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Introduction

Welcome to the “new world” of Microsoft 2007 OfficéAs you may have heard, 2007 Office is
a major change from previous Office versions. olfi yare new to Microsoft Office you will find
2007 very intuitive. When you click on “somethihlijke an image, text, or spreadsheet area,
special Ribbons, customized to your selection, aplbear to assist you.

For this reason, we are creating an introductiosotoe of the new features of several Office
applications. First, we’ll take you through thedwisoft Office Button, the Quick Access
Toolbar, Ribbons, Tabs and Groups — to familiayize with these common features. Then we’ll
show you some of the unique Ribbons, Tabs and Grotipach application.

If you have 2007 Office installed on your computere are a couple of hints on how we’ll
proceed.

To open an applicatio@ouble click quickly on theapplication icon (Word, PowerPoint,
Excel, etc.) on th&Vindows desktop. Or, click theStart button, in thdower left corner of the
screen, theaglick All Programs, move the cursor oveMicrosoft Office and select the
application you desire.

In this tutorial, when we indicate that you needltok amouse button it will mean toclick the
left mouse button— unless we indicate that you should click RH&EHT mouse button. So,
always move the cursor over the “place” we indicatd “click left” unless we tell you
otherwise.

The Microsoft Office Button

We'll useMicrosoft Word 2007 for our initial illustrations of Ribbon, Tab andd@p
examples.
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The first thing you’II notice, when you Home Insert Page Layout References

open a 2007 Office application is that o
there is no longer a File choice in the 23
Menu Bar. The arrow above pointsto | Faste g g, (B £ T - sbe X, X7 ARa-
theMicrosoft Office Button — which
replaces File.
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As youmove your cursor over theMicrosoft c

Office Button apreview image(image on right)
will appear.

Click theMicrosoft Office button.
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Click here to open, save, or print,
and to see everything else you can
do with your document.
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When youclick theMicrosoft Office @ A
button, it will turn orange and &ile Home Insert Faae Lavout References Mailinas. R
like” menu will appear (similar to the j — Recent Documents e
image on the right). : 1 Office 2007 introduction = |
"' Open... 2 Smart Art =

You'll notice that you now have little - = Difioe 2008 nkatdetion o
images for choices and that some of them }j Coniitit “; :i":j t”ﬁcatmnmde“nes
have little arrows pointing to the right. " W e M
These arrows indicate that there are H Save i — &
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We’ll show you one of these on the next i
page. Print.. *
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On theright side of the Microsoft Office
Button menu screenyou will see your _-g sesd: #
most recently used filesRecent .
Documents(see arrow above on right). | eubiish
Each Microsoft Office Button menu is ] cose

tailored to its Office application (Word,

'_2_] Word Options : iX Exit Word '

Excel, PowerPoint, etc).



Move your cursor over the
arrow to theright of thePrint
button ( 1. ), amenu of print
choices will appearon the
right — underPreview and
print the document ( 2. )
(image on right).

Click Print ( 3.) at thetop of
the Menu.
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A standardPrint Menu screen will
appear.

Mew Preview and print the document
L Print..
E Select a printer, number of copies, and
Qpen... other printing options before printing.
{—b Quick Print .
Conyert H}:ﬂ 5end the document directly to the '
default printer without making changes.
S A Print Preview
= | ‘ﬂ. Preview and make changes
to pages before printing.
Save As.. # !
i
Erintm " -
1

Printer

Name: 52 UMURRAY-TRAINZ\HP DeskJet S70Cxi v| [ properties |
Status:  Idle _Fing Printer...
Type: HP DeskJet 870Cxi

Where: LPT1: [ print ta file
Comment; [ Marual duplex
Page range Copies

@ al Mumnber of copies: |1 -

O Current page 1 1

Orses [ | LH LH o

b
1 1

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—pds3

Print what: |D0cument ~ | Zoom

Print: |AII pages in range w | Pages per sheet: | 1 page Bt |
Scale to paper size: |N0 Scaling w |
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It is suggested that yapend a few minutes clicking the various choices the Microsoft
Office Button menu screen to familiarize yourseithawvhat they do.

If you look at thebottom of
theMicrosoft Office

Button menu screenyou
will see two buttons. Since
we’re using Word, the

Jﬂ' Close

| 2] Waord Options | | X Exit Word |

buttons indicatéVord
Options andExit Word .

The buttons change with each application (e.g. PBwiat will indicate PowerPoint Options).



When youclick theWord Options button theimage belowwill appear. Notice, on theleft
side of themenu screenthere are a number of choices (e.g. Personalizpldy, Proofing, etc.).
when you click a choice on the left side of theesar, the options for that choice appear on the
right. Take a few minutes amdove through these choices to familiarize yourselfith this
menu screen You will see that Microsoft has placed a lotedources that were under File-
Tools-Options, in previous versions of Office, imstmenu.

Word Options

| Personalize
Display
Proofing
Save
Advanced
Customization
Add-Ins
Trust Center

Resources

Z

L@ Change the most popular options in Word.

Top options for working with Word

Show Mini Toolbar on selection '

ScreenTip Scheme: | Show enhanced ScreenTips w

Enable Live Praview (i

|:| Show Developer tab in the Ribbaon G

Always use ClearType

Open e-mail attachments in Full Screen Reading view

Color Scheme: |Windows ¥P [blue) v|

Personalize your copy of Office

User name: |Murray_T |
Choose the languages you want to use with Office Language Settings...

The last choice Resources- furnishes a lot of online resources for the igagibn which you
are using. Welicked the MicrosoftWord Resources text linkand thamage below appeared.

Word Options

Personalize
Display
Proofing

Save
Advanced
Customization
Add-Ins

Trust Center

Resources

P
EE Contact Microsoft, find online resources, and maintain health and reliability of your Office applications.

get updates Check for Updates

Get the latest updates available for Microsoft Office.

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,

about Microsoft Office Word 2007 (Beta) About

Get product specifications and legal information about Microsoft® Office Word 2007 (Beta) (12.0.4017 1006) M5O
[12.0.4017 1003) BETA

Notice all of the useful online resources availdablgou.




Quick AccessToolbar

f/r_"' H9-021Q = In theupper left corner — to the right of the Microsoft
I\ b5 \ Office Button - you will see an area called (eick
e Access Toolbar(image on left). This area is quite

handy as it currently contains several of the misstd
buttons in Office applications — Save, Undo, Rd&®lmt and Print Preview. You can customize
this toolbar by adding and removing as many Q®ickess button choices as you desire.

Home Insert

o _ / In the Quick Access Toolbar (on the left) you caa s

[ i 9~ 05 k= we added the Insert Picture button — since we sirgju
- Ll i Page Layout it a lot for this tutorial.

To add thisbutton to the toolbar wédirst

clicked thelnsert Tab andthen RIGHT clicked ===

theInsert Picture button. One of the choices e

wasAdd to Quick Access Toolbar When we

clicked this choicethe Insert Picture button was
added. You can add any button you choose by dbisg

1 A s ¥
Add to Quick Access Toolbar

Picture Customize Quick Access Toolbar..,

To remove buttons from

o B e T P I .
(Ol 9 el _ the Quick Access Toolbar
@/ Remowve from Quick Access Toolbar . .
- Home Insert jUStR|GHT click on the
Customize Quick Access Toolbar... .
20 ¥ cut 5 DNt button you desire to
J Show Quick Access Toolbar Below the Ribbon remove andhoose

53 Copy PSSR .
Paste Lol b i o Remove from Quick

# Farmat Painter
Access Toolbar.

Ribbons

This is the new term you hear a lot about in 20€fic@ Ribbons stretch across the top of your
application screen with features to assist youoascfick the Ribbon Tabs. To us, Tabs and
Ribbons are the same. It like unreeling holidaypon from a spool and seeing new images on
the ribbon — very cool! So, we’ll cover Tabs/Rilnisan great detail.

Tabs
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Home Insert Page Layout References Pailings Review View

Tab

Below theMicrosoft Office Button andQuick Access Toolbarwe seea series of
Tabs/Ribbons



Tabs are similar to the Drop Down Menu choicesrgvipus versions of Office. The Tabs are,
logically, a bit different for each 2007 Officejgation to assist you with the most common
features of that application. All the 2007 Offagplications begin with the Home tab.

TheHome Tab/Ribbon foMWord 2007 looks like the image below.

Home Insert Page Layout References Mailings Review View
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TheHome Tab/Ribbon foPowerPoint 2007looks like the image below.
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You'll quickly notice that theHome Tab/Ribbonfor each application shows tkdipboard as
theleft “Group ” (except in Access) In Word and Excel, the Foab/Ribbon is to the right, but
in PowerPoint, because working with slides is paran, the Slides Tab/Ribbon comes next. If
you have 2007 Office installed on your computgren these four applicationsaandtake a few
minutes looking at each application’s Home Tab/Ribbn.

Notice, theTabs to theright of theHome Tab/Ribbon aretailored to eachapplication. We'll
work a bit with this in a little while.



Groups

In the image below, the arrows point to a new tepiEroups.
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Clipboard Group

The Tab/Ribbon bar images (in this tutorial) aredha read, so we'’ve placedrows (in the
image abové for theGroups in theWord Home Tab/Ribbon. Again, the Tabs/Ribbons, and
Groups,will vary depending on the application yeuising. Let’s look a bit at th@roups in
Word.

The firstGroup on theWord Home Tab is
Clipboard. ToopenaGroup youmove your
cursor over the little down pointing arrow in
the lower right corner of a group.

This arrow isenlargedin theimage below € I Open Group I

Clipboard [ S —

e
Close Group

When youclick thisarrow theimageon the

right appears. Notice that the Clipboard
appears on the left side of your screen and
shows any text or images you've copied. To
close this group, click the “X” in the upper right
corner of the Group.



Font

Notice, in theFont Group area (above), you
have themost used Font features However,
if you desire all of the font features justclick
theOpen Group arrow to theright of Font.

An old friend — thé=ont menu screen appears
(when you click the Open Group arrow).
You'll see this a lot as your learn more about
2007 Office. Many of the “tried and true”
menu screens will appear in logical places.

Select Text Mini Toolbar

When you're working with text and fonts a reallgamnious hew thing” occurs as yotighlight
text - aSelect Text Mini Toolbar appears!

In theimageon theright we

highlighted - Highlight Text. When

we paused the cursor over the

highlight, a “shadow like” toolbar

appeared When weamove our

cursor over the toolbar, it is ready

for us to use it to modify our text. This is rgdtlandy as many of text formatting features are in
the Mini Toolbar. The first time you try this, patient, it sometimes takes a few tries.

Paragraph

Notice in theParagraph Group area
(left) you again have the most used
Paragraph features. However, if you
desire all of the paragraph features

<& justclick theOpen Group arrow to the
right of Paragraph.



TheParagraph menu screen appearsthen youclick
theOpen Group arrow to the right of the Paragraph
Group. You should now have a “feel” for how the
Tabs/Ribbons and Groups work together to assist you

Styles

Hang on! The next Group on the Word Home Tab/RibisdStyles. If you go back to Page 6
and glance at the Word, PowerPoint and Excel Hoales Tyou'll see that the right portion of a
Tab is where the application selections changé thd application. 1iWord youcan now
selectastyle from theStyles Group (image below). If yowlick theMore arrow in the lower
right corner of thétyles group you will see additional choices.

A

I More Arrow I

When youclick theMore arrow you will see an image similar to the one belowotibe that we
are inTimes New Roman-Normal. On thenext pagewe’ll show you one of the really, really
neat new features in 2007 Offide.



Fasten your seatbelts!
We're going tohighlight this paragraph (when we have finished typing it). Then we'rergpi

to opentheStyles Group When the Group is open wefliove our cursor over the choices
and as we do, you'll see, in the images below, ttieentire paragraph changes to that Style

We selected this Style Look

how the text now appears!\

And another...........

Other Tabs/Ribbons —

When you move to the other Tabs/Ribbons, you’'lia®that they contain their own Groups —
associated with that Tab. Thesert Tab/Ribbon (below) has logical “things” that you would
insert into a document — Shapes, Pages, Tablestrdtions, Links, Headers/Footers, Text and
Symbols. Again, depending on your choices, matectiens allow you to “preview” what
you've highlighted — similar to the two illustratis above.

It is suggestedhat youclick the Tabs/Ribbonsin each applicationyou’ll be using to get a
“feel” for them.
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ThePage Layout Tab/Ribbonalso has logical selections — Themes, Page Seage
Background, Paragraph and Arrange.

—

TheReferences Tab/Ribborwill really come inhandy for those publishingpng documents,
articles or books— Table of Contents, Footnotes, Citations & Bibtaphy, Captions, Index, and

Table of Authorities.

TheMailings Tab/Ribbon lets you work with Envelops, Labels, Mail MergeéglBs and
Preview. It includes Create, Start Mail Merge, ¥and Insert Fields, Preview Results and

Finish.
-—

TheReview Tab/Ribbonhas the Proofing Tools, Comments, Tracking, ChenGempare and

Protect features.

TheView Tab/Ribbon allows you to change the document Views, do Shad¢HZoom and

arrange your Windows.

This gives you a “feel” for how the Tabs/Ribbonsriwm Word 2007. Again,it would be
prudent to look at the other 2007 Office applicatias you will be using - to get a similar
sense for these new featuse

Now we’ll look at several other neat features of Z7 Office.
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Picture Tools

Currently, when yowlick animagein Word 2007, PowerPoint 2000r Excel 2007 aPicture
Tools Tab/Ribbonwill be available to you. We placed a Microsoft Clip Art frog oretleft.
When weclick the frog aPicture Tools Tab appearsaboveof theother Tabs/Ribbons

When youclick thePicture Tools Tab (we'restill in Word ) thePicture
Tools Ribbon belowappears

) (I ) }

Notice, like the other Ribbons thatPicture Tools alsohas its own Groups— Picture Tools,
Shadow Effects, Border, Arrange, and Size.

You canclick theOpen Group arrow at the
lower right of some groups to see more of the
Group.

We clicked theDpen Group>)w on the/

Size Groupand theFormat Picture Menu
Screemppeared

If we are inPowerPoint— and click an image PRicture Tools becomes available. The image
below shows that there are different selectionsesime are now using PowerPoint.

—
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SmartArt

In thelnsert Ribbon/Tab at the bottom of Page 10 there is a new seleth@nimproves on the
“old” Drawing Toolbar — especiallgmartArt . SmartArt is a part dVord, Excel and
PowerPoint \l,

We've enlargedtheWord Insert
Ribbon/Tab (right) to show the
SmartArt selection. When you
click SmartArt aChoose a
SmartArt Graphic menu (image
below) will appear.

If you have used SmartArt in the past, you'll ddycsee that it has begmeatly enhanced.

We'll click on thePyramid and then click th€©K button.

A Pyramid Diagram, similar to the one o

the right, will appear. Now it gets \
exciting!

When youclick thePyramid you’ll

notice anew SmartArt Tools
Ribbon/Tab appears(top of next page).
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Similar to Picture Tools, you'lhotice severalayout andSmartArt Styles Groups designed
for enhancing the Pyramid on which you're working.

If you click theChange_/>
Colors button in the

SmartArt Styles Group an

imagelike the one theight

will appear As youmove —
your cursor arrow over the

Primary Theme Colors,

you'll see that théyramid

changesto thatcolor. We

chose the one you see marked

by thearrow on theright.

Our Pyramid now has this

shading!

If you nowmove your cursor

arrow over one of themages in
SmartArt Styles you'll see an

image similar to the one on the right.

Comparable to the Text Styles on
Page 10, you can see how 2007
Office is enhanced to assist you with
these great previews.

We'll work with these in the
individual 2007 Office tutorials.
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Other Ribbons/Tabs/Tools

Excel

If you are in Excelyou can now
highlight a row, column or
entire spreadsheet with really
eye-opening effects

In theimageon theright we
openedthespreadsheet

developed with the Excel 2007
tutorial. Wehighlighted the
Decembercolumn and then

clicked Conditional

Formatting. Thedrop down

menu you see on the right
appeared We therclicked /
Color Scalesand, when tharea

to theright of Color Scales
appeared,wemoved our

cursor over the selections As

with other 2007 applications,

when you move your cursor over
the choiceyou will get a

temporary preview of how

your selection will appeat

Notice, in Conditional

Formatting, there are alsData Bars andlcon Setsselections. If you were to choose these you
would see small bar charts or little flags, smileges, etc. appear in the area you highlighted.
And the list goes on and on. Really awesome!

PowerPoint

You saw on Page 12 thRicture Toolsis a significant part of PowerPoint 200¥7ext andtitles
arealsovery important. If you click aText Box an image (similar to the one below) will
appear. Notice that@rawing Tools Tab/Ribbon is available

~
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We clicked theDrawing
Tools Tabthenclicked
theMore arrow to the
lower right of theShape

Styles Group An image

similar to the one below
Arrow

appeared.

As with other Tools Tabs/Ribbons, when yoove your cursor arrow over a selectionn the
Format area a preview of how your text will look with that seletion appears Wechosethe
one marked by tharrow below and outtitle looks like the one on thaght of the image.

. . More
Also, in the Drawing Tools
Tab/Ribbon, is the Group —
WordArt Styles. >

We clicked theMore arrow

to the right of WordArt Styles
and the image on the right
appeared. Once again, as we
moved our cursor over the
choices,apreview of our title
appearedin that WordArt

Style. —-

We'll work with these
Styles, and more, in the
PowerPoint tutorial.
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The Lower Right Corner

Another efficient feature of 2007 Office is in tlosver right corner of Word, Excel, PowerPoint
and Access. When you open these applications ylbsee that the Zoom” feature is now
available, as well as other logical “view” featufes each application.

Word

I Master DocumentView Draft View
The image on the
right is the

Word View I Page Layou View H
Toolbar (located

on the bottom

Right of the I Full Screer View Web Layout View
Word screen).

You'll notice that normal Word document views armbm features are available.

PowerPoint

I Slide Sorter View I

ThePowerPoint V
View Toolbar

looks similar to
the image on the
right. Normal View Slide View

Access

I Form View I I PivotTable View I Layout View I

TheAccess
View Toolbar V *
looks similar to

the image on \
the right.

Datasheet Viev PivotChart View I I Design View I
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Excel

I Page Layout Viev I

TheExcel View
Toolbar looks
similar to the image

on the right.
Normal View Page Break Viev I

We have found these View toolbars to be very hasdye’'ve worked in these applications.

More Excel

Page Layout View

While we're in the Excel View
Toolbar we’ll mention thaew
Page Layout View

When youclick thePage Layout View button an image similar to the one below will appear.
This view issimilar to Print Layout View in Word. Now you have it in Excel! It's really great
as itnot only gives you a “mini” print preview of your spreadsheet,atso allows you to work
with your Headers and Footers “interactively” by clicking the Header or Footer area

18



We clicked in thecenter Header areaand the image below appearddiotice that aHeader
and Footers Tools Tab/Ribbornis available — with all of the Header and Footer Groups — and

easy to use buttons. \

- : Center Header Aree I

Notice theAuto Header and Auto Footer buttonsto theleft of theRibbon. You can use these,
or theHeader & Footer elements or simply type your header This is really flexible and you
see your choices instantly.

You can see that 2007 Office is working with yourenthan ever. As we create the 2007 Office
tutorials, we’ll introduce you to, and show you htamuse these Ribbons, Tabs, Groups, and
Toolbars unique to each application.

At the moment Word, Excel, PowerPoint, Access aprdting messages in Outlook Mail contain
these new features. 2007 Publisher is fairly simib Publisher 2003 — but has Publisher Tasks

to assist you in creating Publications. FrontFamgchanged its name and moved to a new
family called Expression — with a new name — Miofb&xpression Web Designer

Microsoft Office Tutorials
In addition to this tutorial, other Office tutorsahre available at:
http://www.officetutorials.com

This site is updated frequently with tutorial reeiss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl download as you desire.

This has been an introduction to several featur@9@7 Office. If you have any questions about
2007 Office, or comments on this tutorial, pleasetact:
murray.t@lynchburg.edu

Thank you for your patience and good luck.
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