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Course contents

- S ——————

Overview: A new |look to familiar programs
Lesson 1: The new Office: Made for you

Lesson 2: Answers to critical questions

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: A new look to familiar programs

-

When you open a 2007 Microsoft
) Of fice system program, Yy
= that’' s famil i ar. But you
L L new look at the top of the window.

Menus and toolbars have been
replaced by the Ribbon, which
contains tabs that you click to get to
commands.

This presentation introduces you to the

Ribbon and other new ways to make
better documents, faster.
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Course goals

—

See how the 2007 Office system has changed, and why.
Use the Ribbon to do what yol

See what the new file formats mean to you.
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The new Offi. la




The new Office: Made for you

Ye s, t her e’ s
B change to familiar
Page Layout References Mailings Review 7 Mlcrosoft Oﬂ:lce
¥ programs.
But 1 t’s goo

With the Ribbon, commands and other tools you need
are now exposed and more readily available.
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bbon?

_ B The three parts of the
Hnme‘1 Insert  Pagelay 3  References  Mailings  Review  View Ribbon are tabS,
R = # groups, and
B commands.

Clipboard ™= Font [ Paragraph P

e —— E———
""_._7'

@ Tabs sit across the top of the Ribbon. Each one
represents core tasks you do in a given program.

@® Groups are sets of related commands. They remain on
display and readily available, giving you rich visual aids.

® Commands are arranged in groups. A command can be
a button, a menu, or a box where you enter information.
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bbon?

How do you get

Home Insert Page Lay 3 References Mailings Review Wiew Started ?

i - (& NE = e E e
| B Begin with the first

Clipboard ™= Font F Paragraph ] tab

e —— E———
""_._7'

|l n Word 2007, f orHometabmpl e, that’'s t he

|t s got the commands that peopl e uUuse n
when they write documents: font formatting commands

(Font group), paragraph options (Paragraph group),

and text styles (Styles group).
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How commands are organized

Word Excel ] Commands are
(g @2 00 I EEEED) # organized by how
' Home | Insert Page Layout - Home Insert Page Layout t h e y ’ r e us e d

Calibri (Body] 1 ~f -1 - A" &

Clipboard M

Frequently used core commands no longer have to
share space with a range of remotely related commands

on a menu or toolbar.

They’ ' re the ones that get used, and so
ones most prominently featured.
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More commands, but only when you need them

_F'lctureTaals . - CommandS yOU use
References Mailings Review LES | - = most are ava.llable on

=P B R E R . Ribbon all the

~ () Picture Effects = ~ P Text Wrapping - t| me

Picture Styles ] Arrange

Others appear only
when you need them,
In response to an
action you take.

For example, the Picture Tools in Word appear on the

Ribbon when you insert a picture, and they go away
when you're done. The RiIbbon responds t

So don’t worr yalthédcogynmandsatalln’ t s ee
times. Take the first steps, and what you need will
appear.
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More options if you need them

Home Insert Cresign Aimatinns Slide Shcn:'u.r Review View Format Sometlmes a_n arrOW’
BN e e N B EREREE IE| called the Dialogue

155 E| Reset
Y I = Box Launcher,
Copboara L ' appears in the lower-
Stides [ Outline . x| .
: | right corner of a
| group.

This means more

] Double Strikemrougn

[] superscript Offset: E' [ ] Egualize Character Height OptIOnS are avalla.ble

[] subscript [ small Caps

for the group.

For example, to get to a less commonly used font option
in PowerPoint® 2007:

@ On the Home tab, click the arrow B in the Font group.

@® The Font dialogue box opens, with the full selection of
font commands.
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0, H 9 -0

References

j Ee Times Mew Roman
- =3

Clipboard =

Preview before you select

Mailings Review View

Paste. 2| [B 2 U “jabe x, x* Aa-|[¥ - A-|

wants and usually needs the highest quality sound. C
1gevity 15 a lesser factor, but still considered because

A New Formula

ns and very successful amateurs are often judged by
strument-making industry can be accepted when thei
7 it takes time and tradition to compete in this market

—

Are you familiar with
the try-undo-try cycle?

You make a change,

I t°s not wha
and so you undo and
keep trying until you

get what you had in

mind.

Now you can see a live preview of your choice before
you make a selection, which saves you time and gives
you better results.

Get up to speed with the
2007 Office system



Put commands on your own toolbar

Do you often use
Home Insert Page Layout References Mailings Review Wiew C O m m a n d S t h a
ﬂﬂesearch é‘iﬂ \j ©J Delete b : f; Final Showing Markup as qUICkly avallable as

5 Thesaurus ¥ # ) Frevious i =] Show Markup ~
Spelling & o % Mew _j o —Uﬂﬂ—ﬂﬂm—ﬂl— y OoOu ' d I | k e ?

- 3-“ "?.‘-: i v axt
Grammar 3 Translate  ag) Comment —d Mt fdd to Quick Access Toolbar [
5

Proofing Comments
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon You can eaS"y add
Minimize the Ribbon 5
] them to the Quick

Access Toolbar.

Located above the Ribbon when you first start your
Microsoft Office program, the Quick Access Toolbar
puts commands where they’'re al ways VviI si

at hand.

Get up to speed with the
2007 Office system



Working with different screen resolutions

Everything described
- Hc-me_ Insert Page Layout Formulas Data Review , W SO far app“es If your
= TR Il Bl screen is set to high
P iew " B Fun screen Message Bar resolution and the
Waorkbook Views Show/Hide program Wln dOW |S

ol

Hame Insert Page Layout Farmulas Data Review

an ) l_l it = :‘ T — y I_E‘ Mew Window E | .
Resolution || || & A = = Arrange All ¢ If not’ th'ngs Iook
Mormal{ Page Layout Show/Hide | Zoom 100% Zoomto

View = Selection || O Freeze Panes~ (] | 2 dlﬁerent_

Waorkbook Views Window

How? Like this:

 Low resolution: If your screen is set to a low
resolution, a few groups on the Ribbon will display the
group name only, not the commands in the group.
Click the arrow on the group button to display the
commands.
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Working with different screen resolutions

Everything described
Hc-me_ Insert Page Layout Formulas Data Review , W SO far app“es If your
ngh |_l .J )| Page Break Preview Ruler ¥ Formula Bar & Screen |S Set tO hlgh

Resolution I5] Custom Views V| Gridlines ¥| Headings
Mormal| Page Layout

view = Full Screen Message Bar reSOIUtlon and the
Zorkbokiews — program window is
(D) 9 - © - ) maximised.

dl
Hame Insert Page Layout Farmulas Data Review

Low

| _ : 5 _— £ New Window [T | _ .
Resolution ;_l ' &l R = = Arrange All | H If nOt’ thlngs lOOk

Maormal| Page Layout Show/Hide| Zoom 100% Zoomto

View = Selection || O Freeze Panes~ (] | 2 dlﬁerent_

Waorkbook Views Window

How? Like this:

 Screen not maximised: Some groups will display
only the group names.

 Tablet PCs: On those with smaller screens, the
Ribbon adjusts to show smaller versions of tabs and
groups.
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Suggestions for practice

S ——————

Add a bulleted list in Word.

Apply heading styles in Word.

Insert a picture into a Word document.
Format text in Word using the Mini toolbar.

Add a button to the Quick Access Toolbar in Excel®, and then delete one.

Find more Excel options.
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Test 1, question 1

—

The Paste, Cut, and Copy commands appear where on the
Ribbon? (Pick one answer.)

1. On the last tab.
2. On the first tab.

3. On the Quick Access Toolbar.
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Test 1, question 1: Answer

S ——————

On the first tab.

These commands are used frequently, so they logically appear on the
first tab of the Ribbon. Of course, you can add them to the Quick Access
Toolbar if you want.
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Test 1, question 2

e -

You move from a computer with a high screen resolution to
one with a |l ow resolution. You dono
one group. What do you do? (Pick one answer.)

1. Click the View tab.
2. Click the View toolbar.

3. Click the arrow on the group button.
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Test 1, question 2: Answer

S ——————

Click the arrow on the group button.

If commands are not displayed, either because of screen resolution or
because t he pr ogmraxamsedyyouncarodplay s n’ t
commands in a group by clicking the arrow on the group button.
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Answers to critica




Answers to critical questions

Now 1 t’'s tin
beyond the Ribbon

The Microsoft Office Button and see What else iS
new.

New keyboard shoricuts E

Mew file formats

The Microsoft Office Button IS new, as are new keyboard shortcuts and new
file formats for Word, Excel, PowerPoint, and Access 2007.

Il n this | esson, you" I find out how to
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What happened to the File menu?

Word Excel | The Microsoft Office
o\ d -0 s AT ERRD A Button & appears in
Home | Insert Page Layout IHnme Insert Page Layout the uppel‘-left corner
Calibri (Body) - |11 v :] : Calibri -lu A A of the window in
By ERESEmESEees (RS Sl several Microsoft
S . — 3l Office programs, such
as Word and Excel.

But the button offers more commands than the File
menu did.
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What happened to the File menu?

Word | The Microsoft Office
o\ 29 -6 )+ AT ERK #l Button also leads you
Hore, I Gl LN {0 the program
ju -] JEBM'SPl  settings that control
Mo ATl things like your
preferences for
correcting spelling.

Clipboard ™=

In previous versions of Office programs you could set
options in the Options dialogue box, which you opened
through the Tools menu.

Many of those options can now be found when you click
the Microsoft Office Button.
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Where do | start a blank document?

Mew Presentation

Templates

| Elank and recent

Installed Templates

My templates...

Mew from existing...
Microsoft Office Online

Featured Presentation

Agendas Recently Used Templates

Award certificates
Calendars

Caontent slides

When you create a
new document,
workbook,
presentation, or
database, Vyo
full, colourful window

to help you begin.

YO U C an S SHucu
accustomed to doing.

or existing

Or to jump-start your authoring work, look on the left.
Under Microsoft Office Online, click Featured, and
choose from the catalogue of links to online templates
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What about favourite keyboard shortcuts?

1 D D Eyou rely on the
J;JL 1 TL @_L J @l ©  keyboard more than

N I the mouse, vy
qﬁ; Fal M e l:u-ﬁ Hd9-06 - to know that the
|.|J:|1 [rh:]‘_rlf Page Layout _ References | Home Insert Rlben deSIQn Comes

[es] —[FGllF] [E]

4 Research 5 e TN B LR With new shortcuts.

S Thesaurus %
I-"””I-l ; abe X, X° Aa~||® - A -

Grammar "‘g,TFdrl late 4oy
Proofing |4| L_'_l |_| |_| |I| |_.,|

MMarket Analysis

Market Analysis Market Analysis

This change brings two big advantages over previous
versions of Office programs:

» There are shortcuts for every single button on the
Ribbon.

« Shortcuts often require fewer keys.
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What about favourite keyboard shortcuts?

~ E he new shortcuts

= o 3
1 E_]L quL AT  asohaea new
»Em » e name: Key Tips.

I'r?—j Li il El . |:| = I'-E?:-_I_ H q o u =
- Home Ins Page Layout References - Home Insert Th I t h
& e gelayout R s — € pIcture SNoOws an

] Es el (6]
gy Research (=

v e - [A a2 IERQIEEIETEE example of using Key
T ;Trrlf o A2 A = ﬂ’ LIEES R Tips to remove a

(4] [5] [6] [7] [1] C
Proofing |jr|llr"—| |I;| l—l |l| |£"=| Clipboard ™

- heading style in Word.

Market Analysis Market Analysis Bty

Press ALT to make the Key Tips appear.

Press H to select the Home tab.

Press E to select the Clear Formatting button in the
Font group to remove the heading style.
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What about favourite keyboard shortcuts?

e

What about the old keyboard shortcuts?

Keyboard shortcuts of old that begin with CTRL are still intact, and
you can use them as you always have.

For example, the shortcut CTRL+C still copies something to the

clipboard, and the shortcut CTRL+V still pastes something from the
clipboard.
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E;E-‘.! Microsoft* | | ” I f y ou can , t
1.0ffice Online command you’

Meru bar, Table menw, Insert menu, Table command | OO0 k | N g f Or ’

help.

Mlcrnsnft Word

Insert  Format  Tools

_._-]J | = l-l | .'.:? i-}: | K | 4| Dray Table llE-‘-E:ﬂ -ui EE2| l-@ = To find Ehi

~ Times Mew Roman -

= command in Word 2007

n the Insert tab, in the
Table group, click Tahle,
and then click Insert Table

o Delete
Select ol ko the Right
T Merge Cells d Rows above

For Word 2007, Excel 2007, and PowerPoint 2007,

there’s a Vi sual , |l nt eracti ve refer ence
quickly learn where things are.

Columns to the Left
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What about the new file formats?

- Word 2007, Excel
== 2007, and PowerPoint
mi 2007 use new file
" Seoury formats
Security .
l gﬂ roaes =
H file corruption

Smaller
file size

There are lots of great reasons for the change:

 Increased security for your files and reduced chances
of file corruption.

 Reduced file size.

e New features.
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What about the new file formats?

e -

A bit more about the new format in Word, Excel, and PowerPoint:

« For documents, workbooks, and presentations, the default file
format now has an —xII on the end,
example, in Word, a document is now saved by default with the
extension .docx, rather than .doc.

 If you save a file as a template, the same applies: You get the
templ ate extension of old, with an
in Word.

« If your file contains code or macros, you have to save it using the
new macro-enabled file format. For a Word document, that
transl ates 1 nto .docm; f or a Wor d
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Working with files from earlier versions
U

You may be the first in

your group to get the

2007 Office system.

Or you may work with
departments that need
to use Office
documents saved in
an earlier format.

Don’t worry, you can still share docume
2007 Office system and earlier versions of Office
programs.
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Working with files from earlier versions

Her e’ s how:

* You can open a file created in previous versions of Office programs, from
95 through 2003. Just open the file as usual.

— After working with it in the 2007 version, you may want to save the
file. By default, the Save As dialogue box saves a file created in a
previous version as that same version.

— As you save, a Compatibility Checker will let you know of any new
features added to the file that may be disabled, or matched as closely
as possible.
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Working with files from earlier versions

Her e’ s how:

« Colleagues who have Word, Excel, or PowerPoint versions 2000 through
2003 (and the latest patches and service packs) can open 2007 files.

— When they open your document, they will be asked if they want to
download a converter that will let them open your document.
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External Data Database Tools

r  IT == =

£

This database has been upgraded to the Access 2007
file format. The new database cannot be shared
with users of Access 2003 or earlier versions.

-liclk: Halm

What about the new file format in Access?

The new file format in
Access 2007, .accdb,
supports new product
features.

For example, Access supports the attachment data
type—which lets you store documents and files as
compressed attachments in your database—and
multivalued fields.
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What about the new file format in Access?

s A

Version compatibility

 When you create a new database in Access 2007, the database
automatically uses the new .accdb format.

— Earlier versions of Access use the .mdb file format. You can open and
work with .mdb files in Access 2007, if those files were saved in
Access 2003, Access 2002, or Access 2000.

— However, the new features in Access 2007 will not work for .mdb files.
If you want to use the new features, use Save As to convert the
database to the .accdb format.
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What about the new file format in Access?

e A N

Version compatibility

 When you use Access 2007 to open a database saved in Access 95 or
Access 97, Access 2007 offers to upgrade it to the .accdb format.

— I f you don’t plan to use the dat aba:
(and you do not use replication or user level security), you should
upgrade the database.

— Important: You cannot open a database in .accdb file format with any
version of Access but Access 2007.
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Suggestions for practice

Create a new document in Word.
Delete private information and comments from your document.
Save your Word file as a different version.

Check out your options in Excel.

Use a keyboard shortcut in Excel.
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Test 2, question 1

—

Where is the first button that you click to get to the
commands to open and save your files? (Pick one answer.)

1. On the first tab.
2. Inthe upper-left corner.

3. At the bottom of the Ribbon.

Get up to speed with the
2007 Office system



Test 2, question 1. Answer

S ——————

In the upper-left corner.

| t ' dMictosolt Office Button .
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Test 2, question 2

- —

To use a keyboard shortcut to select a tab on the Ribbon, you
first press which key on the keyboard? (Pick one answer.)

1. ALT.
2. SHIFT.

3. CTRL.
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Test 2, question 2: Answer

S ——————

ALT.

This will display badges showing which key you press to access each
tab.
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Test 2, question 3

- —

Colleagues who do not have the 2007 Microsoft Office system

can open your Word, Excel, and PowerPoint 2007 files. (Pick
one answer.)

1. True.

2. False.
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Test 2, question 3: Answer

S ——————

True.

The 2007 Office system has many measures in place to help you share
documents with people using earlier versions of Office programs.
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