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FILE MENU:
This menu consists of the various options regarding the operations of the file. These options are used to manipulate or either use the file in different ways. The various options of the file menu are as follows: 

New: If a new document (Blank or template) has to be created then you have to use this option.

Open: If an existing document is to be opened, then you have to use this option.

Close: This option is used to close the opened document.

Save: This option is used to save the opened document.

Save As: The Save As option is used to save the document with another name.

Save as Web page: This document can be saved as Web page.

Versions: Review version information for a file. Word displays the date and time each version was saved, the name of the person who saved each version was saved, the name of the person who saved each version, and truncated lines of comments. The most recent version appears at the top of the list.

Page Setup: This option gives you information regarding the page. Information means the details regarding the margins, the position of the page on paper etc., would be modified or created.

Print Preview: This would show you the preview of your page which you would like to take a printout

Print: This option is used to take a printout of your document created.

Send To: This option is used t to transfer or send any document created to different devices like the Fax machines etc.
Properties: It gives you information regarding the Word 2000 and also the statistical information and the details regarding the author etc.
Exit: This option allows you to quit Word.
EDIT MENU
This menu contains all the options which are used to modify or changes the attributes of the created document in a normal way and for that purpose it is called as an Edit Menu. The options available under this menu are as follows:

Undo: The changes made to a document, such as editing, formatting, check spelling, and inserting breaks, footnotes and tables. Undo helps to remove the last changes taken place in the document.

Repeat: Repeats the last change you made in a document, such as editing, formatting, checking spelling and inserts breaks, footnotes and tables. The repeat command changes to Can’t Repeat if you cannot repeat the last action. You can use this command to quickly add a sentence or make the same revision in several places in a long document. When you use the undo command to reverse on action, the Repeat command changes to Redo.

Cut: Removes selected text and graphics and puts it on the clipboard. The command is available only when you select text and graphics. Text and graphics that you place on the clipboard remains there until you replace it with a new item.

Copy: Copies selected text and graphics to the clipboard. This command is available only when you select text and graphics. Text and graphics that you copy to the clipboard replaces the previous contents.

Paste: Insert a copy of the clipboard contents at the insertion point, replacing the selection (if any) with the text on the clipboard. This command is not available if the clipboard is empty or if the selected text cannot be replaced.

Paste Special: Pastes, or embeds, clipboard contents into a word document in a specified format, or creates a link to information that can be updated in another application.

Paste as hyperlink: The text can be hyperlinked with other documents, page, bookmark etc.,

Select All: To select all the contents of a document which can be edited.

Find: To find out the methodologies for finding text.

Replace: With the Replace command, you can find and replace text or formatting you can automatically replace all occurrences of the found text, or selectively replace only certain instances. For information on replacing formatting.

Go To: Moves the insertion point to a specified location in the document, for example, you can move to a page number, an annotation, a footnote, or a bookmark.

Link: Displays and modifies links in a word document. This command is unavailable if no links exist in word document.

Object: Opens the application in which the selected embedded or linked object was created so that you can edit it. This command is available only when you select an existing object in a document. When you finish editing the object, word incorporates the changes in the documents. This command name changes depending on the object you select. If the object is linked, the command name changes to link object name.

VIEW MENU
This menu options mainly available with view options of documents.

Normal View: Normal view helps to view the documents when you want to do a lot of serious typing in a hurry. Normal view shows text formatting but simplifies the layout of the page so that you can examine and work with the structure of a document.

Web layout view: The web layout view helps to know the object code of HTML which is to be hosted at any site, In fact so many formatting effects are not being supported by the HTML & web browsers like more than one space cannot be formatted by the same. In such cases we can view the original web view of any document.

Print Layout view: It helps to know the output which will come with the printer. Here we can view the Layout view of any preprinted document.

Outline view: It allows you to build organizational framework for any document. It can display what you think of as a traditional outline. The outline view can also be used to organize a document into major headings with subheadings before you tackle the job of filling in text.

Toolbars: We can activate the existing toolbars which will be available with all the tool bar options. There are 16 nos. of toolbars available under this toolbar. With the toolbar option we have option that we can create a new toolbar with selected tools under customization of toolbars. The all available sixteen toolbars are Standard, Formatting, AutoText, Clipboard, Control Toolbox, Database, Drawings, Forms, Frames, Pictures, Reviewing, Tables & Borders, Visual Basic, Web, Web Tools & Word Art.

Ruler: Displays or hides the horizontal ruler, a bar with a measurement scale and markers that enables you to adjust indents, margins, tab stops and table columns.

Document Map: This is a great addition since last version & with new features in Word 2000, is the capability to move quickly from one place to another in your documents using Document Map. Document Map adds a sidebar to the left of your document that shows major headers in the document. You can click one of the headers to get there instantly. It can be activated from toolbar also.

Header and Footer: Adds or changes text that word repeats at the top o every page (header) or to the bottom of every page (footer) in a section or in an entire document. Headers and footers offer lots of flexibility in the way page numbers and other document statistics can be displayed.

Footnotes: Opens a note pane or moves the insertion point to the area of the document where you view and edit footnotes and endnotes. In normal view, word displays the note pane and a check mark appears on the view menu next to the command name.

Comments: People insert viewer’s comments into a document to provide suggestions and criticisms they may have regarding the document, Word 2000 will allow you to insert your comments into the document, those comments are read onscreen. If your receive a document that contains comments, you can read these by selecting this option.

Full Screen: Hides all screen elements, such as toolbars, menus, scroll bars, title bars, the ruler, the style area and the status bar.

Zoom: Controls how large or small a document appears on the screen. You can enlarge the display to make it easier to read or reduce the display to view an entire page.

INSERT MENU
The options of the insert menu are as follows:

Break: Insert a page break, column break, or section break at the insertion point. A page break defines where one page ends and another begins.

Page Numbers: This option would be chosen to insert the page numbers in the document at the required position accordingly. By choosing the Insert Page number option.

Date and Time: This is used to insert the Date and Time values in the document opened. As there are different formats in which the Date and Time values can be inserted.

It is also called as Glossary. You can save frequently used text or graphics to Auto Text entries. After they are saved, they can quickly be inserted in a document any time you need them.

Field: Fields are like placeholders indicating where data is to be placed in a document. This is useful if you are making form letters or address labels, as well as when you mail merge documents.

Symbol: You can insert a whole set of typographical symbols into your document. These include mathematical, Greek, Japanese and Windings symbols. The number of symbols available to you depends on what fonts are installed on your computer.

Comments: Specially for the reviewer’s, comments can be inserted to provide suggestions and criticisms they may have regarding the document or other purposes. Word 2000 allows you to insert your comments into the document; those comments are read onscreen.

Footnote: Footnotes are for documenting your sources for f acts or quotations you have in your document. Footnotes can be of the usual type that you find at the bottom of pages. Normally it avoids to type the name of documents at each pages.

Caption: A caption is like a text description of a figure to help the reader understand what the picture or diagram is and why it appears in your book or document which can be placed in our document.

Cross References: A cross-reference is used to alert the reader to similar items that are related to an indexed item. To make a cross-reference, place your cursor by the words or phrase you want cross-referenced.

Index and Tables: Using Word you can set up an index to help readers find topics in your book or document. An index is an alphabetized list of words and phrases that includes the page numbers where each word or phrase can be found.
Picture: The new graphic capabilities have changed dramatically from previous versions. Graphics can be imported into a Word document from and existing picture file. Either pre-stored or created object can be inserted. The options available under are listed below:

Clip Art Gallery
Vector Graphics
Raster Graphics
Form Scanner

Auto Shapes
Word Art and 
Chart

Text Box: A text box is essentially a container for text. It combines graphic elements with text. While working with DTP works we can work easily with the TEXT BOX for word wrap.

File: Inserting a file into your document is useful if you want to insert the whole file and not just a portion. This is useful if you are working with a report containing multiple documents written by different people.

Object: An object is informed created in another software program that you might want to insert into your Word document. For instance, you can insert or embed an Excel worksheet or chart as an object into your Word document.

Bookmark: Bookmarks let you quickly jump from place to place in the document. Instead of paging up or down through your document, you can simply jump to a bookmark. Think of bookmarks as reference points in your document.

Hyperlink: A hyperlink is text or a picture that causes you to jump to another document or Web page when it is clicked. Text that is hyper linked is underlined and often has a different font color. Picture that are hyperlinks often have colored border.

FORMAT MENU
The format menu is mainly available with following formatting options.

Font: Font refers to the manner or style in which text is displayed in your document. We can change the appearance, style, color, spacing & other features by using the option.

Paragraph: You can change any of the standard styles or those in Word’s templates. There may be font or paragraph formatting changes that you make regularly to style that you can adjust by permanently changing the style formatting.

Bullets and Numbering: Word automatically numbers the headings for you, and you can delete and change the headings numbers as well. It can be on normal manner, numbered list, bulleted list & other options available for enhancing the documents.

Borders and Shading: Borders are frames and lines that set off a title, divide sections, outline parts of a table, or in other ways make use of lines to create visual breaks, shading can be used with or without borders to create similar effects of division or accent.

Columns: Training documents with one narrow and one wide column allow for explanatory notes or definitions in the narrow column. Although the content may be very technical in nature, the layout makes it less formidable.

Tabs: The Tab key is used to get back and forth in a table, so it cannot be used to set a real tab in the table cell. It is very hard to get lists of figures to look good without a decimal-aligned tab.

Drop Cap: This helps you to change the format of your document. In this there are three different ways how you can change your document appearance. They are None, Dropped, In Margin. This helps us to change the format of our document in order to suit to the advertisements in the newspapers etc.,

Text direction: This is mainly applicable to apply the text direction. In fact this is mainly helpful for some important DTP options only.

Change Case: This helps us to change the case of word or a sentence. The sentence can be changed to different options available in the change case dialog box. Like the sentence case, upper case, lower case etc., this helps us a lot while changing the whole format of the selected text at once.

Background: Custom Backgrounds can be applied in the Online View by choosing Format Background. Custom backgrounds can be applied to online documents to make them more visually appealing when they are viewed on a computer. In online View only you can view the backgrounds.

Themes: The themes option will be discussed in your practical session.

Auto Format: Auto Format is a powerful feature that looks at an existing document and figures out how it can help standardize the document formatting. There are options to format a general document, a letter, or an e-mail message. Using AutoFormat from the Format menu is a chance to have AutoFormat make a single pass through a document and fix all kinds of things.

Style: You can modify styles using Format Style. It involves a few more steps than using the style box method.

TOOLS MENU
Spelling and Grammar:  Word has a wonderful spelling and grammar checkers that can help you draft your documents error free. The Spelling and grammar checker can be found under the Tools menu on the menu bar. You can also activate this function by pressing the F( key on your keyboard. When a spelling and Grammar dialog box pops up on your screen. The text containing the spelling or grammatical error appears in the top part of the dialog box. The bottom part of the dialog shows suggested changes to correct the error. You can ignore the error, ignore all of the same errors, go on to the next sentence, or accept the suggested changes.

Language: Designates the language of selected text within a body of text written in more than one language. When proofing the document, word automatically switches to the dictionary for the language for which word does not have a dictionary, word uses the dictionary of a related language. It has three sub function Set language for multilingual support, Thesaurus for getting the synonymous and Hyphenation to reduce raggedness in the right margins by inserting hyphens in words where needed.

Word Count: Counts the number of pages, words, characters, paragraphs and lines in a document, here a sure have options to include(exclude the options.

Auto Summarize: Word has many excellent features in which one is the Auto Summarize feature. Auto Summarize feature. Auto Summarize means it automatically creates a Summary f or the document, which is currently opened. What it does is that it selects all the sentences which ever it thinks as important ones and it highlights those sentences in any reverse media color. In this option there is even another feature such as the percentage of the summary whether 10%, 20% etc., can be selected. Hence with this feature Word has gained utmost popularity.

Auto Correct: Auto Correct automatically corrects as you type. It is similar with auto spell check but Auto Correct automatically searches for and corrects predefined errors as you type whether auto spell changes the required items without your confirmation.

Track Changes: This is one of Word’s editing tools used when more than one person needs to edit a document. You can specify color coding and identification, such as underline, that will be used for each person who works with the document. In Word 2000 it applies three sub – options like highlight changes for keeping track by highlighted with a colored line which has been changed and compare documents to compare with the original document and highlights if any changes were found.

Protect Documents: To protect the documents with several changes with a password facility the above given option is much valuable. If a user wants to avoid the stop the unnecessary changes he can use this simple methods of protecting documents. This is also available with mainly three options like Tracked changes, Comments and Forms.

Online Collaboration: This is a web based function which has been designed for the same purpose it is available with mainly three options like, Meet now, Schedule meeting, & Web discussion.

Mail Merge: Mail Merge is not just a tool for creating form letters, but that’s its primary purpose. (You get junk mail everyday that someone created with mail merge.) This is know as a time saver options of documentation. Under mail merge so many mails can be sent by creating the one form letters with merging the several addresses. In fact the letter is nothing more than a fixed cover story and addresses are data variables. For instance if a bank wants to send the new interest rates recently changed to all its customers, a form letters will be designed and it will just add the mailing addresses in place of name of customers and all. Here letter will be known as form letter and addresses as variables. To perform the same it requires Main Documents and Data Sources.

Envelopes & Labels: It is similar to complete the mail merger facility.

Letter Wizard: A step by step wizard will guide you to create a professional letter. It is helpful for a new user to get to get the entire details first time, later he can make any editing in available letters and also create the same without the wizard.

Macro: Macro is similar to batch file of ms-dos whether you can record the regular jobs as a key sequence by assigning a key value and after creation of the same you can invoke the entire recorded steps automatically just after pressing the old key sequence. It includes so many steps like recording a macro & using a macro.

Templates & Add-ins: The Big bank of templates are available with ms-office tools, it is nothing more than the entire prototype formats which is stored as sample data. A novice user as well as expert users can use this facility. Templates are in-build by the software but we can also save our important formats as templates. It gives you facility to create a template, style for normal documents and global documents.

Customize: A user can assign a macro to a shortcut key combination. You use shortcuts like Ctrl+C to copy and Ctrl + V to Paste. You can assign functions to any key combinations that are not already programmed. Many of the Ctrl Key combinations that are not already programmed. Many of the Ctrl Key combinations have functions associated with them, but several of the Ctrl + Alt + letter/number combinations (such Ctrl+Alt+A and Ctrl+Alt+4) are not currently assigned.

Options: It gives you options to set the setting of your package while working with the system as a global setting or local setting. Mainly it is available with view, General, Edit, Print, Save, Spelling & Grammar, File location, Compatibility, User information & Track changes. Here all the options are available with some of default settings and also gives options to keep new settings.

TABLE MENU
This option is extremely supports to all the user who wants to deal with tables.

Draw Table: Draw Table, is however, a freeform drawing tool that lets you define an outside border for the table and then draw lines inside the border for individual rows and columns. To create a table using Draw Table.

Insert: This is mainly available with the several options like Insert table, Columns to the left, columns to the right, Rows above, Rows below, Cells. The topics are easily describing the story of the menu.
Delete: To delete the table it is highly recommended with several options like Table, Column, Rows and Cell.

Select: To select the Table, Column, Rows and Cell options is used and it can be used a part of table handling.

Merge cell: To merge the cell it is a much friendly tool for using the table. It helps to merge two no. of cells.

Split cells: The Opposite function of the Merge cell is Split cell.

Split table: While working with several combinations of rows and columns you can split the table from the selections.

Table Auto format: Table auto format facility helps to create the formatted table; it is a collection style format for the existing table. In case the table is readymade it will apply the existing formats.

Auto fit: This is mainly available for formatting the table with appropriate cell size etc. This comes with several options like Auto fit to contents, Auto fit to windows, Fixed Column width, and Distribute rows evenly and distribute column evenly. All these options are part of the formatting the table.
Heading rows repeat: To repeat the heading of rows this option is easy and is very commonly used.

Convert: This option is used to convert a text format to a table format and vice versa. In case you have prepared a document with name, father name and designating with a separation of space, commas, hyphen or any other you can convert the text into a table format. The same opposite functions can be used for the converting the table as text.
Sort: This function is used to sort an existing table by headings/columns in the ascending or descending order.

Formula: Here some statistical formulae can be used for calculation or to perform the other mathematical type of task.

Gridlines: It helps to take the output of the table without gridlines while handling all the tables.

Table Properties: The table properties are mainly available for providing the entire information of any existing table.

WINDOW MENU
This is mainly used by the users while handling the multiple files; it is available with following options.

New window: It gives an option to open the existing & working file into a new window with the same contents where typing one location, all the opened files with the same topics will be automatically updated.

Arrange All: If a user is working with more than one document. All the documents/files can be arranged as separate windows on the same screen by using “ARRANGE ALL” command.

Split: To split the screen into as per required windows where you can make changes or for any kind of professional documentation can be used.
HELP MENU
Help menu I mainly available with MS-WORD under Help- for detail on line help, Help-Show/Hide the office assistant for getting the assistance to give warning, suggestions and help time to time while working with the word, What is this for context sensitive, where all your FAQ or any type of queries will be answered by the existing help system, Office on the Web for getting the help available on the net, Word Perfect help specially of the traditional word perfect users, Detect & Repair for any kind of repairing part of the applications and about Microsoft word for the detail information about the application. Except Detect & Repair there is a least chances of using the above given options.
COMPONENTS OF WORD WINDOW: While working with the main document window the main components of window is given below:
THE DOCUMENT WINDOW: The Word document window has the following basic components:

TITLE BAR: The title bar displays the name of the currently active Word document. Like other window applications, it can be used to alter the size of the Word window (by double clicking on it).

TOOLBARS: Word 2000 has 16 toolbars that help you perform tasks faster and with ease. Two of the most commonly used tool bars are the Formatting toolbar and the Standard toolbar. When you start Word these two toolbars are displayed just below the title bar. In word 2000, more work spaces are available to write the documents because all the toolbars are adjusted in two rows only, with an option button that if you want you can attach/detach the tools from any tools from any toolbars. In advance stages you can also customize the menu bars & toolbars as per your requirements.

MENU BAR: It is located below the Title bar. Click at the menu name, or press Alt+Char, where Char is the underlined letter in the menu name also known as hot keys. It can be invoked, only when the character used with the combination of ALT key. E.g., ALT+F will prompt the File Menu. Options can be accessed by clicking the mouse at the option, or by moving highlighted bar to the options and pressing the Enter key.
RULER BAR: The Ruler bar allows you to format the vertical alignment of text in a document. It can also be used to set tab stops on a line of text.

STATUS BAR: The Status Bar displays information about the active document or the task on which you are currently working. This includes the page number that you are on, the column and line number on which you have positioned the cursor and so on.

VIEW BUTTONS: Just after the status bar 4 new buttons has been introduced for easy handling of documents. The details of each buttons is given below (All the listed options are also available with view buttons.).

NORMAL VIEW: It helps to view documents in normal view, this option can also be used through view menu but here this option is given by default.

WEB LAYOUT VIEW: To the right of normal view button is the web layout view. This helps to view the same document in web view which will be later placed on internet.
PRINT LAYOUT VIEW: This helps to see the hardcopy view of any document

OUTLINE VIEW: It shows an outline view.

SCROLL BAR: The Scroll Bar helps you to scroll the contents of a document. You can do so by moving the elevator along the scroll bar, or by clicking on the buttons with the arrow mark to move up and down a page. In word 2000 it has upgraded with some new buttons like previous/next & Object browser button. The object browser buttons helps to complete the entire task. By selecting a browser object we can move anywhere by using the previous/next option. The object browser is available with following buttons:

	· Browse by field
	· Browse by footnote
	· Browse by endnote

	· Browse by comment
	· Browse by section
	· Browse by page

	· Browse by Goto
	· Browse by find
	· Browse by edits

	· Browse by heading
	· Browse by graphic
	· Browse by table


WORKSPACE: The Workspace is the are in the document window where you enter the text of your document.
CREATING A NEW DOCUMENT:

· Select the option File from the Menu bar. A drop down menu will be displayed.

· From this menu, choose the option New. The New dialog box will be displayed.

· To open Word and start a new document, click the Bank Document icon then click OK.

ENTERING A DOCUMENT: In order to create a document, the text has to be typed. As the text is typed, it can be seen in the document window.

EDITING TEXT: Correction of mistakes is called editing. Editing text is an essential feature of a word processing package. Word will indicate you about the misspell in the documents, and you have the option of editing manually/automatically.

SAVING A DOCUMENT: When you key in your document, the document is stored in the internal memory of the machine. In order to preserve the document for future use, you must save it on the disk/network/sites. Just you can specify the Location – Directory or Drive with filename which will be useful to retrieving the documents.

CLOSING A DOCUMENT & EXITING FROM WORD: When the work is over we can close the documents & come out from the word. The details of each above given topics will be discussed later after the clarification of menus & sub-menus. This is a self assignment to know about the menus & their details.

SHORTCUT COMMANDS IN Ms. WORD.
	Command Name
	Modifiers
	Key
	Menu

	About
	
	
	Help

	All Caps
	Ctrl+Shift+
	A
	

	App Maximize
	Alt+
	F10
	

	App Restore
	Alt+
	F5
	

	Apply Heading1
	Alt+Ctrl+
	1
	

	Apply Heading2
	Alt+Ctrl+
	2
	

	Apply Heading3
	Alt+Ctrl+
	3
	

	Apply List Bullet
	Ctrl+Shift+
	L
	

	Bold
	Ctrl+
	B
	

	Cancel
	
	Esc
	

	Center Para
	Ctrl+
	E
	

	Change Case
	Shift+
	F3
	

	Clear
	
	Del
	Clear

	Close or Exit
	Alt+
	F4
	

	Copy
	Ctrl+
	C
	

	Cut
	Ctrl+
	X
	

	Delete Back Word
	Ctrl+
	Backspace
	

	Delete Word
	Ctrl+
	Del
	

	Distribute Para
	Ctrl+Shift+
	J
	

	Doc Close
	Ctrl+
	W
	

	Doc Close
	Ctrl+
	F4
	

	Doc Maximize
	Ctrl+
	F10
	

	Doc Move
	Ctrl+
	F7
	

	Doc Restore
	Ctrl+
	F5
	

	Double Underline
	Ctrl+Shift+
	D
	

	End of Doc Extend
	Ctrl+Shift+
	End
	

	End of Document
	Ctrl+
	End
	

	End of Line
	
	End
	

	Find
	Ctrl+
	F
	

	Font
	Ctrl+
	D
	

	Font
	Ctrl+Shift+
	F
	

	Help
	
	F1
	

	Hyperlink
	Ctrl+
	K
	

	Italic
	Ctrl+
	I
	

	Italic
	Ctrl+Shift+
	I
	

	Justify Para
	Ctrl+
	J
	

	Left Para
	Ctrl+
	L
	

	Macro
	Alt+
	F8
	

	New
	Ctrl+
	N
	File

	Open
	Ctrl+
	O
	

	Open
	Ctrl+
	F12
	

	Open
	Alt+Ctrl+
	F2
	

	Overtype
	
	Insert
	

	Paste
	Ctrl+
	V
	

	Paste
	Shift+
	Insert
	

	Paste Format
	Ctrl+Shift+
	V
	

	Print
	Ctrl+
	P
	

	Print
	Ctrl+Shift+
	F12
	

	Print Preview
	Ctrl+
	F2
	

	Print Preview
	Alt+Ctrl+
	I
	

	Redo
	Alt+Shift+
	Backspace
	

	Redo or Repeat
	Ctrl+
	Y
	Edit

	Redo or Repeat
	
	F4
	Edit

	Replace
	Ctrl+
	H
	Edit

	Right Para
	Ctrl+
	R
	

	Save
	Ctrl+
	S
	

	Save
	Shift+
	F12
	

	Save
	Alt+Shift+
	F2
	

	Save As
	
	F12
	File

	Select All
	Ctrl+
	A
	Edit

	Shrink Font
	Ctrl+Shift+
	,
	

	Shrink Font One Point
	Ctrl+
	[
	

	Shrink Selection
	Shift+
	F8
	

	Small Caps
	Ctrl+Shift+
	K
	

	Space Para1
	Ctrl+
	1
	

	Space Para15
	Ctrl+
	5
	

	Space Para2
	Ctrl+
	2
	

	Subscript
	Ctrl+
	=
	

	Superscript
	Ctrl+Shift+
	=
	

	Symbol Font
	Ctrl+Shift+
	Q
	

	Underline
	Ctrl+
	U
	

	Underline
	Ctrl+Shift+
	U
	

	Undo
	Ctrl+
	Z
	

	Undo
	Alt+
	Backspace
	

	Word Underline
	Ctrl+Shift+
	W
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