Introduction to Microsoft 2007 Office

Created:9 October 2006

Introduction

Wel come to the fAnew wor Asgau mafiaveMeaqg20@/ Olideis 2 00 7
amajorchange from previous Officesvsions. If you are new to Microsoft Officewwill find

2007 very intuitive. Wfen you cl i ¢& |amikna)e texnertsgreadsigeet area,

special Ribbonscustomized to your selectiowjll appearto assist you.

For this reasonye are ceatinganintroduction tosome otthe new features aseveralOffice

applicatiors. First, we Otdkéyouthroughthe Microsoft Office Button, th@uick Access
Toolbar,Ribbors, Tabs and Grougst o f ami | i ari ze you with these
show you some of the unique Ribbons, Tabs and Groups of each application.

If you have 2007 Office installed on your computer here are a couple obhihtsvw e 6 | |
proceed.

To open an applicatio@ouble click quickly on theapplication icon (Word, PowdrPoint,
Excel, etc.on theWindows desktop Or, click the Start button in thelower left corner of the
screen, theolick All Programs, move the cursor ovévlicrosoft Office and select the
applicationyou desire

In this tutorial, when we indicate thgdu need talick a mousebutton, it will mean toclick the

left mouse buttoni unless we indicate that you should click RIEHT mouse button. So,

awaysmove the cursor overfitheckplateo wel esdi wa
otherwise.

The Microsoft Office Button

We 6 | MicrassfeWord 2007 for our initialillustrations of Ribbon, Tab and Group
examples
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The first t hwhe‘nglouy 0 . Home Insert Page Layout References
open a 2007 Office applicatias that = R 5 P

there is no longer a File choice in the =3
Menu Bar. The arrow above points to Pt o Format Fainter || [Pum I mAlc e ptyupesie g
the Microsoft Office Button i which

. Clipboard Fa Font
replaces File.



As youmoveyour cursor over the Microsoft
Office Button apreview image(imageon right)
will appear.

Click the Microsoft Office button.

When youclick the Microsoft Office
button, it will turn orange and &File
liked menu will appear (similar to the
image on the right).

Youdl | notice that
images for choices and that some of them
have little arrows pointing to the right.
These arrowsdicate that there are
additional choices for selection
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On theright side of the Microsoft Office
Button menu screenyou will see your
most recently used filésRecent
Documents(see arrow above on right

Each Microsoft Office Button mens
tailored to itsOffice application(Word,
Excel, PowerPoint, etc)
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| Office Button

@) Press F1 for more help.

Click here to open, save, or print,
and to see everything else you can
do with your document.

SHELOL[@

Home

Mew...
Open...

Convert

Save

Do N AL L

Save As..

@aavw@'g&:

Insert Page Lavout References Mailinas

Recent Documents g

Office 2007 Introduction

Smart Art

Office 2007 Introduction

PPT2003 tut
ForumApplicationGuidelines
Elackboard Version 6 changes handout
PPT2003 tut

PPT2003 tut

[ == T S U= T [, R N O WX T | S R )
T Iy ¥ YWY N

| ] Word Options | | X Exit Word |




j s Preview and print the document

: L Print...

M oveyourcursor overthe ~u l*E?‘J Select a printer, number of copies, and

arrow tO therlght Of the Print _;’ Qpen... other printing options before printing.

button ( 1. ), amenuof print {4 Quick Print -
. ( . ), p L}j Convert H}:ﬁ 5end the document directly to the !

choiceswill appearon the default printer without making changes.

right T underPreview and H S [\ Print Preview

print the document( 2. ) = | ‘j. Preview and make changes

. . to pages before printing.

(image orright). u1—| S {

i
Click Print ( 3.)at thetop of @ — o g
the Menu. - 4

Printer
Mame: 52 \IMURRAY-TRAINZ|HP DeskJet 570Cxi v | [ Froperties ]
Type: HP Desklet 70 x
Where:  LPTL: [ print ta file
Comment; [ Marual duplex
A standardPrint Menu screen will Page range Copies
@ al Mumnber of copies: |1 -
ap pear . O Current page 1 1
Opsgess [ ] L [P Colete

b
Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12

or plsl, pls2, pls3—p8s3

Print what: |D0cument v| Zoom

Print: |AII pages in range v| Pages per sheet: |1 page v|
Scale ko paper size: |No Staling v|
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It is suggested that yapend a few minutes clicking the various choices the Microsoft
Office Buttonmenuscreen to familiarize yourself with what they do.

If you look at thebottom of
the Microsoft Office

Button menu screenyou
will see two buttons. Since
webre using
buttons indicatéVord
Options andExit Word .

Jﬁ' Close

1

] Word Options | | X Exit Word |

The buttos chang with each application (e.g. PowerPoint will indicate PowerPoint Options).



When youclick the Word Options button theimage belowwill appear. Notice, on theleft

side of themenu screerthere are a number of choices (e.g. Personalize, Display, iypefc.).
when you click a choice on the left side of the screen, the options for that choice appear on the
right. Take a few minutes amdove through these choices to familiarize yourself with this

menu screen You will see that Microsoft has placedbéof resources that were undetle-
ToolsOptions in previous versions of Officén this menu.

Word Options

y

Personalize . . A
f &-@) Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection '
Advanced ScreenTip Scheme: | Show enhanced ScreenTips W

Enable Live Praview i

|:| Show Developer tab in the Ribbon

Always use ClearType

Open e-mail attachments in Full Screen Reading view

Customization

Add-Ins

Trust Center

Color Scheme: |Windows X¥P [blug) v|

Resources

Personalize your copy of Office

User name: |Murray_T |

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

Initials:

The last choic& Resources furnishes a lot of online resources for the application which you
are using. Welicked the MicrosoftWord Resources éxt link and theamagebelow appeared.

)X

Wond Options

Customization
Add-Ins

Trust Center

Resources

Personalize Ea Contact Microsoft, find online resources, and maintain health and reliability of your Office applications.
Display

Proofing get updates Check for Updates
Save Get the latest updates available for Microsoft Office,

Advanced office diagnostics Diagnose

Diagnose and repair problems with your Office applications.

contact us Contact Us

Let us know if you need help, or how we can make Office better,
activate Microsoft Office Activate
Activation is required to continue using all the features in this product.
register for online services Register
Sign up for free online services on Microsoft Office Online.

Abaut

about Microsoft Office Word 2007 (Beta)

Get product specifications and legal information about Microsoft® Office Word 2007 [Beta) (12.0.4017.1006) MSO
[12.0.4017.1003) BETA

Notice all of the useful online resources available to you.




Quick AccessToolbar

f/"_"' H9-0&0Q ; In theupper left corner i to the right of the Microsoft
I\ Fh \ Office Button- you will see an area called tiiick
o] Access Toolbar(imageonleft). This area is quite
handy as it currently contains several of the most used
buttons in Office applicatioris Save, Undo, Redo, Print and Print Preview. You can customize
this toolbarby addng and remoing as many Quick Accedsuttonchoices as you desire.

Home Insert

— / In the Quick Access Toolb#on the leff you can see

. Y - 4 = T s . . .
= w9 -0 d we added the Insert Picture buttbisincewe areusing
' Home b it Page Layout it a lot for this tutorial.

(|

To add this button to the toolbaxve first

clicked thelnsert Tab andthen RIGHT clic ked ===
thelnsert Picture button. One of the choices -
wasAdd to Quick Access Toolbar When we
clicked this choicethe Insert Picture button was
added You can add any button you choose by doing this.

] " Faaz
Add to Quick Access Toolbar

Picture Customize Quick Access Toolbar...

— e To remove buttons from
(Oa) d -0 & _ the Quick Access Toolbar
@/ Remove from CGuick Access Toolbar X .
- Home Insert jUStR| GHT click on the
Customize Quick Access Toolbar... b tt d . t
Il_j gholit Show Quick Access Toolbar Below the Ribbon r;mgCeyzl;]d:ﬁcs)g:eo
=3 Copy SR g .
Pascte Minimize the Ribbon Remove from QUICk

# Farmat Painter
Access Toolbar.

o

Ribbons

This is the new term you hear a lot about in 2007 Office. Ribbons stretch across the top of your
application screen with features to assist you as yok ttl@Ribbon Tabs. To us, Tabs and
Ribbonsare the samelt like unreeling holiday ribbon from a spool and seeing new images on

the ribboni verycool! So, we 61| I|/Ribbamsngreat detaib s

Tabs
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Home Insert Page Layout References kailings Review View
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Below the Microsoft Office Button andQuick Access Toolbarwe seea series of
Tabs/Ribbons.
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Tabs are similar to the Drop Down Medoicesin previous versions of Office. The Tabs,are

logically, a bit differentfor each 2007 Office applicatidn assistyou with the most common
features othatapplication. All the 2007 Office applications begin with the Home tab.

TheHome Tab/Ribbonfor Word 20071ooks like the image below.

Home Insert Page Layout References Mailings Review View
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= B A N = = =i R~ Y 4 ac Replace
Times New Roman 2 A A=) == E 1 EB ] aevcedd AaBb( AaBbCcl AsBbCcl AaBbCcl AaBbCcDd AdBbCeDe  4aBbCoDe — A 4 e
te i - g - - |== = == | [EE - i i i i i _ Change| Find
e ey B 7 U -abex, x* 0lha- || - A == = ==& || TCaption THeadingl THeading2 fHeading3 TMHeading4 THeading5 fHeadingé THeading7 - Stylssgv [y Select
Clipboard IF] Font & Paragraph Styles Editing

TheHome Tab/Ribbonfor PowerPoint20071ooks like the image below.

) Home Insert Design Animations Slide Show Review View Format
. ﬂ if“:i:tv arial (Headings) - 54 - |A° a7 |[25] |} v\l}gljif;;e:‘j'”' ; A t - é:ﬁz!;m‘ }3 3. Replace -
© . Format Painter Sﬁ:jj;j' + Delete B I U &fsbe &Y~ B~ A' <] Convert to SmartArt = L A = Text Effects ~ Ty e
Clipf::ard {F] Slides Font F} Paragraph F] WordArt Styles F] Editing
TheHome Tab/Ribbonfor Excel 2007 looks like the Image below.
Home Insert Page Layout Formulas Data Review Wiew
iz::]y Arial :"10 - || B — ?I%'_I._ S Wrap Text General . E&é ‘3& —IJ; ﬁm j\ ;_‘ E:'I“isu"" Z? J’;}
Pt Forraat Famtes | ISR ECRALI G | i - A-||E = =||iE i£|| B Mergeand Center - || $ - % o [[%5 5% é",ﬁi‘ﬂf’n";‘. amrglaatv St;aél!' Insert Delete Format Isfﬁtr:rc: ;T:c:\-
Clipboard F} Font [F} Alignment (F Mumber (F] Styles Cells Editing
TheHome Tab/Ribbon forAccess2007looks like the Image below.
C“"a d i Table Tools Microsoft Access
J/ Home Create External Data Database Tools Datasheet
-\/ & Cut alibri 5 Y e P =i Mew X Totals ‘Zl ‘ﬁ; Selection 1 T ] < 2ac Replace
LP”A/’ i =3 Copy & - T Q = Save ?Spel\ing il L[y 7j;i\d\ranced' i ‘jh }3 = GoTo~
Ve Pt carmat Fainter || BN A& 8= B | R;fﬂefh X Delete ~ = More~ || 45 s F et e g select~
Views Clipboard (F] Font (F] Rich Text Records Sort & Filter indow Find
Youdl | qui ck Hogmehab/Ribbandor dad¢h applicdtidnshows tdipboard as
thel e f toupd(&ceptin Access)n Word and Excelthe Fort Tab/Ribbonis to the right but
in PowerPoint, because working with slides is paramahetSlides Tab/Ribbooomes next.If
you have2007 Officeinstalled on your computenpenthesefour applications andtake a few
minutes looking ateach application& Home Tab/Ribbon.
Notice, the Tabsto theright of theHome Tab/Ribbon aretailored to eachapplication. We 6 |

work a bit with this in a little while.



Groups

In the image belowthe arrows point to a netepici Groups.
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Clipboard Group

The TabRibbonbarimageg(in thistutorialar e har d t o r eagavs(nthe wedve
image abové for theGroups in theWord Home Talk/Ribbon. Again, the Tab®ibbons, and

Groupswi | I vary depending on the applGogsini on you
Word.
The firstGroup on theWord Home Tab is N
. ome Insert Pag
Clipboard. ToopenaGroup youmove your = =
cursor over the little down pointing arrow in B Times
the lowerright corner of a group. e 7
i fFormat Painter
This arrow isenlargedin theimage below Clpboard L) | Open Group |
1 of 24 - Clipboard 0
CIipI:l-:uarcI I E:L‘PasFenll] [Q{flilear.ﬁ."]
ick an item ko paste:
[ EFTFET j‘_]
ﬂ ﬁ CloseGroup
Whenyou click thisarrow theimageon the —
right appears. Notice that the Clipboard )
appears on the left side of your screen and t
showsanytextori mages youodve U(upi cu. v

close this group, rghti ck the AX0 in the upper
corner of the Group



Font

Times Mew Roman =112 - [T |£3}|
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Notice in theFont Group area (above) you
have thamost used Font features However,
if you desire all of the font featuresjustclick
theOpen Group arrow to theright of Font.

An old friendi the Font menu screen appears
(when you click thé@dpen Grougarrow).
Youdbll see this a | ot
2007 Office. Many of
menu screens willppear idogical places.
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Select Text Mini Toolbar

Wh e n  yworkidgwightext and énts a reallyngeniousiinew thingd occursasyou highlight
text - aSelect Text Mini Toolbar appears

In theimageon theright we

highlighted - Highlight Text When

we pausedthe cursor over the

highlight, a Ashadow | i ked tool bar

appeared Whenwe moveour

cursor over the toolbar, it is ready

for usto useit to modifyourtext. This is really handy asany oftext formatting features are in
the Mini Toolbar. The fst time you try this, be patient, it sometimes takes a few tries.

Paragraph

T Notice in theParagraph Group area
1 Text Direction ~

e || S e (left) you again have the most used

e =5 Align Text ~ Paragraph features. However, if you

=== =)= B convertto Smartart - desire all of the paragraph features
Paragraph = <& justclick theOpen Group arrow to the

right of Paragraph.

arn more abou



