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MS Office 2007 Overview: Training Objective

+ To identify the key differences between MS
Office 2007 and previous versions.

1To 1 ntroduce the 2007
tools: Word, PowerPoint, and Excel.

} To help users of pr&2007 MS Office versions
adapt to, and take ad

features and benefits.

+ To offer some examples of how to perform
the most commonly used features.
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Office Versions Installed @ Holy Family

AThe University has updated computers in PC Labs and
Libraries by ADDING the 2007 version of MS Office.

AThe older, Office 2003 is still installed as well to ease
your transition and allow you to try out and gradually
upgrade to Office 2007 if that works best for you.

AEmployee PCs will be updated on an as-requested
basis. Contact the IT HelpDesk for upgrading.

AWe will continue using Windows XP Professional on all
PCs. Office 2007 does not require an updating in the
Windows Operating System to Windows Vista.
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Her edos A Gr eat Soft war

Many Holy Family employees use MS Office on their home PC. Here
IS an opportunity to save over 80% off the retail price!

A Holy Familyodés faculty, as well
full (not upgvViRQifee Profesgsional Blasoforf i
only $ 79.98 plus $ 9.50 s&h via USPS.

A Purchase online from campusestore.com (same organization as
journeyed.com). You must provide proof of current faculty or
student status to receive this product that currently sells for
$500. for the basic AOffice Pro

A This version is not upgradeable, and you can only purchase one
copy per year. But, at this price (total with s&h = $ 89.48), it
represents an excellent deal.

A Here are the links: or
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http://www.campusestore.com/_landingPg/
http://www.journeyed.com/homeSelect.asp?SKW=HMSELECT1

Getting Started =~~~

Return to\
Table of
Contents




The Biggest Change in 10  -plus Years

1 Office 2007 represents the biggest change to MS Office ir
over 10 years for Word, PowerPoint, Excel, Access users.

} A brand new interface has been provided with the goal of
putting tools where you need them when you need them.

} Change requires learning new things and that can take
time. But you will gain new functionality and a faster way
to get things done using the 2007 version.

} You can use files created using the old version and even
open up new 2007 files using the old software (see free
02007 Compatibility softwe
Microsoft).
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The Most Obvious Differences

}

The new interface with the Contextual Ribbon being the
most obvious. It changes when you change focus from
text to images to tables, ETC.

Microsoft has added new file formats to Word, Excel, and
PowerPoint 2007 to reduce file size, improve security and
reliability, and enhance integration with external sources.

The most obvious change: file name extensions that are
longer: 4 characters long VS. 3 in all previous versions.

Word changed from *.doc to *.docx, PowerPoint from
*.ppt to *.pptx, and Excel from *.xIs to *.xIsx
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Plenty of Procedures Have NOT Changed

}You can stil | use the rigl
sensitive commandso) .

E.G., right click on a photo and photo commands appear.
} 2-key combinations (ctrl + another key) still to

accomplish many tasks just as you can with the older
199/~2003 versions.

E.G.ctrl+a = all,ctrl+c = copy,ctrl+v = pastectrl+y = repeat
last command.
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Sharing Files Between Office Versions

1 Word, PowerPoint, and Excel files can be shared betweer
the 2007 and older versions. But you may loose new
2007 features when a file is converted to the older
version.

yA free 02007 Compatibil ity
Microsoft at
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http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en

Fil e oSave as Typeo O]

} Word, PowerPoint and Excel 2007 offer more file sharing
options including a 0Save

} Note:Saveapdfi s consi deneéedwhase.
Installation ioptionalt is a free download available at

1 Other free file conversion software I1s available at
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http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=F1FC413C-6D89-4F15-991B-63B07BA5F2E5&displaylang=en
http://www.microsoft.com/downloads/results.aspx?pocId=&freetext=file conversion&DisplayLang=en
http://www.microsoft.com/downloads/results.aspx?pocId=&freetext=file conversion&DisplayLang=en

Explore The New User Interface

}

Even though Office 2007 looks very different from
previous versions, you can still do the same thirgand
more with more personal choices- once you become
comfortable with how commands are organized.

Many tasks are easier and more directly accessed since
Office 2007 pays more attention to what you are working
on, and changes the displayed (Ribbon) commands to
better match your needs.

The following slides will introduce the new interface
Including theOffice Button , Ribbon, Quick Access
Toolbar ,Contextual Tabs , andMiniToolbar .
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The Microsoft
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The Microsoft Office Button

AJoins some of the most popular capabilities of Microsoft Office into a
single entry point in the user interface.

AHelps users find ways to open, save, share, protect, print, publish, or
send files.

ASimplifies the core authoring scenarios by allowing the Ribbon to focus
on creating great documents
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The Ribbon

Tabs organized in
the order of use
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The Ribbon: How It works

1 The new Of fi ce o©ntexthardobod O
since it changes depending upon the context or situatior
you are editing.

1 It largely replaces the old Main Menu or paddwn menus
which were static in most cases and did not adapt to yot
editing needs. For example:

Click on a photo, and an image ribbon appears.
Click on a table, and a tab&ipportive ribbon appears.

} The primary challenge for users of the older versions is

knowing which features exist and where they are locatec

This happens even though the new ribbons change
depending upon your needs.
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The Quick Access Toolbar

Quick Access

The Quick Access Toolbar can be substantially customized

Toolbar (on your own PC) to best fit your ongoing needs!)
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The Home Tab

r
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Contextual Tabs

Core Tabs | Contextual Tab |
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) The members of the Felocation Services management team are all strong managers with
) a proven track record of sales and customer service. We expect to see revenues increase
n " " v v v
) significantly this vear thanks to their focus and experience.
- Figure 2 shows the organizational chart for the new Felocation Services Management
. team.
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Contextual Tabs: how they work

1 The new ocontextual t abso
displayed and your displayed editing commands.

} Double click (the left mouse button) on a photo, or
textbox, or a table, etc., and the ribbon tools to match
the editing commands you will very likely need.
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Dialog Box Launchers
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