LESSON- GENERAL ELEMENTS OF A MICROSOFT WORD DOCUMENT
	Applications/Programs
(Microsoft-Word, Excel, PowerPoint, Access, Outlook, Publisher) 



	FileTypes/Extensions
(Document(.doc), Spreadsheet(xls), Presentation(.ppt), Database,(.mdb), Data file(.pst), Document(.pub) 



	Elements- All the parts of a file.



	Window- Contain the program and document area, bars, buttons, and ribbon of a file.



	Document Area- The location where you type the contents of your document.  
1) Live Preview-
2) Insertion Point-
3) MousePointer/I-Beam-




	Bars/and Other- Found on the main window document area. Used for Storing Buttons, Commands, Options, or Actions.

1) Title Bar
2) Quick Access Toolbar
3) Vertical Scroll Bar
4) Status Bar
5) Horizontal Scroll Bar
6) Zoom Slider Bar
7) Ribbon
8) Office Button



	Ribbon- Rectangular Area at the top of the main window with tabs that has groups, then commands, buttons, options or actions.
1) Tabs- Home, Insert, Page Layout,  References, Mailings, Review, View
2) Contextual Tabs- Appear when you create a table, picture or other.
3) Groups- Sections within each ribbon tab.
4) Commands/Buttons- Found within each group.
a. Toggle Button- Appear highlighted when on and can switch from on/off.
5) Dialog Box Launcher- An additional box that request for a change before moving back to the main window. Found at the right lower hand corner of groups.
a. Tabs are also found in Dialog Boxes.
6) Task Pane- An additional box with options that still allows you to access the main window.
7) Gallery- An option containing many different options for Example: Style Gallery
8) ScreenTips- When you rest the mouse pointer over a command/button it gives a description of what the command will execute.
9) Access Keys- Key Tips-



	Buttons- Found on the main window or document area, serving different actions.

1. View Buttons- 
2. Document Close Button-
3. Program Close Button-
4. Restore/Maximize Button-
5. Minimize Button-
6. Ruler Button-
7. Office Button-
8. Quick Access Toolbar Buttons


	

		
Office Button- Three major functions.
1. Menus- for opening a recent document or new document, and for saving or printing a current document.
2. SubMenus-  For Example saving a document in a different type. For Example Printing a document using Quickprint or the Print Dialog Box.
3. Word Options- Accessing how to change the default options in a word document.

	
Quick Access Toolbar Buttons- Allows you to make icons appear in the toolbar as buttons so that you can quickly access popular commands. 









