Office Tips & Tricks – Getting Started with 2007!
The Basics

· Next Version of Office

· Major redesign of the user interface

· New file formats

· Eight different Office suites available

· No free upgrades

Changes in User Interface

· Ribbon
· Quick Access Toolbar

· Customize, Customize, Customize
· Just right click on item in Ribbon and add to QAT
· Or, Office Button, __Options, Customize
· Ribbon (Command) Tabs

·  Double Click on Tab to hide or bring back. Gives you more screen space for document
· Command Sets

· Dialog box launchers

· Just click on arrow pointing southeast in Command Set
· Task Panes

· They just show up when you need them. Can have multiple task panes visible.
· Contextual Commands

Office Button
· The New File Menu

Galleries/Themes
· Formatting options are pre-rendered

Live Preview
· Formatting Changes can be previewed without applying them

Mini Toolbar
· Formatting tools appear when you select text

Enhanced Tooltips
· Tooltips contain more detailed information

Zoom Slider
· Zoom in or out using a slider

Status Bar
· Right Click to Customize

Rulers (can toggle on & off)

File Formats

· .docx,  .docm, .dotm, .dotx, .pptx, .xlsx

· If you will be sharing documents with individuals that do not have 2007, change file save type Office Button, Word Options, Save to 2003 format. Note that if you are using 2007 features that do not exist in 2003, you will lose them when saving. Most of the time it is not a problem.
User Assistance Program

· Gone! Instead…. 

· She’s Fun & Informative. She’s the Crabby Office Lady!
So Where Is? 

· You knew where it was in 2003 but cannot find it in 2007

· Help

· What’s New

· Reference Location of 2003 Commands in 2007

· Word Ribbon Mapping Workbook (also Excel, PowerPoint)
Or, just go to my website satblf.com and download the appropriate maps

New & Different in Word

· Insert key must “be turned on”

· No Normal View, Now Draft View

· Building blocks 

· Blog posting

· Style sheets

· Contextual spell checker

· Translation tool tip

· Document comparison engine

· Full Screen Reading

· Document inspector

· Auto citations according to APA, Chicago, and MLA

New & Different in PowerPoint

· Custom layouts

· New diagrams, models, and templates

· Improved text and 3D graphic rendering 

· Improved Dual-Screen Presenter View

· Widescreen support

· Slide library 

New & Different in Excel

· Formula auto complete

· Auto quicksum

· Conditional formatting

· Color scales

· Icon sets

· Data bars

· Page layout view

· Worksheet limit raised to 1,048,568 rows and 16,384 columns

· New charting engine

· Pivot tables support hierarchical data 

New & Different in Access

· Support for more data types including documents and images

· Referential integrity checks

· Table updates auto update referencing reports

· Lookup Fields support multi valued lookups

· Smart Art
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