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Overview of Office 2007

A University of Michigan Library Instructional Technology Workshop

INTRODUCTION

The latest version of Microsoft Office for Winddv@ffice 2007 looks very different from

Office 2003. While it has much of the same functionality as the previous versions of Word, Excel,
and Powdroint, you have to learn where to find the tools you are used to using (note, most
keyboard shortcuts are exactly the same, so if you are accustomed to using those, carry on!). This
handout is designed to give you a general orientation to the biggestesfia order to allow

you to continue your work as efficiently as possible as you transition to this new version. We will
be developing more-@epth handouts for Word, PowerPoint, and Excel, but hopefully this
document will help you get started. Thisdout does not cover Microsoft Access in either

version.

In addition to visual changes, Microsoft has introduced some new terminology. These act the
same in Word, PowerPoint, and Excel, and look very similar as well.

Office Button: located in the uppéeft corner of the screen (in each \&)

program), the Office Button replaces much of what wasFilgémeenu, | 1= =

such a®©pen, Close Print, Save etc. Click once on the Office Button || & o

and the list will display as atjright. At th
an Options button. This replaces @@ions menu that was located in th«k o

Tools menu.

L * Print »
Quick Access Toolbar(# 2 “ *): By default, the Quick Access Toolbar" *
is located to the right of the Office Button. You can customize it by addihg=
other icons you are used teing in the Office 200Brmattingroolbar. | g« -

Ribbon: The Ribbon replaces the Office 2003 toolbars, and it changes. w -

contextually, grouping icons into logical groups. BelowHsItine .
Ribbonin Word. Note that is has many of the features of the Office 2003
StandarcandFormattingToolbars, as well as new features such as the' '
Style Group
TheExpandiconsits in the lower right corner of some groups and opens a dialog box for that
group.

Ea,]. H9-4 )+ Documentl - Microsoft Word - @ x

—/ Home Insert Page Layout References Mailings Review View Add-Ins @

3 * | Calibi Body) RSN B |22 =([84[]| | ssbcend: | aasbeener o] }}iﬁ ﬁ;:

Paiti B I U abexanJA ==

- e . . Change
7 |* - | y - T Mormal Mo Spacing  Headingl Heading2 — [§ Select~

Clipboard = Font = Paragraph r Styles = Eediting

Extensions/File Types: This new version of Office uses an XbMsed filéormat, and you

can see that the def aud.docxdsx andpplf younase smaongy e nd
files with people who have Office 2003 (or Office 2004 for Macintosh users), you can save the
document in the older format, and even gaagwour default to that older format.

ZoOM BAR EEIEE e CNEE™
In the lower right corner of each program, there is an icon that has the magnification of the file
thatds open. Use the slider to adjust the di:

magnification slet are icons for the different views; in PowerPoint, for example, the Slide Show,
Slide Sorter, etc.
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EXPLORING THEOFFICEBUTTON ANDQUICK ACCESSTOOLBAR
The Office Button looks the same in all three applications, though each one h&3t®osvn

—— - button. The Office Button has many of the options thafiflkenenu did
A% 4 in Office 2003, such &pen, Save Print, etc.
o

Recent Documents

Hew Click on theDptionbutton (from within the Office Button) in any of the
5 open program to access items that you used to find Trotiie menu,
AutoCorrect, various options (such as user information, spelling and
grammar, editing and saving options, etc.)

LS
i One of the categories availabléustomize This allows you to add,

g o remove, and organize the Quick Access Toolbar. This will be discussed in
] pspwe > more detail below.

£l

L/ Publish »
=

A FEWOPTIONSTIPS

: There are a few options that you might want to turn off (or on) that are new
Sreeeen] 4o this version of Office.

Mini Toolbar: Found in théPopulaCategory, this toolbar pops up
when you select text. It can get in the watycydarly if you try to | e R T
. 4 . . 4 Aav2-&-F
right-click, so you might want to turn it off. On the other hand, so™ , ; gz - ==
people might find it very useful to have a toolbar with popular icc -
display right with your text.
Live Preview Also found in thé?opulaCategory, live st | Design | Animstions  SideShow  Review  View
prevew shows you what your document, spreadsheet, or + K colors -
presentation would look like if you applied the style, them _,_! ga ‘ fa_ ~ [&]ronts -
etc. that you are mousing over. In the example to the : ¥ [O]ereats -
right, by moving the mouse over the differenh - Ecoos~ ||
designs, you can see what the slides voolld - [AFonts -
like without actually making the change. Whef——"=— = [Olerec: -
you find one you like, click on it to actually
apply it.
Smart Tags Many people either love smart tags _
or hate thend this is the little icon that displays e J
after you paste, finish some formulas in Excelf ;
and so forth. It is contextual, meaning it will
change depending on what you are doing. TheJ
@mmm — smart tag option is a bit buried,;
O aten pestimation Fornting. L0 CNANGE @NYthing about the smart tags, go Rydbéncategory, then
. [ AutoCorrect Optiand the click on th@mart Tatgh

Themes

Themes

My GrEaT POWERPOINT
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CUSTOMIZING THEQUICK ACCESSTOOLBAR

By default, the Quick Access Toolbar is located to the right of the Office Button, though you can
move it so it displays below the Ribbon instead. This is really

the only area you can completely customize; youtcamyp | =
I C on youo d i ke by clicki Home Inse Customize Quick Access Toolbar w
Quick Access Toolbar and then selectinyltre e
Co mma n eé@ian. You can also access this area from = =) 5 '
Office Button Word/Excel/PowerPoint Ogiimhshen the ' pen
Customizategory. 7 || suae- §| =
Note that this toolbar is unique to each Office applicationls * S
if you change it in Word, it will not automatically change |. = x Quick Print
Excel or PowerPoint. Print Preview
Word, Excel, and PowerPoint all have the same options spelling
the Customize Quick Access Toolbar menu, except the v | Undo
following: v | Redo
e Excelalso has options to sort ascending or slide Show Fram Beginning
descending. More Commands...
e Word also has grammar with the spelling option a Show Below the Ribbon
a draw table option. f1 | "Office Th Minimize the Ribbon
e PowerPointalso has the show slideshow from beginning as displayed at right.
Onceyouclickontido r e C o mnmoptiord(sr §o to the Office Buttoithen
Word/Excel/PowerPoint OmimhsherCustomige/ou will see a dialog box like the Word
example shown here.
1. Choose a category 4 W R Y oud6d i kle
to pull the commands to add to the W e
toolbard Popular Commaodsimads ; -
from a particular Ribbon, etc. 3 st i O hear ’
2. After you choose the category, click onge? i
on the command in the list on the left, | o™
then click theAddbutton between the twg & e
columns. R O
3. Once you have all |[tihe« commands youdd

I Open

like in the Quick Access Toolbar, you canu s

rearrangéhem by using the arrows to the & -se.

|4, Print Preview

far I’Ight s Quidk Print
U Redo
4. ClickOKwhen you are done. g oot

9T show Al &

Note in this dialog box you can also choose to
show the Quick Access Toolbar below the
Ribbon. Only Word allows you to define keyboard™"""
shortcuts.

[ shaw Quick Access Taolbar belaw the Ribban
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NEWEXTENSION$SHARING HLES WITHD THIRS

This new version of Office uses an Xbélsed file format, and you can see that the default
extensi ons n o-wloogxisg andyiptk Ihyouaare sharingfiles with people who
have Office 2003 you can save the document in the older &mtheven 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 iO& 2007 (such as SmartArt), the Office 2003 user may have
trouble editing your file, and it might not look exactly the same.

If you need to share your Office 2007 files with an Office 2003 user, they can download the
compatibility pack herettp://office.microsoft.com/erus/products/HA101686761033.aspx

For Mac users, there is a beta converter, available as of December, 2007.
http://www.microsoft.com/mac/downloads.mspx

SAVING AN OFFICE2003 VERSION

In any of the Office 2007 programs, you can save a version of your”
current document file in a format compatible with Office 2003 ) iew | CeMBETS daen
(Windows) or Office 2004 (Macintosh). fiarme the settings, e | minecume e s
1. Click on the Office Button in the upper left corner of the o | S Sciment st an
application. -
2. ChooseSave Adrom the category list. : L oy :
3. SelecWord (or PowerPoint or Ex2€D37 7| e e
4. Give the file a name, and navigate to where you would | ké.tgw L wmn
save it. (th&ave as tygmilldown should say @
Excel/Word/PowerPoinrR00@3 if you want to doubleheck). | - ne
5. ClickOK and then send that version to the Office 2003 user s«
] Word Options | | X Exit Word

CHANGING THEDEFAULTHLETYPE

|l f youdd | i ke to change t haen, yduechnadathataswall,lbg t y p
note that you have to do iteach application

1. Click on the Office Button in the upper left corner of the application.
2. Click on theVord/Excel/PowerPoint Ogiiatirsn.
3. Choose th&aveategory on the left, thentireSave files in this fopulédown, choose

97-2003:
a. Excel 972003 Workbook
Popular H Customize how workbooks are saved.
b. WOfd 972003 Document Farmulas
c. PowerPoint Presentation-20303 Proofing save workbooks

H - ave files in this format: cel Workboo v
4. ClickOKto save your changes and clo" saveles inthis format: | Eucel Workbook
Advanced Save AutoRecover inforr Excel Warkbook

the dla|0g bOX Excel Macro-Enabled Workbook

f AutoRecover file location:
Customize - Excel Binary Workbook

Default file location: Excel 97-2003 Workbook E
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COMPATIBILITYMODE

If you have a file that was created in an ealigion of Office, you can still open it in the Office
2007 version. When you do,
Compatibility Mode. If you remain in Compatibility Mode,_
you may not have access to some features of the 2007
version. For example, in Raoint 2007, you can add text ' |
effects such as shadows and bevels. If you work in A
Compatibility Mode, these options are grayed out.

To change the file the Office 2007 format:
1. Go to the Office Button and choSenvert

2. A dialog box will appear explagthat you will now be able to use all the new features
and that the conversion reduces the
size of your file. Note thatréplaces EEEEEEUERET

ope

| W I
wErd2007tester [Compatibility M Icrl- - Microsoft Word

= =24 9] | aaBbC| AaBbC

=-|| &y~ & | || 7 Heading 1| 1 Heading

i 11148 @ This action will convert the document to the newest file format. The layout of the document may change.
e version you are editiég you
. P Converting allows you to use all the new features of Word and reduces the size of your file, This
Want tO retal n the orl |na| then USE  document will be replaced by the converted version.
’
Save Asnstead . [] Do not ask me again about converting documents:
) (=)

3. ClickOKto convert the documeén

If you need to share files regularly with Office 2007 users, you should probably work in
compatibility mode.

COMPATIBILITYCHECKER

| f youdve used a feature that wasndot avail ab
Checker, which will look thugh your document, workbook, or presentation and warn you if
there might be problems.

1. Go to the Office Button, chose Microsoft Office Word Compatibility Checker RX
Pre pare and then Choos%u n The following features in this document are not supported by earlier versions
Com patl b|||ty CheCker [ ] gzgﬁ?nréjn;:e::::ﬂlte.lrr%lsemfzr'mb;lost or degraded when you save this

2. If there are issues, a dialog box like > Number of occurrences

SmartArt graphics will be converted into a single object that can't be 1
one to the r|ght Wl" appear and |et y‘ edited in previous versions of Word.

know what the problem was, and ho
the item will be saved.

3. ClickOKto close the dialog box.

Help

Check compatibility when saving in Word 97-2003 formats
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UNDERSTANDINGRIBBONS

The Ribbon replaces the Office 2003 toolbars, and it group icons into logical groups. It changes
contextually, depending on what you are dborgexample if you look at the shots below, there

I s nFortmat Ribbonbut if you insert a picture, shape, or chart, that Ribbon will appear.
TheHome Ribborhas much of what used to be onS$tendar@éndFormattingToolbars.

Below are thinsert Riblonsfrom Excel, PowerPoint and Word. While they have many of the
same icons, there are also items that are unique to that program. For example, Excel has all the
chart variations, while PowerPoint and Word just have a chart icon.

(=}

=
Yl

FERCR=D
=/

— Home Insert Page Layout Formulas Data Review View Acrobat

B EBEED ke ) @ 2 4 2w

PivotTable Table Picture Clip Shapes SmartArt | Column Line Pie Bar Area  Scatter Other Hyperlink Text Header WordArt Signature Object Symbaol
Art i i

- - - i - i Charts ~ Box & Footer i Line ~
Tables Hlustrations Charts £} Links Text
B10 - fe |
1) | 9 -
a)
— Hame Insert Design Animations Slide Show Review View Acrobat
Ellg] LT ) A = :| 1 )
o 5Y B LY S @ Az|IS 5 (] o &3 &
Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide  Symbol Object Movie Sound
k4 At Album~ - Box & Footer k4 & Time Number A =
Tables Illustrations Links Text Media Clips
Slides_{_Qutline x|
E;_] = 9 - s word2007tester [Compatibility Mode] - Microsoft Word
iy
—/‘ Hame Insert Page Layout References Mailings Review View Acrobat

S DB PE @ b Y 330 g4 sEsmm T o

(5} Date & Time

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference  Header Footer Page Text Quick WordArt Drop . Equation Symbol

Page~ Page Break - At - - ~  MNumber~ || Box+ Parts~ - Cap~ "4 Object - -
Pages Tables Illustrations Links Header & Footer Text Symbols

Youdl I n e ech Ribbmn te sepwhat exactlyeeach one now has; in the follipawing

F o r sections, we point out some common tasks from Office 2003, and in what Ribbon you will
find them in Office 2007.

MINIMIZING THERBBON

If you minimize the Ribbon (an option in @eick Access Toolbar), you get more traditional

looking menus (in other words, just the name of the Ribbon). If you click on the Ribbon heading

(i .e., l nsert), youdll see that Ribbon displ
orpresentai on, the Ribbon oO0hidesd again.

Do) H 9 - v word2007te
3)

o Home Insert Page Layout References MMailings Review View Acrobat
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A FEW TIPS FORWORD
Like the other applications, many of the common formatting commands akeoméhRibbon
An addition to the WorHome Ribboris theStyles Group By clicking on the down arrow with
the line above (tircled below), you can see all the preset styles in the Style Gallery. Note the
styles will only affect the selected text; to change the look of a particular style (such as Heading 1)

either choos@ p p | y fr@nthelStgle Gallery or rigtlick on tle preview in th8tyles
Group and choos&10 d i. Onceyou are editing the style, it works the same as it did in Word

2003.

G AN D Documentl - Microsoft Word

a3 —
—/ Home Insert Page Layout References Mailings Review Wiew Add-Ins L7
= ) ibri (Body] o - sl = EEsii= = s=((a ' 34 Find -

=] Calibri (Body) 10 A AT == E( 2| AaBhCeDdE | AzBhCcDdE LWN::i®e AABBCCI % b Replare

- a
Pafte ¥ B I U - x AW~ A-|[EE =51 TMNormal | Mo Spacing  Headingl  Heading 2 @ERal:sgf Iy Select -
i Styles 5 || Editing

Clipboard ™ Font ] Paragraph

PAGE LAYOUTRBBON
The page settings such as margins, orientation, etc. are ndagethayout Ribb@s shown
below; this uset be in theéFile menu, thel®? a g e  S.dntaddgi@n, you will also do the

following from here:
e Add page or section breaRage Setup Group
e Change paragraph indent and spaka@g@raph Groupd applies only to selected text)
e Change the wrapping, afiggnt, or grouping of an image or imagesge Group

D) = ¥ Section 1.docx - Microsoft Word
- Home Insert Page Layout References Mailings Review View Add-Ins L7
Hj n' 'y Orientation ~ ’f‘ Breaks = 4] Watermark * | Indent Spacing = Align ~
== [A]- 3 5ize ~ $ A Line Numbers ~ | {4 Page Colar = | EE Left: 0" 2| 1= Before: 10 pt
Themes Margins __ = = -l ¥= -
- ' - == Columns ~ bE~ Hyphenation = J Page Borders | =% Right: 0 - || p= After: |10 pt - Eas|
Themes Page Setup s || Page Background Paragraph ] Arrange

TheFormat Ribboris a contextual Ribbon that only displays when it is needed. If you have a
graphic inserted, tl®rmat Ribborwill display, allowing you to change the text wragieg,
position Arrange Group as well as brightness, contrast, &djugt Group).
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