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Mini Toolbar
When you select a text, the Mini Toolbar 
automatically appears and will contain common 
text formatting commands as shown.

To Use the Mini Toolbar: Simply select the 
text you wish to format and click the command 
on the Mini Toolbar you want to implement.

To Turn Off the Mini Toolbar: Click the 
Office Button > Options button. In the Popular 
category, uncheck the Show Mini Toolbar on 
selection check box, and click OK. 

Theme Selector
To coordinate the look of a document employing 
colours, fonts, and effects, you can use Office 
2007’s Themes. A theme is a collection of 
unified design elements that you can apply to a 
document to give it a consistent look and feel. 

To Apply a Theme: Click the Page Layout tab 
on the Ribbon and click the Themes button 
under the Themes group (Excel/Word) or click 
the Design tab on the Ribbon and click the More 
button in the Themes group (PowerPoint)

Live Preview
To help users decide quickly, Live Preview 
enables you to preview how a formatting change 
will look even before applying it.  Highlight a word 
or paragraph and Office 2007 (via Styles group) 
displays a preview of what your document  or 
object would look like upon moving  your mouse 
over a Style as shown below.

SmartArt Diagrams
SmartArt diagrams are a “no-brainer.” They are dynamic diagrams that 
update automatically depending on the type of information you want to 
include. 

SmartArt diagrams are available in Excel 2007, Word 2007, PowerPoint 
2007, and Outlook 2007. You can copy-paste SmartArt diagrams as images 
into other Office 2007 applications such as Publisher 2007, Visio, etc. 

To Insert a SmartArt Diagram: Click the Insert tab on the Ribbon and 
click SmartArt button under the Illustrations group.  Select the type of 
SmartArt you wish to use and click OK. 

To Add Text to a SmartArt Diagram: Click inside the Text pane situ-
ated on the left of the diagram and type in your text. 

To Add a Shape to a SmartArt Diagram: In the Text pane, position 
the insertion point where you want the new shape to be added and press 
<Enter>.

To Remove a Shape from a SmartArt Diagram: Select the shape you 
want to remove and press <Delete>.

Hot keys
[Ctrl] [O] [Ctrl] [Z] / [Y] [Ctrl] [A] [Ctrl] [C] / [V] [Ctrl] [X] F1 F5 F7 F12
Open a file Undo/Redo action Select All Copy to / Paste from 

Clipboard
Cut to Clipboard Displays Help Displays Find and 

Replace dialog box
Spell Checker Displays Save 

As dialog box


