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.

This small area above Home is the Quick Access bar, which contains Save, Undo and Redo

/ by default. It can be customized to have any other buttons you’d like. I'll cover that later.
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The Insert tab: Click on the word “Insert” next to Home to change the menu to show these buttons.
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The References tab:
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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 isn’t new, but seems to work a little differently than before. Additional instructions available soon.



The Mailings tab:
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Customizing the Quick Access Toolbar: m
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By default the Quick Access Toolbar sits up at the top of the screen, and provides quick access to Save, Undo and Redo. It can be customized to contain any of

the office features you’d like.

e Right click anywhere in the bar and choose “Customize Quick Access @ Customize the Quick Access Toolbar and keyboard shortcuts.
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E] Just click your mouse on one of the tabs and the full ribbon re-appears temporarily.
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Right click on the word Home and choose “Minimize the ribbon” again to turn the ribbon back
on to full view.

For other information about Office 2007 and other applications, visit the Help Desk website at
http://helpdesk.utica.edu and click on the link for Helpsheets.
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