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e Ribbonsi replaces all the menus and toolbars present in previous version of
Microsoft Office.

e Tabsi contains all the commands of Office 2007 applications and are grouped
according to the tasks performed such as, BEloimsert, View. Each apphtion,
however, contains different tafsee below).

o Word: Write, Insert, Page LayouReferences, Mailing&eview
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0 Excel: Sheet, InsertPage Layout, Formulas, Dat&eview, View
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o PowerPointSlides, InsertDesign, Ammations, SlideshoyReview, View
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o Office button i enables you to perform basic functions, suchraating,
opening, saving and printinglocuments as well as providing quick access to
recent documents P |
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Quick Access Toolbari provides access toequently used commandgSave.
Undo, Redo, etc.}hat can be customized by specifying the buttons you frequently
use.

PushpinT pinning documents means clicking on @iéice buttonand then
clicking on thePushpinso that you have a document easily accessibough
the Office button

Galleriesi enables you tpreviewthe result of formatting commands

Comparing two documentsi in Word 200Avhen you compare and combine
documents, you can see both versions of the docuénevith the deleted,
inserted, and wved text clearly marked in a third version of the document.

Live Preview Button - allows you to decide what style or format you want for
theobject before you implement it (located in the Galleries)

Sharing Documents as .pdf or .xpsWord 2007 supportisoth these formats
to ensure that when the file is viewed online or printed, it retains exactly the
format that you intended, and that data in the file cannot be easily changed.

Mini Toolbar +In PowerPoint 2007, when you select text, a small floating
todbar appears right next to the text itself. You can easily click on tools such as
Bold, Italic, or Font Size without having to move your mouse up to the Ribbon
and back to the text again. The Mini toolbar is somewhat translucent when you
first select textyou have to move your mouse over to it to get a solid image of the
tool buttons on it. If you move the mouse away from the toolbar, you have to
reselect the text to make it appear again.

SmartArt Graphics - PowerPoint 2007 contains a souped up diagramnogd

that allows you to quickly create all kinds of diagrams and workflow charts. When
you select and insert a SmartArt diagram, you can then use a simple outline pane
to enter the text that populates the various boxes and shapes of the diagram. You
can nsert or delete elements easily. SmartArt graphics also interact with the
shapes built into PowerPoint 2007, so after you insert a diagram, you can change
various elements of it by altering their shapes, adding shapes, modifying their
colors, and more.



