Common Features of Office 2007 Applications

The Office 2007 Environment

With the launch of Vista, Microsoft has taken the opportunity to update the look of its Office applications.  Most of the Office 2007 programs have same basic design, with some variations based on the program’s particular functions.
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Office Button

At some point you will need to Save, Print, Open a document or start a New one.  These essential features can all be found by clicking on the Office Button at the top left hand corner of the screen.
Under the Office Button you can also customize an Office program’s display and settings by clicking the new Options button (e.g. [image: image6.png]


). 
Right next to the Office Button is the Quick Access Toolbar [image: image2.png]


, which should display the Save, Undo, and Redo icons.  You can customize what commands are shown on this bar by clicking the down arrow [image: image3.png]


 to the right of the features shown and choosing what other options you wish to appear.

Microsoft Word Ribbon
The most noticeable change in Office 2007 is the replacement of the pull-down menus and toolbars familiar to users of Office 2003 and earlier releases with the more intuitive and visual tab-based Ribbon.  This new, graphical Ribbon is made up of Command Tabs that make the full range of options easily accessible.  Commands are organized into logical groups and collected under tabs.  Each tab relates to a particular activity, such as laying out a page or inserting objects like graphs and pictures.
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The Ribbon in Microsoft Word
If you would like to temporarily minimize the Ribbon to make more space on your screen, double click the title of the active tab.  The Ribbon will reopen when you click on a tab and will minimize again when you move the mouse away.  To open the Ribbon fully, double click the active tab again.
Office 2007 also includes ScreenTips — if you do not recognize an option, just hover your mouse pointer over the button and a full description will appear.

NOTE: Publisher 2007 does not include the Ribbon, and still uses pull-down menus and toolbars.

Command Tabs

Office 2007 applications automatically open with the Home tab visible, which contains most of the features needed to create a basic document, such as font and paragraph settings.  Tools for each command tab are divided into groups (e.g., the Clipboard, Font, and Paragraph groups in Word's Home tab). Some command tabs are context-sensitive, displaying only when a particular feature is being used. For example, when a table has been inserted into a Word document, the Design and Layout tabs appear in the Ribbon.
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The Design and Layout tabs appear when a table has been inserted in Word 2007

	Keyboard Shortcuts

	

	File Operations
	Edit Operations

	Action
	
	Key Command
	Action
	
	Key Command

	Open a file
	>
	[Ctrl] + [O]
	Cut
	>
	[Ctrl] + [X]

	Close a file
	>
	[Ctrl] + [W]
	Copy
	>
	[Ctrl] + [C]

	Save a file
	>
	[Ctrl] + [S]
	Paste
	>
	[Ctrl] + [V]

	Print a file
	>
	[Ctrl] + [P]
	Check Spelling
	>
	[F7]

	Selecting Text

	Action
	
	Key Command

	Select All
	>
	[Ctrl] + [A]

	Select one character to the right
	>
	[Shift] + [Right Arrow]

	Select one character to the left
	>
	[Shift] + [Left Arrow]

	Select to the beginning of a word
	>
	[Ctrl] + [Shift] + [Left Arrow]

	Select to the end of a word
	>
	[Ctrl] + [Shift] + [Right Arrow]

	Select to the end of the line
	>
	[Shift] + [End]

	Select to the beginning of the line
	>
	[Shift] + [Home]

	Select one line down
	>
	[Shift] + [Down Arrow]

	Select one line up
	>
	[Shift] + [Up Arrow]

	Select to the end of the paragraph
	>
	[Ctrl] + [Shift] + [Down Arrow]

	Select to the beginning of the paragraph
	>
	[Ctrl] + [Shift] + [Up Arrow]

	Select one screen down
	>
	[Shift] + [Page Down]

	Select one screen up
	>
	[Shift] + [Page Up]

	Select to the beginning of the document
	>
	[Ctrl] + [Shift] + [Home]

	Select to the end of the document
	>
	[Ctrl] + [Shift] + [End]

	Undo and Redo Options

	Action
	
	Key Command

	Undo previous action
	>
	[Ctrl] + [Z]

	Redo previous action
	>
	[Ctrl] + [Y]

	Cancel any action
	>
	[Esc]

	Navigating Within a File

	Action
	
	Key Command

	Move one character to the left
	>
	[Left Arrow]

	Move one character to the right
	>
	[Right Arrow]

	Move one word to the left
	>
	[Ctrl] + [Left Arrow]

	Move one word to the right
	>
	[Ctrl] + [Right Arrow]

	Move one paragraph up
	>
	[Ctrl] + [Up Arrow]

	Move one paragraph down
	>
	[Ctrl] + [Down Arrow]

	Move up one line
	>
	[Up Arrow]

	Move down one line
	>
	[Down Arrow]

	Move to the end of one line
	>
	[End]

	Move to the beginning of one line
	>
	[Home]

	Move one screen up
	>
	[Page Up]

	Move one screen down
	>
	[Page Down]

	Move to the top of the next page
	>
	[Ctrl] + [Page Down]

	Move to the top of the previous page
	>
	[Ctrl] + [Page Up]

	Move to the end of the document
	>
	[Ctrl] + [End]

	Move to the beginning of the document
	>
	[Ctrl] + [Home]


