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WORD 6 UNIT | GETTING STARTED WITH WORD 6.0

Viewing the Word application window

The Word application window contains the features described below. On
vour computer, locate each of the elements using Figure 1-4 for reference.

The title bar displays the name of the application and the document. Until vou save the doc-
ument and give it a name, the temporary name for the document is DOCUMENT]1.

The menu bar lists the names of the menus that contain Word commands. Clicking a menu
name on the menu bar displays a list of commands from which you can choose.

The Standard toolbar contains buttons for the most frequently used commands, such as
the commands for opening, saving, and printing documents. Clicking buttons on a toolbar is
often faster than using the menu. However, in some cases, using the menu offers additional
options not available by clicking a button. You can find out what a button does by displaying its
ToolTip. See the related topic “ToolTips” for more information. This toolbar is one of the two
default toolbars. g

The Formatting toolbar contains buttons for the most frequently used formatting com-
mands, such as the commands for applying bold to text or aligning text. This toolbar is one of
the two default toolbars. Other toolbars related to other features are also available, as vou will see
in later units.

The horizontal ruler displays tab settings, left and right paragraph and document mur-
gins, and column widths (only in page layout view). In page layout view, a vertical ruler is
also displayed. You'll learn more about the different Word views later in this book.

The document window displays the work area for typing text and working with +ur
document. When the mouse pointer is in the document window, the pointer changes to .
I-beam, ] You can have as many document windows open as you want. Each window c.u
be minimized, maximized, and sized. When you are working in only one document at " ¢
it is a good idea to maximize the document window.

The vertical and horizontal scroll bars display the relative position of the ¢l
displayed text in the document. You use the scroll bars and scroll boxes to view different 1.
your document.

The view buttons, which appear in the horizontal scroll bar, allow you to display the tocu-
ment in one of three views. Each view offers features that are useful in the different phises ot
working with a document. You'll learn more about the three views later in this book.

The status bar displays the current page number and section number, the total number ot
pages in the document, and the vertical position of the insertion point (in inches and in lines
from the upper-left corner of the document). You also see the status of commands in effect .ind
the current time. The status bar also displays descriptions of commands and buttons as o
move around the window.
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