Step-by-Step Microsoft Word XP: 

Opening a New Document

Step-by-Step Microsoft Word XP: Opening a New Document provides guided instructions on opening a new document.  
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Below is an illustration of a new document in print layout view:
Opening a New Document

1. On the Start button, select All Programs, then click Microsoft Word.  A new document will open. 

2. The name of the document you are working with is displayed on the Title Bar. 

Selecting Toolbars

1. On the Format menu, select View, then click on Toolbars. 
2. In the Toolbars list, click Standard and Formatting. 
3. Turn off other toolbars that may be selected by clicking on them.  
Customizing Toolbars

1. On the Tools menu, click Customize. Then click the Options tab.  
2. Under Personalized Menus and Toolbars, select:
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( Show Standard and Formatting toolbars on two rows
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Choosing Document View

1. On the View menu, select Print Layout.  
Selecting Font and Font Size

1. On the Formatting toolbar, type or select the Font to change the style of font you want.  For this activity, select the Arial font.

2. On the Formatting toolbar, type or select the Font Size to create a smaller or larger font.  For this activity, select font size 12.

Typing a Short News Article

Click within the document space and type the following news article:  

Meteor Shower to Brighten the Night Sky

The annual Lyrid meteor shower will commence before dawn on Thursday.  Away from the city lights you will see five to twenty-five shootings stars per hour.  

Changing Alignment

1. Select the headline you typed, Meteor Shower to Brighten the Night Sky.  
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On the Formatting toolbar, click the Center alignment icon.  Your headline is now centered.
Changing Font Style

1. Select the headline you typed, Meteor Shower to Brighten the Night Sky.
2. On the Formatting toolbar, select the Bold icon.  Your headline is now bold.

Saving a Document

1. On the File menu, click Save. If this is the first time you are saving this document, the option to Save As will appear.  
2. In the File name box, type, Meteor Shower, as the name for this document.  
3. In the Save in box, select a location to save your document.  For future saving of this document, when you click on Save, the document will automatically save over the previously-saved version of the document.  To save to a new location or under a new name, on the File menu, click Save as.









Bold








Underline





Italic








Center 





Justified 





Right 





Left 

















Title Bar





Standard Toolbar





Formatting Toolbar





Menu bar





Document Window





View Button





Status Bar








Step-by-Step Microsoft Word XP: Opening a New Document

Page 2 of 3
Project 1: Creating Newsletters



