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	File Tab
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Click for New, Open, Save, Print, and Word Options

	
	Quick Access Toolbar
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Contains buttons for Save, Undo, and Redo.  Click list button to customize with other often-used tools or to move below the ribbon for easier access.

	Screen Resolution affects the Ribbon
	Mini Toolbar
	Dialog Box Launcher
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	High Resolution
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	Right click to display the Shortcut Menu and the new Mini Toolbar - provides easy access to commonly used tools. 
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  Click to display a dialog box or task pane for that group when available.

	
	
	
	View Buttons

	
	
	
	
Outline and Draft views are available from the View Tab.

	Function Keys
	Key Tips Display
	

	F1
	Opens Help
	Alt Displays Ribbon Key Tips
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Hit h to display Home Tab Key Tips
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Use displayed Key Tip to activate desired command
	

	F2
	Move text or graphics
	
	

	F3
	(Unassigned)
	
	

	F4
	Repeat the last action
	
	

	F5
	Displays the Go To dialog box
	
	

	F6
	Switches between window areas
	
	

	F7
	Spell checks selection
	
	

	F8
	Extends the selection
	
	Zoom Control

	F9
	Update the select fields
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Use slider or click Zoom level 
to display dialog box.

	F10
	Turns Key Tips on or off
	
	

	F11
	Selects the next field
	
	

	F12
	Opens the Save as dialog box
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