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Because it’s everybody'stusiness



The Best Productivity Experience

Enable your people to work from anywhere with their
PC, phone, and browser.
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LET'S TAKE A LOOK AT
HOW OFFICE HAS CHANGED
OVER THE YEARS...
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Word for Windows 1.0 (1989)
Common screen resolution: 640x480
Number of toolbars: 2
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Changes the appearance of the selected characters




= | File

Edit VYiew Insert Format Tools Table Window Help

Ak || Ak

IS I%IHI@I HIEEEEIEE |m Iﬂlml = E@ &

Mormal Tms Rmn +| (10 (B = === Tl l

.- L ~~—1L~~—i~ T s £ SRR 14___4*___%5 R LI Y

|
Word for Windows 2.0 (1992)
Common screen resolution: 640x480
Number of toolbars: 2
User Interface Additions:
Mested Dialog Boxes
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: Microsoft Word 97 (1996)

: Common screen resolution: 1024x768
. Number of toolbars: 18

User Interface Additions:

Toolbars on every side of the screen and floating

Menu bar can be docked on any side of the screen or floating
Drag and drop any command anywhere
Office Assistant ("Clippit")
Hierarchical, multi-level menus

) Hierarchical, multi-level context menus
gl lcons on menus and context menus
: Green-squiggle grammar checking
Increased IntelliSense (including on-the-fly spell correction)
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Wiord Count....

‘@ AutoSummarize. .
AutaCarrect. ..

Look Up Reference...

Track Changes k
Merge Documents. ..
Protect Documert. ..

Online Collaboration k

tail Merge...
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Macro
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Options...
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Introduction

CHAPTER 1

How Teo Customize This Manual
About the “Picture” lcons

Section Breaks are Key

About Pictures and Captions

How Te Generate a Table of Contents
How To Create an Index

How Te Change Headers and Footers
How Te Save Time in the Future

How Te Create a Document
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How Ta Create a Document

More Template Tips

CHAPTER 3

How To Customize This Manual
About the “Picture” lcons

Section Breaks are Key

About Pictures and Captions

How To Generate a Table of Contents

How To Create an Index

CHAPTER 2
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