Overview of Ribbon in Office 2010
Word

	2010
	Tasks
	2003 Menu or Toolbar

	File
	Save, Print, Help and Options 
	File, Tools (Options), Help combined

	Home
	Enter and Format Text 
	Edit, Format (Top section) combined

	Insert
	Add Headers, Footers, Illustrations and Tables to document
	Insert, View and Tables Menus combined

	Page Layout
	Format pages 
	Format Menu (Bottom section), File-Page Setup Menu combined

	References
	Add Reference Marks such as Footnotes, TOC, TOA 
	Insert (Reference portion)

	Review
	Proofing, Commenting and Track Changes 
	Tools (center menu)


Excel

	2010
	Tasks
	2003 Menu or Toolbar

	File
	Save, Open, Recent documents, Close, Print, Help, Options
	File, Tools (Options), Help

	Home
	Enter, Edit, Format, Sort and Search Data
	Edit, Insert, Format, Data

	Insert
	Add Headers, Footers, Illustrations, Graphs, and Tables to document
	File (Page Setup), Insert, Data (Tables)

	Page Layout
	Format pages for Printing, Arrange Objects
	File (Page Setup)

	Formulas
	Add Calculations, Formulas, Functions
	View (Formula Bar), Insert (Functions), Tools (Formula Auditing)


Outlook

	2010
	Tasks
	2003 Menu or Toolbar
	Eudora Menu or Toolbar

	File
	Save, Open, Print, Import, Help, Options (setup signature block and stationary)
	File, Tools (Options), Help
	File, Tools (Stationary, Signature, Options), Help

	Home 
	Create (email, appointment, meeting, contact), Delete or Reply to email, Create Rules
	File, Edit (Mark), Tools (Rules), Actions
	Message, Special (Make Filter), Tools (Filter)

	Send/Receive
	Send & Receive email
	Actions
	Toolbar within new email

	Folder
	Create new Folders and Search Folders, Organize 
	File (New, Archive), Edit (Mark)
	Mailbox (New)

	View
	Reveal or Hide Panes or Windows, Flag email
	View, Actions (Follow UP)
	Tools(Options-Display)


PowerPoint

	2010
	Tasks
	2003 Menu or Toolbar

	File
	Save, Open, Print, Recent Documents, Help, Options
	File, Tools (Options), Help

	Home
	Enter and Format Text, Add slides, Drawing
	Edit, Insert, Format

	Insert
	Add Illustrations, Images, Graphs, and Tables to presentation
	Insert

	Design
	Format pages
	File (Page Setup), Format (Slide Design)

	Transitions & Animations
	Control how presentation flows
	Slide Show

	Slide Show
	Setup show timing, Show Slide Show
	Slide Show


