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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 ButtonQuick Access ToolhaandRibbon
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Microsoft Office Ribbon

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

Word. TheRibbon is composed of various tabs that are tdsien.

The example below is fromreew Word documenand has a ribbon that iomprised ofseventabs:

Home Insert,Page LayoyuReferences, Mailings, RevieandView. 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, Baferencess the active tab of
the Ribbon and all options related working with footnotescan be foundn the Footnotessection of the Ribbon.
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Note that the Microsoft Office Ribbon cannot be customized. The Quick Access Toolbar should be used for
customized command options.

Microsoft OfficeQuick Access Toolbar

The Microsoft Office Quick Access Toolbar is acmwponent 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
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To customize the Quick Access Toolbar, clickdtdven arrow to the right of the commands. A popup menu will
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command you want in the popup menu, selébre Commandgrom the menu. This will gn a new window that

will allow you to select from all available Office commandeu will also find the option to displélye Quick Access

Toolbar below the ribbon.

- Home Insert Page Layout References Mailings Review View
— 5 R = = 5 2P Rules gecy] ([ 4| ||
| b & Match Fields 42]Find Recipient
Envelopes Lalels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview a Finish &
Merge = Recipients * Recipient List || Merge Fields Block  Line Field #] Update Labels || Rasults | 3 Auto Check for Emors || perge
Creatd Start Mail Merge | Write & Insert Fields Il Preview Results Finish
H9-0 =




Appearance of Microsoft Word

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

The default view in Microsoft Wor2D07is Print Layout displayinghe document as it would be printedlhe
document view can be changed by >
selecting theViewtab on the ribbon
and selecting one ohke other Layout
options from theDocument Views

logical group. T

You can also change tlcument Viewby clicking the view icons along the bottom of Microsoft Word.

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



