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Customizing Your Workspace

Add frequently used commands to the
Quick Access Toolbar — b
. . q —_!] " Popular f“ :
1. Click the Microsofte Office Button and then || Customiz
click Options e
’ o ’ Display
2. In the list at the left, click Customize then choose Clipboard Sroo Lhoose comman
your commands. roating All Commands
or >ave Fopular Comma
1. nght_—cllck a command or command group on Advanced Commands Mot
the Ribbon. All Commands
2. Click Add to Quick Access Toolbar. | Customize Macros
Collapse the Ribbon
To reduce the Ribbon to a single line of tabs, press CTRL +F1 or click Customize Quick Access
. .i 3 Toolbar EJ and then click Minimize the Ribbon.
@ Clicking on a tab while the Ribbon is minimized will temporarily restore the Ribbon. After you

have made your selection, it will collapse again.

Use keyboard shortcuts to access commands
p 1. Press and release the ALT key.

KeyTips are displayed for each Tab on the Ribbon, as well as the Microsoft Office Button
and the Quick Access Toolbar.

' P
i p '{r % m = Documentl - Microsoft Ward
2007 Microsoft

Office Systtfm _]r[E'l PaqulE.Ja'yuut REfE"'_LEPCES Mq.ili.r:'gs R"‘_Ew "TET
‘/” ’E Calibri 11 |. P r— 1“;_‘.'| 'EE §§|@
| [FERERE=

Clipboard '3_ Font Ma | Paragraph

See more learning resources at e |B I II - abe X, X Aav”EL.? v| |
microsoft.com/mspress

I
2. Type the letter(s) shown in the KeyTip for the feature you want to use. Typing the letter
associated with a Tab will display KeyTips for every command on that Tab.
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