
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Prepared by Computing Services at the Eastman School of Music ς June 2007 



2 
 

Contents 
New Look in Microsoft Office 2007 .................................................................................................................................. 4 

Microsoft Office Button ................................................................................................................................................ 4 

Microsoft Office Ribbon ............................................................................................................................................... 4 

Microsoft Office Quick Access Toolbar ......................................................................................................................... 5 

Appearance of Microsoft Word ........................................................................................................................................ 6 

Creating a New Document ............................................................................................................................................... 7 

Opening a Document ........................................................................................................................................................ 7 

Saving a Document ........................................................................................................................................................... 8 

Home Tab - Styling your Document ................................................................................................................................. 9 

Font Formatting ............................................................................................................................................................ 9 

Cut/Paste Text .............................................................................................................................................................. 9 

Copy/Paste Text ............................................................................................................................................................ 9 

Paragraph Formatting .................................................................................................................................................. 9 

Styles............................................................................................................................................................................. 9 

Find & Replace ............................................................................................................................................................ 10 

Insert Tab - Inserting Objects ......................................................................................................................................... 11 

Headers and Footers .................................................................................................................................................. 11 

Page Numbers ............................................................................................................................................................ 11 

Symbols & Equations .................................................................................................................................................. 11 

Tables .......................................................................................................................................................................... 12 

Pictures ....................................................................................................................................................................... 12 

Links ............................................................................................................................................................................ 12 

Page Layout Tab - Document Layout .............................................................................................................................. 13 

Page Setup .................................................................................................................................................................. 13 

Page Background ........................................................................................................................................................ 13 

Paragraph ................................................................................................................................................................... 14 

References Tab ............................................................................................................................................................... 15 

Footnotes & Endnotes ................................................................................................................................................ 15 

Mailings Tab - Mail Merge .............................................................................................................................................. 16 

Envelopes & Labels ..................................................................................................................................................... 16 

Mail Merge ................................................................................................................................................................. 17 

Review Tab ..................................................................................................................................................................... 18 



3 
 

Proofing ...................................................................................................................................................................... 18 

Comments .................................................................................................................................................................. 18 

Tracking Changes ........................................................................................................................................................ 18 

Compare ..................................................................................................................................................................... 18 

View Tab ......................................................................................................................................................................... 19 

Document Views ......................................................................................................................................................... 19 

Show/Hide .................................................................................................................................................................. 19 

Zoom ........................................................................................................................................................................... 19 

Window ...................................................................................................................................................................... 19 

Picture Tools Format Tab ............................................................................................................................................... 20 

Picture Formatting ...................................................................................................................................................... 20 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 
 

New Look in Microsoft Office 2007  
Microsoft Office 2007 introduces a new look and feel by replacing the standard menu and toolbars with the 
Microsoft Office Button, Quick Access Toolbar, and Ribbon. 
 
 

 
 
 
 

Microsoft Office Button 
 
The Microsoft Office Button replaces the File 

menu within Microsoft Word 2007 and can be found 

in the upper-left corner of Microsoft Word 2007.  

Clicking this button will open a menu that allows 

Word documents to be created, saved, deleted, 

moved, and printed.  You will also find a button titled 

Word Options in the lower-right corner of the menu 

that will enable you to configure settings for 

Microsoft Word 2007 and a button titled Exit Word to 

quit Microsoft Word 2007. 

 

 

 

 

Microsoft Office Ribbon 
The Microsoft Office Ribbon replaces the menus and toolbars that could be found in previous versions of Microsoft 

Word.  The Ribbon is composed of various tabs that are task-driven.   

The example below is from a new Word document and has a ribbon that is comprised of seven tabs:  

Home, Insert, Page Layout, References, Mailings, Review, and View.  Clicking on a tab will change the available                  

                                                                                                                            commands on the Ribbon. 
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Items on the Ribbon are further organized by logical groups.    In the example below, References is the active tab of 
the Ribbon and all options related to working with footnotes can be found in the Footnotes section of the Ribbon. 
 

 
 
Note that the Microsoft Office Ribbon cannot be customized.  The Quick Access Toolbar should be used for 
customized command options. 

Microsoft Office Quick Access Toolbar 
The Microsoft Office Quick Access Toolbar is a new component of Microsoft Office 2007 that allows for a 
customizable toolbar to display a set of commands independent of the tab on the Ribbon that is currently displayed. 
 

 
 
To customize the Quick Access Toolbar, click the down arrow to the right of the commands.  A popup menu will 
ŀǇǇŜŀǊ ǿƛǘƘ ŀǾŀƛƭŀōƭŜ ŎƻƳƳŀƴŘǎΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻƳƳŀƴŘ ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ 
command you want in the popup menu, select More Commands from the menu.  This will open a new window that 
will allow you to select from all available Office commands.  You will also find the option to display the Quick Access 
Toolbar below the ribbon. 
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Appearance of Microsoft Word  
 

After opening Microsoft Word, you will be taken to a blank document and see the following screen. 

 

The default view in Microsoft Word 2007 is Print Layout, displaying the document as it would be printed.  The 

document view can be changed by 

selecting the View tab on the ribbon 

and selecting one of the other Layout 

options from the Document Views 

logical group.   

You can also change the Document View by clicking the view icons along the bottom of Microsoft Word. 

 

To change the zoom of the document, click the ς or + icons or drag the slider along the bottom of Microsoft Word. 

 


