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User Interface Changes Ribbons and Tabs

Between Office 2003 and Office 2016 the Office application user interface changed dramatically.
The concept of “ribbons” of functionality under each tab was introduced. Functionality was
grouped and moved, and the interface became more consistent between applications

x X

Save, Open files on

X
desktop or OneDrive

General Document

. X X X

Formatting

Things added into a

X x X

document

. Template Design
Design - X X
Themes
Margins, Fonts, Position
Page Layout X x -
Pre-defined math .

formulas
Index, Cross Ref, Table
References - X -
of Contents
Inputting, Outputting

Managing Data
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Mail merge, labels,
mailing Lists
Transitions between
Transitions . - - X
slides
Animation of text on a
slide
View a PowerPoint slide
show
Spelling, track changes,
translate
Print, edit, and other
wviews

NOTE: All the features are still there, just in different places




Desktop
Word 2016

ribbon review
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Word Startup Screen

? - 8 %

Office 365 Test

Search for online templates pol
o r 0365Test@MontgomeryCountyMD.gov

Suggested searches:  Business  Personal Industry Print Design Sets Event  Education Switch account

Aa
You haven't opened any documents recently. To 9
browse for a document, start by clicking on Open

Other Documents.

= Open Other Documents Ta ke a

‘\ tour

Blankdomment\ Welcome to Word Single spaced (blank)

Title = Staff can start a
new document by
selecting this.
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Title

e / Choose a template A

Sepremiber 7, B2 100 - £ 3per
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Word Ribbon Tabs

Paste Special HOME Find, Replace

now here now here

Insert  Design  layout  References  Mailings  Review  View Design Q Tell me what you want to do... Frey, Jan . ﬁ’r Share

d X ¢ . P O Find +
R 1 - v v A =y I— oy - = 3= A
e Calbr Body) ~[11 +| A A Aa- A =-iE-he €M q AaBbCeDe AaBbCeD: AaBbC( AaBbCel Aa B AaBbCcC AoBbCcDi AaBbCcDe AoBbCcDc AaBbCeDe AgBbCCD: AoBbCcDi AABBCCDL AABBCCDL AaBACeltT 5 -
B Capy " vac Replace
Paste . R W =S=== "=. H.¥-. i i i i e =
¥ Format Painter B I U-aex, X [ aly A S === = g i TNormal T NoSpac.. Headingl —Heading2 Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strong Quote  Intense Q.. Subtle Ref.. IntenseRe. BookTitle 5 %Seled'
Clipboard [F1 Font [F1 Paragraph [F1 Styles L Editing A

The HOME tab contains basic document editing and formatting features

Insert Table Header, Footer
now here now here

INSERT
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File Home Design Layout References Mailings Review View Design Q Tell me what you want to .. Frey, Jon S. }-'1 Share

L HE i — — i i -
BO- 0 BEOR N o e G N0 D EHEA4AZ™ T 0

- : ; [* Bookmark - F@Date&Time )
Cover EBlank Page = Table Pictures Online Shapes SmartArt Chart Screenshot 3 My Add-ins ~ Online Comment = Header Footer Page Text Quick WordArt Drop ) Equation Symbal
Page~ Page Break - Pictures - b Video [ Cross-reference b v Number~ Box+ Pats+ - Cap [ Object ~ - -
Pages Tables Tllustrations Add-ins Media Links Comments Header & Footer Text Symbols A

The INSERT tab contains items that can be added to a document such as pictures,

text, tables...




Word Ribbon Tabs

Watermark

DESIGN now here

H

Fle ~ Home  Insett teference: Review  View  § Telln 0 0 do.. Frey, JanS. 4 Share

Tt T e Tite e . Te e e Tt T e Title Title TITLE m n = Paragraph Spacing * D @ D
. , . e B ., [ etects~
Shimies  iteriene == _ Colors Fonts Watermark Page Page
T OSetasDefaul = Color~ Borders
Document Formatting Page Background A

The DESIGN tab contains template design themes
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Portrait or Landscape

now here LAYO UT

Insert  Design References  Malings  Review  View  Q Tellme Frey, JonS. ',q_ShME

@ @ [E 1= Breaks Tndent Spacing x I 2 E | [ Align~
{[1Line Numbers~ 2 Left 0" . IZ Before: 0 pt . - . :.'-5‘_1:Gmup
— Position Wrap  Bring Send  Selection

Margins Orientation ~ Size  Columns ~_ . = B
= o o bt Hyphenation®  =&Right: 0" L p=Ater 8pt Text~ Forward~ Backward~ Pane -~ Rotate

Page Setup L Paragraph L Arrange

The PAGE LAYOUT tab contains document layout items such as margins, fonts, position




Word Ribbon Tabs

Table of Contents

now here REFERENCES

st Design  Layout WGECNCHM Mailings  Review  View Q@ Tellmewhat youwanttodo.. Frey, Jon 5, ﬁ’r Share
=) Add Text ABl rﬁ']lnsert Endnote @ 5 Manage Sources . £ Tnsert Table of Figures F B Insert Ide E {57 Insert Table of Authariies
(3 Update Table AE Negt Foatnote * Esyle apn - (4] Update Table (3] Update Index (3 Update Table
Table o Tnsert nsert I sert 3 Mark
Contents Footnote = Shon Notes Citation * ¥ Biblogrphy Caption < Cross-reference Entry C\tahon
Table of Contents Footnates i (itations & Bibliography Captions Index Table of Authorities A

The REFERENCES tab contains functions for indexing, cross referencing and
Table of Contents

MAILINGS
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Fle  Home et Design Layout References [RUCIONHM Review Viw  Q Tellmewhat youwantiodo.. Frey, Jon &, "5)1arv

g ’E H,f D D B m (3 Rukes «@) H 4 M E')
=) [5G i 8 o 7 Match Fields F: Find Recipient

Envelopes Labels  StartMail  Select Edit Highlight - Address Greeting InsertMerge Prey Finish &

Merge~ Recipients + RecipientList  Merge Fields Block Line  Field (3 Update Lol Results (& Checkfo Erors Merge

Create Start Mail Merge Write & Insert Fields Preview Results Finish

The MAILINGS tab contains functions for mail merge, labels, mailing lists. etc.




Word Ribbon Tabs

Spell Check Track Changes

now here now here

REVIEW

wme  Inset Design  Layout  References Maihn;s 'r\ me what you want to do... Frey, Jon 5. }-*’_Share

AC m ABC a’%} ﬁ$ ¥ | ‘ g . E_i. 05 Simple Markup . al’rewous :@ P

.ShawMarkup " Next .
Speng& Thesaurus Word  Smart  Translate Language New Delete Previous Next | Show Track Accept Reject Compare  Block Restrict

Grammar Count lookup — ~ v Comment Comments Changs BlRevicwingPane -, v Authors~ Editing
Proofing Insights language Comments Tracking 1 Changes Compare Protect A

The REVIEW tab contains things that are used to review a document such as spell
check, track changes, etc....

Split Screen

now here

[}
O
©
G
—
[}
+=
=
[
o
1)
=
o
|
(oY)
c
=
()
=
o
=
e
§=
(%]
[
©
—
—
|
LN
O
o™
[}
O
=
G
@)

VIEW

H

File Home  Inset  Design  layout  References  Mailings  Review {3 me what you want to do.. Frey, Jon. ,‘p‘ighi"E

EE %ﬂ Eloutine  [] Ruler Q EDnePage rﬂ E E [ View Side by Side ED’-J ggi[

Eloett [ Gridiines E||3 Multiple Pages [D] Synchranous Scralling

Read | Print Web Zoom 100% New Amange  Split Switch  Macros
Mode Layout Layout | Navigation Pane B Page Width Window Al [ Reset Window Position  indaws +
Views Show Zoom Window Macros A

The VIEW tab contains functions for print, edit and other views




Word — Tabs File - backstage

Documentl - Word ? - x

Office 365 Test ~ [
Open

Pinned

N1
% Link Doc Test.docx 9/9/2015212 PM ¥
OneDrive - Montgomery County Government

@ Recent Documents

@ Sites - Montgomery County
Government Older

% Compare Test 2-12-16.docx

? ) 2/12/2016 2:18 PM
https://mcgov-my.sharepoint.com » personal = freyj_montgomery...

& OneDrive - Montgomery County
Government —

& OneDrive

3 Computer The FILE tab contains selections for
saving and opening stored

Account + Add a Place

documents in various locations
(Referred to as ‘back stage’)

Options
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Desktop
Excel 2016

ribbon review
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Excel Startup

Office 365 Test

Search for online templates Fel
Xce 0365T est@MontgomeryCountyMD.gowv

Suggested searches:  Business Personal Industry  Small Business  Calculator Switch account

Finance - Accounting  Lists

Recent

[+]

You haven't opened any workbooks recently. To
browse for a workbook, start by clicking on Open
Other Workbooks.

o=
Take a E
tour e

Welcome to Excel PayPal invoicing

@ Open Other Workbooks

Retirement Plar

Monthly
College Budget

|I| Weight Tracker

Staff can start a new . /o = (
document by selecting e 1
t h i S. : Monthly college budget

or
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Cash
Flow

Event budget Daily work schedule Family monthly budget planner
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Excel Ribbon Tabs

Paste Special Format Cells
now here H O M E now here
Bookl - Excel
ile Page Layout Formulas Data Review View Q Tell me what you want to do... Frey, Jan 5. Fj, Share
-y — =2 v
D Calibri 11 Aa T == - E—FWrapTert General - @ E& €in %( EAutoSum AY ,O
ER Copy F|II
Paste Iu i . === E3E EMerge&Center - $ - % 500 Conditional Formatas Cell Insert Delete Format Sort & Find &
¥ Format Painter B - & - ? et Formatting = Table~ Styles~  ~ M M & Clear~ Filter ~ Select ~
Clipboard ] Font ] Alignment ] Number IF Styles Cells Editing A

The HOME tab contains basic document editing and formatting features

Lines & Shapes Charts & Graphs

now here now here

INSERT

Bookl - Excel
Page Layout mulas Data Review View ‘:;:' Tell me what you want to dz Frey, Jan S, Fj, T

MEEIET R I EEE oy
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PivotTable Recommended Table = Pictures Online . ‘Mde s o Recommended M B PivotChart 3D Line Column Win/ = Slicer Timeline Hyperlink  Text Header

PivotTables Pictures i+ ™ Charts " e~ g Map ~ Loss Box & Footer |

Tables Tllustrations Add-ins Charts L Tours Sparklines Filters Links Text Symbols A
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The INSERT tab contains items that can be added to a document such as pictures,

text, tables...




Excel Ribbon Tabs

Portrait or Landscape

now here PAGE LAYOUT

Bookl - Excel

File Home Insert 3 Farmulas Data Review View Q Tell me what you want to do... Frey, Jon S, }ﬂjr Share

B colors - @ ré ID [E L ::__. E:é ;Wifith: Automatic' Gridlirm Headings 3 2 E[k ‘? @ r)k

.Fom:v E__ﬂHaght: Automatic = || [ View V] View - ’ _
Thermnes Margins Orientation Size  Print  Breaks Background Print Bring Send  Selection Align Group Rotate

(0] Effects - - - v MAreav - Titles tScale  100% 3 [Iprint (] print Forward ~ Backward~ Pane -

Themes Page Setup [F1 Scale to Fit fi Sheet Options Arrange A

The PAGE LAYOUT tab contains document layout items such as margins, fonts, position
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FORMULAS

Bookl - Excel

Home Insert Page Layout Formulas Data Review View Q@ Tell me what you want to do... Frey, Jon 5. Fj_ Share

(=] Defi - = = =
fx Z L L L L L L L @l' =] Define Name * :Trace Precedents (% Show Formulas 'E‘ . T
ft Use i o7% Trace Dependents I Ermor Checking ~ &

fx Use in Formula

Insert  AutoSum Recently Financial Logical Text Date & Lookup& Math&  More MName Watch  Calculation i
’ . [ Calculate Sheet
Function @ Used = @ @ ~  Time~ Reference~ Trig~ Functions~ Manager 5 Create from Selection &Remwe Arrows @Evaluate Formula  window Options ~
Fundtion Library Defined Names Formula Auditing Calculation A

The FORMULAS tab contains pre-defined math formulas




Excel Ribbon Tabs

Sort

now here

DATA

g < Bookl - Excel
Home Insert Page Layout Formulas leview Vi O Tell me what you want to do... Frey, Jon 5. }-"j, Share
[‘ﬁ Fram Access D |E_'¥ P Show Queries |r [=] Connection3 l Y)g Clear E"i [E Flash Fill B+= Consolidate Ei—:li;; =] Group ~ =
=| ~ AlZ = O3y admn . .
@ Fram Web -¢- @ @ Fram Table L= Properties Y Reapply E-A Remove Duplicates Elg Relationships “ EE| Ungroup = "=

Fram Other Existing New Refresh Zl Sort Filter Textto iy What-If Forecast
Dg From Text Sources*  Connections Query ™ P@) Recent Sources All~ Q Edit Links B Tf Advanced  rg)ymns co Data Validation ~ @ Manage Data Maodel Analysis*  Sheet E@ Subtotal

Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline Ll A

The DATA tab contains functions for inputting, outputting and managing data

Spell Check Track Changes

now here now here

REVIEW

[}
O
©
G
—
[}
+=
=
[
o
1)
=
o
|
(oY)
c
=
()
=
o
=
e
§=
(%]
[
©
—
—
|
LN
O
o™
[}
O
=
G
@)

Insert Page Layout Formulas Data View ':.;:' Tell me what you want to do... Frey, Jan 5, ";—i Share

EE _ ﬁ) E‘% t;] |>_§:| |(_::| E)V:| 4 Show/Hide Comment @:H Eﬂ @ %ProtectandSh frkbook

ABQ
) _ I Show All Comments EF Allow Users¥” At Ranges
Spelling Thesaurus ~ Smart  Translate New  Delete Previous Next pm Protect Protect ~ Share
Lookup Comment . Show Ink Sheet Warkbook Workbook [ Track Changes ~
Proofing Insights ' Language Comments Changes s

—
[N
D

—

The REVIEW tab contains things that are used to review a document such as spell

check, track changes, etc....




Excel Ribbon Tabs

Freeze Panes
now here

VIEW

Bookl -

Q Tell mew you wantto do.., Frey, lon S, F_j_ Share

File Home  Inset  Pagelayout  Formulas  Data  Review

View
I@ Ruler  [v] Formula Bar Q [Z; Eai FE E E;.E . BB e Lt ED'-J gg:ﬂ

‘Hide [DI Synchronous Scrolling

Mormal Page Break Page Custom Tl M Paiine Zoom 100% Zoomto  Mew Armange Freeze ) i N Switch | Macros
Preview Layout Views . Selection | Window Al Panes (] Unhide ' B Reset Window Position ' inows~ |+
Warkbook Views Show Zoom Window Macros A

The VIEW tab contains functions for printing and other views
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Excel — Tabs File — (backstage)

Bookl - Excel ? - O X

Office 365 Test - H
Open

Options

The FILE tab contains selections for
saving and opening stored
documents in various locations
(Referred to as ‘back stage’)

(]

(8}

- o S

@ Recent Workbooks Pinned o

e i T -

) E SharePoint site Test Document.xlsx 10/16/2015920 AM ¥ =
Save Sites - Montgomery County Montgomery County Government = sites » IntranetDevl » JSFTEST ... —
[

Government

Save As Last Week =
. f _Droi 0

T o OneDrive - Montgomery County ,ﬁ SharePoint Contacts-Projects.xlsx ORI ESTEY o
Government OneDrive - Montgomery County Government o

|

] Older o0

& OneDrive E DTS Team Site permisssions.xlsx ) =

X : A ) 1/20/2016 10:53 AM
Desktop » SharePoint Development Projects » DTS Tearn site CI_)
—
= Iy

Etl Computer % DTS CABLE KBAs 11.18.15.xlsx 1/12/2016 8:47 AM [an]

ey Maontgomery County Government = teams » MC311 » Shared Docu.. c

e

-

Account + Add a Place B
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| Recover Unsaved Workbooks |
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Desktop
PowerPoint 2016

ribbon review
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PowerPoint Startup

? = x
: Search for online templates and themes ye) Office 365 Test
OWe r o I n 0365Test@MontgomeryCountyMD.gowv
Suggested searches:  Presentations  Business  Orientation 4:3  Education Blue  Personal Switch account

Recent
HRC PP 1st launch Ta ke a ( 9 2
reate an

Desktop

FgJj Ready to install G3 - 2013 \ tour @ Office Mix

Desktop

Blank Presentation lcome to PowerPoint Create an Office Mix

m 2003 screen shots 10-15-14
Desktop

Staff can start a

— Orgiic new document
gl ind ourversio = by selecting
gl find your version e this.

My Documents

m Word 2003 screen shots 10-15..
Desktop

m Fnd your version (2003) 7-17-14

Deskto —
# ION

m Qutlook 2003 Screens (7-2-14)

AN
ER

Desktop

Retrospect or
[ Open Other Presentations

INTEGRAL
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Integral

Choose a

template

Facet

Mot finding what you're looking for?

Use the search box at the top to find more templates and themes.

delr|m/ae el




PowerPoint

Paste Special
now here

Insert Design Transitions Animations Slide Show
o t j t = ol
D : — Eltayou A AN
- ER Copy | ] Reset
‘aste lew AV
- ¥ Format Painter | gjige~ 3 Section~ BIUSa#S-A A
Clipboard I Slides Font

Presentationl - PowerPaoint

Ribbon Tabs

Arrange Shapes

now here

Review  View  Add-ins Q@ Tell mewhat youwant to do... Frey, Jon S.
- == [|{} Text Direction DOm () &7 Shape Fil ﬂ Find
[:]Align Text A —|_—|_,E:> @ 5~ -4 vy Shape Outline ..ac Replace ~
====|= P|:|Con\rer‘ct:o SmartArt e% RIAER 4k Arra.nge 5?;:: ' Shape Effects [Q Select~
Paragraph Drawing Editing

The HOME tab contains basic document editing and formatting features

54 Share

New Slide

now here

Design Transitions

------

am= |
141 o 2
Mew  Table Pictures Online Screenshot Photo
Slide - M Pictures M Album ~
Slides | Tables Images

Animations Slide Show

@ II il Store

Shapes SmartArt Chart & Wy Add-ins - Hyperlink Action | Comment

-

Tllustrations

Add-ins

INSERT

Presentationl - PowerPoint

Add-ins L Tell mew

Text
Box

View

v o |
& x| T

Review

Links Comments

Insert Text
now here

vhat vou

4&&':%

Header WordArt Date &  Slide
& Footer - Time Number

Text

FrF-'. 7, Jon 5,

EEDEE

Videe Audic Screen
Recording

Object ~ Equation Symbol

- - -

Symbols Media

£ Share

The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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PowerPoint Ribbon Tabs

DESIGN

H - ERS Presentationl - PowerPoint

File Home Insert i Transitions Animations Slide Show Review View Add-ins Q Tell me what you want to do.., Frey, Jan 5. H_ Share

Aa . [D @
------ - [T T - - Slide Format

Size~ Background

Aa B, B

Themes Variants Customize »

The DESIGN tab contains template design themes
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Slide Advance Timing
now here

HOo 0 - e i

File Home  Insert Design Transitions  EEERIGETE Slide Show Review  View \dd-i | me what you want to do. Frey, JonS. 8 Share
E;‘; D “’!,Suund: [NoSound]  + | Advance Slide
g _- D \_-I . @ E\ @ . . @ . @ Duration: 0200 On Mouse Click

review -

MNone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover |5 Optlons 'f‘AppIyToAII [ Atter 00:0000 =

Preview Transition to This Slide Timing A

The TRANSITIONS tab contains selections for various transition animation between

—
N
o
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slides




PowerPoint Ribbon Tabs

ANIMATIONS

H - 3~ = Presentationl
Home Insert Design Transitions Animations Slide Show Review View Add-ins  Tell me } ant to do... Frey, Jon 8. 2’, Share
* “ g * * @Animaﬂon Pane Start: Reorder Animation
';::' * . ff )11 w o] * Trigger (5) Duration: 4 Move Earlier
Pretmw o Appear o Fyln - o Wipe o osz.foe;ts Anin’::tdion ¥ Animation Painter (:'-) Delay: ¥ Move Later
Preview Animation Advanced Animation Timing A

The ANIMATIONS tab contains selections for various animations of elements on the
slide

SLIDE SHOW
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H 9~ Presentationl - PowerPoint
File Home Insert Design Transitions Animations Slide Show Review View Add-ins ':n;:' Tell me what you want to do... Frey, Jon §. F_:_ Share
‘;g) ET:) E% D&E{ I_’I'E) Glaylliayaton =1 Monitor: | Automatic -
= - Use Timings
From From Present Custom Slide  SetUp  Hide Rehearse Record Slide g s Bt Vi
Beginning Current Slide  Online~  Show~  SlideShow Slide  Timings  Show~ Show Media Controls
Start Slide Show Set Up Maonitars s

The SLIDE SHOW tab contains selections for various ways to view the presentation




PowerPoint Ribbon Tabs

Spell Check

now here

REVIEW

Presentation] - PowerPoint

i V' 4 Insert Design Transitions Animations Slide Show i View Add-ins Q Tell mewhat you want to do... Frey, Jon 5. ;_:_ Share
ABC Y oy o+ . £ Previous ~
VEP G EDDND B GURT™ § 2
Spelling Thesaurus  Smart  Translate Language MNew  Delete Previous Nest Show Compare Accept Reject ) End Start
Lookup - - Comment Comments ~ [ Reviewing Pane Reyiew Inking
Proofing Insights Language Comments Compare Ink A

The REVIEW tab contains things that are used to review a document such as spell
check, comments, etc....

Slide Master

now here
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VIEW

H - R Presentationl - PowerPoint
File Home Insert Design sitions Animations Slide Show Review i Add-ins '-'.;-' Tell me what you want to da... Frey, Jon S, Fj, Share
. . E . g = ["] Ruler . q =) . Color rﬂ E Arrange All ED'_J E
- [ ] Gridlines & Grayscale 0O % coscade L
Narmal Outline Slide Notes Reading  5lide Handout Motes _ MNotes  Zoom Fitto New Switch  Macros
View Sorter Page View  Master Master Master L] Guides Window tm Black and White Window Bz Move Split Windows »
Presentation Views Master Views Show M Zoom Color/Grayscale Window Macros A
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File Tab Export — Sub Menu
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OneDrive File is now Always
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Ribbon Interface Change Ribbon View
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Ribbon Interface Collapsed Ribbon View
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Only the tab will be displayed. -

NOTE:
Every time you wish to perform a function the
ribbon is displayed and then retracts after.
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