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Do we need Office 20077?

The New Office Interface

New Formatting Tools

File Compatibility

Notable Changes and New Features
Avalilable Resources

Rollout Plan

Office 2007



Need? Obstacles

|s there an administrative What are the main
need? obstacles?
No New Interface
Is there an academic Compatiblility Issues
need? Minor Individual
Yes Program Changes and
Is there a Enhancements
technical/support need?
Yes

Bottom line: Everyone will need to be trained!
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Office 2007 Applications

Included Applications:
Microsoft Office Word 2007
Microsoft Office Excel 2007
Microsoft Office PowerPoint 2007
Microsoft Office Outlook 2007
Microsoft Office Access 2007

Additional New Applications:
Microsoft Office Groove 2007
Microsoft Office InfoPath 2007
Microsoft Office OneNote 2007
Microsoft Office Publisher 2007
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Office 2003 Review

POP QUIZ!
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User Interface Saving and

Office Button, Ribbon, | FEile Compatibility

Quick Access Toolbar, Notable Changes and
Status Bar New Features
On-Demand Tools Resources

Contextual Tabs
The Mini Toolbar
New Features
Galleries
Live Preview
Help
Program Options
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Office 2007

The New User
Intertace
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The Microsoft Office Button

TN ERCLULEL The Office Button
— e — replaces the “File”

. S o menu, but the button
= s offers more commands
g comen T  than the “File” menu did.
el = In previous versions of
md ===+ The Microsoft Office, you could set
fnem »  Office Button options in the “Options”
I e~ @PPeEArs in the dialog box, which you

..., , upper-left corner opened through the
~_ ofthe window in “Tools” menu. Many of
“‘T several Microsoft those options can now
== ° Office programs. be found when you click
Wl o B I the Microsoft Office

iz Wosd Options: J§ 6 Bt Word | Button.
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The Ribbon

Menus and toolbars have been replaced by the Ribbon
which contains tabs that you click to get to commands.
With the Ribbon, commands and other tools you need
are now exposed and more readily available.

Use the Ribbon to do what you're used to doing.

You can hide and unhide the Ribbon to make more/less
workspace by double-clicking on a tab.

Tabs organized in
the order of use

{ EI':‘/H z Agcumentl - Microsoft Ward et e
) \ :
— Home Insert Page Layout References Mailings Review View i
-_=| . Calibri [Bady) -jio - LGS e N S &, % S
- 2 Ni—ms= ===l | A= .
= B 7 U-aex x|%) EE EE|E St o |y Ribbon
{ah =] | [l [P i |
T A As| A A | S~ ||| 9T Styles ~ Styles ~
Clipboard = Faort s Paragraph ] Styles Is "
V.- L
\ 4 =
Easy-to-browse B
Commands
[
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The Ribbon is Organized into 3 parts
Tabs

CIT.
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The Core Tabs

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

See additional handouts for information about each tab.

Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review View

Calibri [Body) =
g BT U - odbe ok, x| =

=== =||is-| .
Paste = o Quick Change Editing
F |- A~ ha||A A EC. RS AR N Styles = Styles+ || -
Clipboard '« Font I Paragraph I Styles I
D_!“ d ) ~ [ = Bookl - Microsoft Excel - ™
:J |

Home insert Fage Layout Formulas Data Heview View
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The Core Tabs

PowerPoint

El-:-; IH : ) ﬂ B - Presentation2.pptx - Microsoft PowerPoint
jp S :

_:_;‘-. H T sl ntitled - Message [HTML)
S

Meszage Insert Cptions Format Text
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‘How Groups and Commands

are Organized

Groups_are sets of related
commands. They remain on
display and readily available,
giving you rich visual aids.

Commands_are arranged in
groups. Acommand can be a
button, a menu, or a box where
you enter information.

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 now they’re the ones most
prominently featured. (or larger in
size)

Word Excel
I:ffagx_ H h!:l - - I-?ﬁg -3 H .
Home Insert Page Layout H Groups
j " [€camibri (Body) -l - 3 | i TR
ER| _;'=_a|
Faste f@ O - abe KD Faste @H w5 || - A
- - 7 —
Clipboard Font \Clipbnard F Font
\Rl\ hal ' Ir
—
1 B N
]
2
Commands
13
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ScreenTips

If you mouse over a command, Office 2007 will give you
a brief description of the command and where to go for
more help.

{ _1\_ =l g - themes.docx - Microsoft Word et e
T |
—’/I Home Insert Page Layout Referances Mailings Rewviaw View L7
IEJ- (= Add Text - AB‘ i) wﬁ 3} Manage Sources ﬂ =4 =§# B E-H' b
= ¥ Update Table A ~ = (G style: (aPa ~||| = 30| E B
Table of Insert ! Insert Hon, Insert Mlark Mark
Contents = Footnote = Citation = ﬁBlbIngraph}r* Caption [ Entry Citation
Table of Contants Footnotes: T Citations & Bibliography Captions Index Table of Authorities
1"""'5"':"'}"':"(Insert[itatinn 5'5&?
— Cite a book, journal article, ar

other periodical as the source fora
z piece of information in the
- daocument.

. Choose from the list of sources you
ScreenTip have created orenter information
for a new source.

2 Waord formats the citation
according to the style you have

selected,
@ Press F1 for more help.
- W%’H find the right property for you!
Pagei10f2 | Wards: 270 | <34 | Word is preparing tasave,, T | u@ﬁﬂ'lﬂ. E=
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Sometimes an
arrow, called the
Dialog Box
Launcher , appears
In the lower-right
corner of a group.

This means more
options are available
for the group.

Paragraph Dialog Box Launcher I_

) 00

‘ .]/'
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Junior Sales Associate Performance

After shugmish sales in the frst teo months of the quarter, all thres
wnprovements. Most of the difficulties they faced were seasonal (Post-holj
Jumior sales associate summary is as follows

k

Paragraph dialog box
to adjust the settings

.
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Indentation
Left: iy - Special:
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Additional Tabs - “Add-Ins”’

The “Add-Ins” tab __Is automatically created If
you have third-party plug-ins for Microsoft Office.

N ﬂ @ ; - office0Hfidu-training-plan-classes.doc [CpMD iy No de] - Microsoft Word
| T I'ﬂ ; p I ¥ ]

)
: Home Insert Fage Layout References Mailings Review Wiew Community Clips Acrobat

FlashPaper = @ Cipen In Contribute 'éi Publish To Website Past To Blog

Caontribute = @ E

Menu Commands Custom Toolbars
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The “Get Started” tab _ gives you access to free
online Microsoft Training for Microsoft Word.

For Word 2007, Excel 2007, and PowerPoint
2007, there’s a visual, interactive reference
guide to help you quickly learn where things a
If you can’t find a command in Office 2007.

[ ."-x. lﬂ L) O E = officelFfldu-training-plan-classes.doc [Compatibility Modg g 0t W
Home [nsert Page Layout References Mailings Review WView Add-Ins @
5 & &

] L e —
m: C s & &3
[nteractive Up to Speed Word 2007 Get up fo Speed Eiscuss Training Video Word
Guide with Word 2007 Cwverview  with Waord 2007 Word 2007 Demos 2007
Find a - Command. Get Online Training Watch Video Demos Ask the Community View Home Pages
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Additional Tabs - “Community Clips”

The “Community Clips” tab _ allows you to
record your computer screen so you can make
movie files on how to carry out a procedure In
Word, Excel, or PowerPoint 2007.

You can e-mail or Xythos these files to your

EI’& \ H ) O h ¥ afficelH Tidu-training-plan-classes.doc [Compatibility Mode] - Microsoft Wi
-—-/ Home Inzert Fage Layout References Mailings Review Wiew Add-Ins et Started
) start Recording £l
u Stop Recording
Actions Search
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Other Additional Tabs

Additional tabs are automatically created if you
have third-party software that interacts with
Microsoft Office. They used to be “menus” In
Office 2003.

Adobe Acrobat Professional is an example.

_1; H | By @ E ¥ officelFifidu-training-plan-classes. doc [Campatibility Mode] - Microsoft Word
i :
- Home Inzert Page Layout References Mailings Review View Add-Ins et Started Community Clips Acrobat
el mml tu =5 =
| - — | - ,
e = “di ] ',;_.J El
Create Preferences Create and Itail Create and Send  Acrobat
FOF Attach to Email Merge For Review Comments =
Create Adobe PDF Cregte and Email Feview And Comment
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Contextual

Core Tabs
_ Tab
,-'c!“\_. k T | [ [ T— — — \ Picture Tools - = X
—/ me Insert Page Layout References Mailings Review View | Format L7l
% Brightness = 13 . [y Picture Shape ] 4 Bring to Front =[S - &
(b Contrast - By -‘ ._“ .‘ = L& Picture Border - 41, send to Bach 51
= PfJSitI-J Size
g Recolors g = | ol Picture Effects = [ Text Wrapping = Sk~
Adjust Picture Stylas {F] Lrrange

. E ------- ofa tiate life ads TR ah [ife s Tt wiie po e Bt Gahe [ife it G e il i i 74 [_:5

The members of the Relocation Services management team are all strong managers with
a proven track record of sales and customer service. We expect to see revenues increase
significantly this yvear thanks to their focus and experience.

Figure 2 shows the organizational chart for the new Relocation Services Management
[]

team. [
gy Selected
Object
J. Dillon T| R Michael “ J. Jackson '1

C C} "_J\
& 4 W, .

J. Rivera
President
Relocation Team

3 1

= ,i: E
- B M. Mueller R. Maore 1 T
@ Sales Managar Marketing Manager
- 1 l]

[ 1

Figure1: Relocation Services Management Team =/
b
T i ik
Pager3 of 5 | Words: 1,473 | 100% - e
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Contextual or
On-Demand tabs
appear only when
you need them.

They provide
more commands
to manipulate the
object you have
selected.

The tab
disappears when
you deselect the
object.
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Located above the Ribbon when you first start your
Microsoft Office program, the Quick Access Toolbar

puts commands where they’re always visible and near at

hand.

You can easily add and remove commands from the

Quick Access Toolbar.

You can move the Quick Access Toolbar above or below

the Ribbon.

Quick Access Toolbar

e — X
(Ta) i g - themes.docx - Microsoft Word X
?._.il‘,.': A y
Save = o Insert Page Layout References Mailings Review L7
< 0 | caiidki Boay -1 - | [iE IS - S| [EE EE % % #
—=| S |BE U-ade x; X |2 (== = E 3g,|
Paste | = (e 7 v Quick Change  |Editing
[ ab = = 1. [0SR S
Undo - Z ¥ A Aar||A a | | Sy 84| 1T Styles = Styles -
Clipboard: ™= Font ] Paragraph E
|I|_1---|---§---|---[---|---2---|---3---|---4---|--- L L Ry [ E;E'
" ; " " " ¥ . . " . " " ]
Repeat - . =
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The Status Bar

The bottom part of the Office windows gives you
clickable access to certain Office commands.

Live Word Count | Tracked Changes | Document Views |
Page:1 of 1 | Words: 271 | <3 | Track Changes: Off UE' M B F = [ 200% (- 1] +) .
[ | 2N v
Zoom Controls |
Page Number | Contextual Word

Spell Checker

Fit slide to
Theme Used Type of View current window

PowerPoint
l S l

L Slidel of 1 | "Office Theme"

Zoom Details

Slide Details
Office 2007 22



Office 2007

Formatting
Tools
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New Formatting Tools - Mini Toolbar

The Mini Toolbar _is a new addition to Office 2007 that
appears when you select text.

It provides you with common text formatting options
found on the “Home” tab.

It allows you to save time so you don’t have to go to the

“Home” tab to find the common formatting commands

you | Burke Properties, Inc.
We'll find the right property for you!
Times New - 12 - A" A" Ay o f

= aby . - = 5= 1T
B I =E¥%-A-£EiE:=

Mini Toolbar

Selected Text  _,, Birke Properties (Burke) is a full-service real estate brokerage fim. We provide a broad

renge of real estate services including rasidential and commercial sales and leasing. Jan
Burke, the President, has keen personally involved in all phases of real estate for over
twentv vears. This experience includes: historic preservation, restoration, leasing and
siles management, and consulting for developers or issues ranging from plarning to final
marketing. Our brokers and associates are a well-balanced team of seasoned professionals

who offer our clients a unique blend of specialties in the various markets within the area.

Office 2007
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Formatting Options on the

Mini Toolbar

Word and Outlook | |
share the same Font shink | | [Format
.. Size Font Painter
mini toolbar. ‘I_I - .
Excel and Font jﬁmes New ~ |12 ~ A" A" Ay~
PowerPoint have 8¢ —TB 7 =% - 4 - 15 ii=f-\E Bullets |
S“ghtly d|fferent I Decrease Increase
mini toolbars - |
. Center | Font \
Color
Excel ont
v Highlight
Color
Calibri ~ 11 -

B 7 A-A W
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New Formatting Tools - Galleries

A qgallery is a central location to access various preset
styles and appearance settings for an object. There are
various galleries for text styles, tables, shapes, and even

charts. The large availability of preset formats makes it

easy to qmckly alter any graphical object.

/"_ \ ol = anouwt us.docx - Microsoft Weord =
H

1a
3
—~‘/ Inset Pege Layout

References Mailings

& X

View Fiew
% | |arial |15 - ==l 2= 2E] & % =Y
o || O v oabe 3 2 ||| |E§§El|$=-

Paste _ ||l | Cuiick | Cka g Fditing
F | A AaT||A AT |22 - EE (2] T Stvles=| Stie .
Clipboard s Fant U} Paragraph 3
LwBtC:Dd  4aBbCel | AaBhbl| AaBbl =
T Caption Emphasis THeadingl | THeading 2 m
AaBbCcl AaBbCcl AaBbCcl AaBbCc.
Heading 3 1 Miarm al Stronng Suhtitle
AAB AaBbCd 4aBsCcl daBbCe S
Burke Properties Trie 1Mo S5pacl.. Subtiz Em.. Intense E..
We'll find the right propert 4aBbCcl AaBbCo AAEECC AABBCC
Quote Intense Q.. Subtle Ref.. Intense R..
AABEBCC AaBbCcl
AboutUs Book Title T List Para... -
Bule Properties iz a fullservice r2al estate broxerage Save Selection as a Mew Quick Style.., "
realestate services inzludng residential and commerci 7% Clear Farmatting =
Praridant hheshasm marsanalls inealzead in allnhasasa| T ADPl Styles.. *
Sedction: 1 Page: 1 of 1 Words: 271 Tra kChange5'DFf = B
——————————

Office 2007

Predefined
text styles
arranged in a
grid layout
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Live Preview allows you to preview how formatting

options will look on a document before you actually
apply the selected formatting.

Section: 1 Pa

i Contury Cothic
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- Home Insert Fage Layout References mMallings Review View i
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— - =
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Eﬁ‘ CA%S']I]EM L-D alanccd team of Er_'asonr_'clpra Iczziorals @
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P Gt

Live preview of
Comic Sans MS font
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Help can be found by clicking on the Question
Mark icon on the right side of the Ribbon.

Help includes offline and online support.

Documentl - Microsoft Word

4]

=3 |||

B I U

~ abe X, :-:I| |i§

S VWNIE

*_
Paste e ey e || e Quick Change ||Editing
b Fiy
5, F ||| A Aar||A a7 (el '|£1|.||qf| Styles = Styles~
Clipboard T« Font ] Paragraph Styles 5
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The Options Dialog Box

The program Options_are now found under the Office
Button.

It used to be under the “Tools” menu in Office 2003.

Word Options

Popular J ;b‘ . .
1 - l E& Change the most popular cptions in Word,
Cisplay
Pracfing Top options for working with Word
Save Show Mini Toolbar on seledion
) Al u Enablz Live Preview i
L=l
Series Of Tabs |:| Show Developer tab in the fibbon
Customize Abways use ClearType
Open e-mail atzachments in Cull Screen Reading view U
AddIns i o - g
Zolor scheme:
Trust Center
SureeniTip slyle: | Showw Tedlure descriplons it SueenTips "

\ | FResources

Personalize your copy of Microsoft Office

Jser nams: |Aparnaau.r

Initials:

Choose the languzges you want to use with Wicroscft Office: | Language Settings... ]

| ok || coner |
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Saving and
File Compatiblility
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The New File Formats

There are new file formats in Word, Excel, and
PowerPoint:

For documents, workbooks, and presentations,
the default file format now has an “x” on the
end, representing the XML format. For example,
In Word, a document is now saved by default
with the extension .docx, rather than .doc.

Excel = .xlsx

PowerPoint = .pptx
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Saving and File Compatibility

By default, previous versions of Microsoft Office can not
open .docx. .xIsx, and .pptx files.

For best compatibility , saving as the following is highly
recommended:

“Word 97-2003 Document (*.doc)”
“Excel 97-2003 Workbook (*.xIs)”
“PowerPoint 97-2003 Presentation (*.ppt)”

To save you time and confusion, C&NS has set the
default saving in Word, Excel, and PowerPoint to the
“97-2003” file format so you don’t have to choose it every
time.
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When you open an Excel, Word or PPT 97-2003
formatted file in Office 2007, Compatibility
Mode Is turned on.

You see Compatibility Mode In brackets in the
title bar of the document window.

test.doc [Compatibility Mode] - Microsofit Word

In Compatibility Mode, you can open, edit, and
save Office 97-2003 files, but you won't be
able to use any of the new Office 2007
features.

Office 2007 33



Saving and File Compatibility

To use the new Office 2007 features you can convert your
files to the Office 2007 file formats. (.docx, .xIsXx, .pptx)

Converting your files allows you to access the new and
enhanced features in Office 2007.

Convert via the Office Button — |"i_§ Convert

However, people who are using previous versions of Office
may be prevented from, or have difficulty, editing certain
portions of the files that were created by using new or
enhanced features in Office 2007.

(Example: SmartArt)

To detect which 2007 features that will not be available in
earlier versions of Office, you will use the Compatibility
Checker. Office 2007 34




Saving and File Compatibility

The Compatibility Checker

Used to detect features in Word, Excel and
PowerPoint 2007 that will not function properly in
earlier versions of those programs.

Office Button>Prepare>Run Compatibility
Checker.

\ ability to edit, copy, and print.

'.-",. wr,
ff| Prepare » ) s Add a Digital Signature

Ensure the integrity of the document by
adding an invisible digital signature,

= Mark as Final
Let readers know the document is final and

Tl

Publish #

< E L Run Compatibility Checker
=, Check for features not supported by earlier
| Close versions of Word,
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The Transition Period

For computers with Office 2003, C&NS has
Installed the Compatibility Pack which allows
users to open Word, Excel, and PowerPoint files

created in Office 2007.

Non-University computers need to have the
latest Windows and Office updates to get the
Compatibility Pack.
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Notable Changes and New Features

» New default font style and size (change)

— Calibri, 11 pt

* New default spacing in Word(change)

Spacing Word 2003 and earlier
option versions
of Word
After 14 /10 px |0 pt
Line spacing | Multiple Single
At 1.15 blank

2003: 1.0 line spacing and no space between

paragraphs.

2007: 1.15 line spacing and a blank line between

paragraphs. (12pts = one blank line)
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Changing the Default Font Settings

You can change the default font settings in
Word, Excel, PowerPoint, and Outlook
2007.

You can go back to the Office 2003 settings!
To do so, you must go into each program

and change that program’s default
settings.

Instructions on how to do that can be
found in the supplemental handout.
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Keyboard Shortcuts (change)

The “older” keyboard shortcuts are no longer
promoted. But they still work! (Ctrl+C, Crtl+P,

etc.)

Press the “ALT” or “F10” to display the “Key
Tips” for the Ribbon Tabs, Quick Access
Toolbar Commands, and the Office Button.

The little white squares containing the

“Key Tips” are called badges . Press the
badge letter or number associated with the
command you want to use.
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Creating a New Document (change)

Office Button

Avallable Online Templates for a new document
Save as PDF (New Feature)

You do not need Adobe Acrobat Pro to create PDF’s!
Enhanced Security Options (New Features)

Inspect Document

Encrypt Document

Digital Signature

Mark as Final
New Graphics and Formatting Capabilities (New Featu res)

Smart Art, Quick Tables, Styles, Themes
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Office 2007 Review

Review
QUIZ!
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Resources

Web

C&NS Office 2007/2008 Resource website:
http://www.fairfield.edu/cns/cns_office2007

Microsoft Office Training Website:
http://office.microsoft.com/training

The “Get Started” tab In the Ribbon for
Word, Excel, and PowerPoint

Print
Quick Source Guides

Office 2007 42



Rollout Plan

http://www.fairfield.edu/cns/cns_ office2007

Spring ‘09

Faculty and Faculty Support Staff
Summer ‘09

General University Staff

Training
General Staff and Faculty Training
Class Types:
Office 2007 Boot Camp (2 hr sessions)
Speed Learning Office 2007 (2.5 hr session)
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Questions

Questions?

Thank You!

Office 2007



