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9.0 OBJECTIVES 

After completing this unit, you should be able to: 

● start the MS-Word; 

● understand the various components of MS Word screen; 

● outline the advantages and features of MS Word; and 

● understand the basics of MS-Word as a word processing software. 

9.1 INTRODUCTION 

In a very common working environment, we draft many notes, letters, 
applications and, other documents. Generally, the senior executive gives the 
outline with one of any letter or documents to be drafted which then is 
created by an employee under him or her. Once developed, the document is 
given to the executive. The executive see-through and suggest changes or 
corrections (if any). Accordingly, the document is changed and finalized. The 
scenario talks about the idea of word processing at the workplace. 

We may find “a number of” software which can be used for word processing 
work some are software based license like MS Word and some are open 
source and web-based such as Google doc, which is available in Google 
Drive.  However, today many of us are using MS Word, the most popular 
word processing software around on the Windows platform. Hence let’s 
discuss MS Word. 

MS Word is one of the software included in the MS Office suite used for 
word processing. The MS Office however is bundle of software developed by 
Microsoft keeping in mind the most common activities of a typical office 
environment. The MS Office, includes MS Power-Point, MS-Excel, and MS-
Access along with MS-word.   

9.2 WORD PROCESSING 

Word Processing is an idea which talks about creating or developing a 
document. When we use and a computer to do so, we require software which 
can provide a platform for it known as word processing software. The word 
processing software helps us creating a document using computer with lots of 
tools and functionalities.  

9.2.1 Advantages of Computer-Based Word Processing 

The computer-based word processing unlike the type-writer based word 
processing enables the users to modify the document without re-typing it. It 
gives us great flexibility in terms of use of the content, modification, and 
formatting.  
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9.2.2 Attributes of Word Processing 

Using word processing software like MS-Word gives us a number of tools to 
“add” several functionalities which can be used not just for creating a 
document but also for many other things like: 

i) Content modification without retyping the whole document 

ii) The paragraphs, sentences or words insertion, modification or deletion 

iii) Easy reproduction of the content by copying the text. It can also be 
move throughout the document 

iv) The page margins can be set for the page as per the need 

v) The Sell-Check feature  can be used to check spellings 

vi) The documents can be merged. 

vii) The mail merge facility can be used to generate multiple copies of a 
letter with a different address 

9.2.3 Various Types of Word Processing Packages 

Though a number of “a number of “add” several” software of such kinds is 
available, following are some of the popular software: 

● WordStar: WordStar was the first program to give full word processing 
capabilities to personal computer users at far less cost than the dedicated 
word processors of the time. Many WordStar keyboard commands 
became de facto standards for text manipulation. WordStar was later 
acquired by The Learning Company. A Windows version was also 
created, and all were subsequently disbanded. 

● Word: MS Word is used most widely which provides advanced word 
processing and Desktop Publishing features. 

● Word Perfect: WordPerfect is a word processing system that was 
originally produced by Satellite Software International Inc. but is now 
owned by Corel. It was best known for its availability on a large number 
of computers and operating systems. This program reached the height of 
its popularity in the mid- to late-1980s. It has since been eclipsed by 
Microsoft Word in terms of the number of people who use it. 

● Google Doc: In today's time word processing is done online as well as 
offline. Google Docs is a word processor included as part of a free, web-
based software office suite offered by Google within its Google Drive 
service. 
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9.3 SALIENT FEATURES OF MS WORD 

Among all the popular word processing software, MS Word is used most 
widely which provides advanced word processing and Desktop Publishing 
features. The list indicates some of the basic features of MS Word: 

i) It allows you to create and save the document. 

ii) You can add, modify, or delete the text anytime in your document and 
save it for future reference. 

iii) It enables you to set or change the page margins as required. 

iv) It features various formatting options like and a change of font and its 
style. Moreover, you can insert Header and footer in the document. 

v) The Auto Correct feature of MS Word automatically corrects the 
spellings and also suggests the alternate words.  

vi) It also shows document statistics like word count.  

vii) Text can be written in and a columnar style as written in newspapers. 
Also, text boxes can be inserted. 

viii) You can create tables in the document. 

ix) The image and graphics can also be inserted in the document. MS 
Word provides its clip arts or the pictures can be imported from 
outside. 

x) The Mail Merge feature of MS Word helps you generate multiple 
copies of a letter with different addresses. 

xi) MS Word also provides Macros that can be created and used in the 
document. 

xii) Online help is also available to know more about and the various 
features and tools of MS Word. 

Check Your Progress A 

State True or False 

1) Word processor is a Software Package that enables you to create, edit, 
print and   save documents. 

2) WordStar is a popular Word processor.  

3) Changing the size of the margins cannot reformat complete documents or 
parts of the text. 

4) Word has the facility of Macros. 

5) Word does not allow the user to mix the graphical pictures with text 

  



 

 

9.4 LET'S START MS WORD

As you know that the MS Word package is compatible with the Windows 
operating system, it is essential to have an 
interface. Before coming on to MS Word it is expected that you are familiar 
with Windows. 

You may be aware that a software package is made better by adding new 
features and tools, whenever a software package is improved; we 
with a new version. Thus, MS Word also has many different versions. Here 
we would be talking about MS Word 2010 which has so many new features 
and tools as compared to its new version. The new version of MS Word has 
all the features of older version and in addition it also has new features with 
compatibility with all old versions. 

So let's start with MS Word 2010. The MS Word can be used with a mouse 
as it is fully menu-driven and all the commands of MS Word are accessible in 
the form of an icon. It can also be used with a keyboard up to a certain extent.

You can access the MS Word by performing the following steps:

1) Use your mouse to click on the Start button available on the taskbar. You 
will get the screen as below 

2) Put your mouse pointer on the
coming up on the right side 

3) Now locate the option “MS Word” in the right side and click on it to start 
the MS Word software Icons 

 
START button TASK BAR 

Fig. 9.1: Starting MS Word

START MS WORD 

As you know that the MS Word package is compatible with the Windows 
operating system, it is essential to have an understanding about the Windows 
interface. Before coming on to MS Word it is expected that you are familiar 

You may be aware that a software package is made better by adding new 
features and tools, whenever a software package is improved; we identify it 
with a new version. Thus, MS Word also has many different versions. Here 
we would be talking about MS Word 2010 which has so many new features 
and tools as compared to its new version. The new version of MS Word has 
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driven and all the commands of MS Word are accessible in 
. It can also be used with a keyboard up to a certain extent. 

You can access the MS Word by performing the following steps: 
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Put your mouse pointer on the Program, which will give another menu 
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Fig. 9.1: Starting MS Word 
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In MS Word, 
and at the same time, there are options which with that have been removed in 
this version. The significant change in MS Word 2010 is the replacement of 
the office 2003 Command line with Ribbon. 
2007 version is replaced with the File menu in the latest version of MS Word. 
We will discuss these new features here:

Let us explore the important features of the screen of MS Word 2010

9.4.1 The W Butto

The W button which had been removed in the 2007 version of MS Word has 
made its return in the 2010 version. This button can be used to minimize, 
maximize or close the Word without having to traverse your mouse across 
the entire screen to the right corner
monitors are getting bigger day by day, this is a nice feature.

In MS Word, you will find many features that are new from the old version 
and at the same time, there are options which with that have been removed in 
this version. The significant change in MS Word 2010 is the replacement of 
the office 2003 Command line with Ribbon. Likewise, the Office button of 
2007 version is replaced with the File menu in the latest version of MS Word. 
We will discuss these new features here: 

Fig. 9.2: Tool Bar 

Let us explore the important features of the screen of MS Word 2010

The W Button 

The W button which had been removed in the 2007 version of MS Word has 
made its return in the 2010 version. This button can be used to minimize, 
maximize or close the Word without having to traverse your mouse across 
the entire screen to the right corner to get these actions done.  As our 
monitors are getting bigger day by day, this is a nice feature.

you will find many features that are new from the old version 
and at the same time, there are options which with that have been removed in 
this version. The significant change in MS Word 2010 is the replacement of 

Likewise, the Office button of 
2007 version is replaced with the File menu in the latest version of MS Word. 

 

Let us explore the important features of the screen of MS Word 2010 

The W button which had been removed in the 2007 version of MS Word has 
made its return in the 2010 version. This button can be used to minimize, 
maximize or close the Word without having to traverse your mouse across 

to get these actions done.  As our 
monitors are getting bigger day by day, this is a nice feature. 



 

 

Fig. 9.3: W Button

 

9.4.2 Title Bar 

As the name itself suggests, the title bar displays the name of the document 
currently being active. The title bar can
and to minimize and maximize it. 

Fig. 9.4: Title Bar

9.4.3 The Minimize Ribbon Button

Many times, while working on the documents it is appropriate to minimize 
the Ribbon. The Up-arrow button can be used to do so. The R
again maximized by down arrow key.

Fig. 9.5: Ribbon Button

9.4.4 Ruler  

The ruler bar is useful to set the vertical alignment of the text in the working 
document. 

Fig. 9.6: Ruler

 

 

 
Fig. 9.3: W Button 

As the name itself suggests, the title bar displays the name of the document 
currently being active. The title bar can also be used for moving the window 

Fig. 9.4: Title Bar 

9.4.3 The Minimize Ribbon Button 

Many times, while working on the documents it is appropriate to minimize 
arrow button can be used to do so. The Ribbon can be 

again maximized by down arrow key. 

Fig. 9.5: Ribbon Button 

The ruler bar is useful to set the vertical alignment of the text in the working 

Fig. 9.6: Ruler 
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9.4.5  

One can see the information about the cu
Status Bar. It displays information like currently active page number, the 
column and line number of the cursor, and so on.

9.4.6   Scroll Bar

Like any other software the Scroll Bar available in MS 
scroll through the document up and down or left and right. The elevator 
button or by clicking on the button marked with an arrow on them we can 
scroll through the page.

9.4.7   The File Tab

The file tab is the section that gives you 
from the File tab, you can access the Open, Save, Close, Properties, and 
Recent file options. It is the blue button in the upper

9.4.8  

The most frequently us
Toolbar. By default, the Quick Access Toolbar is available with tools like 
Save, Undo, and Redo. However, we can add more tools as per our need 
using the drop
Quick Access Toolbar:

 Status Bar 

One can see the information about the currently active document through 
Status Bar. It displays information like currently active page number, the 
column and line number of the cursor, and so on. 

Fig. 9.7: Status Bar 

9.4.6   Scroll Bar 

Like any other software the Scroll Bar available in MS 
scroll through the document up and down or left and right. The elevator 
button or by clicking on the button marked with an arrow on them we can 
scroll through the page. 

9.4.7   The File Tab 

The file tab is the section that gives you access to file functions. For example, 
from the File tab, you can access the Open, Save, Close, Properties, and 
Recent file options. It is the blue button in the upper-left corner.

 
Fig. 9.8: File Tab 

 The Quick Access Toolbar 

The most frequently used tools/buttons can be stored in the Quick Access 
Toolbar. By default, the Quick Access Toolbar is available with tools like 
Save, Undo, and Redo. However, we can add more tools as per our need 
using the drop-down arrow. The below image shows the “Print” 
Quick Access Toolbar: 

Fig. 9.9: Quick Access Toolbar 

rrently active document through 
Status Bar. It displays information like currently active page number, the 

 

Like any other software the Scroll Bar available in MS Word enables you to 
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from the File tab, you can access the Open, Save, Close, Properties, and 

left corner. 
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9.4.9  The Ribbon 

In MS Word, the menus and toolbars are replaced with the Ribbon. The 
objective of Ribbon is to give you quick access to the commands by 
displaying them upfront while you w

Fig. 9.10: The Ribbons

The Ribbon is divided into groups like Clipboard, Font, Paragraph and Style, 
and so on. Each “and every group” has a triangular button at the lower right 
corner which helps you more options e.g. clicking on the
more options with regards to the font.

 

 

 

 

 

 

 

 

 

 

 

 
 

Fig. 9.11: Ribbon Sub Parts

9.4.10 Workspace 

The workspace is an area where you create your document by typing the text.

 

In MS Word, the menus and toolbars are replaced with the Ribbon. The 
objective of Ribbon is to give you quick access to the commands by 
displaying them upfront while you work on the document. 

Fig. 9.10: The Ribbons 

The Ribbon is divided into groups like Clipboard, Font, Paragraph and Style, 
and so on. Each “and every group” has a triangular button at the lower right 
corner which helps you more options e.g. clicking on the Font groups give 
more options with regards to the font. 

 

Fig. 9.11: Ribbon Sub Parts 

 

The workspace is an area where you create your document by typing the text. 
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9.4.11 The Help Button

The MS Word comes with Help option 
options, tools, and commands to make you understand the options. On 
clicking the “?” button a Help window comes where you can see topics to 
click. You can also type in a word or a question in the Search field to explore 
further information about any topic.

9.5 MAIN MENU OPTIONS (TABS IN MS WORD)

9.5.1  The File Tab

In MS Word menus are called as Tab. The File Tab is basically the same as 
we have the File menu in MS Word. The File tab has 
Save As, New, Print, etc. The given screen is the default with information 
being highlighted in the left column and the right side giving more 
information about the document e.g. file size, number of pages etc.,

 

9.4.11 The Help Button 

The MS Word comes with Help option which offers information on various 
options, tools, and commands to make you understand the options. On 
clicking the “?” button a Help window comes where you can see topics to 
click. You can also type in a word or a question in the Search field to explore 
further information about any topic. 

 

Fig. 9.12 The Help Button 

MAIN MENU OPTIONS (TABS IN MS WORD)

9.5.1  The File Tab 

In MS Word menus are called as Tab. The File Tab is basically the same as 
we have the File menu in MS Word. The File tab has 
Save As, New, Print, etc. The given screen is the default with information 
being highlighted in the left column and the right side giving more 
information about the document e.g. file size, number of pages etc.,

which offers information on various 
options, tools, and commands to make you understand the options. On 
clicking the “?” button a Help window comes where you can see topics to 
click. You can also type in a word or a question in the Search field to explore 

 

MAIN MENU OPTIONS (TABS IN MS WORD) 

In MS Word menus are called as Tab. The File Tab is basically the same as 
we have the File menu in MS Word. The File tab has commands like Save, 
Save As, New, Print, etc. The given screen is the default with information 
being highlighted in the left column and the right side giving more 
information about the document e.g. file size, number of pages etc., 



 

 

Fig. 9.13: The File T

9.5.2 The Insert Tab 

The Insert Tab consists of many useful options which can be used while 
creating the document in MS Word.

Fig. 9.14: The Insert Tab

Pictures button is used to add pictures and drawing in the document, on 
clicking the Picture button, an Insert Picture box will appear prompting you 
to browse to the picture available on your PC. You can select any picture and 
click on to it to get the picture inserted in the document

MS Word also provides a full range of clip arts which can also be use
document. To use the picture from the Clip Art you have to simply click on 
the Clip Art button to get the clip art dialog box, you can search the clip arts 
through “Search for” field and insert it in the document

The Insert Tab also allows you to 
arrows, basic geometric shapes, flowchart shapes, stars, and banners, etc. 

Fig. 9.13: The File Tab 

The Insert Tab consists of many useful options which can be used while 
creating the document in MS Word. 

Fig. 9.14: The Insert Tab 

Pictures button is used to add pictures and drawing in the document, on 
, an Insert Picture box will appear prompting you 

to browse to the picture available on your PC. You can select any picture and 
click on to it to get the picture inserted in the document 

MS Word also provides a full range of clip arts which can also be used in the 
document. To use the picture from the Clip Art you have to simply click on 
the Clip Art button to get the clip art dialog box, you can search the clip arts 
through “Search for” field and insert it in the document 

The Insert Tab also allows you to add different kinds of shapes like lines, 
arrows, basic geometric shapes, flowchart shapes, stars, and banners, etc. 
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Clicking on the Shapes button a dropdown will appear with all the available 
shapes, you can click on the desired shape to get it inserted i

Charts can also be used and inserted through Insert Tab. There are various 
types of charts like column, bar, Pie, etc. to choose from. To insert the chart, 
you need to click on the Chart button to have the Insert Chart Box displayed. 
From this window, select the chart type and the chart to be inserted and click 
on Ok button to get the selected chart inserted in the document.

These are just a few common examples on the Insert Tab which explains the 
command available in the tab. This tab also 
once you added it in the document.

9.5.3 The Page Layout Tab

The Page Layout tab lets you manage the look and feel of the document. It 
also provides a number of themes and color schemes which can be applied to 
your document to have a global design.

Through this tab, you can set the margins of your page by clicking on 
margins and the then clicking on the desired options. The page orientation 
can also be managed using Page Orientation o
or Landscape orientation of your page.

Page Background group helps you set the Page Border, and Page Colours.

You can also have commands like Indention, Spacing and Line Numbering 
etc. which are also available in the Home Tab

The Page Setup group can also be accessed using the triangle button at the 
bottom right. By clicking on this, you can have more advanced Page Setup 
options. The Paragraph group also has the triangle button for the advanced 
options. 

9.5.4   The References

The References Tab on Microsoft Word 2010's ribbon offers a quick way to 
enter your document sources, citations, etc. On the References tab, you will 
find groups like Table of Contents, Footnotes, Citations & Bibliography, and 
Captions.

 

Clicking on the Shapes button a dropdown will appear with all the available 
shapes, you can click on the desired shape to get it inserted i

Charts can also be used and inserted through Insert Tab. There are various 
types of charts like column, bar, Pie, etc. to choose from. To insert the chart, 
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on Ok button to get the selected chart inserted in the document.
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once you added it in the document. 

9.5.3 The Page Layout Tab 

The Page Layout tab lets you manage the look and feel of the document. It 
also provides a number of themes and color schemes which can be applied to 

document to have a global design. 

Fig. 9.15: The Page Layout Tab

Through this tab, you can set the margins of your page by clicking on 
margins and the then clicking on the desired options. The page orientation 
can also be managed using Page Orientation option. You can have a Portrait 
or Landscape orientation of your page. 

Page Background group helps you set the Page Border, and Page Colours.

You can also have commands like Indention, Spacing and Line Numbering 
etc. which are also available in the Home Tab. 

The Page Setup group can also be accessed using the triangle button at the 
bottom right. By clicking on this, you can have more advanced Page Setup 
options. The Paragraph group also has the triangle button for the advanced 
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Fig. 9.16: The References Tab

One of the best features on the References tab is adding the Table of Contents 
for a document. The only thing you need to make sure is that you type your 
document using one of the heading styles for the items that need to be 
included in the Table of Contents. Click the Table of Contents button and the 
table of content appears. 

9.5.5   The Mailing Tab  

One of the most common features on the Mailings tab is the Envelopes and 
Labels for printing. 

Fig. 9.17: The Mailing Tab

Clicking the Envelopes button produces the box below which allows you to 
enter in the Delivery address and Return address. Clicking the Options button 
gives the choices for the envelope size. On the Labels tab, the Options button 
is also available for the needed label si

9.5.6   The Review Tab 

The Proofing group is one of the most popular groups on the Review tab.

Fig. 9.18: The Review Tab

Once you have finished your document, you can perform one last spell check 
by choosing the Spelling & Grammar button. This is an automated process 
going through the entire document. 

The Research button will allow you to access different dictionary lookups of 
any word you have highlighted.  

The References Tab 

One of the best features on the References tab is adding the Table of Contents 
for a document. The only thing you need to make sure is that you type your 
document using one of the heading styles for the items that need to be 

the Table of Contents. Click the Table of Contents button and the 

One of the most common features on the Mailings tab is the Envelopes and 

Fig. 9.17: The Mailing Tab 

velopes button produces the box below which allows you to 
enter in the Delivery address and Return address. Clicking the Options button 
gives the choices for the envelope size. On the Labels tab, the Options button 
is also available for the needed label size. 

The Proofing group is one of the most popular groups on the Review tab. 

Fig. 9.18: The Review Tab 

Once you have finished your document, you can perform one last spell check 
Grammar button. This is an automated process 

going through the entire document.  
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The Thesaurus button will suggest other words with similar meanin
word you have highlighted. 

The Word Count Button will give you statistics for the number of pages, 
words, paragraphs, lines, etc. 

9.5.7   The View Tab 

The View Tab is the last tab on the Microsoft Word 2010 Ribbon. 

By the buttons available on the Document Views group, you can view your 
document in different ways. You can see the Print Layout, Full Screen 
Reading, Web Layout, Outline, and Draft views. 

On the Show group, you can measure and line up objects by clicking 
Ruler button and the ruler will appear at the top and left margin of the 
document. 

9.6 CREATING A DOCUMENTS BY MS WORD

If you create a document to send to people who are working in earlier 
versions of Word and you know that they have installed the Microsoft Office 
Compatibility Pack for Word, Excel, and PowerPoint 
Formats, you can work in Microsoft Wor

If you are not certain whether or not the folks you send your document to 
possess put in the Microsoft workplace Compatibility Pack for Word, Excel
PowerPoint Open XML File Formats, you can work in Compatibility Mode. 
Compatibility Mode mak
2010 are out there whereas you're employed in a very document, so that 
people who are using previous versions of Word will have full editing 
capabilities.

Note: If you already created a document, and you 
content won't be available for editing in earlier versions, see Features 
that behave differently in earlier versions.

Turn on Compatibility Mode

When you produce a replacement document that may be employed in an 
earlier version, you 
Word 97

The Thesaurus button will suggest other words with similar meanin
word you have highlighted.  

The Word Count Button will give you statistics for the number of pages, 
words, paragraphs, lines, etc.  

9.5.7   The View Tab  

The View Tab is the last tab on the Microsoft Word 2010 Ribbon. 

Fig. 9.19: The View Tab 

y the buttons available on the Document Views group, you can view your 
document in different ways. You can see the Print Layout, Full Screen 
Reading, Web Layout, Outline, and Draft views.  

On the Show group, you can measure and line up objects by clicking 
Ruler button and the ruler will appear at the top and left margin of the 
document.  

CREATING A DOCUMENTS BY MS WORD

If you create a document to send to people who are working in earlier 
versions of Word and you know that they have installed the Microsoft Office 
Compatibility Pack for Word, Excel, and PowerPoint 
Formats, you can work in Microsoft Word latest mode.

If you are not certain whether or not the folks you send your document to 
possess put in the Microsoft workplace Compatibility Pack for Word, Excel
PowerPoint Open XML File Formats, you can work in Compatibility Mode. 
Compatibility Mode makes certain that no new or increased options in Word 
2010 are out there whereas you're employed in a very document, so that 
people who are using previous versions of Word will have full editing 
capabilities. 

Note: If you already created a document, and you 
content won't be available for editing in earlier versions, see Features 
that behave differently in earlier versions. 

Turn on Compatibility Mode 

When you produce a replacement document that may be employed in an 
earlier version, you can turn on Compatibility Mode by saving the file in 
Word 97-2003 format. 

The Thesaurus button will suggest other words with similar meaning for the 

The Word Count Button will give you statistics for the number of pages, 

The View Tab is the last tab on the Microsoft Word 2010 Ribbon.  

 

y the buttons available on the Document Views group, you can view your 
document in different ways. You can see the Print Layout, Full Screen 

On the Show group, you can measure and line up objects by clicking the 
Ruler button and the ruler will appear at the top and left margin of the 

CREATING A DOCUMENTS BY MS WORD 

If you create a document to send to people who are working in earlier 
versions of Word and you know that they have installed the Microsoft Office 
Compatibility Pack for Word, Excel, and PowerPoint latest version, File 

mode. 

If you are not certain whether or not the folks you send your document to 
possess put in the Microsoft workplace Compatibility Pack for Word, Excel, 
PowerPoint Open XML File Formats, you can work in Compatibility Mode. 

es certain that no new or increased options in Word 
2010 are out there whereas you're employed in a very document, so that 
people who are using previous versions of Word will have full editing 

Note: If you already created a document, and you want to find out what 
content won't be available for editing in earlier versions, see Features 

When you produce a replacement document that may be employed in an 
can turn on Compatibility Mode by saving the file in 
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1) Open a new document.  

2) Click the File tab.  

3) Click Save As.  

4)  In the Save as type list, click Word 97-2003 Document. This changes 
the file format to .doc.  

5) In the File name box, type a name for the document.  

6) Click Save. 

Check Your Progress B 

1) Multiple Choice Questions 

i) While working in MS Word you have to work with  

a) Mouse only 

b)  Keyboard only 

c)  Both mouse and keyboard 

ii) In MS Word every command is available in  

a) Print  

b) Letter  

c) Icons 

iii) You can go inside MS-Word in the following way 

a) Take the mouse pointer to START button on the taskbar and 
Click the left mouse button. 

b) Take the mouse pointer to START button and click the right 
mouse button. 

c) Move the mouse pointer on the screen. 

2) State True or False 

a) The title bar displays the name of the currently active word 
document. 

b) Two of the most common toolbars are the formatting toolbar and 
the standard toolbar. 

c) The toolbar allows you to format the vertical alignment of the text. 

d) The scroll bar helps you to scroll the content or body of the 
document. 

e) The workspace is the area in the document window where you 
enter/type the text. 

f) Using View option, you can perform editing functions such as cut, 
copy, paste, find and replace, etc. 
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g) Using the Edit option, you can switch over from Normal mode to 
Outline mode. 

h) Using Insert menu, you can insert various objects such as page 
numbers, footnotes, picture frames, etc. 

i) Using Tools menu, you can access to various utilities of word such 
as spell check, macros and mail merge, etc. 

j) Window menu allows you to work with two documents 
simultaneously. 

9.7 LET US SUM UP 

Word Processing is an idea which talks about creating or developing a 
document. When we use and a computer to do so, we require software which 
can provide a platform for it known as word processing software. There are 
various types of Word Processing packages such as MS Word, WordStar, 
Word Perfect, Google Docs, etc. Among all the popular word processing 
software, MS Word is used most widely which provides advanced word 
processing and Desktop Publishing features. 

The important features of the screen of MS Word 2010 are The W Button, 
Title bar, Status bar, Ruler, Scroll bar, Ribbon, etc. 

There are Seven Tabs in MS Word 2010. The first tab is File tab. The File tab 
has commands like Save, Save As, New, Print, etc. The second Tab is Insert 
Tab which consists of many useful options which can be used while creating 
the document in MS Word. Using insert tab, one can add picture, clip art, 
shapes, charts etc. The third Tab is The Page Layout tab which lets you 
manage the look and feel of the document. It also provides a number of 
themes and color schemes which can be applied to your document to have a 
global design.  

The fourth tab is The References Tab which offers a quick way to enter your 
document sources, citations, etc. On the References tab, you will find groups 
like Table of Contents, Footnotes, Citations & Bibliography, and Captions. 
The fifth tab is Mailing Tab. One of the most common features on the 
Mailings tab is the Envelopes and Labels for printing. Sixth tab is The 
Review Tab. The Proofing group is one of the most popular groups on the 
Review tab. The last tab is The View Tab. By the buttons available on the 
Document Views group, you can view your document in different ways. You 
can see the Print Layout, Full Screen Reading, Web Layout, Outline, and 
Draft views. 
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9.8 KEY WORDS 

Title Bar: the title bar displays the name of the document currently being 
active. 

Ruler Bar: The ruler bar is useful to set the vertical alignment of the text in 
the working document. 

Status Bar: It displays information like currently active page number, the 
column and line number of the cursor, and so on. 

Scroll Bar: Scroll Bar available in MS Word enables you to scroll through 
the document up and down or left and right. 

File Tab: File tab is the section that gives you access to file functions such as 
Open, Save, Close, Properties, and Recent file options. 

Quick Access Toolbar: The most frequently used tools/buttons can be stored 
in the Quick Access Toolbar. By default, the Quick Access Toolbar is 
available with tools like Save, Undo, and Redo.  

Ribbon: It gives you quick access to the commands by displaying them up 
front while you work on the document. 

Workspace: The workspace is an area where you create your document by 
typing the text. 

Page Layout Tab: The Page Layout tab lets you manage the look and feel of 
the document. It also provides a number of themes and color schemes that 
can be applied to your document to have a global design. 

References Tab: It offers a quick way to enter your document sources, 
citations, etc. 

9.9   ANSWERS TO CHECK YOUR PROGRESS 

Check Your Progress A 

1)   (a) True  (b) True  (c) False  (d) True  (e) False 

Check Your Progress B 

1)   (i) c  (ii) c (iii) a 

2)   (a) True  (b) True  (c) False  (d) True  (e) True 

     (f) False  (g) False  (h) True (i) True (j) True 
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9.10  TERMINAL QUESTIONS 

1) What do you understand by Word processing? Give examples. 

2) Describe the important features of MS-Word. 

3) Describe the various options available in the main menu bar of MS-
Word. 

4) What are the different types of toolbar? 

5) Explain two methods to start MS-Word. 

 

 

Note: These questions are helpful to understand this unit. Do efforts for 
writing the answer of these questions but do not send your answer to 
university. It is only for yours practice. 

 




