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your work style.
��7DEV: Display the commands you can use in a Microsoft Office 
program. Click a tab to view its commands. 
��&RQWH[WXDO�7DEV: Display commands for a selected object.
��'LDORJ�%R[�/DXQFKHU: Click to open a dialog box or task pane.
��*URXS: Related commands that appear under each tab. 
��*DOOHU\: A list of options and additional choices displayed as thumbnail 
previews so you can see results before making a choice.
��4XLFN�$FFHVV�7RROEDU: Provides quick access to the commands you 
use most frequently. The Save, Undo, and Redo/Repeat buttons appear 
on the Quick Access Toolbar by default.
��7R�0LQLPL]H�WKH�5LEERQ: Click the 0LQLPL]H�5LEERQ button on the 
Ribbon. Or, press �&WUO!�+ �)�!. Or, double-click a WDE on the Ribbon. 

Or, right-click a WDE and select 0LQLPL]H�5LEERQ from the contextual 
menu.
��7R�&XVWRPL]H�WKH�5LEERQ: Right-click a tab and select &XVWRPL]H�
WKH�5LEERQ from the contextual menu. Or, click the )LOH tab, select 
2SWLRQV, and click &XVWRPL]H�5LEERQ. Use the controls in the dialog 
box to rename and rearrange tabs, and to rearrange tab commands. 
�Click the 1HZ�7DE button to create a new tab on the Ribbon. 
�Click the 1HZ�*URXS button to create a new group in a tab on the 
Ribbon.
��7R�$GG�D�&RPPDQG�WR�WKH�4XLFN�$FFHVV�7RROEDU: Click the 
&XVWRPL]H�4XLFN�$FFHVV�7RROEDU button and select a command 
from the menu. Click 0RUH�&RPPDQGV to select from a longer list of 
commands.
��*HW�+HOS: Click the +HOS button. Or, press �)�!. Or, click the )LOH tab Í
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��,QIR: Set permissions to control who can open or change the document; 
prepare the file for sharing �: Publish the document to a service or blog. 

7KH�)LOH�WDE�UHSODFHV�WKH�)LOH�PHQX�DQG�2IÀFH�%XWWRQ�IRXQG�
LQ�SUHYLRXV�YHUVLRQV�RI�0LFURVRIW�2IÀFH��&RPPRQ�ÀOH�
PDQDJHPHQW�FRPPDQGV�²�6DYH��6DYH�$V��2SHQ��DQG�&ORVH�²�
DSSHDU�DW�WKH�WRS�RI�WKH�PHQX��%DFNVWDJH�YLHZ�DSSHDUV�ZKHQ�
\RX�FOLFN�WKH�)LOH�WDE��7KH�OHIW�SDQHO�GLVSOD\V�FRPPDQGV�LQ�
WKH�)LOH�WDE�PHQX��7KH�FHQWHU�SDQHO�GLVSOD\V�RSWLRQV�UHODWHG�
WR�WKH�VHOHFWHG�FRPPDQG��7KH�ULJKW�SDQHO�GLVSOD\V�D�SUHYLHZ�
RU�DGGLWLRQDO�RSWLRQV�IRU�D�FRPPDQG�
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��7R�$GG�:RUG$UW: Click the ,QVHUW tab on the Ribbon and click the :RUG$UW�button in the Text group. Select a WordArt style and type the text in the 
text box.
��7R�0RYH�:RUG$UW: Click the WordArt object, drag it to the desired location, and release the mouse button.
��7R�)RUPDW�:RUG$UW: Click the WordArt object, then click the )RUPDW tab on the Ribbon under drawing tools. Select a formatting option in the 
WordArt Styles group or select a new Word Art style from the gallery.
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• 7R�,QVHUW�D�6FUHHQVKRW: Click the�,QVHUW�tab on the Ribbon and click the 6FUHHQVKRW button in the 
Illustrations group (Word/Excel/Outlook) or the Images group (PowerPoint), then click an available 
window.
• 7R�,QVHUW�D�6FUHHQ�&OLSSLQJ: Click the ,QVHUW tab on the Ribbon and click the 6FUHHQVKRW button 
in the Illustrations group (Word/Excel/Outlook) or the Images group (PowerPoint), then click 6FUHHQ�
&OLSSLQJ. Click and drag your mouse across the area of the program window that you want to clip.

��7R�5HPRYH�%DFNJURXQGV: Click the )RUPDW tab on the Ribbon and click the 5HPRYH�%DFNJURXQG�
button in the Adjust group. Refine the image and click .HHS�&KDQJHV.
��7R�&RUUHFW�%ULJKWQHVV�DQG�&RQWUDVW�RU�WR�6KDUSHQ�RU�6RIWHQ�D�3LFWXUH: Click the )RUPDW tab on the 
Ribbon, click the &RUUHFWLRQV button in the Adjust group, and select an option from the gallery.
��7R�&KDQJH�WKH�&RORU�RI�D�3LFWXUH: Click the )RUPDW tab on the Ribbon, click the &RORU button in the 
Adjust group, and select an option from the gallery.
��7R�$SSO\�DQ�$UWLVWLF�(IIHFW: Click the )RUPDW tab on the Ribbon, click the $UWLVWLF�(IIHFWV button in the 
Adjust group, and select an option from the gallery.

Live Preview now lets you preview and choose from different formatting options that you can apply to the content 
when it is pasted.
��7R�3DVWH�ZLWK�/LYH�3UHYLHZ��Cut or copy content. Click the 3DVWH button list arrow. Or, press �&WUO!�+��9! and click 
the 


