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1.Objectives.
2. The options of Office button.
3. Tabs Bar.
4. Contextual Tabs .
5. Program Tabs .
6. Standard Tabs.
7. Home Tab.
8. Clipboard.
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1. Explain The options of   Office button.
2. Illustrate Tabs Bar .
3. Explain Contextual Tabs .
4. Illustrate Program Tabs .
5. Explain Standard Tabs.
6. Explain Home Tab.
7. Illustrate clipboard

.
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The options of Office button
The options available in the Office Button menu are:
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Tabs Bar
 Tabs are similar to the menu system of MS-W2003

instead of having dropdown menus.

 MS-Word2007 created the Tab and Ribbon system.
When you select a tab it will display the Ribbon
associated with that tab. Here everything has been
changed into button form.

 There are three types of Tabs:-

1. standard Tabs ( Home tab, Insert, Page Layout , References
, Mailings, Review tab,   and end with View tab).

2. Contextual Tabs ( Ex. Picture Tools, Drawing, or Table),
these Tabs appear only when they are needed on the type or
task.

3. Program Tabs (Ex. Print Preview), these Tabs replace the
standard set of Tabs when you switch to certain views or
modes .



١٨الثاني، كانون٠٢ ٦



١٨الثاني، كانون٠٢ ٧



١٨الثاني، كانون٠٢ ٨

Standard Tabs
 When you select any tab it will display the Ribbon

associated with that tab.
 Here everything has been changed into button

form.

 It is quite different from the old versions.

We are going to start with the basics and then move
step by step through each tab at the top to include:

 - Home tab,
 - Insert tab,
 -Page Layout tab,
 -References tab,
 -Mailings tab,
 -Review tab, and end with
 -View tab.
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 Home Tab contains the  most commonly
used commands . These called ribbon:

-Clipboard
- Font .
- Paragraph
- Styles
- Editing

Home Tab
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 In the Home Ribbon there is list of groups:
• Clipboard

-A group where you can find the cut, copy, paste, and
format painter and show the office clipboard task pane.
• Font
-A group where you can find the tools related to the

manipulation of fonts.
• Paragraph
-A group where you can find the bullets and numbering,
multi-level lists, tabs, alignments, line spacing, shading
and borders, sort and indentations.
• Styles
a style is determined set of formats that you can use
repeatedly though out all your documents
• Editing
-A group under home ribbon where the find, replace, and
select commands can be found.

Home Tab
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