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Getting up to speed with Office 2007

Version 1.1

Getting up to speed witlDffice2007 is designed to help users understand the differenc€ffice2007
compared with previous versions. The Ribbon at the top of the windowelpdescedthe menu and
toolbars. This workshop will cover the Ribbtime Office Btton (previously File on earlier fife
versions), the Mini Toolbathe Quick Access Toolbar, and new file formats.

Three major changes have implemented for Office 2007, the Ribbon, Office Button and file formats.
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The RibborfHome Insert Page Layoutetc.) has replaced the menus and toolbars in Word, Excel,
PowerPoint, Access and Outlook.

Commands Buttons, menus or boxes where you enter informat{emamplec B button=bold).

Groupsc Related tasks (exampkont ParagraphStyleunder the Home tab)

Tabsc Core tasks (exampleHome Insertetc.)

The Home Tab displays the most commonly used commaidis tab contains commands or buttons
for formatting a document such as fonts, paragraph and styles.

Try this: o d92-0&Q_Tm )+ Dt
i)
Start Word 2007 and select each tab to dlsplay asel —/ Home Insert Page Layout References Mailings Rewvi
command j E- Py Orientation = 4= Breaks ~ A Watermark ~
T: = [a]- i I3 Size = 3 Line Numbers ~ || <] Page Color ~
Move your mouse over a command to see a tooltip T ™ 22 Columns - b8 Hyphenation =[] Page Borders
Themes Page Setup 4 || Page Background
Tips

Highlight andight-side click to use additional commands.

Less frequently used commands can be seen by using the aralog Boxat the bottom of the
command

Denison University Instructional Technology Training Programz www.denison.edul/its/training Page2



Getting up to speed with Office 2007

Contextual Tabs (When Needed) .........................................................................

Contextual tabs are tabs that appear when you are working on certain t&skexample when
inserting clip art the contextual tab for clgst will appear.
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Try this:

Go to Inserand select Clip Art
Insert a piece of Clip Art

The Picture Tool tab should appear

Picture Tools | Getting up to speed - Office 2007.doc [Compatibility Mode] - M... = a X
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Galleries sessececssccccsscccsssccesssscesssccssssscsssscsssssssssssssssssssssssssesssssssssssssssssssssssssssss

Galleries areollectiors of graphicghat give you additional options to

choose from.

Try this:

Select the arrow on a command to view the options

avalable

Mini Toolbar

The Mini Toolbar appears when text is selecte

Cambria

highlighted This feature provides easier access to simple

common tasks.

Try this:

Highlight some texaind move your mouse over the
selection

Select any of the formatting options
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Right click to use additional commands

Try this:

Highlight some texand right click over the selection
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Getting up to speed with Office 2007

LiVEe PrevieW ccecceecccccceccscccoscsoccssccoscssssosssocsssssossssssossssssssssessssssssssssssssssssssssansss

Live Preview allows you to view and apply different | T this:

styles for your document. This can be done witht tex| Highlight some texthen select theHome Tab

or objects.
) Select any font style or sizmd you should see the

change live without actually applying the change

M|n|m|z|ng the RiIDD ON ceccccccccccccccccccssccccscccccosscsccssscccsscsssssssccossssscssssccosssscsssssconss
Custamize Quick Access Toalbar.., To minimize the right click on any tab or command and
Show Quick Access Toolbar Below the Ribbon select Minimize the Ribbon.

Minimize the Ribbon .
- Try this:

Right clickon any tab area and Minimize the Ribbor

Do the same to restore the ribbon back

Show and Hide (GIOUPS ceeeeeeesennnnnnnnnnnnnnnccccecccccccccccccettecteccesccccccccccccccssssssssssssnnnns

Some groups will not show if you have a small monitoraur window is
small. If this is the case youlMneed to select the arrow at the bottom of the
group to access additional commands.

v

Try this:

Make your window smaller selecting the restore
down button next to the close window button

Drag the lower right corner to the middle if needed

Select the down arne under one of the groups

Z00M Slider seeccccecccccccccccccccccccccceccsccccccccecccccesccccccccsccscsscccsssccsccscccssscccscccccccccce

You can easily zoom or out of your document

Try this:

Click and drag the slider lef) ©r right (+)
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