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The New Look Of The Traditional Tool Bar: 
 

Microsoft Logo Office Button.   Replaces the File menu in previous versions of Office.  Use this feature to 

Open, Save, Print, and Exit the application. You can also use this feature to customize your options settings and 
access more advanced features of the application. 
 

Group.  A collection of buttons for related command on the Ribbon 

 

Launcher.   Button that displays a dialog box that gives more options for the selected group. 

 

Quick Access Tool bar.   Contains shortcuts for commonly used tools. This can be customized to contain 

those shortcuts you use the most. The default setting for the quick access Tool bar is the Save button, Undo 
button, and Redo button.  
 

Tab Bar.   Replaces the Menus traditionally used in previous Office versions. Each Tab displays groups of tools 

and commands in the ribbon associated with the tab 
 
For example in Word, the Home tab contains the commands for formatting styles, fonts, and numbers, as well as 
the clipboard commands; copy and paste, and the edit commands find and replace.  
 

Status Bar.    An area at the bottom of the program window that contains information about the open file or 

the current task on which you are working 
 

Ribbon.   Displays the tabs that contain groups of tools.  

 



Microsoft Office Logo Button  

This button replaces the old File command in the older version.  Use this feature to Open, Save, Print, and 
Exit the application. You can also use this feature to customize your options settings and access more 
advanced features of the application. 

 
 

Important to Remember! 
SAVE AS:  You can save your documents as an 

Office 2007 document, Office 98-2003,  Office 
Template or other formats. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Microsoft has a download plug-in that will allow you to basically read and write documents as Office 2007.  
These are on the computers on Campus that still have Office 2000-2003.  It works well when you send a 
document or a spreadsheet to a computer that has a past version of Office.  
 
 

The Quick Access Toolbar 
It is a collection of buttons that provide one-click access to commonly used commends, such as Save, Undo, 
and Repeat. 
 
To start customizing this bar, click on the Quick Access arrow on the right side. 
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When to scroll down to More Commands, you will see this: 
 
 
Select things from the 
left column  by clicking 
and highlighting them 
on the left side.  Click 
the Add>> to place 
them on the right 
column.   
 
To remove, highlight 
the selection the right 
column and click the 
Remove button. 
 
Once finished click OK. 
 
 
 
 
 
 
 

 

Ribbons   The main set of command in Office that you click to execute tasks. 

 
Here are a few examples. 
 
Insert 

 
 
 
Page Layout 

 
 
 

 
Here are a few links to Microsoft to assist you in using Office 2007 

 

Getting Started With Office 2007 
http://office.microsoft.com/en-us/getstarted/FX101055081033.aspx 
 

All about themes, Quick Styles, cell styles, and background styles. 
http://office.microsoft.com/en-us/help/HA101786241033.aspx 

 

Insert a picture or clip art. 
http://office.microsoft.com/en-us/help/HA100794091033.asp 
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