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Quick Reference
Microsoft® Office 2007 New Features

When using the mouse with the Ribbon, it is a 
straightforward point-and-click action. If desired, 
you may use the keyboard to select Ribbon items.

Selecting Ribbon Commands Using the Keyboard
1. Press the ALT key. 
2. Press the letter or 

number associated 
with the desired tab 
or command, e.g., 
press N to select the 
Insert tab.

3. If required, press the 
indicated key(s) again to select a command.

• Press ESC to back up or cancel the keyboard 
selection of commands.

Minimizing and Restoring the Ribbon
1. Click the Customize Quick Access Toolbar 

button.
2. Select/deselect Minimize the Ribbon to 

minimize/restore the Ribbon.
Note: While the Ribbon is minimized, tab 
names are still visible, but groups are hidden.
 - OR -

Press CTRL+F1 to minimize/restore the 
Ribbon.

-- OR --
1. Double-click the active Ribbon tab to 

minimize the Ribbon, and double-click any 
tab to restore it.
Note: To temporarily restore the minimized 
Ribbon, click a tab and select a command. As 
soon as the action is performed, the Ribbon 
will return to being minimized.

Understanding Microsoft Office 2007 File Formats
Word documents, Excel workbooks, and 
PowerPoint presentations can be saved using 
an XML-based file format. Advantages include:
• reduced file size (built-in compression)
• better data recovery if the file is damaged
• ability to read and edit the document, 

workbook, or presentation with an 
application that supports XML editing. 

The XML-based formats are available in both 
macro-enabled and macro-free versions. The 
purpose of the macro-free file type is that it 
reduces the chance of malicious code being 
embedded in the document. File extension 
names are:

Compatibility Mode is associated with the 97-
2003 formats (.doc, .xls, and .ppt). Compatibility 
Mode is intended to disable Office 2007 
features that are not completely backwards 
compatible. In other words, if you have a file with 
one of the extension names listed above open, 
you will not have access to all of the new Office 
2007 functionality.
The Compatibility Checker automatically identifies 
Office 2007 features that have been used or 
applied in documents, workbooks, or 
presentations that are being saved using a 
compatible format (.doc, .xls, and .ppt). 

Microsoft Office 2007

The features and functionality in this section 
pertain primarily to Word 2007, Excel 2007, 
and PowerPoint 2007.

APPLICATION MACRO-ENABLED MACRO-FREE

Word 2007 .docm .docx
Excel 2007 .xlsm .xlsx
PowerPoint 2007 .pptm .pptx

Program tabs - Will appear in place of the 
standard Ribbon tabs when a different view or 
mode is activated, e.g., Print Preview.

The most noticeable change is the results-oriented user interface, which has been referred 
to as “Microsoft Office Fluent”. The new user interface is designed to allow you to quickly 
access commands and perform tasks. This has been achieved by reorganizing and 
grouping commands onto the Ribbon, among other screen components, which replaces 
the menu bar and the toolbars. In addition, various task panes and dialog boxes have been 
replaced with galleries that display available formatting and other options at a glance. 
Pointing to gallery items invokes the Live Preview feature, allowing you to see how a 
formatting theme or characteristic may appear, without actually applying it. It should be 
noted that these user interface changes apply to Word, Excel, PowerPoint, and Access in 
their entirety, while only portions apply to Outlook and other Office 2007 applications.

Ribbon - Used as the primary means of navigation 
in Office 2007 applications, the Ribbon is organized 
into three levels: tabs (e.g., ) which contain 
groups (e.g., ), which contain 
buttons or menu commands (e.g., ) which are 
used to perform tasks.
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Quick Access Toolbar - Used to allow 
quick access to button commands you use 
often. Click the  button to change 
behavioral properties and customize the 
Quick Access Toolbar by adding and 
removing button commands.

Microsoft Office Button  - 
Opens the Microsoft Office menu 
containing commands commonly used 
to manage Office 2007 functions within 
a given application. The illustration 
shown (left) is from Microsoft Office 
Excel 2007. In many cases, the 
commands located in this menu are 
the same or similar to the commands 
previously available in the File menu.

Dialog Box Launcher - Used to open 
the dialog box or task pane associated 
with the group. It provides additional 
commands if required. The Clipboard 
task pane is shown above, as the result 
of clicking the Dialog Box Launcher  
button in the Clipboard group.

Status bar - Displays various status and 
mode indicators, e.g., Ready or Edit mode 
and Scroll Lock in the case of Excel.

Zoom - Click the  button to select a 
predefined zoom level. Click the  button or 
drag the slider  left to decrease the zoom 
level. Click the  button or drag the slider  
right to increase the zoom level.

Mini toolbar - A miniature, semi-
transparent toolbar that appears 
automatically above selected text/data, 

Enhanced ScreenTips - Provide a 
detailed description of the command. 
They may also include the command’s 
shortcut key and a link to a Help topic.

Contextual tabs - Will appear (in addition to the standard tabs) containing tools that 
may be used when a particular item or object is selected, for example, a picture in 
Word, a chart in Excel, etc. 

and provides access to frequently used text/data formatting 
commands. Note that the Mini toolbar and an enhanced 
ScreenTip may not be displayed simultaneously as shown here.
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