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Microsoft Outiook

To minimize and maximize the

Ribbon: B umesdresa inga Cortac ¢
B8 cotegorize - | (1) Address Book
The Ribbon is designed to respond ¥ folowtp - | ¥ FiterEmai~
to your current task, but you can g Tags Find
choose to minimize the Ribbon if you imize the Ribbon (Ctl+F1) |
find that it takes up too much screen w/ =

space. =

1. Click the arrow in the upper-|
right corner of the Ribbon.

. The Ribbon will be
minimized. To maximize the
Ribbon, click the arrow again.

‘Expand the Ribbon (Clrt=F1)

Show the Ribbon so that it s
‘always expanded even after you
cick s comman,

[BadExample  v|  NOTE Whenthe Ribbon is minimized. you can make i reappear by clicking a tab. However,
the Ribbon will disappear again when not in use.

Click for menu





