


} The Microsoft Office Button
replaces the File menu and 
is located in the upper - left 
corner of the Microsoft 
Office programs .

} When you click the Office 
Button , you see the same 
basic commands available 
in earlier releases of 
Microsoft Office to open, 
save, and print your file.

} However, in Word 2007, a 
few additional commands 
are now available, such as 
Prepare and Publish .



}The row of buttons 
above the Ribbon 
tabs.

}Already contains 
several buttons by 
default, but you can 
add new commands. 

}Put the commands 
and buttons you use 
most often within 
easy reach.



}Located on the 
right side of title 
bar.

}One of three 
buttons used to 
control the size and 
position of the 
window.

}Used to close the 
program window.



} The menus and toolbars of 
earlier versions of Word 
have been replaced with the 
Ribbon.

} The Ribbon is designed to 
help you quickly find the 
commands that you need to 
complete a task. 
Commands are organized in 
logical groups, which are 
collected together under 
tabs. 

} Each tab relates to a type of 
activity. To reduce clutter, 
some tabs are shown only 
when needed. For example, 
the Header & Footer Tools
tab is shown only when a 
header or footer is inserted.



}Ribbon Tabs (#1)
ƁThere are seven basic 

ones across the top. 
Each represents an 
activity area.

}Groups (#2)
ƁEach tab has several 

groups that show 
related items together.

}Commands (#3)
ƁA command is a 

button, a box to enter 
information, or a 
menu.



}Used to change the 
commands displayed 
on the Ribbon.
ƁHome
ƁInsert
ƁPage Layout
ƁReferences
ƁMailing
ƁReview
ƁView
ƁDeveloper (not 

displayed by default)



}Certain tabs may 
appear only when 
needed.

}For example, when 
you insert a header, 
the additional Header 
& Footer tools tab 
appears, showing 
groups of commands 
for working with 
headers and footers.



}Commands are 
organized into 
groups

}Each group 
contains buttons 
that you click to 
choose a command



}A button that gives 
instructions on 
what you want to 
do



}ScreenTips are small 
windows that display 
descriptive text when 
you rest the pointer on 
a command or control.

}Enhanced ScreenTips 
are larger windows 
that display more 
descriptive text than a 
ScreenTip and can have 
a link to a Help topic. 
Enhanced ScreenTips 
are available in Word 
2007.



}The horizontal bar at 
the top of a window 
that contains the name 
of the window. On the 
Word window, the title 
bar also contains the 
name of the program, 
the Maximize , 
Minimize/Restore 
Down , and Close
buttons. To display a 
menu with commands 
such as Restore and 
Move, right - click the 
title bar.



} The status bar at the 
bottom of Microsoft 
Office programs 
indicates whether 
options such as word 
count, signatures, 
permissions, change 
tracking, and macros are 
turned on or off. It gives 
information about your 
document (page location 
of cursor, number of 
pages, number of words). 
The Zoom feature is also 
available on the status 
bar.



}Used with the 
mouse to shift the 
on- screen display 
up or down.



}Buttons used to 
change to one of 
the five available 
document views.

}Word document 
views are also 
available through 
the View tab.



}Located above the 
vertical scroll bar.

}By default, the ruler 
does not display.

}Ruler displays 
information such as 
margins, tab stops, 
and indents.



}You can zoom in to 
get a close - up view 
of your file or zoom 
out to see more of 
the page at a 
reduced size.
ƁDrag the Slider to the 

zoom setting that you 
want.
ƁOr click on the 

percentage (number) to 
open the Zoom Slider 
dialog box.



}Some groups have a 
small diagonal arrow 
in the lower - right 
corner .

}The arrow is called a 
Dialog Box Launcher . 
If you click it, you'll 
see more options 
related to that group. 

}Those options will 
often appear in the 
form of a dialog box 
or a task pane.


