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Overview: A new look to familiar programs

When you open a 2007 Microsoft
Office system program, you'll see a lot
=== that’s familiar. You will also notice a
new look at the top of the window.

Menus and toolbars have been
replaced by the Ribbon, which
contains tabs that you click to get to
commands.

This presentation introduces you to the
Ribbon and other new ways to make
better documents, faster.
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Course Goals

 See how the 2007 Office system has changed

e Learn to use the Ribbon to do what you're used
to doing

* Finding the Commands you need

« Introducing you to the Microsoft Office Button(™

 Technology Usage and Tips
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The New Office
Made for you
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The new Office: Made for you

The Ribbon Yes, there’s a lot of

ENd9-0)* change to familiar
- Insert  Pagelayout  References  Mailings Microsoft Office
Calibri (Body) N T o I I =T = programs.
B I U ~abe x, * Aa~||W - A-|||= = = =||l=-|| D -||5 -]
Font g Paragraph But it's good change.

With the Ribbon, commands and other tools you need are
now exposed and more readily available.
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What's on the Ribbon?

E\d 98- The three parts of
1 .
. Home Insert Page Lay 3 References Mailings Review Wiew the Rlbbon are

1
S Calibri (Body) -1 | A" AT (= - b= - a-||EE == |4
j-_J alibri (Body A a7 |2 == =81 T | tabS, groups, and
Pafte ¥ B I U -abe x, % Aa~||¥ - A-|||= = = =||}=-D |5~
Clipboard M Font ] Paragraph = Commands.
1
2

1) Tabs sit across the top of the Ribbon. Each one represents
core tasks you do in a given program.

Groups are sets of related commands. They remain on
display and readily available, giving you rich visual aids.

Commands are arranged in groups. A command can be a
3/ button, a menu, or a box where you enter information.
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What's on the Ribbon?

o)\ 9 -0 )
ol

Home Insert Page Lay 3 References Mailings Review View
=L 1
B -'J. Calibri (Body] -1 | A AT (|8 (3= - = - || EE =S| T
e, B ZU-sex xa¥-AE===0=]0 2 Let's begin with the
Clipboard = Fomnt ] Paragraph F] .
L ]
: first tab.

In Word 2007, for example, that’s the Home tab.

It's got the commands that people use most commonly when they write
documents: font formatting commands (Font group), paragraph options
(Paragraph group), and text styles (Styles group).
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How Commands are Organized

Word Excel
63 Y 9 - v E;E Y el -
: Home Insert Page Layout Home Insert Page Layout Commands are
= fa - =1 X I -
Calibri [Body) -1 - Calibri |11 - A A .
o 2 e | organized by how
=SIE ¥ B 7 U ~abe ¥, ¥ Aa~ Loz ¥ ‘B I U -||[E- - A
Clipboard M Font Clipboard ™= Font they are Used.
Al - [ s |
A B C D
o
2
2

Frequently used core commands no longer have to share space with arange
of remotely related commands on a menu or toolbar.

They're the ones that get used, and so now they’re the ones most
prominently featured.
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More Commands, but only when you need them

Picture Tools

References Mailings Review View | Format Commands you use
| [ (] e e || @Peuesper | B Ghoms oron most are available on
| || | ol l - Lricuesoder - o S the Ribbon all the

= | & Picture Effects - - ETEHWrapping*

Picture Styles IF} Arrange tlme.

T - T Others appear only
when you need them,
In response to an
action you take.

For example, the Picture Tools in Word appear on the Ribbon when you insert
a picture, and they go away when you’'re done. The Ribbon responds to your
action.

So don’t worry if you don’t see all the commands at all times. Take the first
steps, and what you need will appear.
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More Options if you need them

Home Insert Design Animations Slide Show Review  View Format Sometlmes an arrow,
_E "* = f‘“"’”“t' caibriBody) - 132 - ||A° a'|[®] [i=-i=-[==/i=-| called the Dialog Box
S5

=] Reset

Paste 2 || New  iperte |[B1 £ U &b H-arf|A || EEES|E Launcher, appears in

-

Clipboard & Slides Font " SSEE the lower-right corner
Slides | Outline x|
1 | of a group.

: Font | Character Spacing
Latin text font: Font style: Size: Th|S means more
options are available
[ ] Double Strikemrougn [] all caps
[ superscript  offset: 0% + | [ Equalize Character Height fOr th e g rou p .
] subscript [] small Caps

For example, to get to a less commonly used font option in PowerPoint®
2007:

1) On the Home tab, click the arrow [Z] in the Font group.

2) The Font dialog box opens, with the full selection of font commands.
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.:'/‘,Ej'lgq"j =

Preview before you select

Are you familiar with

Home Insert Page Layout References Mailings Review View
| e ? the try-undo-try cycle?
I_-‘j ‘E' Times New Roman 10 <[ AT AT ||| [ - = - | (2R = (2] T Aa
_.Ié
Paste 7 B I U|~|abe x, X* Aa~|| - A -|||E=E =ZE E||)=-|D -~ 7l You make a Change
)
Clipboard = P Paragraph P

It’s not what you want,
fty and so you undo and

wants and usually needs the highest quality sound. C

ngevity is a lesser factor, but still considered because keep trylng unt” you
A New Formula ge'[ what you had in

ans and very successful amateurs are often judged by
nstrument-making mdustry can be accepted when thei m | n d
v it takes time and tradition to compete in this market '

Now you can see a live preview of your choice before you make a
selection, which saves you time and gives you better results.
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Put Commands on your own Toolbar

eade-o- Do you often use
= | ’
Home Insert Fage Layout References Mailings Feview View Commands that aren t
ﬂ Research ;EI' ] Delete _;'_ : f; Final Showing Markup : :
@Thesaurus @ \_g ] Previous | J | j: j Show Markup - aS qUICkIy avallable aS
Spelling & e MNew e Track Balloons —— Ou’d ||ke7
Grammar 3 Translate 25 | Comment 24 Mext Add to Quick Access Toolbar y '

Proofing Comments
Customize Quick Access Toolbar...

‘ Show Quick Access Toolbar Below the Ribbon You can eaSIIy add
Minimize the Ribbon .
them to the Quick
Access Toolbar.

Located above the Ribbon when you first start your Microsoft Office
program, the Quick Access Toolbar puts commands where they’re
always visible and near at hand.
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High
Resolution

Low
Resolution

Working with Different Screen Resolutions

il

Home

R

IMormal| Page Layout
View

Warkb

Hame

Ca
il
IMormal{Page Layout

View

Workbook Views

Insert Page Layout Farmulas Data Review View
L Page Break Preview ¥| Formula Bar & |
15| Custom Views V| Gridlines ¥ Headings \
Zoom
& Full Screen ge Bz
ook Views Show/Hide
Insert Page Layout Formulas Data Review View
M |“"-_; I:E;l E‘-:d _E Mew Window [
] R = Arrange All -
Show/Hide| Zoom 100% Zoomto )
= - - Selection ;EFreeze Panes~ | | | *
Zoom Window

Everything described
so far applies if your
screen is set to high
resolution and the
program window is
maximized.

If not, things look
different.

How? Like this:

 Low resolution: If your screen is set to a low resolution, a few groups on
the Ribbon will display the group name only, not the commands in the
group. Click the arrow on the group button to display the commands.

=

Rerttucky™
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Working with Different Screen Resolutions

I : Everything described
Haome Insert Page Layout Formulas Data Review View far a IleS |f Our
High _[ J Ll Page Break Preview Rule | Formula Bar ) SO pp y
Resolution . I.F' ) thJCust-:um Wiews V| Gridlines ¥| Headings ‘ﬁ Screen IS Set tO hlgh
{Maormal| Page Layou

Zoom
S = Full 5 Message Ba I
view [ FullSereen S resolution and the
Workbook Views Show/Hide . .
program window is
0 ) N ..
8 maximized.
Home Insert Page Layout Formulas [ata Review View
R LII:W. J il 3 I’hl Cam Mew Window [ |
esolution 1 - = — .
— | - = Arrange Al If not, things look
{Mormal| Page Layout E Show/Hide| Zoom 100% Zoomto ;E Eresze Panes )
View - Selection z v B .
Workbook Views Zoom Window d Iﬁe re n t -

How? Like this:

e Screen not maximized: Some groups will display only the group
names.
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The Paste, Cut, and Copy commands appear where on
the Ribbon? (Pick one answer.)

1. On the last tab.

2. On the first tab.

3. On the Quick Access Toolbar.
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Question 1: Answer

On the first tab.

These commands are used frequently, so they logically
appear on the first tab of the Ribbon. Of course, you can
add them to the Quick Access Toolbar if you want.




You move from a computer with a high screen resolution
to one with a low resolution. You don’t see the

commands in one group. What do you do? (Pick one
answer.)

1. Click the View tab.
2. Click the View toolbar.

3. Click the arrow on the group button.
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Question 2: Answer

Click the arrow on the group button.

If commands are not displayed, either because of
screen resolution or because the program window isn’t
maximized, you can display commands in a group by
clicking the arrow on the group button.
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Answers to Critical
Questions about MS

Office 2007 E
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What happened to the File menu?

Word Excel The Microsoft Office
CALCEE AALE - Button ("2 appears in
A Home | Insert  Page Layout Home | Insert  Page Layout the upper-|eft corner
3 _J Calibri (Body) -l - 3 i‘ Calibri -u - A& s ofthe window in
ey (B4 T rex XA B, B 2T &4 several Microsoft

Clipboard Font Clipboard Font

o ﬁ| Office programs, such
- — — as Word, Excel and
: 1 PowerPoint.

3

The button offers more commands than the File menu
did in Office 2003.




What happened to the File menu?

Word Excel The Microsoft Office
: CALE - Button also leads you
Home Insert Page Layout tO the program

z+: qu

Home Insert Page Layout

= N alibri [Bo - - = & alibri - - | A" .
B, | lin) = B T A gettings that control
Paste ¥ B 7 U ~abe x, % Aa~ Paste ¥ ‘B I U -||E- - A . .
- : things like your
Clipboard M= Font Clipboard M= Font
. - C 2] preferences for
i B c D correcting spelling.
1 J 5P J

2
3

In previous versions of Office programs you could set options in the
Options dialog box, which you opened through the Tools menu.

Many of those options can now be found when you click the
Microsoft Office Button.




Where do | start a blank document?

Send

/" Publi
-

Jﬁ' Close

O& -

Recent Documents

1 M5 Class Roster

9511

9512

Class Enrollment for M5 Office

2007 OfficeEntTrainingMotebook

Presentation Standards
MeetingMinTempld9-2909

Meeting Agenda-Elueprint Validation Worksh...

L= == N Lt I (= R [ [y gy [ U R | SN}

The Mew Presentation windaow in PowerPoint ..,
KHRIS Log on
WHATS MEW IN Office 2007 manual
IT Tips
4 MS 07 Paste Cut Copy

M5 07 There are three basic components to th...
h k M5 07 The Picture Tools appear at the top of £..
M5 07 Dialog Box Launcher
M5 Waord 07 resolutions

¥ ¥ ¥ ¥ ¥ Y¥EWTYW YWY Y W W W W I

| 2] Word Options | |){ Exit Word

When you create a new
document, workbook,
presentation, or
database, you get to
the new window by
clicking on the
Microsoft Office
Button (%2 in the
upper-left corner of the
window. Click on
“New” to open the new
document window.
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What if | can’t find a Command?

r . _Fi! Micrnsar;t' . If yOU Can’t f|nd the
1.0ffice Online command you're
Meru bar, Table menuw, Insert menu, Table command |00k|ng fo r" there’s

Microsoft Word 2003 help_ See the link

Microsoft Word
Insert  Format  Tools | Table | Window  Help beIOW for the
Interactive reference

F=, | = WIS | v ﬂ- | # j Dray Table ™~ | 5 LA E| -El S To find this command in Word 2007: .
+ Times New Roman ~ 1 | Insert » |" 1 Table... [ on the Inserk tab, in the com ma.nd g u Ide .
et v | W V-?_I Table group, click Tahle,
B E Coe = | Columns o the Left | oo vhen cick Insert Table
Select k ﬂ'f” Columns ko the Right
I Merge Cells =+ Rows Above

For Word 2007, Excel 2007, and PowerPoint 2007, there’s a visual,
interactive reference guide to help you quickly learn where things are.

http://office.microsoft.com/en-us/results.aspx?gu=commands
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Working with files from earlier versions

You may be the first
In your group to get
the 2007 Office
system.

You may work with
departments that
need to use Office
documents saved in
an earlier format.

Don’t worry, you can still share documents between the
2007 Office system and earlier versions of Office
programs.
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Working with files from earlier versions

.1I I.H . H S

If you have Word 2007,
New Save a copy of the document you WIII Want tO Save

™ Word Document

al
_?; open E Save the file as a Word Document., th e d O C u m ent by
H S ::ﬂ%:lggzt:lent as a template that can CI I C kl n g th e ! Save AS”
H : i . @Wordg?-lﬂﬂi[}o{ument . I Opt|0n and then ‘ Word
. - T 97-2003 Document”
i}r
-

v OpenDocument Text

Save the document in the Open Document
Format.

Prepare  » _ PDF or XPs Th|S W|” Save the

Publish a copy of the document as a PDF or
XP5 file.

 Sens > document so it is fully

s—|| Other Formats

) ouoien » bl B compatible with anyone
that does not have the
2007 version.

| #] Word Options | |X Exit Word
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Where is the first button that you click to get to the
commands to open and save your files? (Pick one
answer.)

1. On the first tab.
2. In the upper-left corner.

3. At the bottom of the Ribbon.




Question 1: Answer

In the upper-left corner.

It's the Microsoft Office Button " @ .
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Co-workers that do not have the 2007 Office software will
be able to access, review and edit a document that you
created and saved in the 2007 Office format.

1. True.

2. False.

Ke”md'}y & 29




Question 2: Answer

False.

If you have Office 2007, you will want to save the
document by clicking the “Save As” option and then
“Word 97-2003 Document”. This will save the document
so it is fully compatible with anyone that has the older

version of Word.
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Microsoft Outlook
2007
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Introducing the Ribbon in Outlook

Here’'s a new e-mail

Message

Insert

F Format Painter

41

Crptions

Calibri [Body)

el I L= B

Format Text

- 11 v|_v_v||{-_

B 7 ﬂvu&vau?'l§§§|

Basic Text

Untitled - Message™,

message. Again,
your Ribbon is at the
top of the window.

-)-_ M ﬂ"

| Address Check
Book MNames

Mames

!

Attac
Fi

]

The Ribbon is visible

each time you create
or edit something in
Outlook.

Why the new system? Microsoft carefully researched how people use
commands in Outlook.

As aresult of that research, some Outlook commands are now more
prominent, and common commands are displayed and grouped in ways
that make them easy to find and use.

Ke

ﬁ

UNBRIDLED SPIRIT y
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Examples of Tabs on the Ribbon in Outlook

M) 9 & > o )= 1) Untitled - Message (HTML)

Message Insert Options Format Text

- | This picture shows
3 § Cut Calibri Body) - |11 - |[i= - i= -|[z= =] [83] GBe | @ some Of these

Paste f’t_.d“ H9 & 2 9 )+ 2 ) Untitled - Appointment Egﬁaché
- > |

: File=! I
Appointment Insert Format Text - dlﬁerences.
g?' ] Calendar 2 (s '
‘ - W sk
) [ié_‘ = }(Delete ﬁ ——J - .
’fft_-.ﬂ\ o oa v - 3 ) Untitled - Contact ";'Rt;

|
Contact Insert Format Text

izl save & New = 8= 83 Activities S'_':. &8zl iif
@%Send* Q '——I;u-:ertificates oH i % Bl

Save & o General| Details ., E-mail Meeting Call

o

1) A new message shows the Message and Options tabs.

2, A new appointment shows the Appointment tab.

3 A new contact shows the Contact tab.
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Locating Entrust in Outlook

@) H9 6+ v

i
-—fj Message Insert Cptions Format Text Add-Ins
Menu Commands| | Toolbar Commands
_ [ To.. ] |

Send

(e |

If you need to encrypt an e-mail with Entrust, you would open a new
e-mail, click on the “Add-Ins” tab. You will then see the Entrust
icon. The top icon with the envelope and the lock is the Entrust
icon. Just click theicon and begin composing your e-mail.
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The Mini Toolbar

=) b comntnooy -1 - [ - 4= - ex| (3F) @& [ & The Mini toolba_r
e g e || B 2 U AW == 2= ssaress chese aan 2| A1IOWS yOU 10 quickly
Cipboard Basic Text 5 Names access formatting
| (7o [olund pisccontosocom commands right
o | e | where you need them:
subject: | Training Course

In the body of an
e-mail message.

I recommend the Up to Speed course.
—(1

The picture shows how it works:

1) Select your text by dragging with your mouse, and then point at the
selection.

2, The Mini toolbar appears in a faded fashion. If you point to it, it
becomes solid. You can click a formatting option.
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The Quick Access Toolbar

The Quick Access

........

=™\E s Untitled - Message (HTML) .
i |
Message Insert Options Format Text TOOIbar IS a Sma”
3 - Calibri (Body) = 11 = |i= = 5= "II“'- "'- ﬂ ﬂfl @ tOOIbar above the
Paste  , B £ U -|[A - -[|= = =||#| Address Check || Attach Ribbon.
- JFnrmat Painter R Book MNames | File~
Clipboard [= Basic Text P Mames

It's there to make the
commands you need
and use most often
readily available.

What’s best about the Quick Access Toolbar? What's on it is up to
you.

That is, you can add your favorite commands to it with a simple
right-click.

Ke

=

UNBRIDLED SPIRIT y
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The Quick Access Toolbar

ME

Message Insert Options

_--3 f Cut Calibri (Body) ~ |11 ~ [i= + i= ~|[&& = ggﬂ peel &il' @

3 Copy

Untitled - Message (HTML)

Farmat Text

/B I U *II&*E‘E’?*II

\_9' Format Painter
Clipboard [=

Book MNames File =
Basic Text P Mames

........

E.lﬁ*}| Address Check || Attach

You'll see and use
different Quick
Access Toolbars
depending on the
area of Outlook
that you’re working
in.

For example, customizations that you make to the Quick
Access Toolbar for messages you send will not appear
on the Quick Access Toolbar for Contacts.




More that’'s new: the To-Do Bar

TeDoBar » x| LoOcated at the far

<z right of the
window, the

To-Do Bar is

.| visible wherever

ensaneoueone < | yOU happen to be

Lpe s newtosi(3 working in

(= ¥ Today

Cohosale | /A OUtIOOk_

' Staff meeting

The To-Do Bar is there to help you keep track of
upcoming tasks and appointments.
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More that’'s new: the To-Do Bar

To-Do Bar oo X

4 June 2006 [
oI ) D o, ", " SIS OO o

' Staff meeting

Arranged By: Due Date

I Type a new task 3

(= ¥ Today
Cohio sale 4

Located at the far
right of the
window, the
To-Do Bar is
visible wherever
you happen to be
working in
Outlook.

The picture calls out a few of its key elements:
1) Date Navigator

2) Upcoming calendar appointments

3 A place to enter new tasks by typing
4

Your task list
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A new look for the Calendar

1 The new design of
Day Week Maonth {E} Show work week {:} Show full week the Calendar In
(© (3| September 04 - 08, 2006 | Outlook 2007

.{_
T
2 4 Monday 5 Tuesday b Wednesday 7 Thursday 8

] makes It easier to
see what's what.

3{ Show tasks on: Due Date ¢ Moving around iS
easler, 10oo.

[asks

The picture shows some examples:

1) Bigger buttons make it easier to quickly switch between daily, weekly,
and monthly calendar views.

2) Back and Forward buttons let you quickly go to the next day, week, or
month in the calendar.
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A new look for the Calendar

1 The new design of
Day Week Maonth {E} Show work week {:} Show full week the Calendar In

(© (3| September 04 - 08, 2006 | Outlook 2007

2 4 IManday 5 Tuesday b Wednesday 7 Thursday 8

] makes It easier to
see what's what.

3{ Show tasks on: Due Date ¢ Moving around iS
easier, t0o0.

[asks

The picture shows some examples:

3

Also new is the Tasks area. It shows your current and upcoming
tasks and tracks your accomplishments, too.
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A new look for Contacts

. Mfﬂmaﬂg Toryanan G In Outlook 2007,

fad | Electronic Business
Cards make contacts
easy to view and easy
to share.

Katie Jordan g Gundrun Jorgensen

Lund, Pia Tupy, Richard

ﬂ % PialLund Richard Tupy

&

Mavigation Pane

You'll first notice the new look for contacts when you click Contacts
to switch to that area of Outlook.

You can send Electronic Business Cards through e-mail.
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A new look for Contacts

e .. _ Notice that in this

Jordan, Katie Jargensen, Sundran
i 3]

§ Gundrun Torgensen picture, the
Navigation Pane is
‘A minimized to show
e chard Topy ' more of the
Contacts pane.

Katie Jordan

-
.
¥ 5

Mavigation Pane

You can minimize the Navigation Pane from any area of
Outlook by clicking the Minimize the Navigation Pane

button.
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Information Technology
Usage and TIps
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Information Technology Usage and Tips

Appropriate Use:

Do not store personal items such as music files, photos,
videos, recipes, personal email, etc. on Commonwealth-
owned hardware.

Do not use the Commonwealth’s network (this includes both
the wired, Personnel Cabinet network and the wireless
SOB network) for anything other than incidental personal
use. Some examples of inappropriate use include:

« Satellite radio via the wireless network

* Internet radio

* Non-work related Internet access via a personal laptop
 Non-work related social networking
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Information Technology Usage and Tips

Security Tips:

e Use strong passwords and change them every 30 days.
* Never share your password with anyone.

 Never send confidential information in an email unless it's
encrypted.

e Check with your manager before forwarding
Commonwealth email to a personal account.

« Check with your manager before copying any
Commonwealth data to a portable device (i.e. USB drive,
CD, DVD, laptop, etc.).

e Think before you click!
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Information Technology Usage and Tips

Green/Efficiency Tips:

 Power your monitor off when not in use for
extended periods. Please leave the PC powered
on to receive updates overnight.

« Always use duplex (two-sided) printing when
nossible.

* Recycle paper following security guidelines.
 Recycle toner and ink cartridges.
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Information Technology Usage and Tips

» Use recycled products when feasible.

* Think before you print — do you really need a hard copy, or
will an electronic copy work?

« Clean up after yourself — saving everything does have a
cost associated with it.

—Work with your manager and get to know your
record retention schedule - delete records
accordingly!

— Be as efficient as you can with email.

— Copy work-related photo and music files to offline
storage to cut down on network storage and
backup costs.
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Questions or Comments

9

@ [

It's QUESTION TIME !!




References

For a summary of the tasks covered in this course, view the Quick
Reference Guides at http://campus.customguide.com/

Training Materials References:

Microsoft Office Online at http://office.microsoft.com

http://office.microsoft.com/en-us/training/HA102705621033.aspx

What's New in Microsoft Office 2007 PowerPoint Presentation:
https://extranet.personnel.ky.qov/g2p/KIl.G2P.CMS.Templates/GenericPage.
aspx?NRMODE=Published&NRNODEGUID=%7b92DB9AFD-07A4-45E6-9EF2-
ED34996F7E29%7d&NRORIGINALURL=%2fhow2%2ehtm&NRCACHEHINT=N
oModifyGuest

Record retention schedule can be found at:
http://kdla.ky.gov/recmanagement/schedules/Personnel.pdf
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