This is a Word document.  Sometimes when you write a document you may need to go back and add a title.  To do that just click your mouse at the beginning of the first line that has already been typed.   Next hit the enter key.  Now put the cursor on the first line.  Click on the centering button, then type your title.  Remember to capitalize all the important words in your title.   You may find when you finish that you need to go back and indent to make paragraphs.  Remember paragraphs start a new topic to make a new paragraph just click in front of the first word that is to start the paragraph and then hit the enter key and then hit the tab key to indent the paragraph using correct spacing in a document is important as well sometimes    people    like to   put a   lot of  space    between word    and between            sentences     so    they can fill up       a        whole             line     to get rid of spaces just click in the space and use the delete button to get rid of spaces after the cursor and use the backspace button to make the cursor go backward.   now go back and place your cursor where a period should be  there should always be 2 spaces after a sentence  finally when you have all the periods placed go back and capitalize the beginning of each sentence. 
