
OFFICE 2007 ï GETTING ORIENTED 

At first glance, Office ô07 can appear intimidating.  ñWhere are all my old commands and drop-down 

windows?ò The short answer is that they are all there, and then some. While the interface has gone 

from the menu bars with drop-down command lists to somewhat cluttered looking ñribbonsò, a little 

practice and an occasional scavenger hunt should prove that this format can make things more 

accessible. While the general idea is the same in all the Office programs, the actual ribbon 

commands vary. Here we will concentrate on the Word ô07 program. Letôs take a peek at some of the 

new elements around the ribbons. 

THE OFFICE BUTTON 

Situated in the upper left corner, the office button is more than just decorative. 

Behind it are some of the most commonly used commands in the program. New, 

Open, Save, and Print commands are accessed here. 

 In addition to a list of recent documents, you find the commands that 

used to be found under the ñFileò heading on the menu bar of earlier 

versions.  Clicking on commands with the arrow extensions, as in the 

print command, displays more of the options/commands that were 

formerly seen in other locations in previous versions. Also notice that the 

keyboard shortcut commands are 

underscored in the menu and work the 

same as they did in previous versions. 

 

Clicking on the ñWord Optionsò button at the bottom allows you to 

select default settings for the program you are using. 

 

The contents of the ribbons vary from program to program within the 

Office suite, but letôs use the Word ribbons as examples. 

THE HOME RIBBON ï WORD 2007  

A close look at the ñHomeò ribbon shows many of the common entry commands used to be found in 

the standard toolbar or in drop-downs from the menu bar. Letôs look at the commands in each region. 



 

 

The Clipboard tab contains familiar commands that previously 

appeared in the standard toolbar. Cut, Copy, Paste and Format 

Painter work the same here as they did before. Even the old keyboard 

shortcuts still apply. 

Clicking the Dialog Box Launcher icon at the bottom will open the 

clipboard task pane displaying recent copied items to allow multiple 

pastings. 

 

 

The Font tab again allows access to commonly used 

commands from the standard toolbar as well as some 

you had to dig for in other menus or select by 

customizing the toolbar in earlier versions.  Not only can 

you change the font face, style and size, there is 

immediate access to commands like super and 

subscripting, case change, and other font format 

commands. 

 

Clicking on the Dialog Box Launcher here brings up the 

familiar Font Dialog Box formerly found under the Format 

menu. If you feel more comfortable, you can get the same 

results from this menu as you can by selecting a command 

from the ribbon. 

 

 

The Paragraph tab provides quick access to bullets, tabs, 

alignments and other handy tools.  

 

 

Clicking on its Dialog Box 

Launcher icon also brings up a 

more familiar pop-up. 

 

 



 

I donôt know about you, but 

this is one I have 

underutilized. 

 

The Styles tab allows you to select a set of unified font and paragraph formats that can give your 

documents a more consistent look.   

 

 

Clicking on the Change Styles button brings you to 

Style set, Color and Fonts commands for a one-time 

use or to be set as a default style for all of your 

documents.  

 

 

 

 

 

Finally, at the right end of the Home ribbon, is the Editing tab. Find, 

Replace and Select functions here work the same as they did in the Edit 

drop-downs of previous versions. 

 

 

 

 

 

Remaining ribbons work in the same manner with tabs containing mostly familiar commands 

presented in logical groupings. Selecting different ribbons should speed up access to many common 

activities. Itôs all there, somewhere, so donôt get discouraged. It shouldnôt be too hard to adapt. Letôs 

take a quick look at the other ribbons in Word ô07. 

 



THE INSERT RIBBON 

With insertion commands formally found in a number of different dialog boxes or menus, the Insert 

ribbon adds a new level of convenience when inserting pages, tables, clip art, and other elements, as 

well as setting up headers, footers and page numbering. While text boxes, WordArt and other 

insertions could be displayed at the bottom of older versions, insertion of equations and symbols is 

more accessible here than before. 

 

SmartArt is a new addition to Office ô07 

that can spice up documents by 

incorporating text boxes and lists into 

splashy illustrations. Clicking on a 

graphic opens a template in the 

document and allows you to enter text, 

or you can select a portion of text and 

then choose the SmartArt illustration 

where you want it displayed. 

 

THE PAGE LAYOUT RIBBON 

Paragraph formats and margin settings can be accessed here, as well as arrangement and ordering 

commands. Notice the Dialog Box Launcher icons in the Page Setup and Paragraph tabs. These 

display the old familiar dialog boxes, if you prefer.  

To promote consistency and unity in the document, there is a Themes tab that retains the same ñlookò 

throughout the file. 

 

 

 


