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New Look in Microsoft Office 2007  
Microsoft Office 2007 introduces a new look and feel by replacing the standard menu and toolbars with the 
Microsoft Office Button, Quick Access Toolbar, and Ribbon. 
 

 
 
 

Microsoft Office Button 
 
The Microsoft Office Button replaces the 

File menu within Microsoft PowerPoint 2007 and can 

be found in the upper-left corner of Microsoft 

PowerPoint 2007.  Clicking this button will open a 

menu that allows PowerPoint documents to be 

created, saved, deleted, moved, and printed.  You 

will also find a button titled PowerPoint Options in 

the lower-right corner of the menu that will enable 

you to configure settings for Microsoft PowerPoint 

2007 and a button titled Exit PowerPoint to quit 

Microsoft PowerPoint 2007. 

 

 

 

Microsoft Office Ribbon 
The Microsoft Office Ribbon replaces the menus and toolbars that could be found in previous versions of Microsoft 

PowerPoint.  The Ribbon is composed of various tabs that are task-driven.   

The example below is from a new PowerPoint document and has a ribbon that is comprised of seven tabs:  

Home, Insert, Design, Animations, Slide Show, Review, and View.  Clicking on a tab will change the available                  

                                                                                                                        commands on the Ribbon. 
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Items on the Ribbon are further organized by logical groups.    In the example below, Slide Show is the active tab of 
the Ribbon and all options related to starting a show can be found in the Start Slide Show section of the Ribbon. 
 

 
 
Note that the Microsoft Office Ribbon cannot be customized.  The Quick Access Toolbar should be used for 
customized command options. 

Microsoft Office Quick Access Toolbar 
The Microsoft Office Quick Access Toolbar is a new component of Microsoft Office 2007 that allows for a 
customizable toolbar to display a set of commands independent of the tab on the Ribbon that is currently displayed. 
 

 
 
To customize the Quick Access Toolbar, click the down arrow to the right of the commands.  A popup menu will 
ŀǇǇŜŀǊ ǿƛǘƘ ŀǾŀƛƭŀōƭŜ ŎƻƳƳŀƴŘǎΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻƳƳŀƴŘ ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ 
command you want in the popup menu, select More Commands from the menu.  This will open a new window that 
will allow you to select from all available Office commands.  You will also find the option to display the Quick Access 
Toolbar below the ribbon. 
 

 
 

 

 

 

 

 

 


