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To Begini Customize Office

Each of us needs to set up a work environment that is comfortable andoreets
individual needs. As you work with Office 2007, you may choose to modify the
options that are available. Some options are specific to an individual program. Some
options modify the environment in all the Office 2007 programs. Here are initial
suggestions with whicto start.

Exercises
1. Customizations that Affect All the Officer®grams
2. Customizations that Affect @y the Active Office lPogram
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Exercisel: Customizations that Affect
All the Office Programs

Select a color scheme.

1. OpenWord, Excel or PowerPoint. You may want to chotbeeprogram that
you use most frequently. Useathh  p r angerfagemid@sglect a color
scheme. The color scheme that you select will carry over to all the Office
programs.
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2. Click on the Office buttori .
3.Click on that programdés Options button.
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Verify that | Fepular

applicationos

Options

box i s

is selected in the Options box.
5. Click on the down arrow for Color scheme to select Blue, Silver or Black.

6. Click on OK.
[ Popular l > o-b' - . .
<\ L. ~ ‘_ﬁ Change the most popular options in PowerPaint.
Proofing
Save Top options for working with PowerPoint
Advanced i{Show Mini Toolbar on selectioni’
Enable Live Preview (i

Customi

ustomize |:| Show Developer tab in the Ribbon (i
Add-Ins

Color scheme:

Trust Center

Resources ScreenTip style: | Show feature descriptions in ScreenTips

b

Personalize your copy of Microsoft Office

User name: |

mitials: ||

Choose the languages you want to use with Microsoft Office: Language Settings...

Q ok | D Cancel |
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7. You may want to repeat these steps to try out each of the three color schemes

to help you make final choice.
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Verify that the entire Ribbon is shown.

The Ribbon is optimized for a screen resolution of 1024 x 768. If your screen
resoluion is sedower, such as 800600, the Ribbon will not display as shown in
these lessons. At a lower resolution, the Ribbon will reorganize itself to display less.
If visually you need or prefer the lower resolution, be assureditieatrganized

Ribbon works well. However, it will lookitferent than the examples showand that

may be less productive.

1. Continue to use the Office program that you have open.
2. Compare the Ribbonds Home conmommatd t ab wit
tab as Bown below.

You only need to check in one program. If one Ribbon is displiaygd , then
all the Ribbonsn all the programare displayedh full.
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