working at the computer.  Make sure your hands are clean as oil and dust from your fingers can collect on the computer.  Never put magnets on or near your computer.  Magnets can damage disks and hard drives.  When you turn off the computer follow the correct shut down procedure.


If you do have a problem with your computer, check the simple things first.  Check that the surge protector is on and that the speakers and headphones are connected properly.  If your computer still doesn’t work, ask your instructor for help.

3. Use the print preview option on the file menu to view your document. 

4. Print it from the file menu.

5. Save it to your disk or hard drive. (Ask your instructor if you don’t know which to use.)

