
Microsoft Office 2007 Toolbars Guide. 

This is a view of the Home tab on the Word 2007 ribbon.  The ribbon replaces the menu options that existed in older versions of Word.  The icons are the same 

as they used to be, but many are in new locations.  This guide will help you understand the new placement of options and allow you to better navigate.   

 

 

 

 

 

 

 

So where is File?  How do you save or print?  The options that were under File in older versions are now 

available under the Office Button, the large round icon in the top left corner. 

 

 

 

 

 

 

 

Cut, Copy,Paste.  Font formatting section. The styles option lets you format text with preset designs.  

The editing  section is where to find the Select All option. The small arrows in the corner of each section opens 

a screen with more related options.   

This small area above Home is the Quick Access bar, which contains Save, Undo and Redo 
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Save As lets you save files in the older word format as well as 

a PDF file. (see άMake a PDF using Office 2007έ help sheet) 

Recently used documents are shown on the right. 

ZOOMING 

You can change the zoom from 

the View tab, or by using the 

slider in the bottom right. 

 



The Insert tab:  Click on the word άInsertέ next to Home to change the menu to show these buttons. 

 

 

 

 

 

The Page Layout tab: 

 

 

 

The References tab: 

 

The references tab is new and allows you to setup and manage references.   Separate Instructions on using this particular feature will come soon. 

Also note the Table of Contents feature.  This isnΩt new, but seems to work a little differently than before.  Additional instructions available soon. 

 

Page section 

options . 

Add images, lines, charts 

and shapes . 

Bookmarks and cross 

references can help 

keep you organized. 

  

Choose a header or 

footer template, or 

pick the Edit option 

at the bottom of 

the list to make 

your own. 

Choose a template 

from the Text Box 

menu, or pick the 

Draw option at the 

bottom of the list 

to make your own. 

Easily add symbols 

that canΩt be typed.  

Change page margins, size, etc. Text wrapping options for images or 

text boxes. 


