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Document Creation

Document creation in MS Word means starting a new file where you can type, edit, and
format text.

¢ Steps to Create a New Document:
1. Open MS Word.
2. Click on File tab.
3. Select New.

4. Choose:
Blank Document OR
Template (Resume, Letter, Report, etc.)

5. Click Create.



¢ Features During Creation:

You can type text using the keyboard.
Use formatting tools (Bold, Italic, Font Size).
Insert images, tables, shapes, etc.

Auto-save option (if enabled).
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Opening a Document

Opening a document means accessing an already saved file for viewing or editing.
¢ Stepsto Opena Document:

1. Open MS Word.

2. Click File - Open.

3. Choose location:
This PC
OneDrive
USB Drive

4. Select the file.
5. Click Open.
¢ |Important Points:
Recently opened files appear in the list.
Files can be opened by double-clicking from folder.

Supported formats: .docx, .doc, .pdf, etc.
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Saving a Document

Saving a document means storing your work permanently so it can be used later.
¢ Steps to Save a Document:
1. Click File tab.
2. Select Save or Save As.
3. Choose location.
4. Enter file name.
5. Click Save.
¢ Save vs Save As:
Save - Updates existing file.
Save As — Creates a new copy with a different name/location.



¢ Shortcut Keys:
Ctrl + S - Save
F12 - Save As
¢ File Formats:
.docx (default)
pdf

Ixt
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¢ ICHE Fail:
Ctrl+S > &g
F12 = Save As

¢ BIgel YhI:
.docx

pdf
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Conclusion (foTsahy)

MS Word allows easy creation, opening, and saving of documents. These are the basic
operations required to work efficiently in Word.
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