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WP: Toolbar Icons Exploration - Instructions
BEFORE YOU BEGIN THIS EXERCISE - In the Assignment folder in the class folder, copy and paste the document “Toolbar Icons.doc” to your H drive. You will need it to complete this exercise.

Earlier we discovered the features of the following MS Word Toolbars and learned how to put them in the document window:
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Microsoft Word has several other  toolbars that provide access to commonly used commands. You can look at the selection of toolbars by going to the VIEW menu, sliding your mouse to “Toolbars”, and looking at the selection in the drop down menu.

Toolbars are chosen in the View menu:

1. Go to VIEW in the file menu, highlight TOOLBARS, and look to see which ones have a checkmark next to them. This indicates that the TOOLBAR is pictured somewhere on your MS Office Window.

2. To “de-select” a particular toolbar, you mouse click on it, and remove the checkmark. The toolbar disappears from your window. 

Exercise:

1. Go to your H drive personal folder and open the document called “Toolbar Icons.doc” (copied earlier from the assignment folder)

1. Go to the VIEW menu, then the TOOLBARS menu, and de – select each tool bar that has a check mark next to it. Your window should look empty of all the icons representing the various commands.

2. Put the DRAWING toolbar on your window, by going to the VIEW menu, then TOOLBARS, and then putting a checkmark next to DRAWING: 

3. You will notice a picture of the DRAWING tool bar. Each icon has been given a number. Using the table below the picture, identify what each icon does in the DRAWING toolbar.

4. When you  have completed the DRAWING toolbar, make it disappear from your window, and repeat for the other toolbars. These will be:

· FRAMES

· PICTURE

· TABLES AND BORDERS

· WORD COUNT

· WORD ART

· WEB

You may be asked to answer questions for some tool bars. Please insert your answers where indicated on the document.

Print your completed document with all the tables filled out and questions answered. Show it to your teacher for checking. Put it in your notes. It will make a handy reference for later assignments.

