WHAT IS WORD PROCESSING








Word processing is a term used to describe a simple concept - writing words which can be re-used or altered, either during the process of writing a document or at a later date. 





It involves creating, editing, storing, retrieving and printing out text.





By typing onto a screen, rather than directly onto paper, errors can be corrected quickly and easily. You can  insert without having to type the whole text. Words or strings of text can be searched for and replaced.





Pages can be completely changed by moving blocks of text from one place to another. The original design can also be changed by altering the margins, line spacing, pitch, style of lettering, underlining etc.





A word processor saves text by storing it on a disk until it is needed again for editing, reformatting or printing.





Hard copy (printed copy) is produced when the user is completely satisfied with the soft copy (screen display).
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