Microsoft Office 2007
Introducing: The Ribboand the Fluent User Interface

The face of Microsoft Office has changed. Where we used to see menus and a toolbar, we now see the
Microsoft Office Fluent User Interfa¢gigure ).

Figure 1¢ The Fluent Useinterface
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The Fluent User Interface was designed to make using the Microsoft Office Suite moehdemsiy and

intuitive than ever before. Functions for tasks that we often use together, such as text insertion and

text formatting, are aranged in groups on thRibbon(the area that replaces what used to be the
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to find commands that you might be looking for.
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The top portion of the Irdrface is referred to as The Ribbdine Ribbon replaces the old toolbar and
menu items with a more infitive set of tabs and groups.

The Ribbon is comprised of the following comporsefsee Figure 1)

The Office Button/Office Menu
The Quick Access Tootba
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The Office Button

The Office Button is a new feature in Office 2007. Many of the familiar functions that were listed under
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the new Office MenuClick on the Office Buih to open the Office Menu (Figure. 2)

Figure 2- The Office Menu
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Many of these menu options should look familgai K S&@ QNB 2dzad t 20F GSR Ay | RA’
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Office products. The Office Menu shown in Figure 2 came from an instance of MS Word 2007. The Office
Menu for other office programs will be very similar.

The following gives a brief explanation of each menu igdiown in Figure:2

New( clicking this icon begins the gress for new document creation

Openg use the Open command to open existing documents

Save click this icon to save your current document

Save Ag allows us to easily assign a name and location, as well as a file type, ¢arrent

document and save it accordingly

Print ¢ click to open the print dialog

6. Preparec this is a new function that allows us to easily access the document properties, set
security, inspect the document, and run a compatibility check on the docuraeming other
items

7. Sendc click to send your document as an email attachment or to fax your documenuif yo
computer has this capability)

8. Publishq used primarily with SharePoint services to collaborate on documents. Send is also used
to publish blog pads

9. Closec closes the existing document
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The Quick Access Toolbar

The Quick Access Toolbar (Figure 3) is a new element of the Microsoft Office Suite that allows users to
easily find and access the commands they use most often. This toolbar can be custoyrciedng on

the dropdown arrow tahe right of it and choosing any of the commands listed, or by choosing the

More CommandX option (Figure 4).

Figure 3¢ The Quick Access Toolbar
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Figure 4¢ Customizing the Quick Access Toolbar
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Ribbon tabs are where thaimary functions and commands alecated. The main tabsvill differ by
program, in keeping with the new contextual command principles used to make the interface more
logical and usefriendly. Table 1 is a list ofélmaintabs for four of the main Officprograns.

Table 1

MS Word ~MS Outlook MS Excel MS PowerPoint
Home Message Home Home
Insert Insert Insert Insert
Page Layout Options Page Layout Design
References Format Text Formulas Animations
Mailings Data SlideShow
Review Review Review
View View View
Design

Layout
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Ribbon Groups

Each tab on the Ribbon contains a group of commands. These groups are specific to their tab; in other
words, you will only see them when you click that tab. This keeps the Ribbon cleaner and makes those
commands relevant to what you are actually doing m@adily available.

An example of Ribbon groups is available by clicking orltmeetab. The groups available on the
Hometab are show in Figure 5.

Figure 5¢ Home Tab
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The Groups listed on thdometab areClipboard, Font, Paragraph, Styles, aBditing Each of these
groups contains commands relevant to their names. Faeagraphgroup, for example, has alignment,
line spacing, bordering, indents, and bulleting commands available. All of these commands are
commands we would logically use when wiog with paragraphs.

If you click on the Page Layout tab, you will find a different list of commands available (Figure 6).

Figure 6¢ Page Layout Tab
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Page Layoutommands ard’ hemes, Page Setup, Page Background, paragraphs, and ArrAfiged
these items relate to the appearance of document pages. If you are not sure where to find something,
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Contextual Commands

Contextual commands are used for particular objelftgou hawe included graphics in your document

and you click on one of them, a new item, labeled Picture Tools, will appear on the Ribbon above the
groups. Clicking on this new item will open the Picture Tools group on the Ribbon. This makes it much
simpler to accesthe tools you need to work with a particular item.

Another new feature that uses contextual commands is the mini toolbar that pops up when you select
text. Figure 7 shows an example of the text mini toolbar.
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Figure 7¢ The Mini Toolbar
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The mini todbar allows you to quickly access text formatting tools such as Bold, Italic, Font Size, etc.
Office Fluent Live Preview

The Live Preview feature allows you to see the effects of your formatting commands without having to
actually apply the formdfirst. If youselect some text that you would like to format and use the font
dropdown to select a different font, you can see how your text will change immediately by simply
mousing over the font choice and watching how your document text changes (Figure 8).

Hgure 8- Live Preview
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The Live Preview function works with most other insertable and editable items as well (such as images,
tables, Word Art, etc).

Quick Styles, Layouts and Formats

These features offer prdesigned themes and colors for you to makmir documentgook more
professional.
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On theHometab, in theStylesgroup, you will see an option label&hange Styles-igure 9 shows what
is available under th€hange Stylesption.

Figure 9
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(You can use th€hange Stylesption to choose gyle sds, colors, and fontdo make a déault style for
future use, or to slecta desigrfrom a number of preset styles (Distinctive, Eleg&ancy, Modern,
Simple, etc).These styles are professionally designed and can help you to quickly alycheaist geat-
looking documents

SmartArt Graphics

A number of new styles and diagrams are available /BmgrtArtgraphics.These graphics are available
under the Insert tab in the lllustrations group. Figure 10 shows some of the styles and graphics available
by clicking on thé&martArtoption in the Illustrations group.
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Figure 10
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SmartArtgraphics is a handy tool you cage to add snap and style to your presentations and
documents. There are new options available in Shapes and Charts as well.

Document inspection and finishing tools

These tools offer the standard options for reviewing documents, such e&Spéking & Grenmar check,
and theThesaurusin an easily accessed formdthere are also tools that can be used only with
SharePoint services that allow document collaboration, sharing and cHeaxgjeng.

Customizing Your Program

You can customize your program by egsing the Options dialog area of each program and choosing the
options you wouldike to change. To open thepfions dialog boxperformthe following steps:

1. Click on the Office Button
2. Click on the program Options button on the bottom right of the Offitenu (efer back to
Figure2)

You will see a program Options dialog box similar to the one show in Figure 11. The image used in Figure

11 was taken from an instance of Microsoft Word 2007, but all Office suite programs will have options
similar to the ons shown.
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Figure 11
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By default, the Popular option set will be what you see fiEsich program willst someitems that can

be customized that are specific to it. For example, Excel 2007 has a Formulas option that can be
customized, while Word 2003ffers a Proofing optionTable 2 shows a list of options available for each
of four Microsoft Office programs.
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Table 2

MS Word - MS Outlook ~MS Excel ~MS PowerPoint
Popular Popular Popular Popular
Display Display Formulas Proofing
Proofing Proofing Proofing Save

Save Advanced Save Advanced
Advanced Customize Advanced Customize
Customize Customize AddIns
AddIns AddIns Trust Center
Trust Center Trust Center Resources
Resources Resources

Popular is a list of the options most often customized by users.

Display will show a list of display options tltan be changed in the program.

Proofingshows autecorrection options.

Save allows you to set the default file type you want to save to. For example, if many of the
people who receive your documents are still using previous versions of Microsoft Office, you
may want to change your default file type Wdord 97¢ 2003 Documento keep from having to
convert it every time you save a document.

Advancedyives an extensive list of items that can be changed, as does Customize.

The Addins option allows users to see what aithd are available to them in the program
(Word, Excel, ordverPoint). Mousing over each add name brings up a brief explanation of
what the addin does at the bottom of the page (see Figure 12).
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Figure 12
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e The Trust Center allows you another way to access the Trust Center settings on your computer
as opposed to using the Control Panel option.

e Resourcegives you a list of online resources and contacts for Microsoft products, product
registration information and your version number (this used to be located under Helsbout
in the old menu).

Many users will be fine with the default settings, but if you would like to change the way your program
looks or behaves, the Options button in the Office menu igpllaee to start.

While many areas of the Microsoft Office 2007 suite can be customized, the layout and the contents of
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