Several documents can be opened simultaneously if you are typing or editing multiple documents at once.  All open documents are listed under the Window menu. The current document will have a checkmark beside the file name. Select another name to view another open document or click the appropriate button on the Windows taskbar at the bottom of the screen.

Try to get your folders organized.  Have one main folder called Docs (or your own name) where you can store all your documents.  (You can also create sub-folders within this main folder where you can store different types of letters, memos etc.) If you do this there will only be one folder on your computer where you need to search for any document you have created.

Create a list with bullets or numbers - try the following:-   [image: image3.png]



· Click the Bulleted List button or the Numbered List button on the Formatting toolbar

· Type the first entry and press Enter.  This will create a new bullet or number on the next line.

· If you want to start a new line without adding another bullet, hold down the SHIFT key while pressing ENTER

· Continue to type entries and press ENTER twice when you are finished typing the list.
  You can move about your document by using keyboard commands:

1. Page Up and Page Down buttons move the cursor 10 lines up or down

2. Home and End – moves the cursor to the beginning or end of the line

3. CTRL + Home – moves cursor to the start of the document

4. CTRL + End – moves cursor to the end of the document.
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If you can’t see all the toolbars required, click on the chevron mark at the right-hand end of the formatting toolbar to add the required buttons, or alternatively click View | Toolbars
