Instructions On How To Use This File


(  Please note:	Using this file in another application produces a copy which will look different from the paper copy you have, which was produced using Microsoft Word Version 7.0


Protecting the Original File


The first step is to save a copy of this file onto another disk or in another directory. 


Using the File drop down menu, select Open, and the name of the file.


Go back to the File drop down menu and choose Save As.


Change the directory where the file is saved, or change the name of the file.


Click the Save button.





Editing the Document


Moving or Copying Text


Select the text and graphics you want to move or copy by dragging your mouse over the area.


Decide if you want to move or copy the text.


To move the selection go to the Edit drop down menu and pick Cut.


To copy the selection go to the Edit drop down menu and pick Copy.


Position your cursor to where you want the selection to appear.


Using the Edit drop down menu again, pick Paste.


Find and Replace


Using the Edit drop down menu, choose Replace.


Enter the text that you want to replace, for instance, “the Company.”


Enter the text you want to appear in the place of the previous text.  For instance,  “ABC.”


Choose either Replace to review each substitution, or Replace All to change all instances of the selected text.


Deleting Blocks of Text and Graphics


Using the mouse, Highlight the part you wish to delete.


Press the delete button on your keyboard.


Updating Fields


After you do some editing, you may need to update the fields, especially the page numbers, in this file. 


Right Click in the field you want to update.


Select Update Field.





Questions


For questions about how to use this document, contact the local Marine Safety Office representative who issued you the disk.





