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The Word  Screen 
 

 

 

 

 

 

 

 

 

 

Toolbars and menus are replaced by Tabs and Groups located on the Ribbon 

Quick Access Toolbar 

Office Button 

Viewing options are here (Print Layout, Full Screen Reading, Web Layout, 

Master Document Tools, Draft, Zoom Slider)  

Status Bar shows page number, total number of pages, number of words and whether Word sees 

any spelling or grammatical errors.  Status bar can be customized by right clicking it. 
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Word  2007:  What You Need to Know to Get Started 
 

The File menu has been replaced by the Office button.    

 

Ribbons and Tabs  
Menus and toolbars have been replaced by the Ribbon.  The Ribbon contains tabs (Home, Insert, Page Layout, 

etc.). Each tab is related to specific work you might do in Word, for example, the Page Layout tab contains 

commands related to printing and formatting, etc.  while the Insert tab contains commands related to inserting 

pictures, hyperlinks, headers, footers, etc. 

 

 

  

This is where you will find most of the commands that you found under the File menu.  In 

addition, note Word Options button where you customize Word (formerly Tools, Options). 

TIP:  To quickly cycle ǘƘǊƻǳƎƘ ǘƘŜ wƛōōƻƴΩǎ ǘŀōǎΣ Ǉƻǎƛǘƛƻƴ ȅƻǳǊ ŎǳǊǎƻǊ ƻƴ ǘƘŜ Ǌƛōōƻƴ ŀƴŘ ƳƻǾŜ ȅƻǳǊ 

mouse wheel forward or backward. 
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The Quick Access Toolbar 
 

 

 

 

 

 

 

 

Compatibility Mode  

When you open a document in Microsoft Office Word 2007 that was created in a previous version of Word (including 

2003), the document is opened in ñcompatibility modeò which is displayed in the title bar of the document.   

Compatibility Mode means that no new or improved features in Office Word 2007 are available while you are working 

with the opened document, so that people who are using previous versions of Word will also be able to edit the 

document. 

 Click a tab to access the features 

 Double click the current tab to hide the ribbon. 

Double click it again to view the ribbon. 

 Some items have their own set of tabs.   

 

Note that some groups of commands have a small 

arrow to the right of the command. Click this arrow 

to access the dialog launcher. In many cases, this 

displays the familiar dialog box for the command. 

Quick Access toolbar located above the ribbon to which you can easily add commonly used commands for 

quicker access.  Toolbar can also be moved below the Ribbon.  Right click any button on the toolbar and select 

άShow Quick Access Toolbar Below wƛōōƻƴέΦ 

 ¢ƻ ŀŘŘ ƛǘŜƳǎ ǘƻ ǘƘŜ vǳƛŎƪ !ŎŎŜǎǎ ǘƻƻƭōŀǊΥ wƛƎƘǘ ŎƭƛŎƪ ŀ ōǳǘǘƻƴ ƻƴ ŀ ǘŀō ŀƴŘ ǎŜƭŜŎǘ ά!ŘŘ ǘƻ vǳƛŎƪ !ŎŎŜǎǎ 

¢ƻƻƭōŀǊέΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƭƛŎƪ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊ ŀnd click a command in the 

list that displays to add it to the toolbar.   Finally, you can customize the toolbar by clicking the Word Options 

button (under the Office button) and selecting Customize.  To remove buttons from the QAT, right click the 

button aƴŘ  ǎŜƭŜŎǘ άwŜƳƻǾŜ ŦǊƻƳ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊέΦ 

This is the only toolbar in Word 2007 that can be customized 
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You can leave your document in Compatibility Mode or you can convert it Office Word 2007.  If you convert the 

document, you can access the new and improved Word 2007 features.  However, this will mean that those using 

previous versions of Word may be unable to edit parts of the document.  To convert the document, click the Office 

button, then click Convert.  Respond OK at the dialog box below.  

 

Keyboard Shortcuts  
 

Some keyboard shortcuts have changed. To view keyboard shortcuts, press the ALT key.   The letter that you need 

to use for the keyboard shortcut is displayed.  Press ALT again to hide the shortcuts. 

 

 

Two more thing sȣȢ 
 

 

 

 

 

  

If you position your cursor over a button on the Ribbon, a Help box displays with information about the 

feature. 

ALT+N is the keystroke shortcut for the Insert tab; ALT +P is 

the keystroke shortcut for the Page Layout tab 

Right clicking on a selection (or sometimes double clicking a single item in a document) displays a mini toolbar 

from which you can access some formatting commands. 

 


