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OMPUTER LAB Handout 1: The Ribbon

Quick Access Active Tab Tab Contextual Tabs Minimize
Toolbar The tab you're The Ribbon contains multiple These tabs appear when certain objects, like Ribbon
Sertae e Ui currently viewing. tabs, each of which contains tables and pictures, are selected. They contain R e e,
Buttonelstomizabler its own set of buttons. functionality specific to the selected object.
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File Tab N . . ™ Buttons that do similar things
Allows you to save and print your - are grouped together. A T—
file, as well as open existing files
and create new files. Button = = — .?;,: - =
Performs an action when clicked
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This button has one part: This button has two parts:
Launcher
ﬂ [:} E I * Group Name Some groups have launcher
== Button proper o e buttons. Clicking this brings up a
Conditional . .
Formatting = Carries out the Opens an dialog box that contains related, but
selected option. options menu. less common, commands.
MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401 Revised: 6/3/2016

(610) 278-5100 x141  mcnplcomputerlab@gmail.com ¢ www.mc-npl.org


http://www.mc-npl.org/

