
Open a Word Document

1. Open Word and a new blank document 
automatically opens.

2. Go to the File menu to New. This brings up 
Task Panes.

3. Another way to bring up Task Panes is to 
go to the View menu to Task Pane.
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Microsoft Word is part of the Office XP suite of programs for the PC. This step-by-step guide covers the 
basics of Word which meets basic word processing proficiency skills: open, insert, edit, and format text, 
format paragraphs and documents, add objects and borders, use themes and templates, save and print. You 
will learn some of the common features that are included with all the applications in XP including using 
Task Panes and choosing from different themes to create a memo and a flyer. 
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You can quit Word 
quickly when you 
double-click the 
Microsoft Word button. 

When you pass the pointer 
over the left horizontal lines 
of the toolbar, a double-
arrow appears which allows 
you to move the toolbar. 
You can open as many of 
the toolbars that you need.

Create a Memo
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A quick way to open a new 
blank document is to 
click Blank Document 
in the Task Pane. 

Use Different Toolbars

1. If none of the toolbars show up at the top, go to the 
View menu to Toolbars. You will see a list of 
toolbars with some having a check by them. 

2. Make sure Standard and Formatting have a check by 
them. This means that these toolbars are open. 

3. Roll your pointer over one of the buttons. A balloon descriptor appears. 
Now click on the pull-down menus to see the submenus.

4. The toolbar is like a separate window. Grab the left horizontal lines of 
the Formatting toolbar and drag and place it on top 
of the document. 

5. It now looks like a window with a close box. 
Close the window.

6. Open the toolbar again by going back to the View 
menu to Toolbars and putting a check back by its 
name.

7. Select the title bar of the toolbar and drag it back 
above the document by dropping it just in that area.

Standard Toolbar

Formatting Toolbar
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Task Panes appear on the 
right of the document and 
organize the most common 
tasks used in Office.
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