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MS Word: What’s New? 
Lesson Notes 

Author: Pamela Schmidt 

Fluent User Interface Overview 
Microsoft found that most users did not use many of the Microsoft Office features because 
they were not easily accessed.  Microsoft also added many new features to the MS Office 
2007 system that would have made so many toolbars that if all the toolbars were turned on 
the user would not have a work area.  MS Office 2007 has been given a cleaner look called 
the Fluent User Interface.  The Fluent User Interface consists of Ribbons, Microsoft Office 
Button, Contextual tabs, Galleries, and Live Preview. 

Ribbons 
The Ribbon is broken up into groups of related items 
with tabs. Individual items are called Commands. 

The Ribbons can be displayed all the time or they can 
be minimized and only displayed when the tab is 
selected. 

 

To minimize the Ribbon, right click on the tabs and 
choose ñMinimize the Ribbon.ò 

 

 

 

 

Click on the little arrows at the bottom of each Ribbon section to open 
the dialog boxes similar to the older MS Office systems. 
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Microsoft Office Button 
The Microsoft Office Button has the share it, protect it, print it, publish 
it, and send it features all in one location. 

Saving 
MS Word 2007 is a different format than previous version of MS Word 
and has the extension .DOCX (Previous versions had an extension of 
.DOC).  A document saved in the 2007 format can not be opened in a 
previous version without the free converter download from Microsoft. 

Save As 

Word 97-2003 Document 

If a document is to be opened in a previous 
version, it is best to save it as a.  Features 
that were unique to 2007 will be lost. 

PDF or XPS 

A PDF file can be opened by any user with 
Acrobat Reader, but the user will not be able 
to change the document.  

Note: the free Microsoft Add-in needs to be 
downloaded for this feature. 

 

 

 

 

 

 

 

Prepare 
Prepare has several tools that can be 
used before a document is sent out of the 
office electronically. 
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Contextual tabs 
There are features that do not appear until needed.  The tools for working with pictures will 
not appear until a picture is selected.  When a picture is selected, the Contextual Tab 
ñPicture Tools ï Formatò will appear as a tab. 

 

 

 

 

 

 

 

 

Galleries 
To make the tools intuitive, Microsoft 
created Galleries displaying the 
possible results of a tool. 

 

 

 

 

Live Preview 
As a user takes the mouse over an option/selection, the document will change to reflect how 
the changes will effect the document.  The changes are not set until the user clicks on the 
option/selection. 
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Quick Access Toolbar 
This toolbar hold the tools the user wants available at all times. 

By default the Quick Access Toolbar is above the Ribbonôs tabs.  The 

position of the Quick Access Toolbar and the tools on the toolbar can be changed by clicking the little 

down arrow at the end of the toolbar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The More Commandsé will open a dialog box for adding or removing 

tools. 

 

 

 

 

The arrow buttons on the right 

allow the order of the tools to be 

changed on the toolbar. 

 

 

 

 

 

 

 

 

Page Layout and Zoom 
The buttons to change the Page Layout and Zoom are located on the bottom right of the document window. 
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Keyboard Shortcuts 
Most of the keyboard shortcuts are the same as previous versions.  The Alt key has been 
assigned to display the Key Tips in what Microsoft calls Badges..  

 

 

 

 

If you press a Quick Access Toolbar command, the command is executed.  

If you press a tab Key Tip, you'll see the Key Tips for every command on that tab.  

 

 

Help 
The Office Assistant is gone. 

The question mark at the end of the Ribbon or the F1 function key will bring 
up help. 

In the Help window, use the search field to search for the needed help.  Help 
will search the help loaded on the computer and Microsoftôs help database if internet access 
is available. 

 

 

 

 

 

 

 


