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Workshop Objective

¸ To overview Microsoft Office 2007 and 

specifically PowerPoint (the biggest 

change in many years!)

¸ To offer practical slideshow usage and 

development guidelines, as well as 

procedural help, for New, Intermediate, and 

Advanced PowerPoint Users.



Office 2007 Overview
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The Biggest Change in 10-plus Years
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¸ Office 2007 represents the biggest change to MS Office in 
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.

¸ As with anything new, change requires learning new things 
and that can take time.

¸ Worth noting is that you can still use the right mouse button 
(context sensitive commands) and 2-key combinations (ctrl + 
another key) to accomplish many task just as with the old 
1997-2003 versions.

¸ You can use files created using the old version and even 
open up new 2007 files using the old software (see free ñ2007 
Compatibility softwareò available free online from Microsoft).



The Microsoft Office Button

Options to open,

save, print, 

inspect, send,

publish,

and close files

Microsoft Office Button
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The Ribbon

Easy-to-browse

Commands

Ribbon

Tabs organized in 

the order of use
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Contextual Ribbon



The Ribbon: How it works
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¸ The new Office ñribbonò is called a ñcontextual 
ribbonòsince it changes depending upon the 
context or situation you are editing.

¸ It largely replaces the old Main Menu or pull-down 
menus which were static in most cases and did not 
adapt to your editing needs. For example:
¸ Click on a photo, and an image ribbon appears.

¸ Click on a table, and a table-supportive ribbon appears.

¸ The primary challenge for users of the older versions 
is knowing which features exist and where they are 
located. This happens even though the new ribbons 
change depending upon your needs.



Quick Access

Toolbar

Save

Undo

Repeat

The Quick Access Toolbar
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The Quick Access Toolbar can be substantially customized 

(on your own PC) to best fit your ongoing needs !)



The Home Tab

Groups available on

the Home tab
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Contextual Tabs
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Core Tabs Contextual Tab

Selected

Object



Contextual Tabs: how they work
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¸The new ñcontextual tabsò change the 

ribbons that are displayed and your 

displayed editing commands.

¸Double click (left mouse button) on a 

photo, or textbox, or a table, etc., and the 

ribbon tools change to match the editing 

commands you will very likely need. 



Dialog Box Launchers

13












































