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Introduction

Welcome Microsoft 2007 Office. If you have used previous versions this will
come as quite a major change, however those who are new to Microsoft Office
report finding it quite intuitive, as when you click on something, like an image,
text, or spreadsheet area, special Ribbons will appear to assist with the specific
item you have selected.

- :‘1 Wicrosoft

1 Office

This document introduces you to some of the new features of several Office
applications. First, we’ll take you through the Microsoft Office Button, the Quick
Access Toolbar, Ribbons, Tabs and Groups to familiarise you with these
common features, then we’ll show you some of the unique Ribbons, Tabs and
Groups for each application.

General Hints

To open an application, Double click quickly on the application icon (e.g.
Word, PowerPoint, Excel, etc.) on the Windows desktop.

Or, click the Start button in the bottom left corner of the window, then click All
Programs, choose Microsoft Office and select the application you desire.

The start button for Windows XP, looks like this:

The start button for Windows 7 looks like this:

Mouse Buttons

In this manual when we say ‘click the mouse’, the assumption is that you will click
the left mouse button. If we want you to use the right mouse button we will say
‘click the right mouse button’. So always move the mouse pointer over ‘the
place’ we indicated and click the left mouse button unless we say otherwise.
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The Microsoft Office Button

—
Cla |

-
A major change in Office 2007 is the introduction of the Office ( 5
button.

All applications now have this button and it appears at the top-left of any Office
window. Each Microsoft Office Button menu is tailored to its Office application
(e.g. Word, Excel, PowerPoint).

The Office Button replaces the File Menu as we knew it and it looks like this:

ﬁQﬂﬂ'uﬁg:

,
o
v

Home Insert Page Layout References

j LUt Times Mew Roman ~|12 -

Paste B 7 U ~abe x, x° MAa-

-

j Format Painter
Clipboard [ Font

The Office button in Microsoft Word 2007

As you move your cursor over the Microsoft Office Button a preview image will
appear which gives you some hints on what the button contains.

0n) a

%}.

- Home Insert Page lavout References
o Office Button

Click here to open, save, or print,
and to see everything else you can

Pg oo do with your document.

SELUC (@

(@ Press F1 for more help.

When you click the Microsoft Office button, it will turn orange and a “File like”
menu will appear (similar to the image below).

@@I e R E ARG You'll notice that you now have
- Home Insert Paae Lavout References Mailinas =] Ilttle |mages for Cholces and that
j — Recent Documents some of them have little arrows

- 1 Office 2007 Introduction = pointing to the right. These
Ao B 7 arrows indicate that there are
i i additional choices for selection.
Convert ] . .
ﬂj 7 5 ForumApplicationGuidelines = These will be discussed over the
6 Blackboard Version 6 changes handout =
H - 7 PPT2003 tut 1 page.
= & PPT2005 tut =
H Save As.. F
b:—;,,h Print... %
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AN Y e The Microsoft Office Button continued....
@t |
j New To create a new Word document click New.
- To open an existing Word document click Open.
Open
ﬂ I 3 To save a document you have typed, click Save.
Save

To save a second copy of an already saved document click
H Save 55 [ SaveAS

— To Print a document or use Print Preview click Print.
[l Print 3

. Prepare contains information on document properties and the
= Prepare .

14 ability to make the document read only.
|

Send » | Send is for sending your document via email or internet fax.

Publish is for those who have the authority to publish to a

Fublish —* | document management server or to a blog.

Close will close the document but not the program.

When a Menu option has a small triangle next to it, then clicking it will give you
further choices related to that function. Using Print as an example:

LE,;:J print.. | *

A
I

By clicking this you see the choices as below:

j Preview and print the document
MNew...
i Print...
[ Select a printer, number of copies, and
4 Open... other printing options befare printing,.

{—h. Quick Print
} Conyert L‘;}? Send the document directly to the
L default printer without making changes.

| I A Print Preview
Save [ 3
ﬁ Preview and make changes

to pages before printing.
H Save As.. P
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Recent Documents

When the Office button has been clicked in any program (e.g. Word), it displays a

list of Recent Documents that you have opened.

If you wanted to open one of your recently used documents you simply click on it.

@ﬂﬂvw@mﬂ=

Home Insert Page Lavout References Mailinas
Recent Documents
Mew...
1 Office 2007 Introduction $=
=y 1=
5 Onen 2 Smart Art
5 3 Office 2007 Introduction =
4 PPT2003 tut 1=l
Conyert
5 ForumApplicationGuidelines 1=
6 Blackboard Version 6 changes handout $=
Save
i 7 PPT2003 tut 1=
& PPT2005 tut 4=

Save As..

AT

Print... 4

R

Pin to the List

If you want to keep one of these documents on the list, click on the Pin icon to
its right. The Pin button icon will change to a pushed in green pin to signify the

document must remain there

Recent Documents

1 measure_strategyl

2 OC5 kitchen3

2 OCS _vertical_org_chart 05-15-09
4 KER_framewark_csko

3 OCS_vertical_org_chart

UnPin:

No longer want the document on the list? Simply click the pin again to unpin i

1 measure_strategyl 1=

-
2 OCS_kitchen3 @l

3 OCS_vertical_org_chart_05-15-09 {=
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Closing a Program
There are two ways:

Double click the Office button in the program you wish to close...or

F.~ -.,\_\h
r I.." 1

1. Click on the Office button.

2. At the bottom of the menu the button is Exit Word, as we are using Word
as our example. If you were in Excel it would say Exit Excel, in
PowerPoint it would say Exit PowerPoint, etc.

Jﬁ' Close

| =] Word Options | | X Exit Word |
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Quick Access Toolbar

In the upper left corner to the right of the Microsoft Office Button you will see
an area called the Quick Access Toolbar (image as below). This area is quite
handy as it allows you to add several of your most used buttons in whatever
Office program you are using) . You are able to customise this toolbar by adding
and removing as many Quick Access buttons as you require.

This is the Quick Access Toolbar with my chosen buttons on it.

Save Undo Redo Print Print Preview

. -
| r,%-ﬂﬂvut-ia_-l ;
| Home Insert Page Lz

Adding a Button to the Quick Access Toolbar (1)

1. Right click the button you want to add. One of the choices is Add to
Quick Access Toolbar, click on it to add your chosen button to to your

toolbar.
] . s ¥
i Add to Quick Access Toolbar
Picture Customize Quick Access Toolbar...
2. The chosen button will now appear on the Quick Access Toolbar. You

can add any button you choose by doing this.

The second method of adding buttons to the Quick Access toolbar is detailed
over the page.

Page 6 of 17 ©Angela Lewis 2009



Microsoft Office 2007 Overview

Adding a Button to the Quick Access Toolbar (2)

1. Click the drop arrow at the end of the Quick Access Toolbar.
. o
Jd9- -0 aéaé
2. Click the names of the functions you need to add.

o

L+ Customize Quick Access Toolbar Ha

Mew
Open
v | Save i
- E-mail
Cuick Print
Print Preview

v | Spelling & Grammar

<

Undo
v | Reda
Draw Table

More Cammands... <
Show Below the Ribbaon

Minimize the Ribbon

3. If the one you want is not listed, click on the More Commands link to see
a full list of all commands you can add to the Quick Access Toolbar.

Page 7 of 17 ©Angela Lewis 2009



Microsoft Office 2007 Overview

Moving the Quick Acess Toolbar

1. Click the drop arrow at the end of the Quick Access Toolbar.
Jd9- -0 @é
2. Click on Show Below Ribbon link and the Quick Access Toolbar now

shows below the Ribbon.

2

. Customize Quick Access Toolbar Ha

Mew
Jpen
< B
v || Save £
¥ E-mail
Quick Print

Print Preview

v || Spelling & Grammar

v || Undo

v || Redo
Draw Table
Mare Commands...
Show Below the Ribbon
Minimize the Ribbaon

3. The reverse of that (if you want to return it to its previous position) is to

choose Show Above Ribbon, which only appears if you had changed it to
Show Below the Ribbon. .

Customize Quick Access Toolbar
Mew
Open

v | Save

E-mail

Quick Print

Print Preview

Spelling & Grammar

Undao

e | Rt | e [ |

Redo
Draw Table

More Commands...

Show Abaove the Ribbon

MMinimize the Ribbon
_ > »8
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The Quick Access Toolbar shown as Below Ribbon

-’
— Home Insert Page Layout References P ail
= 2 Calibri (Eody) 11 || A
Paste s [ - 2 | |2E2
i # Format Painter B B e Xy 0 An ag

Clipboard ] Font

H9- 008 -

The Ribbon

Office 2007 brings togethers its previous menu and toolbars into one control area
they have called the Ribbon. It is a band that runs across the top of the window
and it contains commands that are divided into sets of commonly used features.
They are in little groups, or sets, which are called ‘tabs’. The tab with the most
commonly used features is called Home and is the default for all programs.

¥

- ; -
[l | = =l P
i
Home Insert Page Layout References Pailings Review View
Tabs

Below the Microsoft Office Button and Quick Access Toolbar we see a series of
Tabs which give you access to more Ribbons. Tabs are similar to the ‘drop
down’ menu choices in previous versions of Office. Each tab represents a
different set of commands that people use frequently. For example, when you
are in Word, the Home Tab contains functions you would often do in Word, such
as changing font and font size or paragraph alignment.

The tabs are of course a little bit different for each 2007 Office application in
order to assist you with the most common features of that application. However
all the 2007 Office applications begin with the Home tab.

The Home Tab and its Ribbon for Word 2007 looks like the image below.

=
—-’) Home Insert Page Layout References Mailings Review View
= & . - - & w || aa] = % }a
)y |[cetibri Boan 22 A A% AaBbCeDc|| AaBbceDe AaBbCi ;
Paste B J U -abe x, X* Aa~||®%" - A - A T Mormal |7 Mo Spaci.. Headingl - Change |Editing
- 7 u 2 = TR B! 7 Styles - -
Clipboard ™= Font I Paragraph I Styles F

The Home Tab and its Ribbon for Excel 2007 looks like the image below.

=

— Home Insert Page Layout Formulas Data Review View Add-Ins (7]
‘1_‘1 | p— == General - | B conditional Formatting = | = Inset~ I - A? }}
Eg] ==~ ||% - % ¢ | [EFormatasTable - o Delete ~ || (@]~ Z _
U || =] (W ) Celt styles - [ElFormat~ | 2~ Fiters Seectr
Clipboa... ™ Font 7} Alignment s Mumber = Styles Cells Editing
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The Home Tab and its Ribbon for PowerPoint 2007 looks like the image below.

=)

— Home Insert Design Animations Slide Show Review View Add-Ins Format

s g - . == A m — - i

B & Hayout~ [ Goan -5 -|A al[E (=== =__z||$§v|“‘“ |'|—|JJ D_Dl | y 2 - | #Find

Ee | 5 Reset = -l = L2 ~ || 25 Replace -

Paste Mew | AV . -] === =||EZE- Shapes Arrange Quick

- \} Slide ~ w Delete B 7 U e § =7 Aa é = — |l |== | Tj* vp - 2 s%lesv ' T Lg Select -

Clipboard ™ Slides Font {F] Paragraph Ta Drrawing Ta Editing

The Home Tab and its Ribbon for Access 2007 looks like the Image below.

0o = i Table Tools Microsoft Access

HY)

= Home Create External Data Database Tools Datasheet
) A ¥z A T a
Y # cut e TR Fille Mew X Totals 'LL Lr? €7 Selection ] __'1j| }3 i, Replace
T 53 Copy 2 Hsave  Fspening | %) ¥ Advanced ~ - = GoTa~
View aste E “ B ==z Refresh Filter Sizeto  Switch Find

< # Format B 7 U|A-|a-|H All- | X Delete -~ EMore~ || 45 7 Toggle Filter || Fit Form Windows = l§ select~
Views Clipboard e} Font E] Rich Text Records Sort & Filter window Find

Aside from Access, they all have one thing in common, the Clipboard group
which is located on the far left side. This is explained more fully over the page.

Minimise the Ribbon

If you minimise the Ribbon you will only see the Ribbon when you click one of the
Tabs, (e.g. Home or Insert, etc). Once you click back on the page of the
document the Ribbon will disappear until you click another tab.

1. Click the drop arrow at the end of the Quick Access Toolbar.
ldo- 67 3aC)
2. Click on Show Below Ribbon link and the Quick Access Toolbar now

shows below the Ribbon.

u Customize Quick Access Toolbar la

Mew

Open ]
; v | Save 2
e E-mail

Cuick Print

Print Preview

v | Spelling & Grammar

v | Undo
v || Redo
Craw Table

Mare Commands...

Show Below the Ribbon

Minimize the Ribbon <
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The Clipboard Group

&
Eg
¥ 4

Clipboard ™

The first Group on the Word, Excel and PowerPoint Home Tab is called
Clipboard. To open a this or any Group, move your cursor over the little down
pointing arrow in the lower right corner of a group. This is called a dialog box

launcher.

Clipboard

r—

Gl)

When you click the dialog box launcher arrow the area changes to show the
contents of the Clipboard on the left side of your window. The Clipboard shows
any text or images you've copied. To close this group, click the “X” in the upper

right corner of the Group.

1 of 24 - Clipboard

[ﬁ‘*_L‘ Paste Al ] [j Clear all ]

Click an item to paske:

)

o

\ O
Home Insert Fag
‘_-.J Times N
Paste o
aTs i j'Fcurmat Painter 4
Clipboard P
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Access Keys
Access keys appeal to those who enjoy working with keyboard shortcuts. You

use the Access Keys by pressing the Alt key on the keyboard followed by a
designated key.

Turning on Access Keys

1. Press Alt on the keyboard once to display the Key Tip Badges. Instantly
you see little badges on the ribbon like so.

j} @ Iil| TJiT ‘Liﬁ/lii—*ll Iz‘| £ Documentl - Microsoft Word

B

e Ir’ﬁﬂ PagiJia[vout Refces Mgs Rf,uﬁjw \t@

Calibri [Body) well e e e || [P (—— AaBbCi
F‘a-ste B I U-akex x Aa-||P-A~E=E ==l - TMormal | T Mo Spaci.. Heading1
Clipboard ™= Font {F] Paragraph Fi Styles
2. If you type the badge letter, eg ‘H’ for Home ribbon, then you are taken
into that specific tab and you will see more badges for the functions on

that ribbon.

Note that you can still use the the old shortcut keys for the menu commands that
were available in previous versions of Office, such as Ctrl and B for bold text.

Live Preview

Another new Office 2007 feature is Live Preview. Live Preview allows you to see
the effect of options before actually applying them. By pointing at various
formatting choices, you can instantly see how those choices will affect your work.

Using Word as an example, if you highlight some text and then move the mouse
over different font colours, you will see a live preview of the colours on the text
prior to actually making a selection.

Page 12 of 17 ©Angela Lewis 2009
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The Status Bar

The status bar is at the bottom of Microsoft Office programs. It is generally
separated into two distinct areas. The left side shows options available for the
current program—so for example for Word it may show number of pages, and
number of words, while on the right side are viewing options.. When you open
these applications you will see that a zoom feature is now available and common
to all programs, as well as other logical “view” features relevant to each
application.

Using Zoom

Clicking on the minus makes the document smaller as it zooms in.

Clicking the plus makes it appear bigger as it zooms out.

Alternatively drag the little marker to the left or right. Leaving it exaclty in the
middle will leave the zoom at 100%, the default viewing setting.

Word’s View Options

Master Document Dratft Zoom
N Y
Page Layout @ 6 © | F ) = [ 220%(=) ) (+)
Full Screen Web Layout

Excel’s View Options

Page Layout Zoom
Y Y
urﬁ O Q% (=) o) (*)
Normal Page Break
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PowerPoint’s View Options

Slide Sorter

Normal

Slide View

Access View Options

Form PivotTable Layout
EEETERA
P 7
e ~ N
Datasheet PivotChart Design
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Reference Guide Comparing Previous Versions with 2007

If you have come from a previous version of Word it may be a little disconcerting
at first to look for a command in a V2007 program. Taking that on board,
Microsoft has produced a reference guide for each program which lists the old
commands in V2003 and then gives you the corresponding equivalent in 2007.

1. Click on the Help button to open a Help window in any of the Microsoft
programs.
Ll e
2. On the Help and How to page that first appears, click on the What’s new
link. We are using Word as the example here — if you were doing this in
another program, say Excel or PowerPoint, than that's the program name
you would see.
Browse Word Help
—> What's new
3. Next click on the Reference: Locations of Word 2003 Commands in
Word 2007.
© Word Help - X
© 6058 & ME e &
- B Search -
Word Home d_\
What's new

'@] What's new in Microsoft Office Word 2007

@ Up to speed with Word 2007
@ Introduction to Ward 2007
@ Demo: Up to speed with Ward 2007

i@ Reference: Locations of Word 2003 commands in Word 2007

bl

All Word |a Connected to Office Online 'i.

Next click on the New locations or familiar commands link.

Then click on the link called Word Ribbon Mapping Document. This
opens up an Excel file that you can save and refer to any time you need to
find where previous commands are located in 2007.
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Saving for Compatibility with Older Versions of Office

If you need to send a document created in a previous version of Office and you
are of what version they are using, saving the document as a Word97-2003
Document version will ensure they are able to open it. Some of the features that
are new in Office 2007 will not be available when opened in lower versions (see
Compatibility Checker notes below).

Using the Microsoft Office 2007 Compatibility Checker

Before you send a document that was created with an Office 2007 program to
someone who’s using a previous version of Office, you can run the Compatibility
Checker, which is built into Word, Excel, and PowerPoint 2007. It will identify any
features or formatting you've used that won’t be recognized by older versions of
Office.

A list of the incompatible content will be displayed, and you'll be advised that
such content may not be fully editable in the previous version. The Compatibility
Checker runs automatically when you save a file in the old format. You can also
run it manually

1. Click on the Office Button. —

2. Choose Prepare .

3. Click on Run Compatibility Checker.

[ _j New Prepare the document for distribution
I Properties
=
~u I_L,ll View and edit document properties, such
7 Open as Title, Author, and Keywords.
==, Inspect Document
[I;'_._-—' Convert |§" Check the document for hidden metadata
| o or personal information.
(=] Encrypt Document
H Save LHE Increase the security of the document by
adding encryption,
H Save As [ -‘ﬁ Restrict Permission
. |_¢ Grant people access while restricting their
) ability to edit, copy, and print.
LIQJ Erint &y Add a Digital Signature
Lﬁ Ensure the integrity of the document by
[z adding an invisible digital signature,
| Prepare )
[ 4 Mark as Final
B Let readers know the document is final and
= E Send make it read-only.
@ I Run Compatibility Checker
= ) Check for features not supported by earlier
s Publish versions of Waord.
f=u" =]
Ly
| Close

[z3 Word Options

X Exit Word
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E?n h'l-::rm:l:-f'-r
.. Office

This document has provided some general information on Office 2007.

For specific information on each program please consult the relevant manuals for
Office Products.
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