Microsoft Word:

Window Elements

The Menu Bar, where you can access all the commands available in Word.

Your current document: “Document]” probably means it hasn’t been saved yet . . .
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The Button Bar: Completely customizable, many people like to format it
themselves for quick, one-click shortcuts to commonly used commands.
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Insertion point: Where your typewritten words will appear.

Your work area: The virual page where your document is built. Currently,
this page is displayed in Page Layout view.

The Horizontal Ruler: With this, you can quickly The Office Assistant:
format margins for a line, paragraph, or document. No one likes him . . .
You can also use it to make tab points.

The Vertical Ruler: Only seen in Page Layout view,
and only useful for setting the top and bottom margins.

The Scroll Bar: Helps you move through your document by using
the arrows or by moving the slider.
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\‘ The Status Bar: Let’s you know where you are in your document.

This is simply the part of the iceberg you can see, when you first open the program. Underneath the
surface, Microsoft Word has hundreds of tools and uses —some of which are more effective than others.

Word is first and foremost a word processing program, and arguably the best. However, though it has
page layout, web design, and other functions built into it, these functions are not where the program
excels . ..



