After seeing everyone work yesterday, we need to review the features of word

How are you supposed to save your work?


File, Save As, Save in 7A

In class folder on desktop, name is act and initials


Save during your time working

What should you do before printing?


Footer, spell check, print preview and get my approval

For our purposes we will look at and primarily use the standard and formatting tool bars


Show how to add both bars and make them visible or get to more buttons


Go thru all buttons

Go thru menus on top


View: toolbars & header & footer


Insert: many but for now picture


Format: paragraph, borders & shading, background


Tools: word count

Let’s review how to add a footer

What to look at for a print preview


Layout, looks nice, footer, number of pages

How are you supposed to save your work?


In class folder on desktop, name is act and initials

What should you do before printing?

Footer, spell check, print preview and get my approval

