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WORD 2010 NAVIGATION PLANNER

To use the navigation planner, look up the option in the Word 2003 menu structure below and then use the colour code to identify which tab
to go to in Word 2010.

Word 2010 Tabs

Grey text below belongs to this ‘Quick Access’ toolbar

I S D S S R — — not on the ribbon

Word 2003 Menus

W) Microsoft Office Word Help~ F1
ko the Ofics Assisan

‘ AubaSummarize. ..

‘ Speech

This table’s menus are located on the context-sensitive
table tab. See reverse for a table example.
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WORD 2010

This displays each tab, and the options in each tab.

Additional context-sensitive tabs will appear, such as the one below, when performing particular tasks.

Context-sensitive table tab/\
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EXCEL 2010 NAVIGATION PLANNER

To use the navigation planner, look up the option in the Excel 2003 menu structure below and then use the colour code to identify which tab
to go to in Excel 2010. Use the Ribbon Navigator (overleaf) to identify the exact location.

Excel 2010 Tabs

Grey text below belongs to this ‘Quick Access’ toolbar
d = =52 =3

o @ = B &=

[ S S S S R — — not on the ribbon

Excel 2003 Menus

‘ Repeat Mew Cirl+y

Microsuoft Excel Help
Arrange... Shew-the-Sffice-fesistant————

Hide
Lnhide...

Split

Freeze Panes

fAutoCorrect Opkions. ..
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EXCEL 2010

This displays each tab, and the options in each tab.

Additional context-sensitive tabs will appear, such as the one below, when performing particular tasks.

Context-sensitive table tab /\
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POWERPOINT 2010 NAVIGATION PLANNER

To use the navigation planner, look up the option in the Powerpoint 2003 menu structure below and then use the colour code to identify
which tab to go to in Powerpoint 2010. Use the Ribbon Navigator (overleaf) to identify the exact location.

Powerpoint 2010 Tabs

Grey text below belongs to this ‘Quick Access’ toolbar
v @

I S S S N S —— — not on the ribbon

Powerpoint 2003 Menus

| Cantundo  Cuhz Shon Ses e Racod T

Notrmal
Slide Sorter

Slide: Show! F5
MNoktes Page

Master

ColorfGrayscale

' Can't Repeat  Ctrl+Y

Shide Layout,..
Ruler
Grid and Guides.. ,

Wiew Direction 3

' Delete Slide Zoom, .,

Web Page Preview

' Duplicate Chrl+D

' Go ko Property...

Mew Window Microsoft Office PowetPoint Help  F1
arrange All Shaw-the-office-tssishant—
Cascade

hext Pane

AutoCorrect Options...
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POWERPOINT 2010

This displays each tab, and the options in each tab.

Additional context-sensitive tabs will appear, such as the one below, when performing particular tasks.

Context-sensitive table tab \
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OUTLOOK 2010 NAVIGATION PLANNER

To use the navigation planner, look up the option in the Outlook 2003 menu structure below and then use the colour code to identify which
tab to go to in Outlook 2010. Use the Ribbon Navigator (overleaf) to identify the exact location.

Outlook 2010 Tabs
— Grey text below belongs to this ‘Quick Access’ toolbar
> @
£ 1 — not on the ribbon [ = Context sensitive tab

Outlook 2003 Menus

Microsoft Office Outlook Help  F1

c b Oficefasict
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This displays each tab, and the options in each tab.

Additional context-sensitive tabs will appear, such as the one below, when performing particular tasks.

Context-sensitive New Appointment tab /\
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