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Standard: BMA-IBT-3 Word Unit 		Assignment: Word Ribbon Salvage Hunt!

Greetings, Intro to Business and Technology Students. 
[bookmark: _GoBack]We are starting our Microsoft Office Word Unit. Our first assignment is learning the Word Ribbon (it is located at the top of the screen) . 
If the document is not submitted properly by the due date the grade will default to Zero 0; no work will be received
Pictures must be small and crop! Do not insert oversized pictures! Just small and medium pictures are accepted (Screen shots, snipping of pictures, and inserted pictures are accepted). Pictures must be clear and recognizable.


Rubric
Assignment Points Worth 100 points
	Proper grammar, punctuation, capitalization, and ELA skills. It’s a requirement. More than 3 errors -30 pts.
You will get a 70!
Double check your work 
Proofread it before you submit it! 
	30 points

	Completed header and footer as instructed &
Save document as instructed 
	20 points 

	One font for the entire document 
Do not change the font or size of the font
	10 points 

	Proper pictures for each word 
	20 points

	Proper Tab and Group for word 
	20 points

	Total Points 
	100 points
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	Word on the Ribbon
	What Tab is it located Under?
	What Group is it in?
	How does it look? Insert the icon.
It must be the same picture from the ribbon nothing else will be accepted.
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	Word on the Ribbon
	What Tab is it located Under?
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	How does it look? Insert the icon.
It must be the same picture from the ribbon nothing else will be accepted.
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Anatomy of Ribbon and its user interface in
Microsoft office 2010

For those people who use to work with MS office 2003, Ribbon in excel 2010 is a new and distinctive [> AdChoices
feature, Microsoft has vanished the standard tool bar which you can see in previous version and tools of (™ Microsoft Excel

office like in MS Excel 2003, Ms word 2003, Ms access 2003 and In MS power point 2003
Excel Software

“This unique trend of Ribbon was first introduced by Microsoft in MS office 2007, the concept of this
ribbon was that you don't need to drill down into tool bars to use the particular feature, in ribbon style

Microsoft pulled out all the main and mostly useable feature up in front, before this ribbon asinMs ~ Recent Posts
office 2003 mostly office was used by shortcut commands after the introduction of this ribbon MS office
tools are mostly used by Mouse. = Dctailed Excel Keyboard Shortcut

Cheatsheets

Customize your Excel Sheets for

Quick Acces Tabs Printing

Tool Bar

Ilt‘

Command Bittons

5 Ways to Increment the Cell
Values in Excel
K5

Gialog Launchers = ;ja:gdy Database Functions in Excel

e scomers $

6 Ways to Search Data in Excel

IF you look at the ribbon you can see that Ms office ribbon is divided into Five main parts that are, Quick
Access Toolbar, Tabs, Command Button, Group, Dialog Launchers

Quick Access Toolbar

Quick access toolbar in Ms Office is a place where you can add your essential and most frequently used
tools so that you can launch those thing just form single click.
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