Microsoft Office 2007ToolbarsGuide

This is a view of thelome tabon the Word 200%ibbon. The ribbon replaces the menu options that existed in older versions of Whalicons are the same
as they used to be, but many are in new locations. ghide will help you understand the new placement of options and allow you to better navigate

This small area above Home is the Quick Accessvhioh containsSave, Undo and Redo
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a screen with more related options.
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So where is File? How do you save or frifihe options that were under File in older versions are how

j Hew
L icroso orl ome reement.docx =
available under the Office Button, the large round icon in the top left corner. SR - el erk teme fgreement -
a7 Qp 5 .
Recently used documents are shown on the righ = : .
Tl Save As  F ? :
ZOOMING Save As lets you save files in the older word format as we *er . g L
- Prin 3 9 =
a PDF file. (se@Make a PDF using Office 2@0ielp sheet) } =
You can change the zoom fror j Prepare -
the View tab, or by using the g e .
slider in the bottom right. =
o Publish » 1=l
100% (=) Y ) N .
o Close =

2] Word Options | | 2 Exit Word



Thelnsert tal: Click on the wordinserg next to Home to change the me to show these buttons.
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ThePage Layoutab:

keep youorganized

Change page margins, size, etc.

TheReferencegab:

pickthe Edit option
at the bottom of
the list to make
your own

menu,or pickthe
Drawoption at the
bottom of the ist
to make your own

/

Text wrapping options for images o
text boxes.

The references tals new anl allows you to sieip and manage referencesSeparaterstructions on using this particular feature will come soon.

Also note the Table of Contents feature. Thifisaw, but seems to work lttle differently than before. Additional instructions available soon.



