Microsoft Word
· Microsoft Word is a word processing package that is a member of the office
       Family.

· Word for windows is opened by clicking on the start menu and by choosing Microsoft Word in the Programs folder.

· When Word is started, it opens a blank document with a menu bar and toolbars with click-on buttons that can be used to work on the document.

· There are three ways to go about creating a document in Word – by using Wizards, with templates or starting from the scratch.

· Wizards are the easiest way to create letters, memos and documents of other types.

· Templates are blueprints patterns for documents of a certain type.

· When Word is opened a new document 1 is displayed, where we can start typing right way.

· Word comes with Online Help – a full-fledged reference tool – which can be used as a guide while working.

· There are several ways of viewing a document – normal, online layout, page layout, outline and master document.

· Normal view is the default view in word, used fro typing, editing and formatting text.

· Print preview displays multiple pages of a document in a reduced size.

· A document can be printed by choosing Print from the File menu.


Lab Exercise
1. Header and footer.

2. Undo and Redo

3. Bulleted lists

4. Numbered list

5. Proofing tools  

    a. Spelling

     b. Grammar

6. Using tables

7.  Auto shapes

8.  WordArt 

9.  Chart.

