The Menu bar is generally found directly below the Title bar. The Menu bar displays the menu. The Menu bar begins with the word File and continues with Edit, View, Insert, Format, Tools, Table, Window, and Help. You use the menus to give instructions to the software. Point with your mouse to a menu option and click the left mouse button to open a drop-down menu. You can now use the left and right arrow keys on your keyboard to move left and right across the Menu bar options. You can use the up and down arrow keys to move up and down the drop-down menu.

The most frequently used menu options appear on the menu list. A chevron appears at the bottom of the list. Click it to display additional menu options.

To select an option, click the option or use the arrow keys to move to the option on the drop-down menu and press Enter. An ellipse or a right arrow after a menu item signifies additional options; if you select that menu item, a dialog box appears. Items in gray are not available.

You can customize your screen so that all of the menu options display when you click a menu item.
Toolbars provide shortcuts to menu commands. Toolbars are generally located just below the Menu bar.

The ruler is generally found below the main toolbars. The ruler is used to change the format of your document quickly. 

In Word 2002, you can display your document in one of four views: Normal, Outline, Print Layout, or Online Layout.

Normal view 

Normal view is the most often used and shows formatting such as line spacing, font, point size, and italics. Word displays multiple-column text in one continuous column. 

Outline view 

Outline view displays the document in outline form. Headings can be displayed without the text. If you move one, the accompanying text moves with it. 

Print Layout view 

The Print Layout view shows the document as it will look when it is printed. 

Online Layout view 

The Online Layout view optimizes the document for online viewing (viewing the document in a browser such as Internet Explorer). 
