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This guide will provide an overview of what’s new in Office 2007:

Microsoft Office Button
Quick Access Toolbar
Ribbon

Dialog Box Launchers

vk wN R

Contextual Tools

Detailed Information

n Microsoft Office Button N9 6&) -

Contains the same tasks you would find in the old File

Recent Documents
Hewh.

menu .
7 Open..
Located in the top left hand corner LA sae
_@ Send
Options are more visible, and conveniently close at _
L/ Publish ¥
hand when you start work on old files or new ones ==
Jﬁ Close
|E Waord Options ‘ |X Exit Wort
o Quick Access Toolbar mald9-0& -
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. . Hame Insert Pagé
Provides quick access to tools that you use frequently é

j | Calibri (Body]
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a. To add icons, click arrow point located after the last Paste B 7 U - abe

- 7

icon; click on the icons you want to add to the toolbar - - j
ipboard = F

b. To remove icons, right-click on icon you want to
remove; click on Remove From Quick Access Toolbar

e Ribbon '53 151. -

Home Insert Page Layout References
Your new control center — . —
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1. Tabs are designed to be task-oriented S o 5
| I
1
2. Groups within each tab break a task into subtasks. 2

3. Command buttons in each group carry out a command
or display a menu of commands
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Dialog Box Launchers

Provides more options related to that group

Make the interface of Office more logical
Opens a related dialog box or task pane

Use to change the detailed settings for each section

Hame Insert Page Layout References
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o Contextual Tools

Provides more options related to that group

1. Select an item in your document

2. The name of the Contextual Tools appears in an accent

color

3. Contextual Tabs appear next to the standard set of tabs
and provide controls for working with the selected item

Picture Toaols — 2

gew Add-Ins | Farmat

E @Pidure Shape = _«‘] 4 Bring to Front
i = [ Picturz Border ~ — i SendtoBack |
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T | ' Picture Effects = - ETEKT Wrapping ~:
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CONTOS0 PHARMACEUTICALS
Annual Report
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Where to get Microsoft Office 2007 help:

IT Help Desk
Phone: (817) 531-4428 ext. 2
Email: helpdesk@txwes.edu

CETL
Email: cetl@txwes.edu

Microsoft
Online: http://office.microsoft.com
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