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The Ribbon
Each page of NAV includes a “Ribbon”. The ribbon is located at the top of each page and the selections change based on the page the user is looking at. 
Groups
Tabs
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Figure 1
Refer to Figure 1. The ribbon is made up of tabs—Action and Report, groups—New Document, General, and Page, and then the tasks within those groups. Each of these sections is customizable to the user. Any item in these sections can be added, deleted, renamed, or moved.  
To customize the ribbon, right click on the blank area to the right of the last group and select CUSTOMIZE RIBBON or click on the back office icon in the upper left of the screen. In Figure 2 it is located to the left of the “Actions” tab. Then select CUSTOMIZE and then CUSTOMIZE RIBBON as show in Figure 3. 
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Figure 3
A pop up box like the one shown in Figure 4 appears. 
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Figure 4
Deleting, Adding, and Moving Actions
Notice in Figure 4 in the “Show actions in the order:” section that there are tabs that match the tabs show in the ribbon—Home, Actions, Navigate, Report, and there are groups that match as well—New, Manage, Process, Report, View, and Show Attached. Each of the actions is include in the groups as shown in the “Show Attached” group with OneNote, Notes, and Links. 
Using Links as an example, let’s say the user does not use links and would like to remove that from the menu. Click on “Links” to highlight it, click on “Remove” from right hand menu and then OK. Links is now removed from the group. 
To add to an existing group either find the task to add in the “Available actions” section or use the search bar to find the item. Click on the item to add. This will highlight the item. Then in the “Show actions in the order” section click on the group where you want it added. Both the item and the group need to be highlighted. Then click on the “Add” button located in the middle of the screen. Select OK in the lower right corner and the item will show in the tab and group you added it to. 
To change the order of the items within a group or between groups and tabs, select the item to be moved and use the “Move up” or “Move down” button from the right hand menu. 
Adding Tabs and Groups
User defined tabs and groups can be added to the ribbon, but they are dependent on each other. Tabs need groups, and groups cannot be added without adding them to a tab. 
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Figure 5
Example: The user does some of the tasks within Sales Order, but not many. They want to create a tab and a group for only those actions they are responsible for, but don’t want to completely redo the default ribbon because at times they are asked to some of the other tasks. 
[bookmark: _GoBack]Highlight an existing tab. The new tab will be created after the tab highlighted. Click on “Create Tab” on the right hand menu. Name the tab. Then with the new tab highlighted, click on “Create Group”. Name the group. With the new group highlighted search for or select an action from the “Available Actions” sections. Click on “Add” to include it in the new group. Repeat this for each action that is needed. Once finished, click on the “OK” button in the lower right corner. The new items are added to the ribbon. 
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