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Accessing Word 

1. Click on the START menu. 

2. Mouse over Programs and point to Microsoft Office. 

3. Click on Microsoft Word 2003. (If you want to use Word 2007, click on it. However, the 

following instructions refer only to Word 2003.) 

 

 
 

Saving a Word document 

 

1. Click on the File menu. 

2. Click on Save As; the Save As dialog box will appear. 
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3. Choose the saving destination (for example, the floppy drive (A) or a CD drive) from the 

Save in list box. 

 

 
 

4. In the File Name box, key the name of the file to be saved, and then click Save. 

 

 
 

Opening a Word document 

 

1. Click on the File menu, scroll to Open and click on it.  

 

   
 


