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Goal: Quick Start for New Office 2007 Users

Introduce and highlight new
Office 2007 program feature

(Word, Excel and PowerPoinjt

N—"

\
Identify sources of help with
Office 2007
J
\

Provide opportunity for users
to share experiences




Office 2007: Introduction
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Many of the new features presented here apply to multiple Office applications
Sources for more information are identified throughout the presentation

Presenter is no expert, but plans to share what has been learned thus far
Attendees are encouraged to share what you have learned for the benefit of all
Questions are welcomed!
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Office 2007 File Formats

A Office 2007 file format was changed to the Open XML (Extensible Markup
Language) format:
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Reduced file sizes (auttompressed)

Makes documents safer (by separating files that contain scripts or macros, making it
easier to identify and block unwanted code or macros)

Less susceptible to damage

Enables new features, likemartArtGraphics

improve file and data management, data recovery, and interoperability

Any application that supports XML can access and work with data

Backward Compatibility: Office 2007 can open and save files in older formats

A Read more about XML:

C

http://msdn.microsoft.com/enus/library/aa338205%28office.12%29.aspx




Office 2007: File Formats and Macros
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Office 2007 can run macros embedded in existing Office documents and template
Macros are useful tools for automating repetitive tasks

Macros save keystrokes by automating frequently used sequences of commands
Macrosare program executables

Security riskMalicious software can be hidden in macro

By default, Office 2007 will block code and display the Document Alert Bar.

2 versions of XML file format _Application Macrofree Macro-enabled

. Excel XlIsx Xlsm
G Disallows macros PowerPoint .pptx .pptm
¢ Allows macros Word .docx .docm

More info:

¢ http://www.directionsonmicrosoft.com/sample/DOMIS/update/2006/06jun/0606ccmt
02.htm




Office 2007 User Interface

Office 2007.ppt [Compatibility Mode] - Microsoft PowerPoint
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Why the redesign?

A Original user interface had grown to ovE000 commands
A New user interface design was based on research and user feedback
A Visual design provides visual choices
¢ Easier to find commands
¢ Easier to add more features
A Most popular commands are largest
A Related commands grouped together
A Goal to make mostommonly used commands visible
A alRS | GaO2NB¢ asSiu 2F O2YYlIyRa Yz2al LI
A Made user interface customizable
A Changed file format for a number of reasons



Examine a . docx file
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¢ Create a simple Office Word 2007 document, save the file and close it.

¢ Change the file extension for your new document to .zip.

¢ Open that ZIP package and take a look around.

A Open the relsfolder and you'll see a file namerkls., which defines the
relationships between the tofevel document components

A Open the word folder; you'll see that it contains such itemd@sument.xml
(that's the main document body), styles.xml, and other parts that are probably
familiar.

A You might also see some additional files and folder names depending on the
content in your file. For example, you'll see a media folder if your document
contains pictures, sound files, or other media.

A Thank you to TinHentsch APST



Office 2007 User Interface Components

Office Button

Ribbon

Quick Access Toolbar

Dialog Box Launcher
Document Information Panel
Galleries and Live Preview
Help is improved and expanded
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NeW Offlce BUttOn & Menu l'fk Home | Inslert Design Animations
“iil' &% Cut IJ [55] Layout » | [

S =3 Copy |_|Reset N
aste
v J Format Painter | s"dev » Delete | i

Clipboard T || Slides

Most noticeable change, File menu has been replaced by new Office button
Contains commands for:
Open
Close
Save/Save As
Send (email)
Managing Office Files
Publish (has to do with MSharepointservices)
PrepareOptions to inspect document and mark as fimations(Readonly)
Recently used documents
Program options
Office button is flashing on first use
More info:
¢ http://office.microsoft.com/enus/help/HA101828951033.aspx
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http://office.microsoft.com/en-us/help/HA101828951033.aspx
http://office.microsoft.com/en-us/help/HA101828951033.aspx
http://office.microsoft.com/en-us/help/HA101828951033.aspx

Office Button -Application Options
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A Use to set application defaults
A Can customize for your use

PowerPoint Options
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& Change the most popular options in PowerPoint,

Proofing
Save Top options for working with PowerPoint
Advanced Show Mini Toolbar on selection i)
Zheton Enable Live Preview i/
ustomize : >
|:| Show Developer tab in the Ribbon '
Add-Ins Always use CleatType
Trust Center Color scheme: ’ Blue v
Resources ScreenTip style: i Show feature descriptions in ScreenTips v

[: Personalize your copy of Microsoft Office

User name: ]westbrou

Initials:
Choose the languages you want to use with Microsoft Office: Language Settings...

[ OK ][ Cancel L




Office Button Displays Recently Used Documents
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A By default, up to 9 recently used docume‘® —
appear in list

A Can customize list of recently used

| New

documents l_:_:l N Q o q
¢ Turn feature off/on ﬂ A a
¢ Change number of files that appear @ = 2 &
¢ Clear list of recently used files [ e » -1 :
¢ Keep afilein the list of recently used files | =g = S |
(E _
| & e e

| ~N
i ‘ Close

(2 exceroptions[§ X ext xcer |

A For more information: http://office.microsoft.com/ems/infopath-
help/customizethe-list-of-recently-usedfiles-
HA010075984.aspx?CTT=5&o0rigin=HA010182895



Office 2007 Ribbon

A The Ribbon replaces menu and toolbars
¢ Access, Excel, PowerPoint, Word and some aspects of Outlook

A Designed for quick navigation

A Commandsare organized into logicgroups (like old
toolbars)

A Logical groupings are organized itabs (or layers)
A Tabs relate to a type of activity

¢ Page layout, writing, etc.
¢ Some tabs are context sensitive (only shown when needed)
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A Can minimize for more space

Office 2007.ppt [Compatibility Mode] - Microsoft PowerPoint T B
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Office 2007 Ribbon
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most people do every day

Commands most often used are made bigger
More info: New to the Office ribbon?
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Although the tabs vary across Office applications, each application has a Home ta
The Home tab is where the commands are located for the common tasks that

¢ http://office.microsoft.com/enus/support/officeribbonfind-commandsFX101851541.aspx
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Minimize Ribbon Briefly

A To quickly minimize the Ribbon,
¢ doubleclick the name of the active tab (tab that is currently displayed)

A To quickly restore the Ribbon
¢ Doubleclick a tab again to restore

A Or useKeyboard shortcut
¢ To minimize or restore the Ribbon, press CTRL+F

Minimize Ribbon Briefly

®  Toguickly minimize the Ribbon,
— double-clickthe namzoftheactivetzb




Always Minimize Ribbon

A ClickCustomize Quick Access Toolbar
A In the list, clickvlinimize the Ribbon

A To use the Ribbon while it is minimized, click the tab, and
then click the option or command

A For example, with the Ribbon minimized,
¢ selecttext in your Microsoft Office Word document
¢ click theHometab
¢ intheFontgroup, click the size of the text you want
¢ After this, the Ribbon goes back to being minimized.

A To restore, click Customize Quick Access Toolbar
¢ Click Minimize the Ribbon



Excel 2007: Ribbon Display

A Ribbon appears differently based upon

C screen resolution

w low resolution, for example to 800 by 600 pixels, a few groups on the Ribbon will display the
group name only, not the commands in the group. You will need to click the arrow on the
group button to display the commands

¢ window size

w There is a window size at which some groups will display only the group names, and you will
need to click the arrow on the group button to display the commands



Quick Access Toolbar
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A More info:

By default, located in uppdeft corner next to the MS Office Button
Customizable toolbar (per Office application) to contain frequently used
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¢ http://office.microsoft.com/assistance/asstvid.aspx?assetid=ES102483571033&vwidth=

884&vheight=540&type=mediaplayer&CTT=11&0rigin=HA102481161033
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Customize Quick Access Toolbar

You can customize based on application
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Undo on Quick Access Toolbar

A Undo is found on the Quick Access Toolbar, by default
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Dialog Box Launcher
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Document Information Panel
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¢ Author

¢ Title

¢ Subject

¢ Keywords | Type: Microsoft Office PowerPoint Presentation
¢ Category Thl: Office 2007 User Workshop

¢ Status Sie: 3,99 VB,

¢ Comments Date Modified: 6{23/2010 4:39 PM

When you point to a file, this data is display€tC

Edit this data here, Office buttemPrepare>Properties

Close and Save the document

Launch Windows Explorer, point to file to view document information
Document Information does not display on network volumes

DEMO THIS



Galleries and Live Preview
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Many menus have been replaced

tglleries

When there are more options that can be displayed in a Ribbon group,
the most commonly used are displayed on the Ribbon

All options are viewable in a Gallery

For example, PowerPoint: Animations

/| T A0l 2y dazNBE

Hover over each gallery item to

see animation effectt f A @S |
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to undo

Click on your choice
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Office 2007 Keyboarding
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New keyboard shortcuts in Office 2007

For more info, Keyboarding Tutorial:

¢ http://office.microsoft.com/enus/accesshelp/keyboardshortcutsin-the-2007-office-
systemRZ010156267.aspx

2 types of keyboarding shortcuts:
Access Keys, use ALT key
¢ Provide quick access to the Ribbon
Key Combinations, CTRL + C to copy and CTRL + V t(spasteacross all
versions of Office
¢ Perform specific commands, not related to Ribbon
¢ Hover over command to see key combination, if available

Quick Reference Carlttp://office.microsoft.com/enus/accesshelp/quick
referencecardRZ010156267.aspx?section=23&|cEm8&:mode=print
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Keyboard Shortcuts: Access Keys
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A Use ALT key to display Badges showing the Key Tips, this moves focus from
document to the Ribbon
A See only 1 layer of key tip badges at a time
A ALT,H, L
¢ To display the Home tab Layout options
A Duplicate key tips across varlous tabs
A ad9a0¢ G2 3IS ' .
A a9 aO0¢ -olitkey for
Office 2007 programs
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Using Arrow Keys and Tab to Navigate the Ribbon

Can also move around the Ribbon with arrow keys

A
A Can also navigate with the Tab key, SHI&T to reverse direction
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Word 2007: Find

A Find option on Ribbon, Home taEditing>Find
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Word 2007: Select All

A Home Tab>Editing>Select>Select All
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Word 2007: Switch Windows

A When multiple Word windows are open, you can easily bring Word windows to
foreground using
A View>Switch Windows

-

A Works between Word docs, between PowerPoint docs, between Excel docs, but not between

applications
0a)) = ﬁ ¥ Different document.docx - Microsoft Word - M X
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Word 2007: Mini -Toolbar for Quick Text Formatting

A Independent of tab R
A Highlight text and (20

>

Home Insert | Page Layout | References Mailings Review View

mini-toolbar will appear E - l | Orientation ~ ¥= Breaks ~ - |A) Watermark~ | Indent .
< : .. =L (Al =5 10 Size £ Line Numbers ~ | A Page Color~ | 2 Left: ]0' :
A Point to minitoolbar to The:nes O] Marvgms S Columns~ b2 Hyphenation~ | [} Page Borders = EZ Right: ‘O’ =
form at text Themes Page Setup M+ | Page Background ﬂParagraph-:E
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Word Options
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Save Show Mini Toolbar on selection (i
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Advanced T Emkied s
|:| Show Developer tab in the Ribbon )
Customize Always use ClearType
Add-Ins Open e-mail attachments in Full Screen Reading view (i

Color scheme:

Trust Center E
ScreenTip style: | Show feature descriptions in ScreenTips s

Resources

Personalize your copy of Microsoft Office

User name: lwestbroo

mitials:  [w |

Choose the languages you want to use with Microsoft Office: [ Language Settings... ]
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Word 2007 : Formatting Text on Home Tab

A Many familiar formatting commands are in view on tHemetab, in theFont
group:Bold, Italic, Font Sizeand so on. And there are several more you'll find
useful here.

A IntheParagraphgroup you have the evaropularbulleted lists numbered lists,
and multilevel lists. You've also got your indentation and alignment commands
here as well

(™ ol Documentl - Microsoft Word
> | Home [ Insert Page Layout References Mailings Review View
| T%j t Calibri (Body) -§11 5 |K‘:'|E| = E—.'T—_f;n‘é’é-éi.-;-'“jE'
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Word 2007: Text Styles

1. Quick Styles are readyade, easy to apply, professional styles
2. Click this button to see several more ready to use Quick Styles.

3. Click the Dialog Box Launcher to open 8tglespane. This pane holds custem
made styles you might have made yourself in a previous version of Word, and it's
where you go to create new or amend existing styles.

| Documentl - Microsoft Word
Review  View
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Word 2007: Insert Tab

Add Clip Art, charts or shapes
Tables

Hyperlinks

Page numbers, text box and WordArt
And lots more
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Word 2007: Copy Table from Word/Excel to
PowerPoint

In Office 2007, the table feature has been greatly enhanced
Easier to copy table from Word or Excel into PowerPoint
Select table in Word 2007
¢ Select Tables Toeld ayoutSelect>Select Table
¢ Home tab>Copy
In Power Point,
¢ click on slide itself (do not click on a placeholder with a bullet to add text to)
¢ Home tab>Paste

A For more infohttp://office.microsoft.com/enus/powerpointhelp/add-a-table-to-
a-slideHA010105954.aspx?origin=HA010074226
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Office 2007: Zoom Slider

A Clicking the percent number to the left of the slider will open Zz®mdialog
box, where you can specify a zoom percentage.

If your mouse has a wheel, you can hold down the CTRL key and turn the wheel
forward to zoom in, backward to zoom out.

You can also findoomcommands on thé&/iewtab.
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Word 2007: Spelling & Grammar Check

p>X

Recommended to check the spelling and the grammar before you prinhaailea
document

A Word 2007 is configured to auttheck, by default

A

Settings like security and user information, spelling dictionaries and
AutoCorrectionand many others are found in Word Options
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Word 2007: Page Layout Tab

A You can check and change how your pages are laid out for the printer using the

Page Layoutab

A ThePage Setumgroup contains
¢ Size(8.5 x 11, A4, and so on)
¢ Orientation (landscape and portrait)
¢ Margins
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Word 2007: Printing

A
A

If you click thePrint command, you'll get thérint dialog box
1 Point at the arrow on the right of therint command instead, and you'll see

three commands:

¢ 2 Print, which will open the old familig®rint dialog box.
¢ 3 Quick Printwhich sends your document immediately to the default printer.

¢ 4 Print Preview which shows you how the printed document will look. If you use this
command a Iot vou m_|qht like to add it to the Quick Access Toolbar.
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Word 2007 : SmartArt Graphic

A New XML file format ability to use features, liBmartArtGraphic
A

New XML file format also supports math equations, themes, and content controls.
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Word 2007: Compatibility Mode
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appears in title bar

A Choose InsertSmartArtGraphic, theSmartArtD N> LJIKA Oé RA Ll f 2 3
T the Diagram Gallery appears instead (same as 2003)

A Stay in compatibility mode if you will share your document with people who are
using older version of Word

‘ ¥ 4UR§5 Press Release.doc((Compatibility Mode))- Microsoft Word

| Home | Insert Page Layout e = e e :
t7-j4 v Press Release.doc (Compatibility Mode) - Microsoft Word

B % : =]
| Lj Ee ‘Cambna 1o ‘ Insert | Page Layout References Mailings Review

Paste o |B|Z U -abe x, X' fila 1 E@ ERDPRITN Diagram Galler
== o I M&a@@ﬂv ks .

| Clipboard & | Font
e —— Table Picture Clip Shapes SmartArt
o oS 0
ssa (| 7 || 36
Ao o1

r | - At - _
|| Tables | Ilustrations
Press Rel 7
G
G

Press Release
Contoso Announces Quarter " Eal organization Chart
\ Used to show hierarchical relationships

Earnings stronger than last year
Contoso Pharmaceuticals today announced net incorll l OK o] [ Cancel ]

o)



Word 2007: Convert
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C,:an upgrade/convert an older document,,V\{ord ;OOB document, named Word.doc
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Conversion gives you the benefits of the new format (helps make files smaller,
more secure, and so on) amdsocan take full advantage of the new features
Receive a warning when converting, click on OK
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Once converted, filename becomes Word.docx (X=XML)
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Microsoft Office Compatibility Pack for 2007

A If share a Word 2007 document with another user who has an older version of
Word

A if his Office 2002003 installation is updated with the latest patches and service
packs, the user will be asked if they want to download a converter that will let him
open your document

A Your 2007 document won't loodxactlythe same for this user, because there are
many features in your new version of Word that don't exist in his version. But,
they can open it, and will be able to work with it and send it back to you

A The converter works only with Office 2000 SP3, Office XP SP3, and Office 2003
SP1. It works only on the following operating systems: Windows 2000 SP4.
Windows XP SP1, and Windows Server 2003
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Office 2007: File Conversions Summary

p>X

Old files stay old unless you choose otherwise
Newer features warn you if you save a file in an old format

When a new feature will be lost if you save a file in an earlier format and then try
opening it again in Excel 2007, the Compatibility Checker will warn you.

You can always save a copy of new files in new format first. You can easily kee
a Excel 200Tormat copy of the workbook. Just use Save As and tell Excel you
want an Excel Workbook §isx
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Word 2007: Beware of Track Changes
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changes (with strikéhroughg

Disable Track Changes by clicking on it once (icon gold color disappears)

Save document with Track Changes disabled
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Word 2007: Compare Documents

A Can compare 2 documents using
¢ Review tab>Compare
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Scanning into Word 2007

A Word 2003Insert>Picture>From Scanner or Camera is no longer available

With 2007, use two step process

Download picture, save as file
¢ Use vendor provided software and driver
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Office Button | Find Open | from Office 2003 ~ PowerPoint  to Commands Tips~ | Training ~ || Questions

- Find Commands _Online Tips ‘Community
¢ Insert>Picture ———— m=—
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| insert picture from scanner - p Search ~

PowerPoint = What's new »

A 2 options for scanning What happened to the From Scanner
or Camera option for adding

from Canon copiers || == pictures to a presentation?
¢ Scan & Send
(to email recipient)
¢ Scan to Zscans

The From Scanner or Camera option for adding pictures to a p ;
photo album, or workbook is not available in Microsoft Office PowerPoint
2007 or Microsoft Office Excel 2007. Instead, you can add pictures from
your camera or scanner by downloading the pictures to your computer first,
and then copying them from your computer into PowerPoint or Excel.

NOTE | For more information about how to copy a picture file from your
cametra or scanner to your computer, see the documentation included with
the camera or scanner.

After you download a picture to your computer, do the following:

= On the Insert tab, in the llustrations group, click Picture, locate the
picture that you want to add to your presentation, photo album, or
workbook, and then click Insert.




Word 2007 : Macros

o — E& Change the most popular options in Word.
‘ D!splay
Pro ok g Top options for working with Word
. Save - Show Mini Toolbar on selection
A To access macrgenable Developer T sses .
. . Customize Always use ClearType
C CIICk On the M S Oﬁ:lce bUttOn Add-Ins Ope:e-mail attaj:nents in Full Screen Reading view ()
. Color scheme: Blue v
C Se | eCt Word Or Excel Optlons :USt N ScreenTip style: I Show feature descriptions in ScreenTips v
C I n th e O ptl O n S WI n d OW, Personalize your copy of Microsoft Office
User name: [westbroo
selec:[ tt\ePopuIartab e
c / K S SH.OW Beveloper Tab |n ”bbcn’]] Choose the languages you want to use with Microsoft Office:

A Note: If enable Developer tab in Word, enabled for all Office applications
A More info:

¢ http://office -software.suite101.com/article.cfim/using_macros _in_ms_office 2007

¢ http://office.microsoft.com/enus/word-help/record-or-run-a-macro
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Word 2007: An Example Text Macro

Create a macro to format text

¢ Developer tab>Record Macro
w Assign macro name
w Assign to keyboard or Quick Access Toolbar

Select text to use for building macro
¢ Pause recording
¢ Select text
¢ Resume recording

Make font and other changes you want to automate to text
When done, stop recording

Apply the macro using macro button on Quick Access Toolbar
Can also accomplish the same atgat-F 2 NXY I 0 0 A y 3
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Word 2007: Format Painter

A To use the Format Painter,

¢ place the cursor in the text whose format you want to copy
click theFormat Painterbutton
Click on test you wish to reformat

Note: If you have more than one place to paint your formatting, make suredgable
clickthe Format Painterto get it to stay on. Then select the text that you want to paint
on the new format. Disable, by clicking on Format Painter again.
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Word 2007: MS Quick Reference Card from
Up to Speed with Word 2007

A http://office.microsoft.com/entus/training/quickreferencecard

RZ010066490.aspx?CTT=1&lcas&sectior38&mode=print

[
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SEE ALSO:
« Demo: Up to speed with Word 2007

« Interactive: Word 2003 to Word 2007 command reference guide
» Microsoft Office Compatibility Pack for 2007 Office Word, Excel, and PowerPoint File Formats

» Keyboard shortcuts in the 2007 Office system
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Office 2007: Contextual Tabs

A Contextual Tabs, specially colored tabs, which appear and disappear on Ribbon
A So, commands only become visible when needed
A Display only if object they control is inserted or selected
A For example, when insert Picture, then Picture Formatting tools become available
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PowerPoint 2007: New Presentation

A To start a new presentation:
¢ Click theMicrosoft Office Button
¢ ClickNewon the menu that opens.
¢ Choose an option in thBlew Presentationwindow
¢ Start with blank slide, template or an existing presentation

“ Recent Documents =
o |
Templates & |~ ch Microsoft Office Online for a |
[—--Blank and recent l
Installed Templat% Blank and recent

Installed Themes

My templates... |

~ Blank
Presentation
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PowerPoint 2007: Themes

A ¢KSYSa LINPOARS LINBaASYylldAaAz2zy £t221 |y
A Provides: the background design, placeholder layout, colors, and font styles to
your slides and slide element

A A theme gallery is found on the Design tab
¢ 1 Hover the pointer over a theme thumbnail
¢ 2 and the preview appears on the slide
¢ 3 Click theMore arrow for a full theme gallery and links to online themes.
A Hover to see temporary preview
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