
 

 

 
 

CHAPTER – 4 
 

INTRODUCTION TO MICROSOFT WORD 
 

OBJECTIVES OF THIS LESSON 

This lesson is aimed to make you understand the concepts of word processing and MS-Word. Readers 
will be able to understand the following: 

 Concept and features of word processing 

 Basic concepts of MS-Word 

 Different components of Word document window 

 Different types of Menu and their various options 

 Various types of Toolbars with their different options 

 Use of Ruler to set the margins of document 

 Scrolling of document with the help of Scroll bar 

 To check the spelling and grammar mistakes of text of document 

 Creating, editing and saving of document by various ways. 

STRUCTURE OF THIS LESSON 

4.1 Introduction 
4.2  Word Processor 
4.3  Ms-Word 
4.4  Features of Ms-Word 
4.5  Components of Word Document Window 
4.6 Menu Bar 
 4.6.1 File Menu 
 4.6.2 Edit Menu 
 4.6.3 View Menu 
 4.6.4 Insert Menu 
 4.6.5 Format Menu 
 4.6.6 Tools Menu 
 4.6.7 Table Menu 
 4.6.8 Window Menu 
 4.6.9 Help Menu 
4.7 Toolbars 
 4.7.1 Standard Toolbar 
 4.7.2 Format Toolbar 
 4.7.3 Drawing Toolbar 
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4.8 Scroll Bar 
4.9 Ruler 
4.10  Creating a Document 
 4.10.1 Creating a New Document 
 4.10.2 Opening a Saved Document 
 4.10.3 Closing a Document 
4.11  Editing and Formatting A Document 
 4.11.1 Editing Text 
 4.11.2  Undo and Redo   

  4.11.3 Cut, Copy and Paste 
  4.11.4 Clear Formatting 
  4.11.5 Find and Replace 
 4.11.6 Go To 
  4.11.7 Character Formatting 

 4.11.8 Bullets or numbering 
 4.11.9 Other Formatting Features 
  4.11.10 Paragraph Alignment 
 4.11.11 Spelling Check 
4.12  Saving a Document 

  Summary of the Lesson 

   Self Assessment Questions and Exercises 

4.1 INTRODUCTION 

There are many ways of conveying information. Writing is one of them. Earlier we were using 
manual typewriters to prepare documents, then electronic typewriters and now we are using 
computers to prepare any type of document. Many applications programs have been developed that 
helps us to quickly create documents with a professional look. One such most popular program is 
word processor. A word processor provides general tools for creating, editing, saving, formatting and 
printing the documents. We can create all types of documents that are used in our daily lives with the 
help of word processor. In fact word processor provides a great role in every field for creating 
different types of documents. Therefore, it is suggested generally that every person must be aware of 
word processing and its features. 

4.2 WORD PROCESSOR 

Word processor is software that enables us to create, edit, save and print the documents. With the help 
of this, users can make their document more effectively by combining text, graphics and images. 
There are number of word processors such as MS-Word, Word Star, Write, Word Perfect, Chi Writer 
etc. The most popular and commonly used word processor is MS-Word. 

4.3 MICROSOFT WORD (MS-WORD) 

Microsoft word is the most popular and commonly used word processor. It is used to create different 
types of documents such as letter, reports, memos, invoices, proposals etc. MS-Word is used to save, 
edit and print the document. With the help of different toolbars, we can make the document attractive 
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To open the document on a specific template or to use a wizard, type or select the name of the 
template or wizard in the template box. It no template is selected, MS-Word uses the Normal 
Template. MS-Word gives a temporary name to new document that will visible in the title bar, until 
you save it with a unique name of your choice. 

Entering Text 

When you create the new document, the blinking insertion point inside the document window shows 
your current position.  The text you type will be appeared at current position. 

4.10.2    Opening a Saved Document 

 The steps to open a saved document are: 

1. Go to file menu. A dialog box will appear. 

2. Click on open option and choose the desired document you want to open. From the open 
dialog box, open document by double clicking on it or type file name and click open button. 

Shortcut:  To open the open dialog box, press Ctrl + O 

4.10.3 Closing a Document 

 The steps to close a document are:  

       1. Go to file menu and press close. 

       2.   In case, you forgot to save your file, before closing, a message box will appear. 

       3. Click Yes button, if you wish to save the changes or click No button, if you do not wish  to 
save the changes. 

  Or 

 To close a document in MS-Word, click on the close button on the top right corner of the 
 Menu Bar. If the document has not been saved, a prompt box appears. Click on the Yes 
 button to save the changes or No button, if you do not wish to save the changes. 

Shortcut:  for closing a current file is Ctrl + W. 

4.11 EDITING AND FORMATTING A DOCUMENT 

After creating and saving a document, you may need modifications in the document. For instance, 
you may like to add text at a particular location or you may like to move a  paragraph from one page 
to another or delete a portion of the text. Making modification in a document is called editing. Editing 
is the process of changing the appearance of the text, deleting a portion of the text or moving a part of 
the text. It is necessary to select the text before move, format, delete or changing text. Text can be 
selected with the help of mouse or keyboard. It is very easy to select the text with the help of mouse 
as compared to keyboard. The mouse methods for selecting the text are following:  

1. Select a word- To select a word, double click the word. 

2. Select the line- To select a line you can select with the help of mouse or by placing a cursor on the 
left side and then press shift + end for selecting the whole line at once. 

3. Select the sentence – Sentence can be selected by hold down ctrl key and click anywhere in 
sentences. 
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 Numbered list and Bulleted list add importance to a list of points in a document. 

 Find is used to find text, select Edit > Find. 

 Replace is used to replace a text, select Edit > Replace. 

SELF ASSESSMENT QUESTIONS AND EXERCISES 

1. What do you mean by Word Processor? How it is useful? 

2. Discuss the components of Word Document Window.  

3. What is the use of title bar? 

4. What is the purpose of standard toolbar? 

5. What is the purpose of formatting toolbar? 

6. Write down the steps to create a document. 

7. Discuss various ways and steps to save a document. 

8. Discuss the steps to close document. 

9. What is editing? Explain various commands used for editing. 

10. Write the steps to find and replace text from the document 

11. What is the purpose of undo and redo? 

12. State the steps to cut and copy the text. 

13. How can you find out the text available in document? 

14. Explain various option of help menu. 

15. State the steps to align text. 

16. Explain the steps to change the font and font size by giving example. 

17. What will you do to save a document 

18. How will you start the MS Word to create your document? 

19. What are the shortcut keys for cut, copy and paste? 

20. What do you understand by text wrapping 

Remarks 




