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The Ribbon is the backbone of the Office 2007 applications and is now your control center for creating 

a spreadsheet. Four tabs remain constant in each of the Office 2007 applications that use the Ribbon 

(Word, Excel, and PowerPoint): Home, Insert, Review, and View. Excel 2007 uses several additional 

tabs including Page Layout, Formulas, and Data (see Figure 1). The tab groups and features of each 

are outlined in the table below. To reduce clutter, some tabs are shown only when needed. For 

example, the Design tab for headers and footers is shown only when you click in a header or footer 

area. Likewise, the Chart Tools tab is shown only when a chart is selected. 

 

Tab  Functions 

Home tab 

Contains the Clipboard group, Font group, the typical formatting buttons for font type and 

size, bold, italic, color, alignment and so on in the Font and Alignment groups. Options also 

available for formatting numbers styles in the Number group. Formatting and cell appearance 

options in the Styles group.  Options for inserting/deleting cells, rows and columns in the Cells 

group. The Editing group holds the clear formatting command, Sorting and Filtering tools, and 

Find and Replace settings. 

Insert tab 
Contains all the things you might want to put on a spreadsheet ð from tables, pictures, charts, 

and text boxes to hyperlinks, headers, footers, and symbols. 

Page Layout tab 

Contains many of the options that were found in the File menu and the Page Setup option of 

the older Excel programs. This includes: margins, page orientation, print area and print titles 

(all in the Page Setup group), options for scaling the pages and displaying gridlines/headings 

and commands for arranging objects in the Arrange group.  

Formulas tab All the Excel formulas you love to use are here.  

Data tab 
Pull data in from outside sources, use the sorting, filtering and other data related tools found 

on this tab. 

Review tab 
Find the spelling checker and other proofing tools here. Markup the spreadsheet with 

comments or turn on track changes and workbook protection. 

View tab 
Make a quick switch to any one of the five views, turn on gridlines, zoom in on sheets, or 

arrange all your open spreadsheets in the window. 

 

If your screen resolution is not set high enough, or if you do not have the Excel 2007 window 

maximized, you will not see the full listing of Ribbon tools. For example, with a higher resolution you 

will see all the commands in the Show/Hide group on the View tab. However, with 800 by 600 

resolution, you will see the Show/Hide button only, not the commands in the group (see Figure 2). 

 

In that case, click the arrow on the Show/Hide button to display the commands in the group. 

Generally, the groups that display only the group name at a lower resolution are those with less 

frequently used commands. 
 

 

Figure 1: The new Ribbon in Excel 2007. 
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If necessary, adjust the screen resolution used with your monitor. Use the maximize button in the upper 

right corner of the Excel window to expand the program so it fills the screen and the Ribbon expands 

to full size.  
 

LLooccaatt ii nngg  BBaassii cc  CCoomm mm aannddss  

The Home tab holds the commands most people use frequently when they develop spreadsheets. This 

includes all the options for changing font types, styles, cell alignment, adding/deleting rows and 

columns, clearing cell formatting, and pasting content from other applications. If you need to change 

cell styles (for example, from text to currency), you'll find the commands for it in the Number group of 

the Home tab.  

 

The Insert tab contains all of the objects (Excel refers to some of them as "Illustrations") and text 

based components that you can add to the spreadsheet. An extensive list of charts you can insert and 

use can be found in the Insert tab. 

 

The Page Layout tab contains just about all of the features you need to manage the overall appearance 

of the spreadsheet. Most of the options on this tab (margins, scaling, print titles, etc.) were located in 

the File�ÆPage Setup menu option of previous Excel versions. 

 

All keyboard shortcuts you may have used in previous versions of Excel work in 2007.  

 

To help you find Excel 2003 commands in the new Excel 2007 interface, you can use the interactive 

command reference guide found on the Microsoft Office web site. The guide maps all the previous 

menu commands to their new location in the Ribbon or elsewhere in Excel 2007. You can find the 

guide at the following web site: http://office.microsoft.com/en-us/help/HA101491511033.aspx 

 

TIP:  If you have the Getting Started tab installed, you can find the Interactive Guide in the Find a 

Command group on this tab. 
 

Additional file level options (new, open, save, save as, print, close, etc.) can be found by clicking 

the Microsoft Office Button  in the upper left corner of the Excel window. 

Figure 2: The top image shows the View tab on the Excel 2007 Ribbon at a lower resolution. Notice the collapsed 
Show/Hide group with a small arrow below the group name. The bottom image shows the same tab on the Ribbon 
when displayed at a higher resolution. 


