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The Office Button in Office 2007
Applications provides access to 
Range of Functions you would 
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The Fluent User Interface was designed by Microsoft to make the use of Microsoft 
Office Applications easier and more intuitive when compared to the menu system used
In the previous versions.  The Ribbon Bar design was employed to make the most 
Commonly used functions in an application readily available and minimizing the need 
To navigate through a series of menu options to find and use a feature. 

Click on the Excel  Options 
button to change the Default 
Behavior of different features 
and functions in the Excel 
Application.  



TABSɀappear along the top of the 
Ribbon Bar.  Clicking on the Tab will 
Display the group and function Icons
The Ribbon Bar displays the most commonly
Used functions.   Tabs correspond generally 
To Menu headings in Version 2003. 

Groups -

Groups ɀIn the Ribbon Bar specific functions 
To accomplish related tasks are separated into 
Named groups.  (I.e. the Font group displays all the 
Icons to functions that format text in the application) 

A small arrow in the corner of the group indicates 
That there are additional functions for this group that
Can be accessed by clicking on the arrow.   This will 
Open additional windows with options the user can 
Set.  (Note these windows will tend to be familiar and 
Similar to option windows in previous versions) 



Clip  board :  Copy , Paste 
and Format Painter  
Functions 

Font : Text formatting 
functions

Alignment :  align 
placement of text 
in Cells

Number : Formatting
Numeric cell entries 

Styles: Set conditional 
formatting,  pre-defined 
Table and Cell Format Styles 

Editing : Search, Filter 
and replace functions 
for  workbook Cells. 

Tables : Create a Pivot or 
Standard table 

Illustrations : Add graphical elements
To the presentation . 

Links : set up internet links

Charts :  Create 
Charts and Graphs 
from Cell Entries

Text :  Add text objects
To the workbook. 

Cells : Add, Delete and 
set Cell Format options



Themes : Apply pre-
defined  themes with set 
colors, fonts and effects 
for the Workbook Page Setup: Set Page 

Parameters for printing 
and Display

Scale to Fit :  Set Print
Scale Options

Sheet Options :  Include
Gridlines and Headings in 
The Print. 

Arrange : Group and 
align objects placed in 
the workbook

Function Library :  Access Pre-defined
Excel  and Mathematical Functions. 

Formula Auditing :  Audit and error check 
Formula calculations within the workbook. 

Defined Names :  Create  and 
manage named ranges of Cells

Calculation :  Re-calculate
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For applying Calculations


