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WORD PROCESSING TERMINOLOGY 
 

TERM DESCRIPTION 
 

AUTOCOMPLETE Suggests the entire word after keying the first few letters. 

AUTOCORRECT Corrects common spelling and grammatical errors. 

AUTOFORMAT Automatically applies built-in formats to the text you key. 

AUTOMATIC GRAMMAR 
CHECKING 

Identifies grammatical errors as you key your text. 

AUTOMATIC SPELL 
CHECKING 

Identifies spelling errors as you key your text. 

AUTOTEXT Stores frequently used text so you do not have to re-key it each time. 

CLIPBOARD A temporary storage place in the computer’s memory. 

DATA SOURCE A file that contains information that will vary in a form letter. 

DRAG AND DROP A quick method for copying and moving text a short distance. 

ENDNOTE Printed at the end of your document, it is used to document quotations, 
figure, summaries or other text you do not want to include in your text. 

FOOTNOTE Printed at the bottom of each page, it is used to document quotations, 
figures, summaries or other text that you do not want to include in your 
text. 

LANDSCAPE ORIENTATION Page orientation where the document is wider than it is long. 

LEADERS A line of periods or dashes that precedes a tab. 

MAIL MERGE Combining a document with information that personalizes it. 

MAIN DOCUMENT The document with information that does not change in a form letter. 

PAGE BREAK Separates one page from the next. 

PANE An area of a split window that contains separate scroll bars that allow 
you to move through that part of the document. 

PASTE SPECIAL Command that allows you to link data among files created in different 
Office® programs. 

PORTRAIT ORIENTATION Page orientation where the document is longer than it is wide. 

SECTION A part of the document where you can create different layouts within one 
document. 

SELECTION RECTANGLE The box that appears around a graphic when you select it. 

SIZING HANDLES Small boxes that appear around an object when it is selected.  You can 
drag the handles to resize the object. 

STYLE A predefined set of formatting options that have been named and saved. 

TABLE An arrangement of data in rows and columns, similar to a spreadsheet. 

TASK PANE Separate window on the right hand side of the opening screen that 
contains commonly used commands. 

TEMPLATE A file that contains page and paragraph formatting and text that you can 
customize to create a new document similar to but slightly different from 
the original. 

THESAURUS A feature for finding a synonym or a word with a similar meaning for a 
word in your document. 

TOGGLING Clicking a toolbar button to turn a feature on or off. 

TRACK CHANGES Keeps a record of changes made in a document by one or more 
reviewers. 

WEB HYPERLINK Words or objects that may be clicked to move from page to page within a 
Web site, to jump to another Web site, or to go to a different location 
within a document. 

WIZARD A program that asks you questions and creates a document, similar to 
template, based on the answers.  In Publisher®, pre-designed templates 
that provide the framework for various types of publications. 

 


