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Getting To Know Office 2007 

I. The Interface  

Office 2007 offers a new user interface for Word, Excel, PowerPoint, Access and some parts of Outlook.  

They consist of the Office Button, Quick Access Toolbar and Ribbon. 

 

Office Button 

In previous versions of office, the file menu was clearly labeled File.  In office 2007, the file menu 

appears when you click the Office Button in the upper-left corner.  Here you can save, open, print, etc. 
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Quick Access Toolbar 

These are icons that you may use more frequently than other functions.  By 

default you have save, undo and redo.  To add other features that you use 

ŦǊŜǉǳŜƴǘƭȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άŎǳǎǘƻƳƛȊŜ ǉǳƛŎƪ ŀŎŎŜǎǎ ǘƻƻƭōŀǊέ ŀƴŘ ǎŜƭŜŎǘ ŦǊƻƳ ƻƴŜ 

of the predefined commands.  If you cannot find the command that you are 

ƭƻƻƪƛƴƎ ŦƻǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άƳƻǊŜ ŎƻƳƳŀƴŘǎέ ōǳǘǘƻƴΦ 

Ribbons 

Tabs act like traditional pull-down menus.  Whereas a pull-down menu simply displays a list of 

commands, tabs display a list of icons that represent different commands. 

 

If you are not sure what a button does, you can place your cursor 

over the button and a short explanation will follow. 

 

  

 

 

 

 

 

II. Live Preview  

In the past, you might have known what a particular command did, but you would never know how it 

would affect your file until after you chose that command.  Oftentimes, you might choose a command, 

see how it changed your file, and then undo the change because it may not be what you really wanted. 


