 Chapter (1) Explore the program 

What is Microsoft Word? 
Microsoft Word is one of the most sophistication word- processing programs available today. You can use word to compose and update a wide range of business and personal documents. 

Getting Started with Word: 
When you first start Word, the Word program window opens. This window includes many of the menus, tools, and other features found in every Microsoft Office System program window. 

To open Microsoft Word. 
1. Open "Start menu". = Click Start button 

2. Select "All programs". 

3. Select "Microsoft Office" 

4. Select "Microsoft Office word 2003" 

[image: image1.emf]After you open Word the screen will look like the one shown here. 


1- Title bar. 

2- Menu bar. 

3- Standard toolbar. 

4- Formatting toolbar. 

5- Ruler 

6- Task pane. 

7- Insertion point. 

8- Document window. 

9- Scroll bars. 

10- View buttons. 

11- Status bar. 

The Title Bar 
The Title bar, which is located at the top of the screen. Displays the name of the document on which you are currently working. The RED X in the title bar Exit Word Application and close the current document. 

The Menu Bar 
The Menu bar is found directly below the Title bar. It displays the menu. The Menu bar begins with the word File and continues with Edit, View, Insert, Format, Tools, Table, Window, and Help. You use the menus to give instructions to the software. Point with your mouse to a menu option and click the left mouse button to open a drop-down menu. You can now use the left and right arrow keys on your keyboard to move left and right across the Menu bar options. You can use the up and down arrow keys to move up and down the drop-down menu. 

The X in the menu bar close the current document without exit the word application 

Toolbars 
The Standard Toolbar 
It contains the common commands located in various menus, you can use single click to activate commands. 3 
The Formatting Toolbar 
It contains a standardized set of useful command buttons. For formatting the text. 

To show or hide toolbars: 
1- Click on View from Menu bar. 

2- Select Toolbars. 

3- Check the toolbar name to show it or uncheck the toolbar name to hide it. 

The Ruler 
The ruler is found below the toolbars. The ruler is used to adjust the measure of the margins in your document and the start and the end of each paragraph quickly. 

To Show or Hide the ruler: 
1- Click on View on the Menu bar. 

2- Click on "Ruler" 

Document View: In Word, you can display your document in one of five views: Normal, Web Layout, Print Layout, Reading Layout, or Outline Layout. 

Normal View: Normal view is the most often used and shows formatting such as line spacing, font, point size, and italics. 

Web Layout: Web layout view enables you to view your document as it would appear in a browser such as Internet Explorer 

Print Layout: The Print Layout view shows the document as it will look when it is printed. 

Text Area : The large area called the "text area". You type your document in the text area. 

The Cursor: The blinking vertical line in the upper left corner of the text area. It marks the insertion point. As you type, your work shows at the cursor location. 

Exiting Word: To exit Word: 

1 Click on File menu. 

2 Click on Exit. 
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