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Office Button

The Office Button replaces the File menu. Itis located in the upper left corner of the

window.

The options in the upper portion
of the menu are familiar from the
File menu in previous versions.

The Save As option can be used
to save files in much the same
way as previous versions, but
now also includes easy ways to
save files in a “macro-enabled”
format, in earlier versions, or in
other various formats.

*HINT: Saving files in 97-2003
format ensures that others can
open the files, even if they are
using an earlier version. This file
format can be set as the default
using the application options.
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Selecting New will open a window
where a Blank document,
workbook, presentation, or
database can be selected.

There are several local Template
options that are available to use
when starting a new file, and
many more are made available
with links to Microsoft Office
Online.

Some options that appear in the
lower portion of the menu are
new. The Prepare option defines
properties, permissions, and
compatibility so the document can
be shared. The Publish option
provides new features for creating
blog posts and sharing
documents using server and
workspace options.



Application Options
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Each application has its own
set of options which focus
around categories including
Popular (or new items),
Proofing, Save, and
Advanced. Options that are
more specific to the application
being used are also included
here.

Features can also be
Customized; Add-Ins can be
managed; and various
Microsoft Office Resources
can be located in this
application-specific dialog box.
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When the Office Button menu is displayed

the Application Option button is also

displayed in the lower right corner of the

window.
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File Formats

Files saved in Office 2007 are saved in new file formats by default. These new file
formats allow file sizes to remain relatively smaller than the previous format files while
providing the ability to be recovered more easily and having compatibility with XML
compliant applications outside of Office.

Documents from previous versions of Office applications can be opened in the new file
format. However, documents created in Office 2007 applications may lose features
when opened in previous versions. To make the version transition easier, setting the
default format for saved files to 97-2003 (*.doc. *ppt. *.xIs.) using the applications-
specific Options dialog box and the Save option will ensure that others using earlier
versions can open documents saved in Office 2007 applications. Access file format
setting are located within the Popular option of the dialog box.

Word Options
Popular :
Customize how documents are saved.
Display
Proofin Save documents
Save files in this format: ‘Waord Document [*.doc) w
Advance Save AutoRecover inforrikial Sl s
) . t (*.docm) — - -
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Trust Center Offline editing options for dg YWord 97-2003 Template [*.dot]
Single File Web Page (*.mht, *.mhtml}
Resources Save checked-out files to: (] web Page (. htm, *.html)
(® The server drafts |0cz web Page, Filtered (*.htm, *.htmi]
() The web server Rich Text Format (%.rtf)
Seryer drafts location: E Flain Text [*.bd) s\SharePoint Drafts\, | [ Browse...,
Word XML Document (*.xml]
- —_— N _— Word 2003 XML Document [*.xml) - Ouick Start Guid |
reserve fidelity when sharin Ward 97-2003 & 6.0/95 - RTF (*.dod Quick Start Guide..,
[] Embed fonts in the file(| "Works 6.0 -3.0 [~wps]
Works 6.0 -9.0 (*wps)
OK l [ Cancel
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Ribbon

The Ribbon replaces commonly used menus. It is categorized by Tabs. The tab
headings are similar to past menu headings and group commands by category of
action. Some tabs are contextual and only appear when a certain object is selected. For
example, the Table Tools Tab appears only when a table is selected.
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Certain formatting options have
dialog boxes associated with
them. The Dialog Box
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Launcher, located at the bottom

right corner of certain Ribbon _

sections, will open formatting Faragraph @
dialog boxes.

The Ribbon can be minimized by right-clicking on it. Tab names such as Home and
Insert will remain visible and will show the specified Ribbon portion when selected.

Quick Access Toolbar
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The Quick Access Toolbar is located at the top | save
left corner of the window next to the Office Fi—
Button. It displays some commonly used tools by o
default and can be customized to include several SIS
more by clicking on the drop down and selecting V| Print Preview
the desired features from the list. The toolbar can Spelling & Grammar
also be customized using application options. v | undo

v | Redo

The Quick Access Toolbar can be moved below Praw Table
the ribbon using the commands at the bottom of More Commands...
the menu. The Ribbon can also be minimized Show Below the Ribbon
with a command found here. Minimize the Ribbon
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Access Key and Key Tips

Office 2007 has Access Keys that allow use of the Ribbon, Office Button, and Quick
Access Toolbar without using the mouse. Holding in the ALT key will display label
badges called Key Tips for the available Access Keys.
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Selecting one of the tabs using an Access key will open all of the Key Tips on the
corresponding tab. An Access Key may have different functionality on different tabs, so
the keys can only be shown one tab at a time.
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Status Bar

The Status Bar area along the bottom of the window includes various viewing option
buttons to change the view of a certain document, workbook, presentation or database
object. The zoom slider along the right is used to zoom in and out. Right-clicking on the
Status Bar allows customization to add additional tools or remove the defaults.
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(vary per application)

Mini Toolbar

The Mini Toolbar appears when text is selected. Hovering over the toolbar will make it
appear more clearly. It can also be displayed by right-clicking selected text. The tools
can be used to format the selected text without having to use the Ribbon.
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Live Preview

The Live Preview feature works with the Ribbon to allow possible font size and color
formatting changes to be previewed before they are implemented. Selected text will
change as the cursor is placed over various options. Changes are selected by clicking
on them.

*Note: Not every formatting feature has Live Preview.

Application-Specific Help

To get Help, click on the Help icon in the upper right corner of the window. A separate
dialog box will open in which to type a question. There are also several categorized
links such as “What's New” which opens up a list of tips, references, and other
resources.

Office 2003 to Office 2007 Command Reference Guides:

» Word: http://office.microsoft.com/en-us/word/HA100744321033.aspx

» Excel: http://office.microsoft.com/en-us/excel/HA101491511033.aspx

» PowerPoint: http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx
» Access: http://office.microsoft.com/en-us/access/HA102388991033.aspx
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Styles

Styles define the formatting of text located in certain areas. Styles can be applied by
selecting text and using the Home Tab or by using the Style button on the Mini
Toolbar. The Styles area of the Ribbon has a Gallery that can opened by clicking on
the More button to display all of the styles available.
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Tables

A Table can be inserted into a document using the Table command included on the

Insert Tab.
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Mail Merge

The Mailings Tab on the Ribbon contains the mail merge feature. The Mail Merge
Wizard can be started by clicking on the Start Mail Merge button and selecting Step
By Step Mail Merge Wizard.... The wizard will open up in a task pane similar to
previous versions. If the wizard is not the preferred method, the steps of the mail merge
can be completed using commands on the Mailings Tab from left to right.
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Word 2003 to Word 2007 Command Reference Guide
http://office.microsoft.com/en-us/word/HA100744321033.aspx
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