Microsoft Word Name that Ribbon Bar    

Put the letter of the correct toolbar next to the function.

A = Home        B = Insert         C = Page Layout        D = References          E = Mailings
    F = Review
       G = View
H = Office Button
_____ Bold


_____ Clear format

_____ Numbering

_____ Bullets
_____ Clip art


​_____ Cover page

​_____ Header


_____ Footer
_____ Copy


_____ Paste


​_____ Fill/shading

_____ Center

_____ Envelopes

_____ Add a greeting line
_____ Match fields

_____ Insert footnote
_____ Find


_____ Replace


_____ Highlight


_____ Cut
_____ Insert citation

_____ Cross-reference

_____ Mark citation

​_____ Citation style

_____ Save As


_____ Print


_____ Prepare


_____ Superscript

​​_____ Split the window

_____ Turn on Gridlines

_____ Turn on Ruler

_____ Record macros


_____ Table of contents

_____ Set margins

_____ Pick themes

_____ Align

_____ Tables


_____ Shapes


​_____ Textbox


_____ Symbols

_____ Watermarks

_____Orientation

​_____ Spacing


_____ Borders

_____ Web layout

_____ Text translator

_____ Balloons


_____ Insert comment

_____ Word count

_____ Spelling and grammar
_____ Insert merge field
_____ Labels  
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Balloons: __________________________________________________________________________________________

Synchronous Scrolling: _______________________________________________________________________________

Drop Cap: _________________________________________________________________________________________
Insert Table of Authorities: ____________________________________________________________________________

Insert Endnote: _____________________________________________________________________________________

Smart Art: _________________________________________________________________________________________

Citation Style: ______________________________________________________________________________________

Hyphenation: _______________________________________________________________________________________
Quick Parts: ________________________________________________________________________________________

Cross-reference: ____________________________________________________________________________________
Name ______________________








