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Introduction to Microsoft  2007 Office  

 
                                             Created:  9 October 2006 

 

Introduction    
 

Welcome to the ñnew worldò of Microsoft 2007 Office.  As you may have heard, 2007 Office is 

a major change from previous Office versions.  If you are new to Microsoft Office you will find 

2007 very intuitive.  When you click on ñsomething,ò like an image, text, or spreadsheet area,  

special Ribbons, customized to your selection, will appear to assist you. 

 

For this reason, we are creating an introduction to some of the new features of several Office 

applications.  First, weôll take you through the Microsoft Office Button, the Quick Access 

Toolbar, Ribbons, Tabs and Groups ï to familiarize you with these common features.  Then weôll 

show you some of the unique Ribbons, Tabs and Groups of each application. 

 

If you have 2007 Office installed on your computer here are a couple of hints on how weôll 

proceed. 

 

To open an application, Double click quickly  on the application icon (Word, PowerPoint, 

Excel, etc.) on the Windows desktop.  Or, click the Start button, in the lower left corner of the 

screen, then click All  Programs, move the cursor over Microsoft Office and select the 

application you desire. 

 

In this tutorial, when we indicate that you need to click a mouse button, it will mean to click the 

left mouse button ï unless we indicate that you should click the RIGHT  mouse button.  So, 

always move the cursor over the ñplaceò we indicate and ñclick leftò unless we tell you 

otherwise. 

 

The Microsoft Office Button 
 

Weôll use Microsoft Word 2007  for our initial illustrations of Ribbon, Tab and Group 

examples. 

 

 

 

 

The first thing youôll notice, when you 

open a 2007 Office application is that 

there is no longer a File choice in the 

Menu Bar.  The arrow above points to 

the Microsoft Office Button  ï which 

replaces File. 
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As you move your cursor over the Microsoft 

Office Button a preview image (image on right) 

will appear. 

 

Click  the Microsoft Office button . 

 

 

 

 

 

 

 

 

 

 

When you click the Microsoft Office 

button, it will turn orange and a ñFile 

likeò menu will appear (similar to the 

image on the right). 

 

Youôll notice that you now have little 

images for choices and that some of them 

have little arrows pointing to the right.  

These arrows indicate that there are 

additional choices for a selection. 

 

Weôll show you one of these on the next 

page. 

 

On the right side of the Microsoft Office 

Button menu screen you will see your 

most recently used files ï Recent 

Documents (see arrow above on right). 

 

Each Microsoft Office Button menu is 

tailored to its Office application (Word, 

Excel, PowerPoint, etc). 
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Move your cursor over the 

arrow to the right of the Print 

button ( 1. ), a menu of  print 

choices will  appear on the 

right  ï under Preview and 

print the document ( 2. ) 

(image on right). 

 

Click Print  ( 3.) at the top of 

the Menu. 

 

 

 

 

 

 

 

 

A standard Print Menu  screen will 

appear. 

 

 

 

 

 

 

 

 

 

 

It is suggested that you spend a few minutes clicking the various choices in the Microsoft 

Office Button menu screen to familiarize yourself with what they do. 

 

 

If you look at the bottom of 

the Microsoft Office 

Button menu screen you 

will see two buttons.  Since 

weôre using Word, the 

buttons indicate Word 

Options and Exit Word .   

 

The buttons change with each application (e.g. PowerPoint will indicate PowerPoint Options).   

2. 

3. 

1. 
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When you click the Word Options button the image below will appear.  Notice, on the left 

side of the menu screen there are a number of choices (e.g. Personalize, Display, Proofing, etc.).  

when you click a choice on the left side of the screen, the options for that choice appear on the 

right.  Take a few minutes and move through these choices to familiarize yourself with this 

menu screen.  You will see that Microsoft has placed a lot of resources that were under File-

Tools-Options, in previous versions of Office, in this menu. 

 

 

 

The last choice ï Resources ï furnishes a lot of online resources for the application which you 

are using.  We clicked the Microsoft Word  Resources text link  and the image below appeared.   

 

 

Notice all of the useful online resources available to you. 
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Quick Access Toolbar 
 

In the upper left corner ï to the right of the Microsoft 

Office Button - you will see an area called the Quick 

Access Toolbar (image on left).  This area is quite 

handy as it currently contains several of the most used 

buttons in Office applications ï Save, Undo, Redo, Print and Print Preview. You can customize 

this toolbar by adding  and removing as many Quick Access button choices as you desire.   

 

In the Quick Access Toolbar (on the left) you can see 

we added the Insert Picture button ï since we are using 

it a lot for this tutorial.   

 

 

To add this button to the toolbar we first 

clicked the Insert Tab and then RIGHT clic ked 

the Insert Picture button.  One of the choices 

was Add to Quick Access Toolbar. When we 

clicked this choice the Insert Picture button was 

added.  You can add any button you choose by doing this. 

 

To remove buttons from 

the Quick Access Toolbar 

just RIGHT click on the 

button you desire to 

remove and choose 

Remove from Quick 

Access Toolbar. 
 

Ribbons 
 

This is the new term you hear a lot about in 2007 Office.  Ribbons stretch across the top of your 

application screen with features to assist you as you click the Ribbon Tabs.  To us, Tabs and 

Ribbons are the same.  It like unreeling holiday ribbon from a spool and seeing new images on 

the ribbon ï very cool!  So, weôll cover Tabs/Ribbons in great detail. 

 

Tabs 
 

 

 

 

Below the Microsoft Office Button  and Quick Access Toolbar we see a series of 

Tabs/Ribbons.   

Tab 
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Tabs are similar to the Drop Down Menu choices in previous versions of Office.  The Tabs are, 

logically,  a bit different for each 2007 Office application to assist you with the most common 

features of that application.  All t he 2007 Office applications begin with the Home tab.   

 

 

The Home Tab/Ribbon for Word 2007 looks like the image below. 

 

 

 

 

The Home Tab/Ribbon for PowerPoint 2007 looks like the image below. 

 

 

 

 

The Home Tab/Ribbon for Excel 2007 looks like the Image below. 

 

 

 

The Home Tab/Ribbon for Access 2007 looks like the Image below. 

 

 

 

Youôll quickly notice that the Home Tab/Ribbon for each application shows the Clipboard  as 

the left ñGroupò (except in Access)  In Word and Excel, the Font Tab/Ribbon is to the right, but 

in PowerPoint, because working with slides is paramount, the Slides Tab/Ribbon comes next.  If 

you have 2007 Office installed on your computer, open these four  applications and take a few 

minutes looking at each applicationôs Home Tab/Ribbon. 

 

Notice, the Tabs to the right  of the Home Tab/Ribbon are tailored to each application.  Weôll 

work a bit with this in a little while.   

 

Ribbon 

Group 
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Groups 
 

In the image below, the arrows point to a new topic ï Groups. 

 

 

 

   Clipboard      Font                         Paragraph                                  Styles                Editing 

 
 

Clipboard Group  
 

 

The Tab/Ribbon bar images (in this tutorial) are hard to read, so weôve placed arrows (in the 

image above) for the Groups in the Word Home Tab/Ribbon.  Again, the Tabs/Ribbons,  and 

Groups,will vary depending on the application youôre using.  Letôs look a bit at the Groups in 

Word . 

 

 

 

The first Group on the Word Home Tab is 

Clipboard .  To open a Group you move your 

cursor over the little down pointing arrow in 

the lower right  corner of a group.   

 

This arrow is enlarged in the image below. 

 

 

 

 

 

When you click this arrow  the image on the 

right  appears.  Notice that the Clipboard 

appears on the left side of your screen and 

shows any text or images youôve copied.  To 

close this group, click the ñXò in the upper right 

corner of the Group. 

 

 

  

 

Open Group 

Close Group 
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Font  
 

  

 

Notice, in the Font Group area (above), you 

have the most used Font features.  However, 

if you desire all of the font features, just click 

the Open Group arrow to the right of Font . 

 

An old friend ï the Font menu screen appears 

(when you click the Open Group arrow).  

Youôll see this a lot as your learn more about 

2007 Office.  Many of the ñtried and trueò 

menu screens will appear in logical places. 

 

 

 

 

Select Text Mini Toolbar 
 

When youôre working with text and fonts a really ingenious ñnew thingò occurs as you highlight 

text - a Select Text Mini Toolbar appears!   

 

In the image on the right  we 

highlighted - Highlight Text.  When 

we paused the cursor over the 

highlight, a ñshadow likeò toolbar 

appeared.  When we move our 

cursor over the toolbar, it is ready 

for us to use it to modify our text.  This is really handy as many of text formatting features are in 

the Mini Toolbar.  The first time you try this, be patient, it sometimes takes a few tries.   

 

Paragraph 
 

Notice in the Paragraph Group area 

(left) you again have the most used 

Paragraph features.  However, if you 

desire all of the paragraph features, 

just click the Open Group arrow to the 

right of Paragraph. 


