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Office Tutorial Sites
�…http://communityclips.officelabs.com
�…http://inpics.net
�…Reference Guides 

�„ http://www.customguide.com/pdf/office-quick-reference-
2007.pdf

�„ http://www.customguide.com/pdf/word-quick-reference-
2007.pdf

�„ http://www.customguide.com/pdf/excel-quick-reference-
2007.pdf

�„ http://www.customguide.com/pdf/powerpoint-quick-reference-
2007.pdf

�…Setup Office 2003 Menu
�„ http://www.ubit.ch/software/ubitmenu-languages



2

312/15/10

Office Button
�„ This contains 

what used to 
be in the file
menu

�„ This includes 
a list of the 
most recently 
accessed 
documents
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Word Options - Popular

�„ Click the 
"Word 

Options"
button on 
the 
bottom of 
the 
"Office 
Button"
dialog
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Word Options - Proofing

�„ .
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Word Options – Save

�„ .
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Ribbon Tabs – Home

�„ The ribbon bar replaces the old menu line.
�…It contains many more options and is better 

organized (but, confusing at first)

Clicking

�„ Single Click Positions Insertion Point
�„ Double Click Selects Word

�„ Triple Click Selects Paragraph
�…Up to “Enter” 
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View Formatting Marks

�„ On the Home Bar, in the Paragraph section

�„ Allows you to see “hidden” formatting symbols
�…Tab Enter
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Formatting Bar

�„ Bold Italic Underline Highlight  Color
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�„ Font (let t er sha pe)   Letter Size
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Live Preview

�„ Click on The Font Selection
�…Slide the cursor up and down 

and watch the selected Text

�„ Click on The Font Size 
Selection
�…Slide the cursor up and down 

and watch the selected Text 
change
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Format Painter

�„ Formats any text like the selected text
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Ribbon Tabs - Insert

�„ Commonly used items:
�…Word Art
�…Header/Footer
�…Clip Art/Pictures
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Insert Header Footer

�„ Date Time
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Insert Header Footer

�„ Page Count
�…(Scroll Down 

to)
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Insert Header Footer

�„ Insert File Name
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Insert Clip Art

�„ Word comes with 
built in 
(searchable) clip 
art library
�…You can go to the 

web and expand 
it
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Clip Art Layout

�„ You can control how the text flows around 
your clip art.
�…Right click on picture

�…Select Format Picture

�…Select Layout Tab
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Word Art

�„ From The Insert View
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Right Click Menu 

�„ This menu contains 
frequently used 
commands

�„ At the bottom are 
frequently used 
formatting tools
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Quick Setting Bar

�„ This is a new 
item and 
contains the 
most frequently 
used commands. 
�…It is always

visible

�…You may 
customize this 
bar

Templates

�„ File/New

�„ Cards/ 
Holiday 
Cards

�„ Make 
Sure         
is selected  
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Christmas Cards

�„ Select the card 
you want
�…Fill in the body of 

the card
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