


The Microsoft Office 

Button, located at the 

top-left corner of the 

Word interface, 

displays a set of 

options that can be 

applied on a 

document as a whole.  

It provides options for 

opening, saving, 

printing, preparing, 

sending, publishing , 

and closing 

documents. 



The Ribbon is visible each time you create or edit something in Outlook. 

Specifically, you'll encounter the Ribbon when you create or modify e-mail 

messages, calendar items, contacts, tasks, or journal entries.



ScreenTip

As you position the mouse pointer over Ribbon buttons in the message 

window, Outlook will display a descriptive label.  These labels are called 

ScreenTips.
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Quick Access Toolbar

The Quick Access Toolbaris a small 

toolbar above the Ribbon. It's there to 

make the commands you need and use 

most often readily available.



Groups available on the Message tab

A new message window shows the Message

and Options tabs with groups and commands 

that you'll use when you write and send a 

message.



Groups available on the Insert tab

The Insert Tab contains 

functional groups that enable 

quick access to different 

object types, such as 

attachments, business cards, 

and signatures, that can be 

added to an email.




