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WORD PROCESSING FEATURES

« A word processor enables you to create a
document, store it electronically on a disk,
display it on a screen, modify it and print it on

a printer.




23/04/2009

» Cut and paste: allows you to remove (cut) a
section of test and insert (paste) it somewhere
else.

* Find and replace: allows you to direct the word
processor to search for a particular word or
phrase. You can also direct the word processor to
replace one group of characters with another
everywhere that the first group appears.

* Word wrap: the word processor automatically
moves to the next line when you have filled
one line with text, and it will readjust text if
you change the margins.

* Print: allows you to send a document to a
printer to get hard copy
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* Font : allows you to change fonts within a
document

* Graphics: allows you to include illustrations
and graphs in a document. Some program let
you create the illustration within the word
processor; others let you insert a picture from
a different program.

* Headers / footers / page numbering: allows
you to specify customized headers and footers
that the word processor will put at the top
and bottom of every page. The word
processor automatically keeps track of page
numbers so that the correct number appears
on each page.
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* Layout: allows you to specify different margins
within a single document and to specify
various methods for indenting paragraphs.

* Merge: allows you to merge text from one file
into another file. This is particularly useful for
generating many files that have the same
format but different data. Generating mailing
labels is the classic example of using merges.

» Spell checker: a utility that allows you to
check the spelling of words. It will highlight
any word that it does not recognize.

* Thesaurus: allows you to search for synonyms
without leaving the word processor.




