Acceptable Word Processing Format 

	1. Dbl. Click on Microsoft Word

2. FILE>SAVE AS…

3. File name-delete DOC1.DOC and rename with a one word description of your project

4. SAVE
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	DO NOT:

· Change font

· Change font size

· Change font color

Leave these settings alone!!
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	Add your name, class, date, etc.

· Check with your teacher for specific requirements.

· Use the ALIGN RIGHT tab
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	Example

After typing the date, click ENTER two times
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	Add your title

· Use the CENTER align

· You may use a larger font size (24 is good)

· At the end of your title, click ENTER two times
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	Double space your project

· Go to FORMAT>PARAGRAPH

· Change Line Spacing to DOUBLE

· Click OK 
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	Begin the body of your project

· Use the ALIGN RIGHT

· Change the font size back to 12

· Indent each new paragraph by using the TAB key only
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	Basics

· One space after each word

· One or two spaces after the end of a sentence

· No space after a beginning quote, no space before an end quote
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	NEVER put “The End”
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	Check spelling & grammar

· Go to TOOLS>SPELLING and GRAMMAR….
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	Save and Print

Print only one copy!  Why? You’re teachers will be making corrections and other suggestions.  No use to print more than one until your final copy.
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SAVE first





Then PRINT








Setting up a Word Processing Document, p. 2
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