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-THE TOOLS
EXAMPLE: MS WORD, GOOGLE
DOCS, ETC.

-THE ACTION
FUNCTIONS: ENTERING TEXT,
CUTTING/PASTING, FORMATTING,
ETC.



WORD PROCESSING
The term “Word Processing” was coined
by IBM ( International Business Machine) a
translation of the German
Textverarbeitung.

WordStar was indeed the f irst widely
popular word processing software for
microcomputers.  



WORDSTAR
was released in June 1979  by MicroPro
International,  founded by Seymour Rubenstein
and programmer Rob Barnaby.

 I t  became the f irst commercially successful word
processing software for microcomputers (PC),
largely dominating the market in the early-to-mid
1980s.

It  was the f irst to offer "mail  merge"  and a form of
WYSIWYG  (What You See Is What You Get) on-
screen, making it  the standard for small
computers.



MICROSOFT WORD
was released in  1983  under the name Multi-Tool
Word for the Xenix operating system

 It  was developed by Charles Simonyi and  Richard
Brodie ,  former programmers from Xerox PARC.

Microsoft Word introduced several improvements,
including better text formatt ing and document
previewing.

Became one of the most widely used word
processing applications in the world.



OBJECTIVES:

01

02

03

Identify the basic word
processing operations.

Create and edit documents
using a word processor (MS
Word).

Uti l iz ing Word Processing Software

At the end of the lesson students:



Microsof t Word
is a word processing program
developed by Microsoft that allows
users to create, edit, format, and
share documents. As part of the
Microsoft 365 suite, it is available as
a desktop application for Windows
and macOS, as well as a web-based
version and mobile app for real-time
collaboration.





Primary uses

Business

Professionals use Word to create reports, letters, memos,
proposals, invoices, and other official business documents.

https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113


Education

Students and educators rely on Word for academic
assignments, research papers, presentations, and study
materials.

Primary uses

https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113


Primary uses

Creative Writing

Authors and writers use the program to write novels, stories,
and other creative pieces.

https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113


Personal Documents

Word is commonly used for creating resumes, cover letters,
newsletters, and personal correspondence. 

Primary uses

https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113


WINDOW
CONTROL
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FORMATTING
TOOLBAR
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STANDARD TOOLBAR
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MENU BAR

The word menu is displayed at the top of the screen. Some of the
option are highlighted option and some of the option are appear as
faded at anytime only highlighted options are executed, faded
options are not applicable. The menu bar is look like:



Word has number of tool bars that helps you perform task faster and with great
ease. Toolbar provides shortcuts to menu command. Two of most commonly tool
bar are the fomartting tool bar and standard tool bar. These two tool bar are
displayed just below the title bar. At any point of time any tool bar can be made
on or off through the tool bar option of view menu.

STANDARD
TOOLBAR



FORMATTING
TOOLBAR

BOLD

ITALICS
UNDERLINE
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TEXT
EFFECTS TEXT

COLOR

TEXT
HIGHLIGHTS

FONT
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FONT
SIZE

INCREAMENT/
DECREMENT
FONT SIZE

CASE
CLEAR

FORMATTING
BULLET AND
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INDENT
SORT

TEXT
ALIGN
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BACKGROUND
COLOR

TABLE

SHOW/HIDE
MARKS



DRAWING TOOL
BAR

ADD
PICTURES

ONLINE
PICTURES SHAPES SMARTART CHART SCREENSHOT

The drawing tool bar on the top of the word contain drawing and text tools for
creating graphics.



The ruler bar allows you to format the vertical alignment of text in a document.

To Display The Ruler:
1. Click view on the menu bar.
2. The option ruler should have a check mark next to it. If it has a check mark next
to it, press ESC to close the menu. If it does not have a check mark next to it,
continue o the next step.
3. Click ruler. The ruler now appears below the toolbar.

RULER BAR



RULER BAR



STATUS BAR

The status bar displays information about the currently active document. This
include the page number that you are working, the column and line number of the
cursor position and so on.



PAGE LAYOUT



MS WORD
SHORTCUT KEYS



THANK YOU.


