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Word 2007 Notes

Ribbon – area on top of Word 2007 documents that contains many icons to change formatting of                               the document.

                3 parts – (1.)  Tabs – 7 basic ones, each one represents a different activity area

                                (2.)  Groups – each tab has several groups that show related icons together



   (3.)  Commands – button, box to enter information, or a menu

Quick Access Toolbar – upper left-hand corner, Save, Undo, Repeat

File Menu – Replaced with Microsoft Office Button; icon picture in upper left-hand corner

Home tab – contains commands used most often

· Font Size

· Bold 

· Italics

· Etc.

Basic Terms/ Features of a Computer
Operating System – Main software the computer uses.  We use Microsoft Windows Office 2007 in class.
Word – program we use for word processing; to write letters, memos, notes

Excel – program we use for creating spreadsheets and performing calculations

PowerPoint – program we use to create slideshows for presentations

Internet Explorer – used to research, retrieve information from various sources (reliable)

CPU – “central processing unit”, the “brains” of the computer that performs calculations housed in a chip or circuit board.
Hard copy – papers, reports that are printed out

Soft copy- Electronic versions of files, attached to emails, etc.  Can be changed, manipulated electronically.

Hardware- computer, modem, mouse, You can physically replace hardware

Software – program the computer runs, electronically replace software
Internet – network of millions of computers

On-line Service – centrally controlled, American on-line

Internet Browser – “Internet Explorer”, software application used to locate and use web pages

