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Online Workshop

• Adobe Connect overview

• Quick-Access toolbar

Word – 14 commands

PowerPoint – 15 commands

Excel – 14 commands
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Online Handouts

http:// webclass.org
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Login
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Attendee List
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Presentation Area
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Notes
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Chat
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Recording Attendance

Complete form 

at session end

Items 1 – 2 – 3
required

Comments always
optional
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Open Microsoft Word

• Click Start – Microsoft Word 2007

Start
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Ribbon
Tabs

Commands
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Quick-Access Toolbar
• Customizable toolbar containing commands

independent of the tab currently displayed

Quick-Access Toolbar – 14 commands or shortcuts

Quick-Access Toolbar – 3 commands by default
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Quick Access Toolbar

More Commands

Click arrow
for menu
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Quick Access Toolbar

Use pull-down menu

Select  All Commands



16Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

All Commands

Select
command

Click Add to add 

command to list

X



17Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

New

Open Close

Save Insert Picture from File

Print Preview Line spacing

Spelling Margins

Undo ─ Redo Print ─ File Print

Draw Table Save As

Quick Access Toolbar
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Customize Toolbar
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New

Open Close

Save Insert Picture from File

Print Preview Line spacing

Spelling Margins

Undo ─ Redo Print ─ File Print

Draw Table Save As

Customize Toolbar
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Open Microsoft PowerPoint

• Click Start – Microsoft PowerPoint 2007

Start
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Ribbon
Tabs

Commands
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Quick-Access Toolbar
• Customizable toolbar containing commands

independent of the tab currently displayed

Quick-Access Toolbar – 15 commands or shortcuts

Quick-Access Toolbar – 3 commands by default
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Quick Access Toolbar

More Commands

Click arrow
for menu
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Quick Access Toolbar

Use pull-down menu

Select  All Commands
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All Commands

Select
command

X

Click Add to add 

command to list
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New Bullets & numbering
Open Close
Save Duplicate Selected slides

Print preview Insert picture from file
Spelling Line spacing
Undo New slide 
Redo Print ─ File Print

Save As

Quick Access Toolbar
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Customize Toolbar



29Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

New Bullets & numbering
Open Close
Save Duplicate Selected slides

Print preview Insert picture from file
Spelling Line spacing
Undo New slide 
Redo Print ─ File Print

Save As
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Open Microsoft Excel

• Click Start – Microsoft Excel 2007

Start
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Ribbon
Tabs

Commands
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Quick-Access Toolbar
• Customizable toolbar containing commands

independent of the tab currently displayed

Quick-Access Toolbar – 15 commands or shortcuts

Quick-Access Toolbar – 3 commands by default
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Quick Access Toolbar

More Commands

Click arrow
for menu
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Quick Access Toolbar

Use pull-down menu

Select  All Commands
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All Commands

Select
command

X

Click Add to add 

command to list
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New All Borders

Open Close

Save Delete Cells

Print Preview Delete sheet rows

Spelling Insert Cells

Sort Ascending Insert sheet rows

Sort Descending Insert sheet columns

Quick Access Toolbar
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Customize Toolbar
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New All Borders

Open Close

Save Delete Cells

Print Preview Delete sheet rows

Spelling Insert Cells

Sort Ascending Insert sheet rows

Sort Descending Insert sheet columns

Customize Toolbar
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Online Handouts

http:// webclass.org


