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Introduction.

A word processor is a computer program that allows you to create, edit and produce text
documents, such as letters. Microsoft Word is a word processor created by Microsoft. The first
version of Microsoft Word was released in 1983 as a competitor to WordStar, the most popular

word processor at the time.

How to open Microsoft Word?
Open Word by using the Search Windows box or by double-clicking on the desktop icon for
Microsoft Word 2016.

Quick Access Toolbar Ribbon

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros

quis urna.
Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin
pharetra nonummy pede. Mauris et orci.

Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.

Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at
sem venenatis eleifend. Ut nonummy.

Status bar Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.



- Quick Access Toolbar

The Quick Access Toolbar is located all the way to the left on the title bar. It contains frequently
used commands and can be customized using the drop-down menu.

Save Undo Redo/Repeat

Customize

1. Click the Customize Quick Access Toolbar button, click New on
the menu, and see the command get added to the Quick Access E T p——————

Toolbar. = 2
. . pen

(soft customization) Paste o v e
Clipboard Email

L — Quick Print
Print Preview and Print
Spelling & Grammar
Read Aloud

+ Unde

b v Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Figure 1: Soft customization

2. you can fully customize Quick Access Toolbar by going to:
File > Option > Quick Access Toolbar. (Full Customization)

Word Options T

Figure 2: Full Customization

3. Click the Customize Quick Access Toolbar button, and click Show Below the Ribbon. Click
Show Above the Ribbon to move the Quick Access Toolbar back again.



- Status Bar

The Status bar is located below the document window area.

Current Information

The left end displays a variety of information about the document, such as the page number, how
many total words are in the document, and whether there are any spelling errors.

Page 1 of 1 0 words EE E3) BB - | 4+ 100%

Views

At the right end are shortcuts to the different views that are available. Each view displays the
document in a different way, allowing you to carry out various tasks more efficiently.

@ Read Mode Displays the document full-screen, making it easier to read. You
cannot edit the document in this view.
. Shows what the document looks like when it’s printed. This is overall
Print Layout

the best view for editing documents. It is selected by default.
Shows what the document would look like if it were saved as a

|s_f_-:.'.'- Web Layout ebpagel

Zoom Slider

Also, at the right end of the Status bar is the Zoom Slider. This allows you to adjust how large the
document is displayed on the screen. It does not adjust the actual size of the document—just how
big or small it is displayed on the screen (like moving a newspaper away from or closer to your eyes).

- M +  100%
Customization
. Customize Status Bar

The Status bar can be customized. T — 1
Section 1
v Page Number Page 10f 1
1. Right-click on the Status bar to bring up the customize menu. YerticalPage Position r
Line Number 1
Options that are enabled have a checkmark next to them. e 1
v Word Count 0 words
2. Click on “Line Number” to enable this option. B e
v Signatures Off
3. Notice how the menu didn’t disappear. Click in a clear space to et e ol o
dismiss the menu. Track Changes off

Caps Lock Off
Overtype Insert
4. Notice how “Line: (number)” appears in the Status bar. o
Macro Recording Not Recording
Upload Status
Document Updates Available No
View Shortcuts

Zoom Slider
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Zoom 100%



- Ribbon

The ribbon contains all of the tools that you use to interact with your Microsoft Word file. It is
located towards the top of the window underneath the title bar. All of the programs in the
Microsoft Office suite have one.
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— The ribbon has a number of tabs, each of which contains buttons, which are organized into
groups.
o Active Tab: By default, Word will open with the Home tab active on the ribbon.

Home Insert Design

o Contextual Tab: Contextual tabs are displayed when certain objects, such as an images and text
boxes, are selected.

Drawing Tools

Review View Format

o Groups and Buttons: On each Tab, the Buttons (a.k.a. commands or tools) are organized into
Groups.
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Text Effects and Typography

Add some flair to your text by
applying a text effect, such as a
shadow or glow.

You can also change the
typography settings to enable

gatures or choose a stylistic set.

@ Tell me more

o Buttons with Arrows:
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Ribbon Display Options button: This button provides options that will hide the Ribbon from
view. The main benefit to this is that it allows your document to take up more of the screen.

1.

Locate the Ribbon Display Options button (to the left of the window control buttons).

splay Options

mMiri-d =

| Ribbon Di

Click on it. Three options appear.

[1~ Auto-hide Ribbon
1 Hide the Ribbon. Click at the top

N of the application to show it.

q F Show Tabs
1 Show Ribbon tabs only. Click a

tab to show the commands.

¢ E Show Tabs and Commands

— | Show Ribbon tabs and
commands all the time.

Click Auto-hide Ribbon. This option essentially makes Word go into “full screen” mode.
It hides not only the ribbon, but also the Quick Access Toolbar, title bar, and Window
Controls.

Click Show Tabs. Note this option has brought back our Quick Access Toolbar, title
bar, Window Controls, and part of the ribbon; only the Tabs are visible. The
buttons are not.
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File Home Insert Design Layout References Mailings Review View Developer Help

Click Show Tabs and Commands. This option keeps entire ribbon visible at all
times. It is the default option. We will keep this option selected for the remainder
of class.
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- Customize Ribbon

1. Go tofile > options > Customize Ribbon

Word Options T ox

2. here you can add or remove tools to your existing tabs or create (New Tabs, New Groups)
and rename them.



- File tab
1. Click on file tab

a. Info.
b. New.
c. Open.
d. Save.
e. Save As.
f. Print.

- Home tab

- Clipboard group
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- Insert tab
- Tables
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- Table contextual tabs (Design and Layout)
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