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Expand icon Groups 

QUICK INTRODUCTION TO OFFICE 2007 
As you may have noticed, there are some significant changes to the way Office 2007 looks. We 
have a handout (http://www.lib.umich.edu/exploratory/pdfs/office2007.pdf) that has more 
details, but here are a few tips to get you started. 

Office Button: located in the upper-left corner of the screen (in each program), the Office 
Button replaces much of what was in the File menu, such as Open, Close, Print, Save, 
etc. At the bottom of the window (when you click on the Office Button), youõll see an 

Options button. This replaces the Options menu that was located in the Tools menu. 

Quick Access Toolbar ( ): By default, the Quick Access Toolbar is located to the right 
of the Office Button. You can customize it by adding other icons you are used to seeing in the 
Office 2003 Formatting Toolbar. 

Ribbon: The Ribbon replaces the Office 2003 toolbars, and it changes contextually, grouping 
icons into logical groups. Below is the Home Ribbon in Excel. Note that is has many of the 
features of the Office 2003 Standard and Formatting Toolbars, divided into Groups. The Expand 
icon sits in the lower right corner of some groups and opens a dialog box for that group. 

NEW EXTENSIONS/SHARING FILES WITH OTHERS 
This new version of Office uses an XML-based file format, and the default extensions now end 
with an òxó - .docx, .xlsx, and .pptx. If you are sharing files with people who have Office 2003 you 
can save the document in the older format, and even change your default to that older format. In 
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 you use some of the 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 or 
Mac user, they can download the compatibility pack from the 
Microsoft web site.  

To save a version of your current file in a format compatible with 
Office 2003 (Windows) or Office 2004 (Macintosh),  

1. Click on the Office Button in the upper left corner. 

2. Choose Save As from the category list. 

3. Select Excel 97-2003 Workbook. 

4. Give the file a name, and navigate to where you would like to 
save it. (the Save as type: pulldown should say Excel 97-2003, if 
you want to double-check). 

5. Click OK, and then send that version to the Office 2003 user. 

http://www.lib.umich.edu/exploratory/pdfs/office2007.pdf
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To change the default file type to the Office 2003 version, 

1. Click on the Office Button in the upper left corner. 

2. Click on the Excel Options button. 

a. Choose the Save category on the 
left, then in the Save files in this 
format: pulldown, choose Excel 97-
2003 Workbook. 

3. Click OK to save your changes and close 
the dialog box. 

COMPATIBILITY MODE 
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 do, the file will open in whatõs called Compatibility Mode. If you 
remain in Compatibility Mode, you may not have access to some features of the 2007 version. If 
the feature doesnõt work in Office 2003, then it will usually be grayed out when you work in 
Compatibility Mode. 

To change the file to the Office 2007 format: 

1. Go to the Office Button and chose Convert. 

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 that it replaces the version you 
are editing ð if you want to retain the original then use Save As instead. 

3. Click OK to 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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ELEMENTS OF AN EXCEL DOCUMENT 
When you open Excel, a blank workbook is automatically opened. A workbook is a file with one 
or more sheets; each worksheet (sometimes called òspreadsheet) is a òpageó in the workbook 
where you enter and work with your data. Each workbook starts with three sheets, but you can 
add more by clicking on the Insert Worksheet icon to the right of your last sheetõs tab (circled 
below). To change the name, double-click on the sheetõs tab and then type the new name. 

An Excel worksheet is made up of a series of columns (named with letters e.g. A, B, Cé) and 
rows (named with numbers e.g. 1, 2, 3é) that define the cells ð for example, òE3ó. To enter data 
(text or numbers), click in the appropriate cell and start typing. When you type, the data goes into 
the currently selected cell, called the active cell. All the data you enter in the active cell appears in 
the Formula bar. If you need to change the data, you can double-click on 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 worksheet, use the arrow keys on the keyboard to move left, 
right, up and down. In addition, you can use the following other keystrokes: 

�x Enter accepts your entry and moves the active cell down one; hold down the Shift key as 
well and you will move back up. 

�x Tab accepts your entry and moves the active cell to the right. Again, hold down the Shift 
key as well as the Tab key and you will move to the left. 

The Esc key or red X in the Formula bar will abort your change. 

RESIZING AND HIDING COLUMNS AND ROWS 
You can change a columnõs width by putting your cursor between the letter for that column and 
the next (between A and B at right). When you get the two-headed arrow, drag to the right or left 
as desired. 

Double-clicking on that same spot will òautofitó the 
column, making the column as wide as the largest 
piece of text/data in that column. 

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


