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Table 1-1 The Growth of Word

Release Screen resolution Toolbars Added Features

Word for 
Windows 1.0
(1989)

640 × 480 2

Word for 
Windows 2.0
(1992)

640 × 480 2 Nested dialog boxes

Microsoft 
Word 6.0
(1994)

800 x 600 8 Right-click contextual menus, Tooltips, 
tabbed dialog boxes, toolbars on bottom of 
screen, wizards

Microsoft 
Word 95 
(1995)

800 x 600 9 Auto spell-check, Auto features (such as 
AutoCorrect)

Microsoft 
Word 97 
(1996)

1024 x 768 18 Toolbars all around screen and floating, 
redockable menu bar, multilevel context 
menus, icons on menus, grammar check-
ing, hierarchical pull-down menus, Office 
assistant
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Release Screen resolution Toolbars Added Features

Microsoft 
Word 2000 
(1999)

1024 x 768 23 Expanding menus, default toolbars on a 
single row, help pane

Microsoft 
Word 2002 
(2001)

1024 x 768 30 Task panes, Type a question for help box, 
Smart Tags, Paste options

Microsoft 
Word 2003 
(2003)

1024 x 768 31 11 new task panes; Research features

Note

For an interesting behind-the-scenes look at the design choices that went into the 

dramatic user interface changes in Microsoft Offi ce 2007, see Offi ce program man-

ager Julie Larson-Green’s video on Channel 9: http://channel9.msdn.com/Showpost.
aspx?postid=114720.

A Whole New Way of Working: Word 2007 Changes

Note

For an interesting behind-the-scenes look at the design choices that went into the

dramatic user interface changes in Microsoft Offi ce 2007, see Offi ce program man-

ager Julie Larson-Green’s video on Channel 9: http://channel9.msdn.com/Showpost.
aspx?postid=114720.
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What the Work World Needs Today

Enter Word 2007
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Figure 1-1 The Ribbon displays the Header & Footer Tools contextual tab, which contains all 
options related to headers so that you can find what you need easily when you add a header 
to your document. 

A Whole New Way of Working: Word 2007 Changes 5

C
h

a
p

te
r 

1

C01.indd   5 2/12/2007   8:28:01 PM



Getting Familiar with the Word 2007 User Interface
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Find What You Need, Intuitively
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Figure 1-2 The Word 2007 window.

Exploring the Ribbon
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Figure 1-3 Contextual tool tabs appear above the Ribbon when an object is selected in the 
document.

Note

The Ribbon is fully displayed by default when you begin working with Word 2007. If you 

want to minimize the Ribbon to get maximum room on the screen, press Ctrl+F1. The 

Ribbon reduces to the menu bar only. To redisplay the Ribbon, press Ctrl+F1 again. If you 

want to reduce the display of the Ribbon to only the command tabs, you can double-

click any tab to minimize it. Then, to redisplay the full Ribbon, simply double-click any 

command tab.

A Major Redesign for the File Menu

Note

The Ribbon is fully displayed by default when you begin working with Word 2007. If you 

want to minimize the Ribbon to get maximum room on the screen, press Ctrl+F1. The 

Ribbon reduces to the menu bar only. To redisplay the Ribbon, press Ctrl+F1 again. If you 

want to reduce the display of the Ribbon to only the command tabs, you can double-

click any tab to minimize it. Then, to redisplay the full Ribbon, simply double-click any 

command tab.
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Figure 1-4 The Offi ce Button provides you with additional choices when you select the major 
commands.

Tip

One of the fi rst things you’ll see when you click the Offi ce Button is the new expanded 

Recent Documents list. This is a great way to get to your favorite documents directly, 

without using the Open dialog box.

Choose File Tasks Quickly with the Quick Access Toolbar

Tip

One of the fi rst things you’ll see when you click the Offi ce Button is the new expanded 

Recent Documents list. This is a great way to get to your favorite documents directly, 

without using the Open dialog box.
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Figure 1-5 Add your favorite tools to the Quick Access Toolbar.

Note

If you add a number of tools on the Quick Access Toolbar, you may want to give it more 

room by displaying the toolbar in its own row below the Ribbon. Right-click anywhere 

on the Ribbon and choose Show Quick Access Toolbar Below The Ribbon. To return the 

display of the toolbar to its original state, right-click the Quick Access Toolbar and choose 

Show Quick Access Toolbar Above The Ribbon.

Using Dialog Launchers

Note

If you add a number of tools on the Quick Access Toolbar, you may want to give it more 

room by displaying the toolbar in its own row below the Ribbon. Right-click anywhere 

on the Ribbon and choose Show Quick Access Toolbar Below The Ribbon. To return the 

display of the toolbar to its original state, right-click the Quick Access Toolbar and choose 

Show Quick Access Toolbar Above The Ribbon.
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Figure 1-6 Dialog launchers display dialog boxes.
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Figure 1-7 Click the More command at the bottom of a gallery to display additional options.

Applying and Using Themes

Getting Familiar with the Word 2007 User Interface 13
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Figure 1-8 The theme you choose for your document helps you make formatting choices for all 
the elements in your document with a single click.

Working with Galleries
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Figure 1-9 Some galleries display a few choices in the command tab of a selected tab.

Figure 1-10 Some galleries open as palettes, enabling you to easily see which choice fits your 
project.

Using Live Preview
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Figure 1-11 Live Preview lets you see how a choice will look before you select it.

Note

Live Preview is especially helpful when you are trying to get just the right look for a spe-

cifi c item. Use Live Preview to quickly test out different styles, select chart options, add 

shadow or glow to a picture, or choose another document theme, color, or background.

Making Quick Formatting Changes with the Mini Toolbar

Note

Live Preview is especially helpful when you are trying to get just the right look for a spe-

cifi c item. Use Live Preview to quickly test out different styles, select chart options, add 

shadow or glow to a picture, or choose another document theme, color, or background.
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Figure 1-12 The Mini Toolbar displays quick formatting choices whenever you select text.

Note

If you fi nd the Mini Toolbar distracting or don’t think you’ll use it, you can turn off the 

feature by clicking the Offi ce Button and choosing Word Options (in the lower-right 

corner of the menu). In the Popular section, click the Show Mini Toolbar On Selection 

checkbox to clear it. Then click OK. Now the Mini Toolbar is disabled and will not ap-

pear the next time you select text. (It will appear, however, when you right-click selected 

text.) To reactivate the MiniToolbar, display the Options dialog box again and reselect the 

checkbox.

Viewing Documents in Different Lights

Tip

You can alternately suppress and display the top and bottom margins of your document 

in Page Layout view by double-clicking the space between the pages. By default, Page 

Layout view shows a gap between pages. Position the pointer over the page break, and 

the pointer changes to two arrows. A tooltip prompts you to double-click the space to 

remove it. Double-click at that point at the space between the pages is removed, en-

abling you to view text before and after the break in a continuous paragraph. To return 

the page display to the default setting, position the pointer over the page break line and 

double-click.

Note

If you fi nd the Mini Toolbar distracting or don’t think you’ll use it, you can turn off the 

feature by clicking the Offi ce Button and choosing Word Options (in the lower-right 

corner of the menu). In the Popular section, click the Show Mini Toolbar On Selection

checkbox to clear it. Then click OK. Now the Mini Toolbar is disabled and will not ap-

pear the next time you select text. (It will appear, however, when you right-click selected 

text.) To reactivate the MiniToolbar, display the Options dialog box again and reselect the 

checkbox.

Tip

You can alternately suppress and display the top and bottom margins of your document 

in Page Layout view by double-clicking the space between the pages. By default, Page 

Layout view shows a gap between pages. Position the pointer over the page break, and 

the pointer changes to two arrows. A tooltip prompts you to double-click the space to 

remove it. Double-click at that point at the space between the pages is removed, en-

abling you to view text before and after the break in a continuous paragraph. To return 

the page display to the default setting, position the pointer over the page break line and 

double-click.
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Figure 1-13 Full Screen Reading view enables you to view, comment on, and edit your docu-
ment with a maximum amount of room on the screen.
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Figure 1-14 Web Layout view shows you what your document will look like as a Web page.

For more about creating and editing Web pages in Word, see Chapter 29, ”Building Profes-

sional Web Sites.”

Using Special Views: Document Map and Thumbnails 

Getting Familiar with the Word 2007 User Interface 19
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Figure 1-15 The Document Map gives you a panel of clickable headings you can use to navigate 
among sections in a long or complex document.
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Figure 1-16 Thumbnails view enables you to see miniature graphical representations of the pages 
in your document.

A New View for Headers and Footers
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Displaying Rulers and Gridlines
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Note

If you don’t like rulers cluttering up your work area and you want to remove the vertical 

ruler in Print Layout view, you can turn it off using Word Options. Click the Offi ce But-

ton and choose Word Options. Choose Advanced and scroll down to the Display options. 

Click the last option in the group, Show Vertical Ruler In Page Layout View, to clear the 

option’s checkbox. Click OK to save your changes. When you return to Print Layout view, 

the vertical ruler will be gone.

Figure 1-17 Gridlines enable you to align pictures, charts, and other elements in your document.

Viewing More Than One Page at a Time

Note

If you don’t like rulers cluttering up your work area and you want to remove the vertical 

ruler in Print Layout view, you can turn it off using Word Options. Click the Offi ce But-

ton and choose Word Options. Choose Advanced and scroll down to the Display options. 

Click the last option in the group, Show Vertical Ruler In Page Layout View, to clear the 

option’s checkbox. Click OK to save your changes. When you return to Print Layout view, 

the vertical ruler will be gone.
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Figure 1-18 Use the Zoom dialog box to change the way your document is displayed.

Working with Multiple Documents
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For more about reviewing, comparing, and merging documents, see Chapter 19, “Collaborat-

ing Online and Sharing Documents.” 

Note

Depending on the number of open document windows and your screen resolution, the 

Ribbon may disappear when you use the Arrange All command. This is due to the auto 

scale feature of the Ribbon. To return the view of the Ribbon, simply resize the height of 

the document window.

Note

Depending on the number of open document windows and your screen resolution, the 

Ribbon may disappear when you use the Arrange All command. This is due to the auto 

scale feature of the Ribbon. To return the view of the Ribbon, simply resize the height of 

the document window.
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Figure 1-19 You can easily compare Word documents by using the tools in the Window command 
set of the View tab.

Note

If you also like open documents to appear as a single task on your Windows Taskbar, you 

can use Word Options to display them that way. Open the Offi ce Button, choose Word 

Options, and then click Advanced. Scroll down to the Display options and click Show All 

Windows In The Taskbar to select it. Click OK to save your changes.

Understanding Status Bar Data and Tools

Note

If you also like open documents to appear as a single task on your Windows Taskbar, you 

can use Word Options to display them that way. Open the Offi ce Button, choose Word 

Options, and then click Advanced. Scroll down to the Display options and click Show All 

Windows In The Taskbar to select it. Click OK to save your changes.
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Figure 1-20 The Customize Status Bar menu allows you to add or remove additional options.

Controlling Word 2007 Options

Controlling Word 2007 Options 27
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Figure 1-21 Display the Word Options dialog box by opening the Office Button and clicking Word 
Options in the bottom right corner of the menu.
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Note

Embedding fonts in your Word documents increases the size of the fi le.

Setting Up the Microsoft Word Trust Center

Note

Embedding fonts in your Word documents increases the size of the fi le.

Setting Up the Microsoft Word Trust Center 29
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Figure 1-22 The Trust Center provides you with a number of categories you can use to protect 
your files and your computer system.
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Note

If you’re interested in setting up parental controls for your version of Word, go to the 

Trust Center and click Privacy And Research Options. Parental Control is available in the 

lower-right corner of the Research Options dialog box.

Using Your Word Resources

Note

If you’re interested in setting up parental controls for your version of Word, go to the 

Trust Center and click Privacy And Research Options. Parental Control is available in the 

lower-right corner of the Research Options dialog box.

Using Your Word Resources 31
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Figure 1-23 The Resources category in the Word Options dialog box enables you to get program 
updates, diagnose problems, and more.

What’s Next
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