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Microsoft Word: What is the Ribbon?

The Ribbon
Tools and features in Microsoft Word 2010 are displayed on the Ribbon. The Ribbon is located at the top of the screen and stretches across the window. The Ribbon is organized into 8 different Tabs; File, Home, Insert, Page Layout, References, Mailings, Review, and View. Additional tabs will appear if pictures, shapes, tables, or charts are being used. Each Tab has several Groups, where similar tools and features are found.
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Tabs and Groups
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There are 8 different tabs in Microsoft Word 2010. When Word opens, the Home tab will be displayed. To see the tools and features on a different tab, click the tab name. Within each tab, there are several groups. The groups are listed along the bottom of the tab. A box with more options for a specific group will appear if this symbol is clicked: The symbol is located to the right of the group name when more options are available.

Home Tab

The Home tab displays a variety of tools and features used to format and move text. The Home tab can change the color, size, font, and alignment of the text. The Home tab can also cut, copy, and paste text. The Home tab has 5 groups; Clipboard, Font, Paragraph, Styles and Editing. 
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Insert Tab
The Insert tab displays tools and features used to add an item or special format to the document. The Insert tab can add pictures, symbols, or page numbers to the document. The Insert tab has 7 groups; Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols.
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Page Layout Tab

The Page Layout tab displays tools and features used to change the way text and images will be positioned in the document. The Page Layout tab controls the margins and page orientation. The Page Layout tab has 5 groups; Themes, Page Setup, Page Background, Paragraph, and Arrange.
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References Tab
The References tab displays tools and features used in academic or professional writing. The References tab will assist with using citations, footnotes, and a table of contents. The References tab has 6 groups; Table of Contents, Footnotes, Citations, Captions, Index, and Table of Authorities.
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Mailings Tab
The Mailings tab displays tools and features used to print envelopes, labels, and send mass communications. The Mailings tab has 5 groups; Create, Start Mail Merge, Write & Insert Fields, Preview Results, and Finish.
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Review Tab
The Review tab displays tools and features used to fix mistakes or write drafts of a document. The Review tab can check spelling and grammar, add comments to a section of the document, or change the language of the document. The Review tab has 7 groups; Proofing, Language, Comments, Tracking, Changes, Compare, and Protect.
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View Tab

The View tab displays tools and features to change the way the document looks on the screen. The View tab can change the zoom level, display or position the windows for 2 different documents. The View tab has 5 groups; Document Views, Show, Zoom, Window, and Macros.
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File Tab
The File tab opens a full page view to display options for saving, printing, and opening different documents.
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