
Microsoft Word enables you have a number of documents open at 
the same time inside the Word window.      Each document is given 
its own window which can be minimized, maximized to fill the whole 
of the area available or left floating.        Floating windows can be 
moved around by dragging the    title bar.      You can also make 
them larger or smaller by dragging one of the edges or corners.      
The document’s title bar has three control buttons on the right hand 
side: 
· Minimize
· Maximize
· Close

A minimized document shows just a title bar with three control 
buttons:
· Restore
· Maximize
· Close

For a maximized document, the control buttons are displayed in the 
top right-hand corner just below the control buttons for the Word 
window.    The buttons are called:
· Minimize
· Restore
· Close


