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Microsoft Word 2003 is fast becoming the most popular word processing application in the world.  It is part of the Microsoft Office XP suite, which includes Excel spreadsheet, Access database and Powerpoint presentation programmes.

What you can do with Word:

Create text documents

Edit your text 

Create tables

Word has much in common with other programmes in the Microsoft Office suite. 

The Title Bar. It has a title bar which displays the name of the document you have open and gives you the option to minimise, maximise or exit the document.  

The Menu Bar. There is a Menu Bar which runs below the Title Bar.  It begins with File and ends with Help.  If you click on one of the words on the Menu Bar you will see a list of options – or menu- appear.  Every command available in a programme is accessible from the Menu Bar.  

The Toolbar.  This is the series of pictures below the Menu Bar.  They are shortcuts to items in the Menu Bar.  If you run your mouse along the toolbar, a screen tip will appear and indicate what each button is for.  

Although you can use Word 2003 just to write letters, you can also use Office 2003 to create reports, brochures, newsletters and even web pages.  Office 2003 is a versatile programme with many functions that can make your working life easier.  

If you can’t type, don’t like to write, or are hopeless at spelling, you will be glad to know that Word 2003 is your new best friend.  With the Word 2003 spell checker and grammar checker, you can turn random thoughts into coherent words and sentences.  Once you know the varied functions that Word offers, you will be able to produce documents of the highest quality.
