
GETTING 
STARTED WITH 

WORD 
PROCESSING



What is a Word Processor?
A word processor is a package that processes 

textual matter and creates organized and flawless 

documents. 







A document view refers to a 
distinct appearance style of the 

document window on your display. 

The Writer word-processor has 

three document-views available:

Print Layout Document View- It is 

the default view of a document. 

This view shows the document as 

it will look if printed and the 

spacing appears proportionate to 

the printed document. 

Web Layout Document View- It 

show the document in a way it will 

appear online.



Full Screen Document View- It 

is also known as read mode 

view. In this view, we can read 

our document using the full 

screen  of our system.

Changing Document’s View-

Select the View menu and 

choose the desires view 

option.



• Select File from Menu 

bar.

• Choose the option New.

• Click at Text Document 

option.



• Select File from Menu bar.

• Choose the option Save 

As.

• Type the name of the new 

file in the File Name text 

box.

• Click on Save.



To close a document , Select Close 

from the file drop down menu.

To exit from Writer, we need to choose 

Exit from File drop-down menu.



The margin is 

the distance 

from the text 

to the paper’s 

edge.



Sometimes we need 

to put our text in 

multiple columns in 

newspapers. This 

can be done by 

creating newspaper 

columns in the 

document.



Modern word 

processors offer a 

variety of character 

types, styles and 

sizes. The character 

type is generally 

called font.



The text layout within a 

paragraph with respect to 

document margins is known as 

Text alignment. There are two 

categories of text alignment-

1. Horizontal Alignment- It 

refers to the text alignment 

with respect to left and right 

margins.

2. Vertical Alignment- It refers 

to the text alignment with 

respect to top and bottom 

margins.



Orientation refers to whether 

the text is to be printed length-

wise or width-wise.

When the text is printed length-

wise, this is called Portrait 

Page Orientation.

When the text is printed width-

wise, this is called Landscape 

Page Orientation.



Copy – Ctrl + C

Cut – Ctrl + X

Paste – Ctrl + V



Find Text-

1. On the Edit menu, click 

Find & Replace.

2. In the Search for box, 

enter the text you want to 

search for.

3. Click Find button.



Replace Text-
1. On the Edit menu, click Find 

& Replace.

2. In the Search for box, enter 

the text you want to search 

for.

3. In the Replace with box, 

enter the replacement text.

4. Click either of the Find, 

Replace, or Replace All 

buttons.



1.Use command Insert

menu- Special 

Character.

2.Next select desired 

font and character.

3.Click OK.


