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QUICK INTRODUCTION TQOFFICE2007

As you may have noticed, there are some significant changes to the way Office 2007 looks. We

have a handoutttp://www.lib.umich.ed/exploratory/pdfs/office2007.pjlthat has more
details, but here are a few tips to get you started.

Office Button: located in the uppéeft corner of the screen (in each program), the Office

*" Button replaces much of what was irRilemenu, such &pen, Close Print, Save

etc. At the bottom of the window (when

Optionbutton. This replaces tlptions menu that was located in tf@ols menu.
Quick Access Toolbar(2“-“ = ). By default, the Quick Access Tooib&wcated to the right

of the Office Button. You can customize it by adding other icons you are used to seeing in the

Office 200FormattingToolbar.

Ribbon: The Ribbon replaces the Office 2003 toolbars, and it changes contextually, grouping

icons intodgical groups. Below is tHeme Ribborin Excel. Note that is has many of the
features of the Office 20@8andar@ndFormattingroolbars, divided int@roups. TheExpand
iconsits in the lower right corner of some groups and opens a dialog boxgiamujhat

g\ 9 N Bookl - Microsoft Excel _m ox
) = e
— Home Insert Page Layout Formulas Data Review View Add-Ins @ - x
— ——— — 1 ] o it - F - B
= & Calibri -l A== (= General " ElJ id id - [}? .]t}

53 — % Delete = o
Paste B 7 U-||E~|8 A== =E=EEEH $ - 9% 1 ||%08 ;08| Conditional Format Cell Sort & Find &
- 7 = = — =|| =5 = 00 >0l E o rmatting - as Table - Styles - _,J Format~ || (2~ FIHEI Select
Clipboard ™ Font ® Alignment (Fi Cells Editing
Expand icon Groups

NEWEXTENSION$SHARING HLES WITHOTHERS
This new version of Office uses an xb#sed file format, and the default extensions now end

wi t h -adocxxisx and.pptx If you are sharing files with people who have Office 2003 you
can save th#ocument in the older format, and even change your default to that older format. In

y 0L

addition, they can download a compatibility pack that will allow them to open, save, edit, etc., the

Office 2007 files that you send them. Note, however, that if youmgsefdbe new features of

Office 2007 (such as SmartArt), the Office 2003 user will not be able to edit those graphics.

If you need to share your Office 2007 files with an Office 2003 ar
Mac user, they can download the compatibility pack from the & -

Microsof web site. ) e s,m;.:zlu;::::;:m

To save a version of your current file in a format compatible witl . = == l\ﬂ e ek e et

Office 2003 (Windows) or Office 2004 (Macintosh), S b ”WW cedand
1. Click on the Office Button in the upper left corner. R el D S
2. Choosesave Adrom the category list. e | w
3. SelecExcel 92003 Workbook P oo » N WW
4. Give the file a name, and navigate to where you would lil <., .| =™

save it. (th&ave as typelldown should s&xcel 92003 if B St s st o

7 Publish » all possible file types.

you want to doubleheck). .
5. ClickOK and then send that version to the Office 2003 u-—

Close

=4 Ferel Ontinns L3 Fyit Ferel
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To change the default file type to th&d@f2003 version,
1. Click on the Office Button in the upper left corner.

2. Click on theexcel Optiohatton.

a. Choose theaveatego,ry O,n the Popular H Customize how workbooks are saved.
left, then irthe Save files in this | Fomuis
formapulldown, choosExcel 97 | Freefins

Save workbooks

2003 Workbo_ok Save Save files in this format: Excel Workbook v
H Advanced Save AutoRecover inforn Excel Waorkbook
3. ClickOKto save your changasd close T eycel Macro-Enabled Workbook
. Customize AutoRecover file location: . 1
the d|a|0 box Excel Binary Workbook i
g ) Defautt ile location: | Excel 97-2003 Workbook |

COMPATIBILITYMODE
If you have a file that was created in an earlier version of Office, you can still open it in the Office

2007 version. When you de&agmpatbility Mdéde.Ifgouwi | | ope
remain in Comgibility Mode, you may not have access to some features of the 2007 version. If
the feature doesndt work in Office 2003, the
Compatibility Mode.

To change the file the Office 2007 format: Data  Review  View

1. Go to the OfficeButton and chos€onvert

2. A dialog box will appear explaining that you will now be able to use all the new features
and that the conversion reduces the size of your file. Note¢pédesthe version you
are editin@ if you want to retain the origirtaen us&ave Asnstead.

3. ClickOKto convert the document.

If you need to share files regularly with Office 2003 users, you should probably work in
compatibility mode.
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EH EMENTS OFAN EXCELDOCUMENT

When you open Excel, a blank workbook is automatipaited. Avorkbook is a file with one

or more sheets; easforksheet( somet i mes call ed O0Ospreadsheet)
where you enter and work with your data. Each workbook starts with three sheets, but you can

add more by clicking on thesertWorksheet con t o t he right of your

below). To change the nameublec | i ck on t he sheetds tab and t
Active
Cell —

An Excel worksheet is made up of a serieglomns( named with | etters e. g

rows(namedvi t h numbers e. g. 1df o2r, e3xéa)niukEmartdatadEe3fd.n e
(text or numbers), click in the appropriate cell and start typing. When you type, the data goes into
the currently selected cell, callechtiiwe cell All the data yoenter in the active cell appears in

the Formula bar. If you need to change the data, you canrdlicklbe the cell to activate the

cursor in the cell, or click in the Formula bar and make the change there.

To navigate more quickly in your worksheset the arrow keys on the keyboard to move left,
right, up and down. In addition, you can use the following other keystrokes:

X Entemccepts your entry and moves the active cell down one; hold dShifiidbe as
well and you will move back up.

X Tabaccep your entry and moves the active cell to the right. Again, hold d&hiftthe
key as well as thabkey and you will move to the left.

TheEsdey orred Xin the Formula bar will abort your change.

RESIZING ANDHIDING COLUMNS AND ROWS

Youcanchangecaol umnds wi dth by putting your <cursor

the next (between A and B at right). When you get tHeetwded arrow, drag to the right or left
as desired.

Doublec| i cking on that same—spot—wrt+tt+—oatutofHhto
column, makinthe column as wide as the largest
piece of text/data in that column. O

The same technique works for rows; put your cursor
between the two numbers until you see the two
headed arrow, and then drag or dealidé.
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