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WORD 6 UNIT I GETTING STARTED WITH WORD 6.0

Viewing the Word application window
TheWordapplication window containsthefeaturesdescribedbelow.On

yourcomputer,locateeachof theelementsusingFigure1-4for reference.

.~. The title bar displaysthenameof theapplicationandthedocument.Untilyousavethedoc-~ umentandgIveIt a name,thetemporarynamefor thedocumentISDOCUMENTl.
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"

. Themenubarliststhenames of the menus that contain Word commands. Clicking a menu

name on the menu bar displaysa listofcommandsfromwhichyoucanchoose.

. TheStandardtoolbar containsbuttonsfor themostfrequentlyusedcommands,suchas
thecommandsforopening,saving,andprintingdocuments.Clickingbuttonsonatoolbaris
often fasterthanusingthemenu.However,in somecases,usingthemenuoffersadditional
optionsnotavailablebyclickingabutton.Youcanfindoutwhat abuttondoesbydisplayingits
ToolTip.Seetherelatedtopic"ToolTips"formoreinfonnation.Thistoolbarisoneof thetwo
defaulttoolbars.
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. TheFormatting toolbar containsbuttonsfor the mostfrequentlyusedformatting com-

mands,suchasthecommandsforapplyingboldtotextoraligningtext.Thistoolbarisoneof
thetwodefaulttoolbars.Othertoolbarsrelatedtootherfeaturesarealsoavailable,as\'ouwi)!see
in laterunits.

"
. Thehorizontal ruler displaystabsettings,leftandrightparagraph and document nw-

gins,andcolumnwidths(onlyinpagelayoutview).In page layoutview,a vertical ruler is
alsodisplayed.You'llieam more about thedifferentWordviewslaterinthisbook.

. Thedocumentwindowdisplaysthework areafor typing text and working with \ \ Ilir

document.Whenthemousepointerisinthedocumentwindow,thepointerchangesto .m
I-beam, 1. Youcanhave asmanydocumentwindowsopenasyouwant.Eachwind,1\\ l:l!1

be minimized,maximized,and sized.Whenyouareworkinginonlyonedocumentat :l "nl'.

it isa goodideatomaximizethedocumentwindow.
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. Thevertical and horizontal scroll bars displaythe relativepositionof the(' .~':lt\l

displayedtext in thedocument.Youusethescrollbarsandscrollboxesto viewdifferent 11.I;e' I,t

your document.

. Theviewbuttons,which appearin thehorizontal scrollbar,allow you to displa\ thl' til J(U-

ment in oneof threeviews.Eachviewoffersfeaturesthatareusefulin thedifferentph:L'V\ It

working with adocument.You'll learn more about the threeviewslater in this book.
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. Thestatusbardisplaysthecurrentpagenumberand section number,the total nUlllnl'r, It

pages in the document,and the vertical positionof the insertion point (in inches and in [I[ll'S

fromtheupper-leftcomerof thedocument).Youalsosee the statusofcommandsin effect:md

thecurrenttime.The status baralsodisplaysdescriptionsofcommandsandbuttonsas\ IIII

move aroundthewindow.
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