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Once it has a name and location, click the save
button to save changes

Use the Font and Font Size buttons to
change the appearance of text in your
document.

Editing Tools

Cut

Select the text and click
the cut button.

Then click where you
would want the text.
Click the paste button

Paste

Click the paste
button as many
times as you want
the item
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Copy
Select the text and click on the
copy button.
Then click where you would
want the text.
Click the paste button.



Spell Check

Spelling and Grammar: English (U.5.)
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