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{ Ribbon }

In Microsoft Office applications, the Ribbon is the bar at
the top of the window. It contains a variety of tools,

organized by tabs that help you edit and format a

document.
EMicrosoft Word Ribbon : Home tab
Font “"®% " Changes the font face i.e. Arial, Calibri or

12
AnmolLipi. Font Size - Selects the desired font

Y

. . A . .
size. Increase Font Size” - Makes the font size one size

- Makes the font size one

%

formatting, leaving plain text. Bold B - Makes the text

larger. Decrease Font Size A

size smaller. Clear all formatting - Clears all
bold. Italicize £
u . . abe

- Underlines the text. Strikethrough - Crosses

out the text. Subscript * -

- Makes the text italicized. Underline

Types small letters below
the text. e.g., H,0. Superscript = - Types small letters
above the text. e.g., X>. Text Effects and Typography

" - Adds effects like outline or shadow to the text.

W
Color — -

Text Highlight " Highlights text. e.g.,
www.pseb.ac.in. Font Color™ - Changes the color of
the font.

ok ok &k K

The Home tab is the default tab in Microsoft Word. It has five
groups of related commands; Clipboard, Font, Paragraph,
Styles and Editing. It helps you change document settings like
font size, adding bullets, adjusting styles and many other
common features.
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