Word 2007 Home Ribbon and other Commands

Terms: Ribbons & Groups Start Button and options under it. 
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Office button
Quick access
Zoom View larger and smaller
Help or F1
Where to find drawing tools: Insert Ribbon, shapes

[image: ]Printing: Print layout 
Office button: print, print preview

To save, always in 03 

Tools Options menu: AutoCorrect and AutoComplete
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Where do you find these? 

Find and replace: Home ribbon, editing group.   

Word count: Always showing in the lower left corner 	also Review ribbon proofing group. 
Hyperlinks: Insert ribbon, links group,  – can be 	graphic or other documents and URLS
[image: ]
Drop caps:  Insert ribbon, text group. 
Format painter: Home ribbon, clipboard group 
Working with Tab: –
	Home ribbon, paragraph group – Tabs button

Working with Indents Bullets & numbering 			-Home ribbon, paragraph group 

Borders and shading: Home ribbon, paragraph group, Borders, drop down on little 	arrow, borders and shading at bottom of list

Setting Document Margins: Page layout ribbon, page setup group

Columns and breaks: Page layout ribbon, page setup group.

Inserting page numbers: Insert ribbon, header and footer group.  
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Changing paragraph spacing: You may want to change the defaults. On the Home ribbon, go to paragraph group and select the arrow on the corner,or Page layout ribbon, paragraph group. 

Explore: Picture tools. 


Find your Word 2003 commands at this interactive site:
http://office.microsoft.com/en-us/word/HA100744321033.aspx 
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