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Introduction
There has always been a need to come up with better writing tools to improve on efficiency and legibility of the written work. These tools include manual typewriters, electronic typewriters and now electronic word processors.  
An electronic word processor is an application software that enables the user to create, edit, format and print documents. Examples of common word processors include: Microsoft Word, WordPerfect, Lotus WordPro, Apple Pages, OpenOffice writer & Kingsoft writer. 
Word processing can also be defined as the art of creating, saving, editing, formatting and printing text and graphic documents using electronic word processors. 
Meanwhile, text editors are simple word processors that are generally used to type without any special formatting. Text editors are mainly used to create simple notes, memos and programs. Examples of common text editors are: Notepad, Notepad++, and G-edit. 
The Purpose of Word Processors
Word processors are mostly used for writing letters, reports, books, essays, memos, resumes and CV. 
Word Processing compared to using a Type Writer. 
A great advantage of word processing over using type writer is that you can make changes without retyping the whole information. If you make a typing mistake, you simply back up the cursor and correct your mistake. 
If you want to delete a paragraph, you can simply delete it without removing a trace. 
It’s equally easy to insert a word, sentence or a paragraph in the middle of a document.
Word processors also find it easy to move a section of text from one place to another within a document or between the documents. 
When you have made all the changes you want, you can then save and send the file to the printer to get a hard copy. 
Basic Terminologies.
· Font types: This is the shape of the characters or a type of hand writing. Some common font sizes are: Times New Roman, Arial, Calibri, Tahoma etc. 
· Line spacing: This refers to the amount of vertical white space between two lines. Line spacing is measured in points. 
· Text alignment: refers to the way lines of text are arranged relative to the edges of a margin. There are four types of alignments: Left, center, right, justified. 
· Indent: Is the amount of white space, set in between the margin and beginning of text. 
· Header: This is the text that appears at the top margin in the document. 
· Footer: This is the text that appears at the bottom margin in the document. 
· Ruler: You can use the ruler to set the indent, margin and gap markers. Avoid using the space bar to align text. 
· Paragraph: Is the text between one paragraph ad the next. Paragraph break is inserted by pressing the Enter key. 
· Hard copy: Is a copy of document printed out on a physical paper. 
· Soft copy: Is a copy of the document that is stored in the computer or other computer storage device. 
· Word wrap: This feature automatically sends a word that does not fit within the margin settings on the next line without the user pressing the enter key. 
· Find: This allows the user to locate all occurrences of a particular word in a document. 
· Replace: This allows the users to substitute an existing word or phrase with new ones. 
· Mail merge: This feature is used to create similar letters to be sent to several people. The names and addresses of each person can be merged with a single document. 
· Table: A table is made up of rows of columns of cells. It allows the user to organize information into rows and columns. 
· Page Number: This numbers pages automatically in the document. 
· Multi-columns: This feature arranges text into two or more columns that looks similar to those in newspapers or magazines. 
· Drop cap: This formats the first letter in the paragraph to be dropped across two or more lines. 
· Clip art: This refers to pre-made images about various subjects used to illustrate concepts in the document. 
· Word Count: This establishes the number of words in the document. 
· Bold, Underline, Italic: These are formatting features that allow the user to improve on the text appearance. 
· Grammar checker: This reports grammatical errors usually by use of a wavy green line and suggest ways correct them. 
· Formatting: this refers to enhancing the appearance of a document. You can format text, paragraphs, pages or the entire document. 
· Bullets: Bullets and numbers are used to create ordered lists. 
· Thesaurus: This allows the user to automatically find words or phrases with similar meaning (synonyms) or opposite meaning (antonyms) to the one selected. 
· Undo & Redo: Undo reverses the most recently executed command while redo reverts back to the cancelled action. 
· Superscript & Subscript: A superscript appears just above the rest of the characters e.g. cm2 while subscript appears just below other characters eg.g H2O. 
· Case: The most common cases applied to text are: lowercase, UPPERCASE, title case, heading 1, Heading 2 and Subtitle. 
Advantages of Word Processors 
· Easier to use due to automated features such as Word wrap, autocorrect and autocomplete. 
· They have superior editing tools such as spelling checker, grammar checker which make the editing easier. 
· Word processors store documents for future use. 
· They have superior formatting features that make a document more appealing to the reader. 
· The use can produce multiple copies more easily. 
· Copy and move operation make it easier to manipulate a document. 

Creating a document using Microsoft Word
Microsoft Word, commonly referred to as Word, is the most common word processor. The most commonly used versions of MS Word are MS Word 2003, 2007, 2010 and 2013. 
Typing text
When typing text, once the cursor reaches the end of the current line, it automatically jumps to the next line. If a word does not fit in the current line, it automatically wraps at the beginning of the next line. This is referred to as word wrap. 
Editing a document
[bookmark: _GoBack]Making changes or modifying an existing document is called editing. 

Page 4 of 4

