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Try this: 

Start Word 2007 and select each tab to display a set of 
command 

Move your mouse over a command to see a tooltip. 

 

Version 1.1 

Getting up to speed with Office 2007 is designed to help users understand the differences in Office 2007 

compared with previous versions.   The Ribbon at the top of the window has replaced the menu and 

toolbars.  This workshop will cover the Ribbon, the Office Button (previously File on earlier Office 

versions), the Mini Toolbar, the Quick Access Toolbar, and new file formats. 

Three major changes have implemented for Office 2007, the Ribbon, Office Button and file formats. 

The Ribbon 

 

The Ribbon (Home, Insert, Page Layout, etc.) has replaced the menus and toolbars in Word, Excel, 

PowerPoint, Access and Outlook. 

Commands - Buttons, menus or boxes where you enter information (example – B button=bold). 

Groups ς Related tasks (example Font, Paragraph, Style under the Home tab) 

Tabs – Core tasks (example – Home, Insert etc.) 

 

Home Tab 

The Home Tab displays the most commonly used commands.  This tab contains commands or buttons 
for formatting a document such as fonts, paragraph and styles. 

 

 

 

 

 

Tips  

Highlight and right-side click to use additional commands. 

Less frequently used commands can be seen by using the arrow or Dialog Box at the bottom of the 

command 
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Try this: 

Highlight some text and move your mouse over the 
selection 

Select any of the formatting options 

 

Try this: 

Highlight some text and right click over the selection 

Contextual Tabs (When Needed) 

Contextual tabs are tabs that appear when you are working on certain tasks.  For example when 

inserting clip art the contextual tab for clip art will appear.  

 

 

 

 

 

 

Galleries 

Galleries are collections of graphics that give you additional options to 

choose from. 

 

 

 

Mini Toolbar  

The Mini Toolbar appears when text is selected or 

highlighted.  This feature provides easier access to simple 

common tasks. 

 

 

 

 

Right Click 

Right click to use additional commands 

Try this: 

Go to Insert and select Clip Art 

Insert a piece of Clip Art 

The Picture Tool tab should appear 

 

Try this: 

Select the arrow on a command to view the options 
available 
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Try this: 

Highlight some text then select the Home Tab 

Select any font style or size and you should see the 
change live without actually applying the change  

 

Try this: 

Right click on any tab area and Minimize the Ribbon 

Do the same to restore the ribbon back 

 

Try this: 

Make your window smaller selecting the restore 
down button next to the close window button 

 Drag the lower right corner to the middle if needed 

Select the down arrow under one of the groups 

 

Try this: 

Click and drag the slider left (-) or right (+) 

 

Live Preview 

Live Preview allows you to view and apply different 

styles for your document.  This can be done with text 

or objects.  

 

Minimizing the Ribbon 

To minimize the right click on any tab or command and 

select Minimize the Ribbon. 

 

 

 

Show and Hide Groups 

Some groups will not show if you have a small monitor or your window is 

small.  If this is the case you will need to select the arrow at the bottom of the 

group to access additional commands. 

 

 

 

 

 

Zoom Slider  

You can easily zoom in or out of your document. 
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The Office Button 

 

The File menu in previous versions of Office has been replaced by the Office Button.  The Office Button 

contains commands such as New, Open, Save, Print and other commands.  

 

Quick Access Toolbar 

 

The Quick Access Toolbar is a customizable toolbar that allows you to access to commonly used 

commands.  You may access or add additional commands by selecting the down arrow to the right. 

 

Help 

 

Need Help?  Select the ? in the upper right hand corner of your window. 

Changing File Save Settings 

You can change file save settings in Word, Excel and PowerPoint by selecting the Office Button.               

Select Word Options (Excel Options, PowerPoint Options) at the bottom of the menu. 

  

To change the save setting select the Save option and change the Save files in this format:  Word 97-

2003 Document (*.doc). Excel will use the extension (.xls).  PowerPoint will use the extension (.ppt).  

SEE THE IMAGE BELOW 

 

Try this: 

Click the down arrow and add additional commands 

Deselect the commands you don’t want by clicking 
the check mark 

Try this: 

Hover over and click the Office Button 

Select any command to view its options if applicable 
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File Formats 

All Office 2007 programs (Word, Excel, PowerPoint and Access) can open files from previous versions of 

Office (i.e. 2000, 2003).  Files open in the old format will be saved under that format (example – Word 

2003 documents will be saved as .doc file. .  Files opened in the new format will be saved under that 

format (example – Word 2007 will be save as a .docx file).   

Office allows you to save file to a previous version (example – a Word 2007 document .docx can be 

saved as a Word 2003 document doc) See the Changing File Save Setting.  When saving to an old format 

a Compatibility Checker will run.   

The Compatibility Checker will alert you that your document includes features that aren’t compatible 

with the older version.  If you are running Office 2003 or older you will need a converter to convert and 

use Office 2007 files that are save as .docx files. 

This converter is available at: 

http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-

C6BB74CD1466&displaylang=en  

If you don’t want to type the url above go to www.microsoft.com and search - Microsoft Office 

Compatibility Pack- the link will be provided. 

 

http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
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