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Using the Ribbon in Word 2007

TheRibbonis the backbone of the Office 2007 applications and is now your control center for creating
adocumentFour tabs remain constant iach of the Office 2007 applications that use the Ribbon
(Word, Excel, and PowerPoint): Home, Insert, Review, and WWeéard 2007 uses several additional

tabs including Page LayowReferencesand Mailing(seeFigure 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, thdesigntab for headers and footassshown only when you click in a header or footer

area. LikewiseDesignandLayouttabsfor tablesare shown only when you click inside a table
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Figure 1: The new Ribbon in Word 2007.

Tab _Functions

Contains the Clipboard group, Font group, the typical formatting buttons for font type an
size, bold, italic, color, alignment and so on in the FontRer@dgraplgroups. Options also
available for formattindneading and texdtyles in theStylesgroup. The Editing group holds
the Find and Replace settingisd the object and text selection tool

Contains all the things you might want to putadocumen® from cover pagedables,

Insert tab pictures, chartsSmartArtand text boxes to hyperlinkspokmaks, headers, footerpage
numbers, WordArt, equatiorsd symbols.

Contains many of the options that were found in the File menu and the Page Setup opti
the olderWord programs. This includes: margins, page orientag@g, andine numbering.
Additional choices available for setting up columns, adding watermarks and page borde
adjusting paragraph indentation and line spacing and arranging multiple objects on the
Contains all the tools needs to setuptaeaf contents, footnotes, citation and bibliography

Home tab

Page Layout tab

Referencesab captions, indices and tables of authorities.

Mailings tab All of the mail merge tools and features you love to use are found here

Review tab Find the spellingd grammarchecker language toolsand other proofing tools here. Markup
thedocumentwith comments or turn on track changes dndumentprotection.

View tab Make a quick switch to any one of the five views, turrttanruler,gridlines,or the document

map,zoom in onpagesor arrange all your opedocumentsn the window.

If your screen resolution is not set high enough, or if you do not haV#ah$2007 window
maximized, you will not see the full listing of Ribbon todter example, with a higher resolution you
will see all the commands in tlhénksgroup on thénserttab.However,with 800 by 600 resolution,
you will see thd.inks button only not the commands in the growgeéFigure 2).

In that case, click the arrow on thimks button to display the commands in the group.
Generally, the groups that display only the group name at a lower resolution are thdssswith
frequently used commands.
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Figure 2: The top image shows the /nsert tab on the Word 2007 Ribbon at a lower resolution. Notice the collapsed
Linksgroup with a small arrow below the group name and the positioning of some group options. The bottom image
shows the same tab on the Ribbon when displayed at a higher resolution.

If necessary, adjust the screen resolution used with your monitor. Use the maximize button in the upper
right corner of th&Vord window to expand the program so it fills the screen and the Ribbon expands
to full size.

Locating Basic Commands

TheHometab holds the commands most people use frequently arieatingdocuments. This
includes all the options for changing font égp styles, text alignment, line spacing, and setting up
bullet and number listdf you need to change text alignmeatd.,from left aligned to centered), you'll
find the commands for it in tHearagraphgroup of theHometab.All keyboard shortcuts yomay

have used in previous versions of Word work in 2007.

Thelnserttab contains all of the objects (Word refers to some of them as "lllustrations") and text
based components that you can add to the docuage based elements such as headers, footers,
page breaks, page numbering and bookmarks are also found on this tab.

ThePage Layoutab contains just about all of the features you need to manage the overall appearance
of thedocumentMost of the options on this tab (margisge line numberingetc.) were located in
the FileA Page Setup menu option of previddferd versions.

TheProofinggroup found on theReviewtab, holds the familiar spelling and grammar checker,
thesaurus and other language based tools.

To help you findWord 2003 commands the newWord 2007 interfaceyou 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 Word 2007. You can find the
guideat the following web sitenttp://office.microsoft.com/ews/word/HA100744321033.aspx

TIP: If you have the&setting Startedab installed, you can find the Interactive Guide inRhrel a
Commandyroup on this tab.

[ D
Additional file level options (new, open, save, save as, print, close, etc.) can be found by ¢ “king
the Microsoft Office Button in the upper left corner of the Word window.
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