Title Bar

Top line of the Word screen. When you load Word, the new document screen will have Document 1 at the top automatically. When you save a new document with a new name, that name will be displayed in the title bar.

Menu Bar

The menu bar is the second line of the Word screen. It contains a list of options to customize a Word document. Functions and features are grouped into menu options located on this bar. Under the File option on the menu bar, you will see Save, Close, or Open a new document.

Toolbars

There are two toolbars containing common Word functions.

The toolbar directly below the Menu bar is called the Standard toolbar. The toolbar below the Standard toolbar is called the Formatting toolbar. These buttons are shortcuts for frequently used commands. 

The pictures on the toolbars are referred to as icons. These icons represent different functions.  For example, the print button contains a picture of a printer. The cut button has an icon showing scissors. 

Word provides a ToolTip that indicates what function the button on the toolbar will perform. To see the ToolTip, position the arrow pointer on a toolbar button. After about one second, the ToolTip displays.

Below the Formatting toolbar, a TipWizard toolbar may display. This toolbar contains tips for Word features. Below the TipWizard toolbar, a Ruler may display. The Ruler is used to set margins, indents, and tabs. 

If a toolbar is not visible, click View, the Toolbars. At the drop-down menu that displays, click the toolbar you want to appear at the top of your screen.

Insertion Point

The blinking vertical line, located below the toolbars at the left side of the screen, is called the insertion point. The insertion point indicates the location where the next character entered at the keyboard will appear.

The insertion point is positioned in the portion of the Word screen called the document screen. This screen is the portion of the screen where the text is input. The underline symbol located immediately below the insertion point is the end of the document marker and indicates the end of the Word document.

A mouse pointer will also display in the document screen. When the mouse pointer is positioned in the document screen, it displays as an I-beam. This is called the I-beam pointer. When the mouse pointer is positioned anywhere else in the Word screen, it displays as an arrow pointing up and to the left. This is called the arrow pointer.

Scroll Bars

The gray shaded bars along the right and toward the bottom of the Word screen are called the scroll bars. The bar at the right side is called the vertical scroll bar. The bar at the bottom of the screen is called the horizontal scroll bar. These bars are used to move through a document. You can position the arrow pointer on the down scroll triangle and click the left mouse button. This moves you down in a document. The up scroll triangle moves you up in a document you when click with the left mouse button. The horizontal scroll bar works the same way when you have a document that does not all fit on your screen horizontally.

Status Bar

The Status Bar is the gray bar toward the bottom of the Word screen, below the horizontal scroll bar. This bar displays information about the text in the document and whether certain working modes are active. The Status bar also displays the current location of the insertion point by page number, section number, line measurement, line count, and column position. 

At the right side of the Status bar, you will see a display of what we call working modes. When the working mode is dimmed, it is inactive. When it is black, that indicates it is active. For example, if you want to change from the insert mode to the Overtype mode, press the Insert key on the keyboard or double-click the OVR mode button on the Status bar. You will notice the OVR button becomes black, indicating that the Overtype mode is on. To turn off the Overtype mode, press the Insert key again or double-click on OVR.

The Status bar will also give you a brief description of the currently selected command or toolbar button. For example, if you position the arrow pointer on the Print button on the Standard toolbar, the message “Prints the active document using the current defaults” displays at the left side of the Status bar.

Taskbar

The very bottom line on the screen is the Taskbar. This bar shows you what programs you have open.

You will notice that because we have all these bars on our Word screen, there will only be between 16 and 19 lines of text that appear on the screen at one time. As you enter more lines, these lines will scroll off the top of the document screen. The text is not lost or deleted. You see this text by using your scroll arrows on the vertical scroll bar.

