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Bear with me while I quote John Dvorak from his August 2008 PC Magazine column, then I will tell you what my point is. 

Regarding Vista, he said: “Vista isn’t completely unusable; It’s simply hard to use. Menus have been reorganized for no apparent reason, features of XP appear to be missing or need to be turned on from some remote directory, and basic functions are now obfuscated. 

“In a nutshell, Vista manages to be more complicated than XP, performs more poorly than XP, and is more expensive than XP.”
Now, substitute Word 2007 for Vista and Word 2003 for XP and my point is made. Compared with Word 2003, Word 2007 is an involuntary learning experience for anyone

already proficient in Word and productive with one or more of the features. To name a couple I use often, are: Mail Merge, tables, labels, and fields. But, first users have to discover where basics like Help, Save As, Print and Close are.

To say Word 2007 has a steep learning curve may not scare everyone. But, to say it has a steep learning curve for experienced Word users should scare everyone, as well

as be a cause for serious concern.

Unfortunately, I didn’t fully understand how an Office 2007 upgrade for Office 2003 functioned. If you haven’t taken the step, yet, let me caution you. The upgrade wipes out Office 2003 and you cannot downgrade. I believe this step was automatically taken by

the installation. Perhaps with a full version, you would be given a choice to install the newer version into another directory, leaving the older version intact.

The first thing you notice when you open Word 2007 is the highly touted “ribbon.” Nine tabs take the place of menu items across the top of the window. The tabs do not have

the same names as the old menu items. In fact, a couple of the tab categories—Home, References and Add-Ins—are enigmatic. And as they say on “Dancing With The Stars,” the tabs “are in no particular order.”

Clicking on a tab opens a segmented toolbar of options across the top of the window that relate to that tab’s category. Although you may want to add to or rearrange the

commands on the Ribbon or change or remove a command or group on the Ribbon — as you might have done with the menu and toolbar of earlier Word versions — you cannot. 

And, you can forget about being able to revert to Word’s old style toolbars and menus. But, Microsoft helpfully advises that if you are fluent in XML programming code, you can

add tabs to the Ribbon. 

In Photoshop, the ribbon concept is intuitive and natural, and actually speeds up productivity. In Word, it can be chaotic and time-wasting.

Now, that you have this background in mind, you will better understand the images and steps that follow which is a short tutorial for simplifying Word 2007. My suggestion

for anyone using the new Word version is to first set it up to make the features you need easy to locate.

With that in mind, I’ll show you how to create a custom toolbar for the tasks that you need to perform most often. It will help to take the aggravation and time-wasting practice of hunting around and calling on Help to figure out where things are and how to use them. 

Incidently, speaking of Help, here’s a tip. When you need to turn to Help, don’t look for a tab or menu item. Just as in the old days of DOS, you must press the F1 key to make it appear!

In the upper left corner of the Word window is a round Windows logo, called the Microsoft Office Button. It will remind you of the Start button in Windows. Click on this button, it is a kind of command center temporarily until you get Word customized the way you want it. Or, it’s possible, you may prefer to use it, rather than the Quick Access Toolbar. (Nah.)

The Quick Access Toolbar is just to the right of the Microsoft Office Button. It can be likened to the Quick Launch Toolbar in Windows. (Do you see a pattern here?)

When you first open Word, the Quick Access Toolbar is empty. Click on the down arrow a slight distance away from the Microsoft Office Button. A dropdown list appears, similar to the ones you saw at the end of toolbars in Word 2003. It contains many of the general commands that you might use frequently.

Click on the commands that you want to be on the Quick Launch, er… Quick Access

Toolbar. The icons will be added to the bar and available to you with one click.

It’s almost too easy isn’t it? Well, keep in mind that with this Word version, whatever

effort you save in one area, you are going to earn by working harder somewhere else.

You may want to fill in the basic commands on the Quick Access Toolbar with different commands not on the dropdown list. In that case, right click on the down arrow for the dropdown menu and go to More Commands… at the bottom. There are five categories,

so click through them to see what they offer. You’ll be surprised. In each category, there are dozens of commands for just about any task and circumstance.

When you find a command you want to use, click to select it in the left window (see screenshot below) and click on the Add button with the arrows to move it to the right window.

Alternatively, you can click on the Microsoft Office Button. At the bottom of the dialog box click on Word Options. Then, in the list that appears on the left, click on Customize.

A familiar box with a double window will open. It is the same box that you can open from the down arrow next to the Quick Access Toolbar.

My Quick Access Toolbar has several preset command buttons and one macro that I recorded (to add the pathname to the bottom of documents). Without intentionally

doing so, I nearly recreated the Standard Toolbar offered in earlier versions of Word.

The commands that I found useful to add were Open, Blank Page, Save, Undo, Redo, Page Setup, Print Preview, Print, Show/Hide, PathName (the macro), and Close.

Although a couple of the commands are available by clicking on the Microsoft Office Button, it is still faster and less distracting to have them at the top of the window and only one click away, rather two or more.
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