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10 new Office 2007 interface elements 
(and what they're really called) 

By Jody Gilbert 

I've read a lot of early documents trying to sort out and describe the new 
Office 2007 interface. Not only has there been some confusion over 
where all the familiar stuff has gone and how to use the new stuff, but 
there have been rampant inconsistencies in terminology. So, for instance, 
the Office button has been variously called "the Logo button," "the Office 
icon," and "the big round control at the left end of the ribbon bar." 

To help clarify thingsðand possibly to facilitate clearer conversations 
about all these features as you help users get up to speedðI've listed 10 
major Office 2007 interface elements (using their Microsoft-given names). 

The Ribbon 

If you've seen Office 2007 (Word, Excel, PowerPoint, Access, or Outlook items such as messages), you know 
about the Ribbon. It houses tabs with functional groupings of buttons and drop-down lists that are supposed to be 
relevant to particular tasks. Some icons are bigger than others, engineered that way to add prominence to the 
most commonly used items. Below is the Ribbon that appears when you're in an Excel worksheet cell.  

If you find the Ribbon distracting or too space-consuming, toggle it out of sight using one of these methods: 

 Press CTRL-F1. 

 Double-click on any of the tab labels. 

 Right-click on the row of tab labels or any item within a tab and choose Minimize The Ribbon from the 
shortcut menu. 

 Click on the drop-down arrow at the end of the Quick Access toolbar and choose Minimize The Ribbon. 

Clearly, Microsoft saw that one coming. 

Tabs, contextual tabs, program tabs 

Each of the beRibboned apps initially displays a standard set of tabs, which vary depending on the application. 
For example, Excel's standard set of tabs (which you can see above) includes Formulas and Data, whereas Word 
offers References and Mailings. In addition to the standard tabs, you'll see specialized contextual tabs that appear 
depending on what you're working on. For example, if you insert a chart in Excel, the Chart Tools tab will appear, 
with Design, Layout, and Format subtabs, as shown below. 
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Incidentally, you may sometimes see more than one contextual tab. I was working with a picture in a table in a 
Word doc, and both the Table and Picture tabs appeared on my Ribbon. 

Tabs come with their own terminology, too: Each tab is divided into groups. So, for example, the Word Home tab 
below has groups called Clipboard, Font, Paragraph, Styles, and Editing. And certain groups (all but the Editing 
group in the Ribbon shown here) have dialog box launchers, those tiny icons in the bottom-right corner of the 
group. Click that icon and you get a traditional dialog box or task pane associated with the group. 

One more distinction to make 
regarding tabs: The Ribbon also 
sometimes displays program 
tabs. These are tabs that appear 
for certain views or authoring 
modes, such as Print Preview. 

The Office button 

Clicking the Office button displays the Office menu, which is 
sort of like the traditional File menu. It offers basics such as 
New, Open, and Save commands, along with some 
newcomers, like Prepare and Publish. In the figure to the right, 
I've purged the Recent Documents list (not that I have anything 
to hide), but it took awhile to find the option that controls that 
display. 

To save you some looking, here's the trick: Click Word Options 
(or Excel, PowerPoint, or Access Options) at the bottom of the 
menu and select Advanced. In the pane on the right, go to 
Display. You can enter the desired number in the Show This 
Number Of Recent Documents text box (0 to clear the list and 
keep it that way, and as many as 50 in Word, Excel, and 
PowerPoint. Access limits you to a maximum of nine.) Just click 
OK when you're finished. 
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