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What You Need to Know: Microsoft Office 2007

About this
course

Conventions
used in this
document

The "What You Need to Know: Microsoft Office 2007" workshop is designed to aic
McGill academic and administrative staff, already using Microsoft Office programs
make a smooth transition from Office 2003 to Office 2007.

The workshop is divided into foparts: Word, PowerPoint, Excel, and Outlook. Eacl
part provides an overview of the basic navigation of the new interface, and touche
some of the new features of the Microsoft Office program it addresses.

Participants will have the opportunity to exype the new interface, as well as practice
some commonly preformed tasks in the new setting. Resources for additional helg
detailed instruction will also be provided.

The course pack has the following materials:

e Word,PowerPoint, and Excel Handbook
e Word, PowerPoint, Excel, and Outlook Quicksheets

If any of these items are missing, please advise the Instructor or cdpitardey Knight
at 3984610

If you are using this document in an online format (i.e. acrobaf) ydiu will find that
the document uses some colour to indicate additional functionality. Text in blue wi
link you to web pages or other documents, provided you are connected to the inte
Otherwise the links will not be active.

If you are using thidocument in a printed format, most web references include the
URL so you may manually access the links through your browser.
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Word 2007: Introduction

Overview of Word 2007

Word 2007serves the same purpose as previous versions of Word, in addition to a few functions that
are designed to facilitate, and gieavider range of options in regards to formatting documents, sharing
and reviewingdocuments, and using functions and elementsasrthe other Microsoft Officerpducts.

Othertha/ G KS OKIy3ISR at221¢ YR yI @Al {0 Aenfes,Stjlest ST dza
and templateghat aremore visually appealing and homogenephseth within the same docunmg,

and/or across other Office programs like PoRReint and ExcelOffice 2007 offers alternative document

file formats and a variety of reviewing options that facilitate the process of sharing and editing

documents Many commnents such as tables, charts and amt reusable in many Officerpgrams,

keeping both the look of the objects inserteahd the ability to edit it.



Getting Reacquainted With the Basics

Perhaps the most notable chamgn the Microsoft Office 200@rograms is the user interface. The File
menu is noncamouflaged an@ new way of using keyboard shotits is introducedARibbonreplaces
the traditional drop down menus users have gotten accustome@®tae users becommmfortable
with these changesjavigating and performing daily tasks becomes more intuitNete that most of
the old shortcuts, and right clicking for commarsditi works, and can be used as well.

Office Button (Open, Save, Print, etc.)

,"/'['"n
Found in the upper left corner th®ffice Buton “~* replaces the File menu in Word, PowerPoint and

Excel. By clicking on the button users will be presented with commands that they are accustomed to
seeing under File, such as New, Open, SadePrint. A few new items have been added to the menu,
sud as Publish, and Prepare.

Expanded Office Button

-'/E_i-\. = lal ) = FinalWord_2007 - Microsoft \
Recent Documents
3

FinalWaord_2007
FinalPowerPoint_2007
FinalExcel_2007

1
7 Open 2
3
| I 4 Excel2007ProductGuide
Save
5
&
7
8
g9

Lynns ThankYou Card List
— Excel-Rearrange_Training Material_What You ...
Save As b
trail
Screenshot
PowerPaoint-Rearrange_Training Material_Wha...
Word-Rearrange_Training Material_What You ...
Soha_Present For Administrators
Foor grouping pictures Word 2007
L
‘@ Send 4 IcareTopics
Soha_Present For Administrators
Publish # Soha_Present For Administrators
ak -

Training Material_\What You Meed to KnowWor...

ST TN TN AN T VAN AN TN TAN A T T T T ]

" Close Training Material_What You Meed to nowPowe...

+] Word Optjons | | X Exit Word

Figurel. Expanded Office Buttonl. Click to expand the Office ButtoP. Opensnew document.3. Opens file menu for
existing documentst. Saves document in Word 2007 form&t Allowsuser toset print setting and prindocument.



Open

New document

HNew
1. ClickOffice Button > ClickNew , New Document dialogue box will appear
2. Select aemplate ORClickBlank Documenfrom upperleft hand corner> ClickCreate

Existing @cument

N

7 Open

1. ClickOfficeButton > ClickOpen , Open dialogue box will appear
2. Navigate for file and foId*SeIeclfiIe> Click Open.

Sawe

Savingdocuments

Save

ClickOffice Button > ClickSave
Save as
H Save s b
1. ClickOfficeButton > Click Save A. , the Save As dialogue box opens (For quick
Save As options hover over Save As, and a menu of options will be revealed)

2. Choose location to save froBavein dropdown list> Type in file name ikile namedropdown Ist>
Select format fronBave asytpe dropdown list.

To share document with Word 2003 useiShoose Word 32003 Document to save the
document in *.doc format.

Note Qo



Expanded Save As Menu

/Eé,i H9-0 - FinalWaord_2007 - Microsoft \
j Sa f the d t
New ve a copy of the documen
ll:,‘ Word Document
~u = 5ave the document in the default file
/ Open format,

o Word Template

| I Save 1= Save the document as a template that can
- be used to format future documents.
= @ Word 97-2003 Document
H Save As | b Save a copy of the document that is fully
compatible with Waord 97-2003.
Lgb Brint R PDF or XPS
- = Publish a copy of the document as a PDF or
o
B

XP5 file.

Other Formats
Open the Save As dialog box to select from
all possible file types.

7 Publish »
g U

Jﬂ Close

+] Word Optjons | | X Exit Word

Figure2. Expanded Save As Menl.Hover over to expand Save As opti@nSaves document in Word 2007 fornmfatiocx.3.
Saves document in Word 2007 fornfatlotx. 4. Saves document in Word 2003 format*.doc.5. Saves document ih.pdf
format. 6. Allows user to choose different file formats to save document under.

File Formats Microsoft Office 2007 has iraduced new file formats.dtr-letter indexes allow
for smaller file sizes when saving files, and a larger capacity to recover corrupted files.
*.doan=New format for Word documents containingacros

Note Ro

* docx= New formatfor 2007Worddocuments, withho macros

Print ]
ClickOffice Button > Click Print

1. Make sure correct printer iseleded; choose print options ete. ClickOK.

Print preview
1. ClickOffice Button > Hover overPrint, and a menu of options will be revealed



I Print Preview

b Preview and make changes to pages before
. . . rinting. . . .
2. ClickPrint Preview : . ascreenwith the Print Preview

tab will replacethe current screerand goupsof commands will appear.

3. To close in thePreviewgroup, clicked boxClose PrinPreview.

Ribbon

The tools, options and features the previous versions of Word stékist; however, theway to access
them has changed

Users camow browse tlrough the different tabs by clicking am scrolling tathe desired tab. Each tab
reveals groups cfommands and eacttommandis represented by an Icon. Rolling over any command
will reveal atooliid F dzNII KSNJ RSGIFAfAy3d (GKS (22faQ dzaAaSo

a\ =9~ W)+ FinalWord_2007 - Microsoft Word Picture Toals | Table Toals - 8 X
) .
—/ Home Insert Page Layout References Mailings Review View Format Design Layout L7l
= & s |[RaL]l([:= - = - - |[2= sE| (8 \ 44 Find -

j n |A” ||| = - = - | EE EE 21 T AaBbCcDe || AaBbCcDe M AaBbCcl e
=2 £3 Jac Replace
Paste - 2 (- AL E=E = == - - i i i _ Change
E 7 'B I O abe x, X' Aa~|| SHilsEEEEIRE ||& e | TMormal | Mo Spacing Headingl  Heading2 Styles~ || Ly Select~

Clipboard ™ Font Pl Faragraph F} Styles F} Editing

Figure3. Ribbon.1. Tabs Each contains different group&. Groups:Each hold sets of commands.CommandsAllow user to
applycommand in documend. Dialogue Box LauncheReveals more detailed options for that grodp Contextual Tabs:
Appear in accent colors only when iteisch asdbles and pictureare selected in the document,

To see where your old command used toib&/ord 2003 go to Interactive: Word 2003 to Wort
2007 commandeference guidattp://office.microsoft.com/enus/word/HA100744321033.aspx

Tabs/Groups/Commands

Each tab isomposed of a series of groups, and each group, serves as a bracket for command buttons,
represented by icons and labels. The contents of tabs are NOT replicas of the menus found in previous
versions of word. For exampliie Inserttab now contains dables group, whileperhaps in previous

DS NE A 2 a4 dglstindalbre menu item.


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

Live Preview Users can now preview the changes to an inserted object or item, document
before committing to a change. To preview themes, styles, and building blocks, colors, tabl
etc. user hoversvith the mouse over the formatting of their choice, and a previewhef
changes will be revealed in the document. To commit to the formatting chibiesiser clicks on
the formatting choice in the menu.

Note

Dialogue Box Launcher

On the right of some groupsfaint box with a downward arrow called a dialogue box launcher

R can be clicked to reveal more detailed options for that group.

Contextual Tabs

¢F-o&d INB a/2yiSEGdzrtéx Ay 2GKSNI g2NRax OSNIFAyYy (I
your document, because they are specific tatedy and modifying that Item (e.df you have a picture

selected in your documené Picture Tools HSHE 19855 5 will appear, that allows you to format

pictures).

View Tabs

Some functions open a new window replacing thereat window and reveal their own tab (i.©ffice
Button >Print > Print Preview. Most of theDocumentViewsgroupunderthe Viewtab do this.

To retun to the main window and Ribbon, user usually needslittk the red button OF * Close

&

JCH Using the * on yourwindow, the entire document will close.
o
Z

Toolbar (Quick Access Toolbar)

(Dal 9 - v
3

The Quick Access toolk s "*5%  is a narrow strip of customizable commands, which,

by default sits to the right of th©ffice Button, and reveals icons for Save, Undo and Redo.Qthiisk
Access Toolbar is fully customizat$e¢Customize Quick Access Toolbar).



Formatting Commands

Font /Font Size/ Text Color

Font face
1. Select text using mouse or keyboard

2. ClickHometab > In the Fontgroup, dick arrow next toFont Name =2/ (Body] .

3. Clickon font face name to commit to a change.

To Select AlglickHometab > In the Editinggroup, dick Select & **'#¢ ™ > ClickSelect All

When the text in the document is selected, hovering over any formatting command will rest
I LINB@ASG 2F GKS O2YYIYyRQa O2YLRYSYyild Ay

(]
+—
@)
Z

Font §ze
1. Select text using mouse or keyboard

-

2. ClickHometab > In the Fontgroup, dickarrow nextto FontSze number!?
3. Clickon font size number to commit to a change.

Text olor

1. Select text using mouse or keyboard

2. ClickHometab > In the Fontgroup, dick arrow nextto Font Colorﬁ i

3. Clickon font color to commit to a change.

Format Painter s can e used to copy formatting styleSeect brush from theQipboard
group> Click the brush on the formatting ofyour choice> Click on text you want formatting
style applied to.

Bold/ltalics/Underline

Bold
1. Select text usinghouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Bold B .



Italics
1. Select text using mouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Italic £ .

Underline
1. Select text using mouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Underline @ ™ and the arrow for more underline
options.

Formatting MiniTool BarRight click in the document to expose a list of common commands

Calibri (Bot - |11~ A" o7 Ay~ f
B I EW-A-4

- —
— ¥

=
— E—

pied]
|
¥

OR

When you select text in your document, a toolbar with common formatting commanud$h as
bold, font type, font size, format paintewill come into focus.

Bulleted/Numbered List
1. Select text using mouse or keyboard

2. ClickHometab > In the Paragraphgroup, dickarrow next toBullets = " or Numbeling =
Hover over each bullet typeor number list style and a preview of the list will appear
3. Clickon bullet type or number list styl®® commit to a change.

Paragraph Spacing

1. Select text using mouse or keyboard
2. ClickHometab > In the Paragraphgroup, dick dialogue box launch¢™ and adialogue box with
options to edit your paragraph will appeaMake the necessary change€lick OK

Copy/Paste

1. Select text or object using mouse or keyboard to be capied

2. ClickHometab > In the Clipboardgroup, click Copg‘:i‘ > place the cursor where you want to copy

e

> ClickPaste J .



E When you copynd maste you actually copy to a clipboathat can be accessed in other Office
ICAR programs. To see/use and manipulate items copied to the cliphadinkdialogue box launcher

o
Z

"= anda task pane with all the recently copied items will appear to the left of the document.

. 1.
"o 2.
0
ot 4.

) 5.

LL 6.
7.

8.

9

Use the Office Button t®@pen an existing documerititied éOriginalDocumeng).
Type in some extra text.

Use the command in the Ribbon édlit the text(Bold/Italicize/Underline).

Use the Formatting Toolbar to edit text (Font Face/Size/Color).

Select a section of text arateate a bulleted or numbered list

Select a section of text and use the Dialogue Box Launclutyartge the paragraph
spacing

Undo last changeby using the Undo command from the miobl bar.

Select a clipart from the document ardpyand pasteit to another section.
Savethedocumenta§ a@& a2RATAOIGA2Yy&aéd

10. Save document as Word 92003
11. Print Previewthe document and close the print preview.



Beyond the Basics

[llustrations

In the Inserttab, thelllustrations group can be found. Thisaup is made up of commands tasiert
Pictures Clip Art ShapesSmart Artand Charts

Tables

Inserttable

Table
1. Clickinserttab > In the Tablesgroup, dick onTable - , a grid will appear.

2. Drag the mouse over the grid to select numbercofumnsor rows (a live preview of the table is
displayed iryour document simultaneously)
OR
Select action of choidasert Table,Draw Table Excel Spread sheetr Quick table

Formattables

1. Click on tablgrou want to format idocument.Table Toolsontextualtab = 122! 1095 will
appearin the Ribbon,as well as two sutabs,Designtab andLayouttab.

2. Make formatting changes of your choice. Some formatting choices, such as table styles, allow users
to preview changes in the documemreformatted Table styleswill be found under théesign

Tah

Deletetable, row,column, and cell

1. Click on table you ant to delete in documentTable Toolsontextual tab '22'& 122l will
appear in the Ribborgs well as two sutabs,Designtab andLayouttab. Click orLayout Tab.
2. To delete rows, columns and cells:
a. Highlight the cdlarea you would like to delete.
b. ClickDelete inRows & Columngroup. A drop down menu will appear and select one of
the options.
3. To delete a table.
a. Highlight the entire table oone row.
b. ClickDelete inRows & Columngroup. A drop down menu will appear and selBefete
Table



If you want to delete a row, do not highlight the entire row, it will delete the entire table whe
you chooseDelete Rowor Delete Columnsin theDelete command undeRows & Columns
group. Instead, put your cursor on the cell and dbekete, in Rows &Columnsgroup and

chooseDelete Rows

Note H

Charts
When user inserts a chart in word 2007, an excel sheet will open up, and chart data is stored in the Excel
worksheet.

E The other option is to copy a chart from Excel, usually this embeds static data. You can link
OBl chart to the workbook, and user can specify that the workbook gets checked for changes w

2 chart is opened.
> p

Insert dhart

1. Clickinserttab > In thelllustrations group, dick Chart "™  (or dick on the chart icon in the

documen).
InsertChartdialogue boxappeas. Select a khart > Click OK Excel 2007 opens in a separat@dow.

3. Type and replace data in worksheet. Chart is modified simuttasig> Close worksheet.

n

Insert Chart

In Word

S [T o 1) %) 82] 30 In Excel
: ;SIS T OPE T PR

£ .
Gl ] st | Y] ek e [
# W ier 1L a ETY i : 1
bl 125 o 7 S TR -
8] o L] (7] (o e . i i At g et L il P
= | L m s S i | | i

Figure4. Insert Chartl. Insert Chart dialogue box allows user to select chart type to insert in docudfxcel spread sheet
allowing user to modify data in chaB. Chart displays in the document, and reflects the changes made in the Excel sheet.




Format dart
1. Click on chart you want to format in documdioin lect particular chart elementsy clickingon

them) >Chart Toolontextualtab = <" 1985 il appearin the Ribbon

2. Make formatting change ofourchoice Some formatting choices, such as table styles, allow users
to preview changes in thdocument. Designtab, Layouttab and Formattab will appear under
Chart Tools Preformatted Chart $yleswill be found under théesigntab.

SmartArt Diagrams

Graphical lists, process diagrams, Venn diagrams, and organizational charts are a fe@noaitfat
chart types users can add to their docunt® This tool allows users to represent Processes, Hierarchies,
Cycéks and relationships visually.

Insert Smart Art
1. Clickinserttab> In thelllustrations group, dick Smart Art, a dialogue box will appear

2. Click on the graphithat best displays you dataClick OK graphic will be inserted in your
document>Click in the shape> Add text in [TEXT] field.

Insert SmartArt

el | B (7ext] ] (Text] | Text]

“H i
9_E S E === [Text] § [Text]
ki

Figure5. Insert SmartArtl. Insert SmartArtdialogue box allows user to create a SmartArt diagram in docurgeSmartArt
displays in the document and allows uselatiid text andmake further modifications from contextual tab.
FormatSmart Art

1. Clickon the SmartArt graphicyou want to format irdocument> SmartArt Took contextual tab
SmartArt Tools

will appearin the Rbbon>Designtab andFormattab will appear undeSmartArt
tools.

2. ClickDesigntab > In the Smart Art Stylegroup, click onChange Colorsand/or choose style for
your graphigrollover thegraphics for a preview, and click to commit to a change.



You may change the look and structure @raart Artgraphic by clicking on its components to
modify, add and remove shapes and structure.

Note

Building Blocks

One of the big changes in Word 2007 is the ability to format documents, with a wider range of
formatting options, and using p#euilt Building Block®Building Blocks are predesignguieformatted
elements that can be used indmcument.Building Blocks includeover pagesheaders, doters, tables
of contents.

Themes and Quick Styles

Themes

Themes allow users to format a document. The theme is made up of a set of formatting choices like
colors, theme fonts, and theme effects (like lineddill effects). When users apply a theme it affects the
style applied to the document.

Aa

1. ClickPage Layoutab > In the Themesgroup, cIickThemesThEvaS , a set of themes will appear.

SelectThemeof your choice.

3. Hover over othethemesfor a live preview after initial theme item has been apphedlick on item
to commit to another choice.

n

Theme ColorsClickPage Layoutab > In the Themesgroup, clicill™
Theme Fonts ClickPage Layoutab > In the Themesgroup, cIicI'.

Theme EffectsClickPage Layoutab > In the Themesgroup, cIicI' .

Quick Styles

Quick Styles are formatting attributes like font, font size and indentations. Applying a style will dictate
formatting instructions for these elements in a document. Styles are séddading levels, Body text,
Titles and Quotes. Note that users must choose style sets from the gallery for changes to apply (i.e.
Heading 1, Normal, etc.)



A

Change

1. To use the style from a theme click thiemetab > In the Stylesgroup, clickChange Style3tvies ™ |

Style 8ts, Colors and Fonts will appear.

2. Hover over Style Sg ‘A tleset * , alist of style sets and other styles set options will

appear.

3. Hover over other styles for a live preview after style set has been apydiezk on item to commit

to another choice.

> Click Style Set> Click Reset Quick Styles from Template

Headers and Footers

=

= =

. . Header Footer
1. Clickinserttab > In theHeader & Footegroup, dick onHeader - |, Footer -

5

Page
NumberNumber= - 5 display of preformatted Buildirglockswill appear
2. Selectthe Header, Footer, or Page Numbebf your choice

To use the style from a theme click themetab > Go to theStylesgroup> Click Change Styles

, Or Page

Note Qo

Cover Pages

Any changes to Themes or Styles in a document will be reflected in inserted Headers and |

1. Clickinserttab > In the Pagesgroup, dick Cover Pag |-l Cover Page = 3 display of preformatted

BuildingBlockswill appear
2. SelectCover Pagef yourchoice.



Any changes to Themes or Styles in a document will be reflected in insertedpagest

(]
+—
@)
Z

Insert a tablein your document using the drop down grid.

Usecontextual tab commands in thab®on toformat table.

Insert a chartin your document, edit the data in the excel sheet.

Use contextial tab commands in theilfbon toformat chart.

Insert aSmartArtin your document.

Use contextual tab commands in the ribbonfeemat SmartArt and formatit, then
manipulateits components in your document

Insert a header or footer

Apply a Themeo your document

9. Apply a Quick Styléo your document.

A
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Spelling and Translation

Contextual Spelling

Word 2007 has added a new feature to the dictionary; it is now set up to recognize contextual spelling
errors. A blue line shows up under misused words, and word not in context.

Contextual Spelling Errors

Once Upon a time their was...
there

Ignore

Language b
'? Spelling...
gl LlookUp..

S=l

[E Paste

Figure6. Contextual Spelling Errork. Blue wavy line is used to identify words misspelled in coritegused. 2. Rightclicking
allows user to see alternate spellings as welbter options



To run the Spelling and Grammar checker ¢iekiewtab > In the Proofinggroup, dick Spelling and

4

Spelling &

Grammai s=mm= _To change how word corrects and formats your tdixkdhe Microsoft Office Button

[ Dn
“ > Click Word Options at the bottom of the window> Click Proofing> Make the necessary
changes Click OK

&

UseContextual Spellingheckbox is unchecked by default if your system is running on less t
1 GB of RAM.

Note

Translation Tools

Users can translate words, phragedlingual dictionaries) or entire documents (Wehsed machine or
service) in Word 2007.

&

Translations are automated, usually a verbatim transtatf documents. & more accurate
*5 translation users need to send document to a translation service

Z
Choose language
v i:SREsEarch
Speling & z:::.:f
1. Click orReviewtab > In the Proofinggroup, dick Set Languag Procting , a Language

dialogue box will appear.
2. Choose language Click OK (ClickOKto install bilingual dictionaries for'time users)

To Translate Steps
Word e PresdAlt > Click word
OR
e Highlight the word using the mouseClick Reviewtab > In the Proofing
group, dick Translate

Result will be in thé&Researchiask pane under Translation to the right of your
Document
Select phrase by highlighting it using moagaressAlt > Click Selection.
Result will be in theResearchask pane under Translation to the right of your
Document.
Whole document Click orReviewtab > In the Proofinggroup, dick arrow next taResearchicon>
Researchask pare to the right of your @cument willappear. Go toTranslation

>Go toTranslate the Wholddocument> Click @ and a translation of your
document will appeain a Web Browser.




Translation Screen Tip

iiResearch

Q:)Thesaurus ’:g
Spelling & ., el
Grammar %3 Translate a5

1. ClickReviewtab > In the Proofinggroup, dick Translation Screeifip Proafing , adrop
down menu will appear.

2. Choose languageHover over word youwant to see translatiomwf in the document, ané@ screen
tip with the translationwill appear.

The language being translated to must be different from the one set in the document.

Note Ro

Arranging Documents

Word 2007 gives users more flexibility and options when viewing and reviewmgments. This allows
users tocompare and edit the same or multiple documents at the same time.

View documents Side by Side

{Da
1. Open files to be viewed, Cli€kfice Button ** >Click Open>browse for file> Click Open

2. ClickViewtab > In the Window group, dick View Side by Sid - View Side by Side
e ClickSynchronize Scrollingp scroll both documents simultaneously

o ClickArrangeAll = Arrange All ¢ havewindows arranged to fit screerSelect Vertical to have
windows arranged side by side to fit screen.



Side by Side Windows

/nj il 9- & )5 FinalWord 20072 - Mi.. | pige | Ta. - = X Dj H9-0@ )+ Bl . |- 2 %
e —_ i) - =
Home | Insert | Page Li| Referer| Mailin, | Review | View | Format | Design | Layout | @ Home |Insert | Page Li| Referei | Mailin: | Review | View || Format | Design | Layout | @)
J J:‘J (53 web Layout it Q &= = J J:‘J [ Web Layout 5 Q = =
] Outline =z ] Outline =z
Print |Full Screen Show/Hide | Zoom | Window| Macros Print |Full Screen ShowHide | Zoom | Window  Macros
Layout | Reading |=] Dratt - - - - Layout| Reading =I Draft - - - -
Dacument Views Macros Dacument Views Macros
iew documents Side by Side
iz Viewd its Side by Sid iz

(Pa
1. Open files to be viewed, Click Office Button'"* >Click O/

2. Click View tab > In the Window group, click View Side by

Print Preyiew

Preview and make changes to page,
printing.

\ e Click Synchronize Scrollingto scroll both documents sini

~

. Click Print Preview
with the Print Preview tab will replace the current screen
groups will appear).

. Manipulate print options using command in the group™ 1

o Click Arrange All S ATN98 A1 10 by indows arrang

)
Side by Side Windows

box Close Print PlEViEWE.

Ribbon

The tools, options and features users used in previous version
access them has changed.

Users cannow browse through the different tabs by clicking o
reveals groups of commands, and each command s represen
will reveala tooltip further detailing the tools’ use.

Ribbon

Figure.7, Side by, Side Widaws, 1. First document displays in a window
allowing user to make comparisans in two different documer
winvicw 1 the nrher

m

s2|Page: 20 of 29 | Words: 5734 [EEEREET e

Page:80f29 | Words: 0 )

Figure?. Side by Side Widowd.. First document displays in a wind@vSecond document displays in another window,

allowing user to make comparisons in two different documents or the same document. Data can be transferred from one
window to the other.

To open same document in another window, open one docure€tick Viewtab > In the
Window group, dickNew Window. Youare looking at a mirror image of the same document.

Changes in one window result in changes in the second window, and changes are saved tc
same document).

Compare evisions

Users can compargeveral copies of a document that have been changed, and display only the changes
The documents themselves are NOT being changed, and comparison will display in a THIRD Document.

b

Compare
1. ClickReviewtab >Inthe Comparegroup, dickCompare -  >ChooseCompare(Canparestwo

versions ofr document).

2. Browse forOriginal DocumenandRevised Document(ClickMore to detail what attributes you
would like to compare).

3. ClickOK(If one documentas tracked changegou will be given the option to accept theeither
under theChangesgroup or before closing the documeént



Compare Revisions

() 9 v s Compare Result 1 - Microsoft Word Table Tosls - x
a
- Insert Page Layout References Mailings Review View Design Layout (7]
[ Researcn 5~ _J ~J Delete i’Z’ ] 4 Final showing Markup - @ &2 Reject = j J
3 Thesaurus & ®J Previous || = ) Show Markup ~ <= g Previous 2
Spelling & -, - Ner Track  Balloons Accept Compare Show Source t
Grammar U Tansiate (5 || Comment 2 Next Changes~ - |[2] Reviewing Pane|~ T B Next < Bppimrise o
Proofing Comments Tracking Changes Compare Protect
Summar ry: 728 revisions s A X Compared Document x ‘ Qriginal Document (FinalPowerPoint_2007 - Soha Haw x
Insertions: 323 Deletions: 315 2] MeGill University i
Moves: 0 Formatting: 90 Comment ts: 0 MCG\"UHWE?’S\W
e ) ) Microsoft
= -
R Microsoft Office Offi
2 % Spec 1/1]
e — E 12007 ICs trair 1ce
Xce 1/1/200] .
e — PowerPoint
Hasting 2 Spece A 5 |
Wit you Need to Know 2007
_ . 5
‘ o
What you Need to Know hd
— Wh at You Nee d to Know: Revised Document (FinalExcel_2007 - Soha Hawil) x
) . McGill University 2]
o == § |ExcelPowerPeint 2007
XCe . ¥
Microsoft
== e o s
PowerPoint Office Excel 173

" _Toc169411004"

Introduction

oo

Deted S ot
" Toc169582697"
- About the Workshops
== Sora et Ito Know
| Overview of ExcelRowesRoint 2007 What you Need to Know :
&)
Deibee Sche Hawlh Getting Reacquainted With the Basics s

Word is comparing documents: 100 % Press Escto cancel.

Figure8. Compare Revisiond. Displays a summary of differences between two docum@n@riginal document3. Revised
document.4. Combined document.

Combine Rvisions
Users can combine several copies of a document that have been changed and reviewed by several

reviewers.

Compare
1. ClickReviewtab >In the Comparegroup;click Compare -

revisions from raltiple authors into one document).
2. Inthe Compare Documents dialogue bosguese forOriginal DocumentindRevised Document
e ClickMore to detail what attrbutes you would like to compare
¢ Choose which document reflects the chasguinderShow Changes Ii.e. CliclOriginal
Documen) >ClickOK

>ChooseCombine(Combine

Tracking and Comments
Displaying banges

Changes to a document can be displayed in different ways. Aylt&Vord 2007 displaysinalShowing
Markups For other options



1. dickReviewtab > In the Trackinggroup, dick arrow next toFinal Showing Markup

< 4 Final Showing Markup -

2. (hooseFinal Original Showing Markugpr Original

Revisons inline or in alloons

=

Balloons
1. ClickReviewtab > In the Trackinggroup> Click arrow underBalloons -

2. Chooseshow Revisions iBalloons Show Revisions inliner Show only Comments and Formatting

in Balloons
Display for Review Description
Final Showing Markup Final document with all tracked changes and comments showing. Tl
the default view for all documents opened in Word.
Final Displays the document with all changes incorporated into the text ar

without tracked changes showing. However, any tracked changes o
comments that have not been accepted, rejected, or deletethain in
the document.

Original Showing Markup Displays the original text with tracked changes and comments.

Original Displays the original document without tracked changes and comme
showing. However, any tracked changes or comments in the docurr
that have not been accepted, rejected, or deleteginain in the
document.

Review Tracked Changes afi@mments
Insertions deletions, formatting, and comments can be tracked for review in a document. Tracked
changes and comments can be rejected or accepted.

Summary of tracked changes

E Reviewing Pane -

1. dickReviewtab > In the Trackinggroup;clickReviewing Pan > ChooseReview

Pane Verticabr Review Pane Horizontal

2. In theChangegroup, dick Nextor Previousto toggle between changesClick Acceptor Rejectto

accept or reject a change.



JCBR All changes that are neither accepted nor rejected remain visible after the document is save
(@)
P

Citations and References

References can hauilt, identified, reformatted and managed for documerin Word 2007.
Bibliographiesand referencesnserted in the document can then be formatted according to style guides,
such as MLA and APA.

Creating New Citation

1. Click orReferenestab > In the Citations & Bibliographygroup, dick arrow next taStyle

\h Style: [APA "> Choose Style of citation (i.e. MLA /APA etc)Clickthe end of sentence

where you want to insert citation.
=)
Insert
2. Click orReferenceab > In the Citations & Bibliographyroup, dick Insert Citation Sitatien ™ > you
canAdd a New SourceAdd a New Place Holdar Seach Libraries

Add a new source

=J
Insert
1. Click orReferencstab > In the Citations & Bibliographygroup, dick Insert Citation “tation~
2. QickAdd a New SourceCreate 8urce dialogue box will appear.
3. ChooseType of Sourcéorm from down menus Fill in required fields (for extra information click

Show All Bibliography Fields)> Click OK

Creating a Bibliography

1. Click place in document where you want to insert a bibliograp@ick orReferencestab> In the
Citations & Bibliographygroup, dick Bibliography &' BBI99r@p0y ~ 5 samoe of bibliography
formats will appear (depending on the style specified in the style box).

2. Choose and click bibliography format you wish to ins&bibliography using the\de user has
chosen, and citation used in the document Ww#l inserted.



User needs to updatbibliography when changes have been made to document citations, or
when citations have been added or removed from document.

Note

Mail Merge
To create a set of documents like a set of letters, or labels with urdgotent from a data source.€.
mailing list) you can use the Mailing Wizard.

hl|l
Start Mail
1. Click onMailingstab > In the Start Mail Merge group, clickStartMail Merge ™M#9¢™ > click Step

By Step Mailing Wizard
2. Followthe steps in the Wizard.

Equation Builder
An equaton builder is an added feature in Word 2007. Users naert live, editableequations that

haveseveral formatting optionsn linewith their text.

1. Click orinserttab > In the Symbolsgroup, dick arrow next taEquations JU Equation = 4 jigt of
built-in equationswill appear

2. Choose a builin equation or tick Insert Equationand create your own

1. Select a word or phrase amdhnslate it to Frenchusing the translation tool.
2. Comparedocumenti AGEf S GhNAIAYLFfE (2 R20dzyYSyi
3. Combine therevisionsmade to the document.
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Customizing Word

Word Options

If you are used to customizing your options in Word, the Office button is where you need to look. This
feature replaceg ools| Optionsfrom previous versions of Office.

1. Click theOffice Button 2 > Click Word Optionsunder the list oRecent Documentsword
Options dialogue box will appear.

2. Choose area you would like to customize by clicking on the titles in the left hand »ade the
necessarymodifications> Click OK

Customizing the Toolbar ( Quick Access Toolbar)
There are several methods of customizing the Quick Access Toolbar:

Method 1:Click on the small black arrow to the right of the baZheck tools you want revead, and
uncheck tools you want to hide Click More Commandgor more commands

Method 2: Right click on angroup or command in the ribbon thgbu wish to add to the Quick access
toolbar> Click Add to Quick Access Tool Bar

Method 3: Either right click anywhere on the Ribbon and choose Customizk @acess Tool Bar, or
click theOffice Button> Click Word Options> Click the Customizeab, you may select where you want
to Choose your Commands Frasing the drop down list Select the command or tool gu want to
add>Click Add.

Move Quick Accessapblbar
You may place the Quick Access tool Bater the ribbon:

Click on the small black arrow to the right of {Qeick Access tobar * > Click ShowBelow the
Ribbon

Side Bar
The right side bar contains:

e Ruler®d- Click to reveal and Hide.
+
]

e Button toBrowseby-Object¥ - Qick to select object you would like to browse your document by.



Bottom/ Status Bar
The status bar contains:

e Zoom Slide £ - slide the knob towards the + @rsign to zoom in or out
of the document (you can also cligiew > Click Zoom from the ribbon)

e Print Layout, Full Screen Reading, Web Layout, Outline, andEBEBE=E]
English (US)

e The Language Setti

e Word Coun Werds3.125 " _pisplays count for a selected body of text. Click on Word Count for
Word Count Box, users have the option of including and ekwjuidotnotes, endnotes etc. from the
word count.

Right click on Status Bar to customize it.

Customizing Word 2007

@ H9 - vo@ )= Document4 - Microsoft Word - 2 X
Review  View @
D Recent Documents a
New e . Find -
b —.|[z= == .. Ed
1 FinalPowerPoint_2007 @ [[= ==Ll | AaBbCeDe || AaBbCeDe REL{Wll AaBbCcl 4 Replace
e
~ il i _ Change
- 2 FinalWord_2007 @ §|\Q = fHormal | No Spaci.. Headingl Heading2 - Stmsslv iy e
B (o Z=l sy @ ragraph & Styles % | Editing ]
4 Excel2007ProductGuide = —
Save )
5 Lynns ThankYou Card List =
= & Excel-Rearrange_Training Material What You N... =/
ﬂ Saveds »
7 trail i
& Sereenshot =
@ Bt * | 5 powerPoint-Rearrange_Training Material Wha... 15
Word-Rearrange_Training Material_What You ... 1=
@ Prepare  » Soha_Present For Administrators =
Foor grouping pictures Word 2007 =
@ Send  » IcareTopics e
Soha_Present For Administrators ]
Eﬁg}' Publish » Soha_Present For Administrators i=
Training Material_What You Meed to KnowwWor.,, =
D Close Training Material_What You Need to nowPowe... =
|3 wora options | [ Exit wora

Pageilofl | Words:0  English (USS) | [EEEEE e

Figure9. Customizing Word 2007.. Word Options can be found under the Office Butt@nQuick Access Tool Bar may be
right clicked for more options, including relocating it to display under the RildhdRuler can be hidden or revealed by clicking
here. 4. Right click Status Bar to costize its options. Commands include Zoom, Print Layout, Full Screen Reading, Web
Layout, Outline, and Draft Displays and Word Count.



Shortcuts

If user is accustomed to using keyboard shortcuts in previous versions of Word, there is no need to learn
a new set of shortcuts, as the old shortcuts still work. However, Microsoft Office 2007 has a new
approach. Users can see the shortcuts and followata pf letters and numbers, without having to hold

down multiple keys simultaneously.

PressAlt, numbers and letters are reaéed on the bbon tabs> Type letter correspondingo the tab
to be exposed Type letter or lettersfor specific action.

Shortcus on Ribbon

= | . 15 [ 5 I CIRET
{ ! (=] FinalWord_2007 - Microsoft Word Tak
nme Inse Pag out References Mailings Review Wie D
= 1]
5 inhent -85 - A A || & [iZ - = ||EE =2 T
S35
PE‘S'tE j 'B I E - # x, x* Aav”aE',?v iv| |§ E E §||$§v||{hv _v
Clipboard ™ Font IF] Faragraph IF]

Figure10. Shortcuts on Ribbonl. Press Alt followed by numbeepresentingshortcutin the Quick Access Toolba2. Press Alt
followed by letterrepresenting tab, followed byetter or letters displayed for each commaidthe Ribbon

Customize the Quick Access Toolllgradding commands using the method of your choic
Reveal and hide the ruler

Use thezoom in and ousslider to magnify the text.

Use theAlt keyboard shortcutto close save and close your document.

N e




Essential Resources

Help

1. To access the Word Help menu, click on the blue question @ rion the top right corner, and
Word Help dialogue box will appear.

2. Type in the Key words you want to searcilick arrow next to the text fielc” S&ar® = g

specify where you want to search for help (i.e. Content from office online, All Word Help etc.)
Click Search

The Word Help Menu

@@ word Help - B X
© 3006 G & AMEe @ =
Ward 2003 refrence ~ | P Search -i

Woed Home @  Content from Office Online 7

< AllWord
Searched for: "Worq
Word Help

Results 1-25 of top 100 Waord Templates

@ Interactive:Word 2003toy  “WerdTraining

guide . Developer Reference
Help = Getting help

Content from this computer

@ Up to speed with Word 200 Word Help

Training

Developer Reference

03 Word Home Page

03 Word 2007 Help and How-to Home Page

@] Word 2003 look template
Templates

@ open Word documents without using Word
Help = Add-ns

@ Up to speed with the 2007 Office system
Training

'@ Reference: Locations of Word 2003 commands in Word 2007
Help = Getting help

'Q Make a Quick Style set the default style set
Help > Formatting = Quick formatting

? Quiz: Word 2007 basics
Help = Quizzes 3

All' Word | ﬂ Connected to Office Online  .:

Figurell The Word Help/enu. 1. Search for help in different areas after typing in your key wazdBifferent symbols allow
the user to see the nature of help topics retrieved for keywords searched.

To keep theNord Helpdialogue box on top of other windows while you work ¢ £ , tolook
like #

Links to Resources
e OQOverview:

http://office.microsoft.com/training/training.aspx?AssetlID=RC100664431033
¢ Interactive: Word 2003 to Word 2007 command reference guide:
http://office.microsoft.com/enus/word/HA100744321033.aspx



http://office.microsoft.com/training/training.aspx?AssetID=RC100664431033
http://office.microsoft.com/en-us/word/HA100744321033.aspx
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PowerPoint 2007: Introduction

Overview of Power Point 2007

PowerPoint 2007 serves the same purpose as previous versions of PowerPoint, in addition to a few
functions that are designed to facilitate, and give a wider range of options in regards to formatting
presentations, sharing an@viewing presentations, and using functions and elements across the other
Microsoft Office products.

hGKSNJ G6KIy (GKS OKIFIy3aSR at221¢ YR ylI@A3ALGA2y adet
and templates that are more visually appealimgildnhomogeneous, both within the same presentation,

and/or across other Office programs like Word and Excel. Office 2007 offers alternative document file
formats and a variety of reviewing options that facilitate the process of sharing and editing

presentaions and slides. Many components such as tables, charts and art are reusable in many Office
programs, keeping both the look of the objects inserted, and the ability to edit it.



Getting Reacquainted With the Basics

Perhaps the most notable change in thiéicrosoft Office 2007 programs is the user interface. The File
menu is now camouflaged and a new way of using keyboard shortcuts is introduced. A Ribbon replaces
the traditional drop down menus users have gotten accustomed to. Once users become comfortable
with these changes, navigating and performing daily tasks becomes more intuitive. Note that most of
the old shortcuts, and right clicking for commarstidl works, and can be used as well.

Office Button (Open, Save, Print, etc.)

,"/'['"n

Found in the upper leftorner theOffice Button*~* replaces the File menu in Word, PowerPoint and
Excel. By clicking on the button users will be presented with commands that they are accustomed to
seeing under File, such as New, Open, SadePrint. A few new items have beerdad to the menu,

such as Publish, and Prepare.

Expanded Office Button

@H

Recent Documents
Hew

41
-
-~
[1:]

CutlookMicrosoft® Office

1 PowerPoint20075ample_How to Sit at a Comp... 1=
= 2 Create first presentation Microsoft® Office =
/7 Open
T 3 augld_AdminPresent =
| I 4 Administrator_ Present =
Save

5 Excel workbook Microsoft® Office =
— 6 Excel using formulas Microsoft® Office =

H Save As b
7 Outlook, getting out of our inbox Microsoft® ... 1=
& Word Bullet and numbering Microsoft® Office =
EE;J Edint b 9 Qutlook Electronic Buisness cardMicrosoft® 0. 1=
Qutlook CalalnderMicrosoft® Office =

'

fff Prepare  » Outlook Signitures Microsoft® Office [=
Stay SaferMicrosoft® Office =
‘ﬁ Send 4 Keyboard shortcuts Microsoft® Office i=1
Excel Creat ChartMicrosoft® Office =
EL’.:. Publish F Poerpoint Smart ArtMicrosoft® Office =
[=
=

e Close Excel Microsoft® Office

| g PowerPaint Options | |X Exit PowerPoint

Figurel2. Expanded Office Buttorl. Click to expand the Office Buttod. Opens newpresentation 3. Opens file menu for
existingpresentatiors. 4. Savegpresentationin PowerPoin2007 format.5. Allows user to set print setting and print
presentation



Open

New presentation

HNew
1. ClickOffice Button > ClickNew , NewPresentatiordialogue box will appear
2. Select aemplate ORClickBlankPresentationfrom upperleft hand corner> ClickCreate

Existingpresentation

N

7 Open

1. ClickOfficeButton > ClickOpen , Open dialogue box will appear.
2. Navigate for file and foId*SeIeclfiIe> Click Open.

Sawe

SavingPresentation

Save

ClickOffice Button > ClickSave
Save as
H Save s b
1. ClickOfficeButton > Click Save A. , the Save As dialogue box opens (For quick
Save As options hover over Save As, and a menu of options will be revealed)

2. Choose location to save fro8ave indropdown list> Type in file name ifile namedropdown lst>
Select format fronBave as typelropdown list.

To share a presentation with PowerPoint 2003 use@hoose PowerPoint92003 presentation
to save the presentation in *.ppt format.

Note Qo



Expanded Save As Menu

&

41

Presentationl - Microsoft PowerP

j Mew Save a copy of the document
I'F PowerPoint Presentation
~u Save the presentation in the default file
/ Qpen format.
:ﬁ.:f PowerPoint Show
| I Save Save as a presentation that always apens in
- Slide Show view.
= @ PowerPoint 97-2003 Presentation
H Save As b Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003,
L‘Eﬁ TN PDF or XPS
- = Publish a copy of the presentation as a PDF
ar XP5 file,
5% Prepare =] Other Formats
Open the Save As dialog box to select from
- all possible file types.
‘Q Send 4
/ Publish »
== AL
#
Close

2] PowerPaint Options | |X Exit PowerPoint

Figurel3. Expanded Save As Menli..Hover over to expand Save As opti@nSavegpresentationin PowerPoint2007 format
* pptx. 3. Savepresentationin PowerPoin2007 format*.potx. 4. Savepresentationin PowerPoint97-2003 format*.ppt. 5.
Savegpresentationin *.pdf format.6. Allows user to choose different file formats to sguresentationunder.

& File Formats.Microsoft Office 2007 hastroduced new file formats. Fodetter indexes allow
(WM for smaller file sizes when saving files, and a larger capacity to recover corrupted files.
)
g * pptm=New format for PowerPoint presentations containingcros
*. pptx= New format for 2007PowerPoint presgtions, withno macros
Print
Print

Print b
ClickOffice Button > Click Print

1. Make sure correct printer is seked; choose print options ete: ClickOK.

Print preview
1. ClickOffice Button > Hover overPrint, and a menu of options will be revealed



I Print Preview

"-ﬂ Preview and make changes to pages before
. . . rinting. . . .
2. ClickPrint Preview P d ascreen withthe Print Preview

tab will replacethe current screerand goupsof commands will appear.

3. To close in thePreviewgroup, clicked boxClose Print Previe\.

Ribbon
The tools, options and features of the previous versions of PowerPoint still exist; however, the way to
access them has changed.

Users can now browse through the different tabs by clicking on or scrolling to the desired tab. Each tab
reveals groups of comands, and each command is represented by an Icon. Rolling over any command

gAtt NBOGSIEt | 022t 0AL) FAdZNUKSNJ RSulAftAy3 0UKS uz2ta
Ribbon
_7\ = ¥ Presentationl - Microsoft PowerPoint Drawing Tools - g X

:3/ Home Insert Design Animations Slide Show Review View Farmat ‘Q)

=5 % =] Layout ~ _ (G = ==l it~ =y O [ ) LashapeFin- 34 Find

Calibri (Body) 32 ~[IA s = = || L= -
J 53 _I gReset S = | jl — _ '__l* |=‘—-' Ll_—‘JJ _D |-‘éﬂ’ ZShapeOutlme' 2ac Replace =
Faste * 4 SRS‘:’. 7 Delete || (BASETD e 8 2- Aar||A ]| E E[E 5|E - e el g%ﬂik. o) Shape Effects - | [y Select -

Clipboard = Slides Font 7} Paragraph 7} Drawing P} Editing

Figurel4. Ribbon.1. Tabs:Each contains different groupd. Groups:Each hold sets of commands.CommandsAllow user
to apply command ipresentation.4. Dialogue Box LauncheReveals more detailed options for that grodp Contextual
Tabs:Appear in accent colors only when items such as (tables and pictures) are selectegriestnmtation.

To see where your old command used to be in PowerPoint 2003, go to Interactive: PowerP
2003 to PowerPoint 2007 command reference guite://office.microsoft.com/en
us/powerpoint/HA101490761033.aspx

Tabs/Groups/Commands

Each tab is composed of a series of groups, and each group, serves as a bracket for command buttons,
represented by icons and labels. The contents of tabs are NOT replicas of the menus found in previous
versions of PowerPoint. Tabs suchAasmationsand Slide Showeplace theToolsmenu Item.


http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx
http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx

Live Preview.Users can now preview the changes to an inserted object or item, presentatio
before committing to a change. To preview themes, styles, and building blocks, colors, tabl
etc. user hoversvith the mouse over the formatting of their choice, and a preview of the
changes will be revealed in the presentation. To commit to the formatting choice, the user ¢
on the formatting choice in the menu.

Note

Dialogue Box Launcher
On the right of some groups a faint box with a downward arrow, called a dialogue box launcher

R can be clicked to reveal more detailed options for that group.

Contextual Tabs
¢F-o& INB a/2yiSElGdzrt£3 Ay 20G§KSN ¢ 2R dekh sele&adinl Ay |
your presentation, because they are specific to editing and modifying that Item (e.qg. if you have a

picture selected in your presentation Picture Tools F'€HE 19855 tahy will appear, that allows you to
format pictures).

View Tabs

Some functins open a new window replacing the current window and reveal their own taljfiee
Button >Print > Print Preview. Most of thePresentationViewsgroup, under theViewtab do this.

To return to the main window and Ribbon, user usually needs to click the red brOF A Close

&

% Using the * on your window, the entire presentation will close.
Z

Toolbar (Quick Access Toolbar)

Dok d 9 - v
i

The Quick Access toolk s "*5%  is a narrow strip of customizable commands, which,

by default sits to the right of th®ffice Button, and reveals icons for Save, Undo and Redo. This Quick
Access Toolbar is fully customizat$e¢Customize Quick Access Toolbar).



Formatting Commands

New slide

=

Mew
1. ClickHometab > In the SlidesGroup, clickNew Slide> slide~  to insert a slide OR

2. Click on arrow next tdlew Slideand select the slide with the layout that you feel most suitable for
your material.

Change a slide layout
1. Select the slide you want to apply a layout style to

2. ClickHometab > In the SlidesGroup,click onLayout llayeut = gnd select the slide with the
layout that is most suitable for material.

Font /Font Size/ Text Color

Font face
1. Select text using mouse or Keyard.

2. ClickHometab > In the Fontgroup, dickarrow next toFontName =2/ (Body] .

3. Clickon font face name to commit to a change.

To Select AlglickHometab > In the Editinggroup, dick Select & **'#¢ ™ > ClickSelect All

o When the text in the presentation is selected, hovering over any formatting command will re
B AY I LNB@GASS 2F GKS O2YYIYRQ& O2YLRYSYl
Z
Font size

1. Select text using mouse or keyboard

-

2. ClickHometab > In the Fontgroup, dickarrow next toFont Sizevumber!?
3. Clickon font size number to commit to a change.

Text color
1. Select text using mouse or keyboard

2. ClickHometab > In the Fontgroup, dickarrow next toFont Colo == " .
3. Clickon font color to commit to a change



Format Painter J can be used to copy formatting styles. Select brush frontGigboard
group> Click the brush on the formatting your of choice Click on text you want formatting
style applied to.

Bold/ltalics/Underline

Bold
1. Select text usinghouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Bold B

Italics
1. Select text using mouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Italic £ .

Underline
1. Select text using mouse or keyboard.

2. ClickHometab >In the Fontgroup, dickon Underline U and the arrow for more underline

options.

Formatting MiniTool BarRight click in the presentation to expose a list of common commar

Calibri (Bot - |11 - A" o7 A~ f

B IE=EW-A-EE:=-

- —_—

OR

When you select text in your presentation, a toolbar with common formatting commands, st
as bold, font type, font size, format painter, will come into focus.

Bulleted/Numbered List
1. Select text using mouse or keyboard.

2. ClickHometab > In the Paragraphgroup, dickarrow next toBulles i= ~ or Numbeiing =
Hover over each bullet type, anumber list style and a preview of the list will appear.
3. Clickon bullet type or number list style to commit to a change.

Paragraph Spacing

1. Select text using mouse or keyboard.
2. ClickHometab > In the Paragraphgroup, dick dialogue box launch¢™ and a di¢gogue box with
options to edit your paragraph will appeaMake the necessary change€lick OK



Copy/Paste

1. Select text or object using mouse or keyboard to be copied.

2. ClickHometab > In the Clipboardgroup, dick Copy =2 > place the cursor where you want to copy

Note Ro

()
2
O
S
Q
X
Ll

e
[

> ClickPaste J .

When you copy and paste, you actually copy to a clipboard that can be accessed in other C
programs. To see/use and manipulate items copied to the clipboard diditdgue box launcher
= and a task pane with all the recently copied items will appear to the left of the presentati

No oo hkowbdhPE

8.
9.
10. Save the presentationa§ a @ t NSASYy (G k2 ¢g§é @2 RATAO!I
11. Save presentation as PowerPoint 2003

12. Print Previewthe presentation and close the print preview.

Use the Office Button t@pen an existing Presentation 1 A G f SR & h N&A 3 A
Use the command in the ribbon tosert a new slide

Typein some extra text.

Use the command in the Ribbon édlit the text(Bold/Italicize/Underline).

Use the Formatting Toolbar to edit text (Font Face/Size/Color).

Select a section of text arateate a bulleted or numbered list

Select a section of text and uiee Dialogue Box Launcher ¢bhange the paragraph
spacing

Undo last changéy using the Undo command from the miobl bar.

Select a clipart from the presentation andpy and pastet to another slide.



Beyond the Basics

lllustrations
In the Inserttab, thelllustrations group can be found. This group is made up of commands to insert
Pictures Clip Art ShapesSmart Artand Charts

Tables

Insert table

Table
1. Clickinserttab > In the Tablesgroup, click ofTable - , a grid will appear.

2. Drag the mouse over the grid to select number of columns or rows (a live preview of the table is
displayed in your presentation simultaneously).
OR
Select action of choidasert Table,Draw Table Excel Spread sheetr Quick table

Format tables

1. Click on table you want to format in presentatisfiable Toolsontextual tap 22! 1991

will appear in the Ribboras well as two sutabs,Designtab andLayouttab..

2. Make formatting changes of your choice. Some formatting choices, such as table styles, atlow us
to preview changes in the presentation. Foematted Table styleswill be found under théesign
Tah

Charts

When user inserts a chart PowerPoint 2007, anxgel sheet will open up, and chart data is stored in
the Excel worksheet.

The other option is to copy a chart from Excel, usually this embeds static data. You can link
chart to the workbook, and user can specify that the workbook gets checked for changes w
chart is opened.

Note Ro



Insert chart

1. Clickinserttab> In thelllustrations group, clickChart “"@™  (or dick on the chart icon in thslide

2.

)-

InsertChartdialogue boxappears Select a khart > Click OK Excel 2007 opens in a separate window.

3. Type and replace data in worksheet. Chart is modified simultaneou@lgse worksheet.

Insert Chart

In PowerPoint
In PowerPoint
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Figurel5. Insert Chartl. Insert Chart dialogue box allows user to select chart type to ins@reisentation 2. Excel spread

sheet allowing user to modify data in chadt.Chart displays in thpresentation and reflects the changes made in the Excel
sheet.

Format dart

1.

Click on chart you want to format in presentation (can select particular chart elemewtikiyng on

them) >Chart Toolsontextual tab <72 1995 |l appear in the Ribbon.

Make formatting change of your choice. Some formatting choices, such as table styles, allow users
to preview changes in the presentatio@esigntab, Layouttab and Formattab will appear under

Chart Tools Preformatted Chart $yleswill be found under thédesigntab.

SmartArt Diagrams

Graphical lists, process diagrams, Venn diagrams, and organizational charts are a fe@noaitfat
chart types users can add to their presentations. This tool allows users to represent Processes,
Hierarchies, Cycles and relationships visually.



Insert Smart Art

Smartirt
1. Clickinserttab> In thelllustrations group, clicksmart Art , a dialogue box will appear

2. Click on the graphic that best displays you dat&lick OK graphic will be inserted in your
presentation>Click in the shape> Add text in [TEXT] field.

Insert SmartArt

ol P T3l | . |
e e -[I]~F [Text] g [Text] § [Text]
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Figurel6. InsertSmartArt1. Insert SmartArt dialogue box allows user to create a SmartArt diagranegentation 2.
SmartArt displays in thpresentationand allows user tadd text andmake further modifications from contextual tab.

FormatSmart Art
1. Click on theSmartArtgraphicyou want to format in presentatior SmartArt Toolscontextual tab
smartartTeols il appear in the RibborDesigntab andFormattab will appear undeBmartArt
tools.

2. ClickDesigntab > In the Smart Art Stylegroup, click orChange Colorsand/or choose style for
your graphic, rollover the graphics for a preview, and click to commit to a change.

You may change the look and structure of a Smart Art graphic by clicking on its component
modify, add and remove shapes and structure.

Note o



Animate Smart Art
1. Click on thesmartArtgraphicyou want to animate in presentation
2. ClickAnimationstab > In theAnimationsgroup, click on arrow next tAnimate

3_., Animate: | Mo Animation - . . . . :
> Select animation form list (rollover the graphics for a preview, and

click to commit to a change.)

Add an effect
1. Click on thesmartArtshapeyou want to add an effect to in presentatienSmartArt Tools

contextual tab *MatAtTesls il appear in the Ribbon

2. ClickFamat tab> In the Shape Stylegroup , clickShape Effect: = 3Pe Effetts ™ gng select
effect form list (rollover the graphics for a preview, and click to commit to a change.)

ClipArt

ellgl
ke |
Clip
1. Clickinserttab > In thelllustrations group, clickClipArt A% | a pane with clip arthoices will
open to the right of your presentation.
2. Choose &lipArtgraphicfrom the right side pane-Click on the graphic you like, graphic will be

inserted in your presentation.

Themes

Themes

Themes allow users to format a presentation. The thenméade up of a set of formatting choices like
colors, theme fonts, and theme effects (like line and fill effects). When users apply a theme it affects the
style applied to the presentation.

1. ClickDesigntab > In the Themesgroup, €lect Themeof your choicgclick the down arrow on the
right of the themes for more choices).

2. Hover over other themes for a live preview after initial theme item has been appliédk on
theme to commit to another choice.

Theme ColorsClickPage Layoutab > In the Themesgroup, clichn'.
Theme Fonts ClickPage Layoutab > In the Themesgroup, clicl'.

Theme EffectsClickPage Layoutab > In the Themesgroup, clicl' :



Presenter View
When using two monitors (or monitor and screensieasier for users to present to andience without

revealing everthing on the presenter screen. Some advantages to using the presenter view are :

e Presenter can preview the next slide and text that will appear on screen before it is revealed to

the audience, and presenter notes are madieac for the presenter.

e In presenter view, icons are large and users have various options displayed, that the audience

will not see.

e When taking a breaht is possible to black out the screen and resume without having to stop

the entire presentation.

1. dickSlide Showtab > In the Monitors group, checkJse Presenter Viey W& Fresenterview ¢
you do not have two monitors set ufhe system will prmpt you to check and set upsecond
monitor.)

2. Start slide showclickSlide Showab > In theStart Slideshowgroup, click-rom Beginning

=
=)
1
From
Beginning tq start a slide show from the beginning, (= from the bottom status bar.

Presenter View requires multiple monitors or a laptop with dual display capabilities.

Note Qo



Presenter View

Slide 1

Up Mezt: Slide 2
ml:l |:||I|

‘@ PowerPoint Presenter View - [PowerPoint2007Sample_How to Sit at a Computer.pptx] o x

Keep Good Posture

Setting Up your Work Station

Computer use injuries

‘Workstation set-up

Posture, keyboard and pointing techniques
Keyboarding and pointing techriques
Addtional tips

How to Sit at a Computer
SAMPLE WORD 2007 DOCUMENT

Go to Slide

Sereen Black Screen

Help White Screen

End Show Switch Programs

Slide: 1 of 17 Time: 02:23 11:22 AM | Zoom:

Figurel?. Presenter Viewl. Screen the audience will s@eScreen the presenter see’.The slide that you are currently
showing to the audiencet. Buttons that you can clido move forward or backward through your presentati@nThe slide
number (for example, Slide 7 of 18).Pen to write on screen being display@dThumbnails of slides that you can click to skip
a slide or to return to a slide that you already presehi@ The elapsed time, in hours and minutes, since the start of your
presentation9. Click to accesthe End Showption and Blaclout option. The End Show option allows you to end your
presentationandthe Blackout option allows you toclick to temporaily darken the audience screen and then click again to
show the current slide10. The speaker's notes, which you can use as a script for your presentation.



Insert a tablein your presentation using the drop down grid.

Use contextual tab commands in the Ribboridomat table.

Insert a chartin your presentation, edit the data in the excel sheet.

Use contextual tab commands in the Ribboridomat chart

Insert a SmartArin your presentation.

Use contextual tab comnmals in the ribbon tdormat SmartArtand format it, then
manipulate its components in presentation.

Animate aSmart Artgraphic.

Apply a Themeo your presentation
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Spelling and Translation

Contextual Spelling

PowerPoint 2007 has added a new feature to the dictionary; it is now set up to recognize contextual
spelling errors. A line shows up under misused words, and words not in context.

Contextual Spelling Errors

Once Upon a time their was...
there

Ignaore

Language b
? Spelling...
ii Look Up..

=l

[ Paste

Figurel8. Contextual Spelling Errotk Awavy line is used to identify words misspelled in context it is ue®ight clicking
allows user to see alternate spellings as well as other options

To run the Spelling and Grammar checker ¢liekiewtab > In the Proofinggroup, click R To
(Da

change how word corrects and formats your text click Mierosoft Office Button** > Click

PowerPoint tions, at the bottom of the window> Click Proofing> Make the necessary changes

Click OK



UseContextual Spellig checkbox is unchecked by default if your system is running on less t
1 GB of RAM.

Note H

Translation Tools

Users can translate words, phrases (bilingual dictionaries) or entire presentationsb@edd machine
or service) in PowerPoint 2007.

ToTranslate Steps
Word e Clickaword
OR
¢ Highlight the word using the mouseClick Reviewtab > click Translate

%%,

wensite i the Proofinggroup.
Result will be in th&Researchiask pane under Translation to the right of your
slide.
Highlight aphrase> Click Reviewtab > click Translatein the Proofinggroup. .
Result will be in theResearchiask pane under Translation to the right of your
slide

Translations are automated, usually a verbatim translation of content in presentations. For
accurate translation, users need to send presentation content to a translation service.

&
e
O
Z

Choose lanquage

=4

1. Click orReviewtab > In the Proofinggroup, click.anguage 279439 | 3 | anguage dialogue box will
appear.
2. Choose language Click OK (ClickOKto install bilingual dictionaries for*time users).

Arranging Presentations

PowerPoint 2007 gives users more flexibility and options when viewing and reviewing presentations.
This allows users to compare and edit the same or multiple presentadioihe same time.



View presentatiors Side by Side

(B2

2. ClickViewtab >ClickArrangeAll = Aange All 15 have windows arranged to fit screeBelect
Verticalto have windows arrangeside by siddo fit screen.

1. Open files to be viewed, Cli€Kfice Button >Click Open>browse for file> Click Open

Side by Side Windows

|:|n_ H9 -0 )° Microsoft PowerPoint - 7 x
Home  Inset  Design  Animations  SlideShow  Review | View | @
. - . . I Ruler q . A color 1, = amangean % =
SEE (= = e

I Gridlin &= Grayscale 3 Cascade E

n rmal Slide Notes Slide | Slide Handout Notes Zoom Fitto Switch || Macros

Soter Page Show | Master Master Master Message Bar Vindw || [ Pure Biack and White || wingow GEIMave DI | windoms -
Presentation Views Show/Hide Zoom Colr/Grayseale Window Macros
EE]D( verPoint2007Sample_How to Sit at a Computer:2 - B x ]EE]Duwerumnmms;mpleﬁuwtu Sit at a Computer:1 BN <

[ Work surfaces |}

=
Monitorand === — Monitorand
Source Source
Documents Documents

Slide 8 of 16 | “Flow™  English (US) |

Figurel9. Side by Side Widowdl. Firstpresentationdisplays in a windo&. SecondPresentatiordisplays in another window,
allowing user to make comparisons in two differ@nésentations othe samePresentation Data can be transferred from one
window to the other.

To open same presentation in another window, open one presentat@ick View tab > In the
Window group, clickNew Window: You are looking at a mirror image of the same presentatic
Changes in one window result in changes in the second window, and changes are saved tc
same presentation).




Customizing PowerPoint

PowerPoint Options

If you are used to customizing your options in PowerPoint, the Office button is where you need to look.
This feature replacefools| Optionsfrom previous versions of Office.

1. Click theOffice Button ' & > Click PowerPoint Optionaunder the listof RecentDocuments
PowerPoint Options dialogue box will appear.

2. Choose area you would like to customize by clicking on the titles in the left hand »ivake the
necessarymodifications> Click OK

Customizing the Toolbar (Quick Access Too lbar)

[ NEETNES

|
There are several methods of customizing the Quick Access T_ | Home | msent .

Method 1:Click on the drop down arrow on the tool k ™ - Click on the tools you want to revealor
hide.

Method 2: Rightclick on any group or command in the ribbon that you wisladd to the Quick access
toolbar. Click Add to Quick Access Todalh

Method 3: Either right click anywhere on the Ribbon and choBGsstomize Quick Access Tool Bar
click theOffice Button> ExcelOptions> Customize You may select where you want@oose your
Commands Fromasing the drop down lisSelect the command or tool gu want to addClick Add.

Move Quick Accessapblbar
You may place the Quick Access tool Bar under the ribbon:

Click on the small black arrow to the right of the Quick Access toc ~ ar# | EFhéwBealow the
Ribbornd £

Bottom/ Status Bar
The status bar contains:

Fit slide to current Windov.@.

[1]

e Zoom Slide/ 9% ) hd CH slide the knob towards the + @rsign to zoom in or out
of the presentation (you can also cligiew > Click Zoomfrom the ribbon)

e Normal, Slide sorter, and Slideshw .

e The Language Setti tnalish(Usd

Slide 2 of 2

e Slide numbe



e Presentation theme ©fTiee Theme

Right- click on Status Bar to customize it.

Customizing PowerPoint 2007
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Figure20. Customizing PowerPoint 200Z. PowerPoint Options can be found under the Office ButthiQuick Access Tool
Bar may be right clicked for more options, including relocating it to display under the R®liight click Status Bar to
customize its options. Commands include Fit sladeurrent window, Zoom SlideNormal, Slide sorter, and Séishow,
Language Setting, Slide number, and Presentation theme.



Shortcuts

If user is accustomed to using keyboard shortcuts in previous versions of PowerPoint, there is no need
to learn a new set of shortcuts, as the old shortcuts still work. HowéxdErosoft Office 2007 has a new

approach. Users can see the shortcuts and follow a path of letters and numbers, without having to hold
down multiple keys simultaneously.

PressAlt, numbers and letters are revealed on the Ribbon tabgpe letter correspondingto the tab to
be exposed Type letter or lettersfor specific action.

Shortcuts on Ribbon

'_ B ¥ PowerPoint2007Sample_How to Sit at a Computer - Micro... SmartArt Tools -

e 1 Design Animatjons slide Show Review  View Dgsign Format @
&) - —
= — - I'?}) =5 o $» Shape Fill - 44 Find
- .= *3/ L Shape Outline = | 23, Replace -
=l Shapes Arrange Quick
== - = Styles~ =) ShapeEffects = | g Select -

J ) J RIS Constantia (Body = 29~ | A0 A7|[45] |
) Reset
Paste New o = -
e || e eiete ||[B L T abe & o oAar||A
o — — = Paragraph e Drawing £ Editing

Figure21. Shortcuts on Ribbonl. Press Alt followed by number representing shortcut in the Quick Adassibar 2. Press Alt
followed by letter representing tab, followed by letter or letters displayed for each command in the Ribbon.

Customizing Slide Layouts
Users can choose from prebuilt slide layouts and/or create their own custom layouts for useuged r

Create a custom Layout

Users can create their own layout if the layouts available are not suitable for their needs. The slide
layout can have placeholders fGontent, Text, Picture, Chart, Table, Diagram, Media, and ClipAtrt.

1.

ClickViewtab >In the Presentation Viewgroup, click orSlide Mastepr Click the location where you

want to add the slide master in the left hand pane.

In the Edit Mastergroup, click orinsert layouta slide with a default layout will be inserted.

e Add a placeholderClickSlide Mastertab >in the Mastetayout group, click arrow next to
Insert placeholdersselect placeholder you find most suitable. Resize by dragging the corner

the box inserted.
o Remove default placeholders. f A 01 R2G0GSR 02 NRSDdle2 ¥
Click theOffice Button>ClickSave Asand type in the file name.
Go to Save as Type list > ChBsaverPoint Template ClickSave.

Close
In the Closegroup, clickdoseMaster View Masterview |

ClickHometab > click orNew Slidein the Slidesgroup> layoutcreated will appear in list.

LX I OSK2f RS



Slide Layout Components

Title Placeholder
Subtitle Placeholder

Background Objeck
Background Fill

Body Placeholder Placeholder Formatting

Headers and Footers
(date, Footer, slide#)

Figure22. Slide Layout Components.

Customizing a Show

Users have the ability to customize a show from an existing presentation. When setting up a custom
show, presenters can choose slides they want the audience to see before hand, and no longer have to
skip through slides or fast forward during a presentatio

=
ClickSlide Showtab > In theStart Slide Shovgroup, clickCustom Slide Show'ig:?f?:w:
ClickCustom Showg€ustom ShowsCustom Shows dialogue box will appear>Qlielk > Add a
name in theSlide Show Nam#ext box.
Under Slides in presentation, click on the slides you want included in your presentation Ad@lick

(Use arrow under Custom Show to change slide order) >@Hck

View custom show

1.

<))
D
3)
S
Q
>
Ll

After saving a custom show, cliSkde Showab > In theStet Up group, dick Set Up Slide Show

s
HO)
Set Up
slide Show | Set up slide show dialogue box will appear.
In the Show Slidesection, selecCustom ShowsChoose custom show >CIOK the presentation
will open.

ClickViewtab > clickSlide ShowEL in the PresentationViewsgroup.

Customize the Quick Access Toolligradding commands using the method of your choic
Use thezoom in and ousslider to magnify the text.

Use theAlt keyboard shortcutto close save and close your presentation.

Customize a shovand save a custom shawging an existing presentation.

View the custom showyou just created

ok owb =



Essential Resources

Help

1. To access the PowerPoint Help menu, click on the blue question @ rin the top right corner,
and PowerPoint Help dialogue box will appear.

2. Type in the Key words you want to sear€tick arrow next to the text fielg#” Search = g specify

where you want to search for help (i.e. Content from office online, All PowerPoint HelpGHck).
Search

The PowerPoint Help Menu

@) PowerPoint Help - = X
B0 @A GAMe e -
PowerPoint refrence 2003 - | /2 search vi
PowerPoint Home a Content from Office Online A
+~ Al PowerPoint
.
Searched for: "POw cowerPaint e
owerPoint Help
2003
PowerPoint Templates
Results 1-25 of top 100 PowerPoint Training
@ Interactive: PowerPoint 20 Developer Reference
reference guide .
e = Gt help & content from this computer )}
PowerPoint Help
@ Up to speed with PowerPoin
Training Developer Reference
OEJ PowerPoint Home Page
033 PowerPoint 2007 Help and How-to Home Page
Eﬂ Training presentation: PowerPoint 2003—Package to a CD
Templates
[&] Training presentation: PowerPoint 2003—Playing sound
Templates
@ Training presentation: PowerPoint 2003—Create your first
presentation
Templates
Eﬂ Training presentation: Office 2005—XML: What's it all about?
Templates
Eﬂ Training presentation: PowerPoint 2003 — Playing movies b
All PowerPoint | ﬂ Connected to Office Online  .:

Figure23. ThePowerPointHelpMenu. 1. Search for help in different areas after typing in your key wa2dBifferent symbols
allowthe user to see the nature of help topics retrieved for keywords searched.

To keep thePowerPoint Hgb dialogue box on top of other windows while you work Vel , to

look like. #

Links to Resources
e OQOverview:
http://office.microsoft.com/training/training.aspx?AssetiID=RC100687671033

e Interactive: PowerPoint 2003 to PowerPoint 2007 command reference guide:
http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx



http://office.microsoft.com/training/training.aspx?AssetID=RC100687671033
http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx
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Excel 2007: Introduction

Overview of Excel 2007

Excel 2007 serves the same purpose as previous versions of Excel, in addition to a few functions that are
designed to facilitate, and give a wider range of options in regards to formatting Workbooks, sharing

and reviewing Workbooks, and using functions and elements across the other Microsoft Office products.
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and templates that are more visually appealargd homogeneous, both within the same workbook,

and/or across other Office programs like PowerPoint and Word Office 2007 offers alternative workbook

file formats and a variety of reviewing options that facilitate the process of sharing and editing

Workboolks. Many components such as tables, charts and art are reusable in many Office programs,

keeping both the look of the objects inserted, and the ability to edit it.



Getting Reacquainted With the Basics

Perhaps the most notable change in the Microsoftice 2007 programs is the user interface. The File
menu is now camouflaged and a new way of using keyboard shortcuts is introduced. A Ribbon replaces
the traditional drop down menus users have gotten accustomed to. Once users become comfortable
with these changes, navigating and performing daily tasks becomes more intuitive. Note that most of
the old shortcuts, and right clicking for commarsditi works, and can be used as well.

Office Button (Open, Save, Print, etc.)

(Ba
Found in the upper left corner th@ffice Button j replaces the File menu in Word, PowerPoint
and Excel. By clicking on the button users will be presented with commands that they are accustomed to
seeing under File, such as New, Open, SadePrint. A few new items have been added torthenu,
such as Publish, and Prepare.

Expanded Office Button

/EE\ =9 - = SampleExcel2007Mew - Microsoft E
Recent Documents
HNew
Lynn present Thank you List
, Qpen SampleExcel2007 New

Copy of Excel
PowerPoint

1
2
3
Save 1
5 Bookl
6
7
3
9

L Qo

PowerPoint
Save As  k
Ward

Excel ribbon mapping

i Outlook

Excel
| mepare > worg

BT T VAR T T I TO T T

& K& B

7 Publish »
g LS

Jﬂ Close

2] Excel Options || X Exit Excel

Figure24. Expanded Office Buttorl. Click to expand the Office ButtoR. Opens newvorkbook 3. Opens file menu for
existingworkboolks. 4. Savesvorkbookin ExceR007 format.5. Allows user to set print setting and prinmtorkbook



Open

New workbook

HNew
1. ClickOffice Button > ClickNew , NewWorkbookdialogue box will appear
2. Select aemplate ORClickBlankWorkbookfrom upperleft hand corner> ClickCreate

Existingworkbook

N

7 Open

1. ClickOfficeButton > ClickOpen , Open dialogue box will appear.
2. Navigate for file and foldeiSelecffile> Click Open.

Sawe

Savingworkbooks

Save

ClickOffice Button > ClickSave
Save as
H Save s b
1. ClickOfficeButton > Click Save A. , the Save As dialogue box opens (For quick
Save As options hover over Save As, and a menu of options will be revealed)

2. Choose location to save froB8ave indropdown list> Type in file name ifile namedropdown lst>
Select format fronBave as typeropdown list.

To share workbook with Excel 2003 usetshoose Excel 2003 Workbook to save the
workbook in *.xIs format.

Note Ro



Expanded Save As Menu

i

7 Open

kel =
H Save As

/ Publish
— e

_T Close

3

3

3

SampleExcel2007New - Microsoft E

Save a copy of the document

x|
il

i

}

=

TN

Excel Workbook
Save the workboaok in the default file
format.

Excel Macro-Enabled Workbook
Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.
Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

PDF or XPS

Publish a copy of the workbook as a PDF or
XPS file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

| 2] Excel Options | | X Exit Excel |

Figure25. Expanded Save As Menli..Hover over to expand Save As opti@nSavesvorkbookin ExceR007 format* .xIsx. 3.
Savesvorkbookin Macro enabledExceR007 format*.xlsm 4. Savesvorkbookin ExceB7-2003 format*.xls. 5. Saves
workbookin *.pdf format.6. Allows user to choose different file formats to saverkbookunder.

Note Ro

File Formats.Microsoft Office 2007 has introduced new file formats. Fletiter indexes allow
for smaller file sizes whesaving files, and a larger capacity to recover corrupted files.
* xlamn=New format for Excel workbooks containimgcros

* xlsx= New format for 2007Excel workbooks, witb macros

Print L4

2. Make surecorrect printer is selded; choose print options ete.ClickOK.

1. ClickOffice Button > ClickPrint

Print preview

1. ClickOffice Button > Hover overPrint, and a menu of options will be revealed

I Print Preview
"ﬁ_ Preview and make changes to pages before

2. ClickPrint Preview

printing.

ascreen withthe Print Preview

tab will replacethe current screerand groupsof commands will appear.



3. To close, in th@reviewgroup, clicked boxClose Print Previe\.

Ribbon

The tools, options and features of the previous versions of Excel still exist; however, the way to access
them has changed.

Users can now browse tbugh the different tabs by clicking on or scrolling to the desired tab. Each tab
reveals groups of commands, and each command is represented by an Icon. Rolling over any command

gAtt NBOIGSIEt | 022t 0AL) FAdZNUKSNJ RSulrAtAy3 0UKS uz2ta
Ribbon
.-'55\ d9- o SampleExcel2007Mew - Microsoft Excel Table Tools - =2 X

) _

—/ Home Insert Page Layout Formulas Data Review View Design @ - = x

=] & ’ . el = . = . b = | ge=nset~ X - j 3

J o Lucida Sans Un = 11 IAAA 1l = Eu|?/ |. = General :E;g :Lj‘:rﬂ :jd T Detete - £|- ‘%? lﬁ

Past | - || 5 -] - = = === 2= | ad | - 0 || =8 08| Conditi I Fe t Cell [ - S5ort & Find &

I o ||l DA [EEEFE $ % || 58 F:rr:naltt‘ionnga' e T e Styleei' {2 Format = || 2~ BT o

Clipboard ™ Font = Alignment = Number (F] Styles Cells Editing

Figure26. Ribbon.l. Tabs:Each contains different group®. Groups:Each hold sets of commands.CommandsAllow user
to apply command imvorkbook4. Dialogue Box LauncheReveals more detailed options for that grodp Contextual Tabs:
Appear in accent colors only when itegisch agables and pictures are selected in thrkbook.

To see where your old command used to be in Excel 2003, go to Interactive: Excel ER68|to
2007 command reference guidigtp://office.microsoft.com/enus/excel/HA101491511033.asp:

Tabs/Groups/Commands

Each tab is composed of a series of groups, and each group, serves as a bracket for command buttons,
represented by icons and labels. The contents of tabs are NOT replicas of the menus found in previous
versions of Excel. For example, theerttab now contains &ablesgroup, while perhaps in previous
OSNEA2YyA ac¢lofSaeg gla I adlyRIFIf2yS YSydz AGSYo®

Live Preview.Users can now preview the changes to an inserted object oritesorkbook
before committing to a change. To preview themes, stydesl building blocks, colors, tables,
etc. user hoversvith the mouse over the formatting of their choice, and a preview of the
changes will be revealed in the workbook. To commit to the formatting choice, the user clic
the formatting choice in the nmmau.

Note o


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

Dialogue Box Launcher

On the right of some groups a faint box with a downward arrow, called a dialogue box launcher

il 1 can be clicked to reveal more detailed options for that group.

Contextual Tabs

¢tl-oa IINB a4/ 2y0iSEldzZt €2 Ay 2G0KSNI g2NR&ax OSNIIAyYy Gt
your workbook, because they are specific to editing and modifying that Item (e.g. if you have a picture

selected in your workbook, Ricture Tools &= 1095 155 will appear, that allows you to format
pictures).

View Tabs

Some functions open a new window replacing the current window and reveal their own taDffice
Button >Print > Print Preview. Most of theWorkbook Viewsgroup under theViewtab do this.

To return to the main window and Ribbon, user usually needs to click the red brOF A Close

(]
+—
o
Z

Using the * on your window, the entire workbook will close.

Toolbar (Quick Access Toolbar)

A VNFEEEEE
i

Home Insert

The Quick Access toolk is a narrow strip of customizable commands, which,
by default sits to the right of th©ffice Button, and reveals icons for Save, Undo and Redo. This Quick
Access Toolbar is fully customizat$e¢Customize Quick Access Toolbar).

Formatting Commands

Font /Font Size/ Text Color

Font face
1. Select cell or double click text using mouse or keyboard.

2. ClickHometab > In the Fontgroup, dick arrow next toFont Name =2l (Body]
3. Clickon font face name to commit to a change.



When the text or cell in the workbook is selected, hovering over any formatting command w
NBadzZ G Ay | LINB@GASs 2F (GKS O2YYlIyRQa 02Y

Note H

Font size
1. Select text.

-

2. ClickHometab > In the Fontgroup, dick arrow next toFont Sizewumbert
3. Clickon font size number to commit to a change.

Text color

1. Select text.

2. ClickHometab > In the Fontgroup, dick arrow next toFont Coloﬁ N .

3. Clickon font color to commit to a change.

Format Painter S can beused tocopy formatting styles. Select text > Clixkishin Clipboard
group> Clickto apply the new formatting text.

Bold/ltalics/Underline

Bold
1. Select text using mouse or keyboard.

2. ClickHometab >In the Fontgroup, dickon Bolc B |

Italics
1. Select texuusing mouse or keyboard

2. ClickHometab >In the Fontgroup, dickon Italic £ .

Underline
1. Select text using mouse or keyboard.

2. ClickHometab >In the Fontgroup, dickon Underline & ™ and the arrow for more underline
options.



Formatting MiniToolBar. Right click in the workbook to expose a list of common commahds
toolbar with common formatting commands, such as bold, font type, font size, format painte
will come into focus.

Calibri (Bo« ~ |11~ A" A7 Ay- F
B I EW-A-EEZ-
Copy/Paste

1. Select text or object using mouse or keyboardbéocopied.

2. ClickHometab > In the Clipboardgroup, dick Copy =2 > place the cursor where you want to copy

e
[l

> ClickPaste J )

E When you copy and paste, you actually copy to a clipboard that can be accessed in other C
(OB programs. To see/use and manipulate items copied to the clipboard dititdgue box launcher
= and a task pane with all the recently copied items will appedhédeft of the workbook.

Not

Insert Row and Column
1. Select text.

2. ClickHometab > In theCellsgroup, dick arrow next tansert = <&t ~
3. Clickinsert RowORInsert Column

Delete Row and Column

1. Select text

T Delete ~

2. ClickHometab >clickdrop downarrow next toDelete in the Cellsgroup.

3. ClickDelete SheeRows ORDelete SheetColumrs.

Insert Page Break
1. ClickPage Layoutab > Inthe PageSetupgroup, click Breaks> Clicknsert Page Break
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Use the Office Button t®pen an existing workbook G A G f SR ah NRA Ay |
Type in some extra text in cells.

Use the command in the Ribbon édlit the text(Bold/Italicize/Underline).

Use the Formatting Toolbar to edit text (Font Face/Size/Color).

Insert arow or column,

Undo last changéy ushg the Undo command from the mitool bar.

Select a clipart from the workbook ardpy and pastdt to another section.

Save the workbookad a&@ 9EOSf 22N)] 6221 az2RATFTAOL
Save workbook as Excel 2003

10. Print Previewthe workbook and close the priprreview.



Beyond the Basics

Charts

Insert chart
1. Select the cells that contain the data you want to chart.
2. Clickinserttab > In the Chartsgroup, clickChartType.

TR BN e

Column  Line Pie EBar Area  Scatter Other
- - - - - - Chal’ti"

A drop down menu with more options will appear

Format dart
1. Click on chart you want to format in workbook (can select particular chart elements by clicking on

them) > Chart Toolontextual tab "3 1225 il appear in the Ribbon.

2. Make formatting change of your choice. Some formatting choices, such as table styles, allow users
to preview changes in the workbooResigntab, Layouttab and Formattab will appear under
Chart Tools Preformatted Chart $yleswill be found under théesigntab.

Tables

Insert table
1. Select the cells needed for the table.

2. Clickinserttab > click onTable "22'¢ in the Tablesgroup.
3. AcCreate Tablesvindow will appear. Change the selection of cells if needed. Add a check mark on

[1My table has headers ;¢ your table has headers.
4. ClickOK
1 Excel allows for more rovend columns. Increasd row capacity from 65,536 to 1,048,576 , an
*5 Increased column capacity from 256 to 16,384.
Z



Insert andFormat tables
There are two ways to format your table.

1. Selecthe range of cellyou want to format as a table.

£

Format

2. IntheHometab and Stylesgroup, clickFormat as Tabl ==~ a drop down meu with table styles
will appear

Formulas

There are several new components that were added to the formulas section in Excel 2007. First,
formulasfunctions are all listed under a single tab. Second, formulas are more meaningful; you can label

areas in a table (range of cells, rows, columns, etc.) and refer to these areas in your formulas using

specific names. This simplifies the readingand undgr®ah y 3 2 F F2NXdzZ AP ! 4 AK2 4y
SYNRtYSyGé F2NNdzA I Aa (GKS adzy 2F Fftf (GKS abdzyoSNJ

Example of formulas

- fe [=5UM({Number of students)
A B

(e 0 - = Bil:=R] ~ de -
Full-time undergraduate . 19,756
Part-time undergraduate | 3,803
I
|
I
I
I

Full-time graduate 5,449

Part-time graduate 1,926
Postdocs 424
Residents and fellows 915
Other 935
Total Enrolment 33,258

Create formula
1. Click the cell in which to enter the formula.
Je
2. ClickFormulastab >Insert Function ruon in the Function Library group
3. SelecaTdzy OGA2Yy 2NE AT &2dz RBeafBfirajustiod R8BI FAXDGIAZ2Y
describe what you want to dcClick OK
4. Enter thevalues in thé~unction Arguments window



Trace Precedents and Trace Dependents

With complex formulas,he Formula Auditingroupenables you to graphically display, or trace, the
relationships between cells and formulas.

Trace Precedents
1. Select the cell that contains the formula whose precedents you wish to trace.

2. ClickFormulastab > on theFormula Auditinggroup, Click &4 Trace Precedents
3. A blue arrow will identify the relationship.

Trace Dependent
1. Selectcell whose dependents you wish to trace

2. ClickFormulastab > on theFormula Auditinggroup, click =3 Trace Dependents
3. A Dblue arrow will identy the relationship.

If you want to get rid of all the blue arrows from the Trace/Dependent Precedents, click on

/R Arrows - y .
<px REMBLEATEWE T ynder Formula Auditinggroup in theFormulastab.




Conditional Formatting

Conditional formatting allows you to quickly discover and visualize trends or pinpoint exceptions in your

data. For example, in a grade book, you aatomaticallyhighlight all grades that are belosb (see left

dzy’ R S NJ dicaris Bets SIdtdfmirk lhich gradesamebettzd 3563

f ST O .drlyaufcdbld @l aubmaticiiy BrE&wNhtabars y |
0SGsSSy SIOK NRga Ay |

GrotS o0Stz2¢
lo2@S yp 6aS8SS8 GKS
G2 O2YLI NB QI f dSa
stulSy i a¢ oo

Example of Conditional Formatting

Midterm Final

First Name Blexam K] grade §3

Sandra A 42 347.90

Fern 57 (1)55.60

Sibongumusa 60 (173.30

Nikki Erin 78 63.90

Kathrina 76 ()73.40

Philip James 77 (166.80

Cindy 46 (075.70

Shelly-Ann 55 (1)64.60

Alexey 43 (169.30

Pina 62 ()57.80 e —
:g;?iﬁn Eg @gigg Student Enrolment (Fall 2006)E] students [
Andrew William 97 D77.60 Full-time undergraduate 19,756
Adriana A g5 ':.:.:3'56.?0 Part-time undergraduate I 3,803
Robert 99 .:_f_;.ﬁg_gg Full-time graduate I 5,449
Julija 74 070.40 Part-time graduate | 1,926
Jennifer 53 (74.10 Postdocs I 424
Lisa Anne 69 (1179.20 Residents and fellows [ 915
Barbara | 65 (069.70 Other I 985
Lise 48 7510 Total Enrolment 33,258

Set Conditional Formatting

1. Select the range of cells to which you want to apply the conditional formatting.
2. From theHometab and Stylesgroup, clickConditional Formatting

3. Select arule.

DA &dz f

3
T



Conditional Formatting

E e

Conditional | Format Cell
Formatting ~|as Table = Styles -

- I Highlight Cells Rules ¥

L Es)

Top/Bottom Rules k

i [ LR

Data Bars 2
Color Scales 4
=
= Icon Sets g
—_—
= | Mew Rule...
|55 | Clear Rules 3

j Manage Rules...

Figure27. Conditional Formattingl. Highlight Cells Rules: changes the background color of the cells based on a set of values.
2. Top/bottomrules: changes the background color of the cells based on top or bottom values. 3. Data bars: draws horizontal
bars in the cell background. The length of the bar is determined by the value of the cell compared to all other values in the
selected range. 4Color scales: changes the background ircaldr or 3color scale. By default, Excel uses the lowest, highest,
and midpoint values to determine the color scale. 5. Icon sets: adds an icon in the cell

Define a Specific Formatting Condition

1. Select therange of cells to which you want to apply the conditional formatting.

2. From theHometab and Stylesgroup, clickConditional Formattingeb S ¢ wdzf S X
3. Define the settings on which to format the cells and ok

Sort and Filter

Sort and filter is a basic way analyze data in Excel. There are additional options in Excel 2007,
including: sorting up to 64 levels (as opposed to 3 levels in the past) and sorting and filtering (by color).

Sort a column
1. Select thecells of the colummo sort.

14

2. ClickHometab > InHliting group, clickSort & Filter Fitr
3. Select the order in which to sort the column. (e.g.: A > Z (text); Smallest > Largest (number))

Filter a table
When you create a table a filter is applied for each of the columns. You will see a drop down arrow on
the first row.



To remove / apply a filter

1. Select the cells of the column.

2. ClickHometab >Sort & Filter in Editinggroup.
3. ClickFilter.

PivotTable Report

PivotTable report rakes it easy to arrange and summarize complicated datd@mngon details.It
allows you to drag fieldsf data toexamineyour resultsmore closelyand can get to specific details
from the summary data for areas of intereStu can alseearrangerows to column or columns to rows
to view different summaries of the source data

Prepare the source data

Here are some recommendations to do before you start creating your PivotTable report

1. Each column must have a heading. These column headings are used to name the fields in the
PivotTable report.

2. Arrange similar data in each column. For example, keep text items, numbers, and dates separate
column.

3. Remove any blank rows or columns or empty cells.

Qeate a PivotTableeport

When the data is ready, put the cursor anywhere on the data or selectateybu want to use for the
report.

12

PivotTable

-

1. Clickinserttab > click in the Tables group.
2. SelectNew Worksheetin the Create PivotTablevindow.
3. Click OK.

The layout area of the PivotTableport

In the PivotTable layout shown below, you will eedhe left sidethe layout area ready for the
PivotTable report, and othe rightside the PivotTable Field Lidh the PivotTable Field List, the fields
are list of column titlerom the source data.




PivotTable Layout

Home Insert Page Layout Formulas Data Review View | Cptions
PivotTable Name: || Active Field: = & Group Selection ; 5 A=
ViR | & B
FivotTable1 I == —L .
- X - - = E 1 Sort Refresh Change Data Clear
B Options = %] Field Settings -~ . b Source ¥ -
FivotTable Active Field Sort Data
A3 -
A B C D E F G H I
1 PivotTable Field List v X
2 1 =
Choose fields to add to report:
L1
4 [ country
5 [[]salesperson 2
6 To build a report, choose [[Jorder Amaount
fields from the PivotTable
- . Order Date
7 Field List [order

When youclick outside of the PivotTable layout area, the PivotTable Field List window will
disappear. To retrieve the field list back, click inside the PivotTable layout area or report.

b2¢x tSGQa adkNIL (2 YFyALWdzZ FGS @2dzNJ RFGF @

Beqin the PivotTable report

In the PivotTable Field List window, choose the fields to add to the report, and the data will appear on
the left side.

Add report filter

You can use thReport Filterto focus on a subset of data in the repoim the Pivot@ble Field List
window, rightclick on the chosen field and choo&dd to Report Filtelor drag chosen field to the
Report Filterbox.

Group a field

You can group the dates by months, quarters, or years.
1. Clickdatefield in the PivotTable Field Lisindow.
2. Click a date cell in the report.
3. On thePivotTables Toolsontextual tab >Optionstab clickGroup Fieldn the Groupgroup.
4

In the Grouping windowselectone of the choices givesnd then clickOK



Move a field

You can move the date data to another location. Right click on a cell in a column you want to move and
selectMove >Move "(field)" to Columns

Q You can always restart your PivotTable Report by-ahrecking all of the fields in the PivotTable
(38 FieldListwindow.
P

PivotTable Exercise:

OpenPivotTableExercise.xls

Create aPivotTablereport.

DisplaySalespersorand Order Amountin the PivotTable Layout.
UseReport Filterwith Countryfield.

Use contextual tab commands in the ribbonGooupFieldfor Order Date
Move one of the fields to columns

()
2
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Themes and Cell Styles

Themes

Themes allow users to format a workbook. The theme is made up of a set of formatting choices like
colors, theme fonts, and theme effects (like line ditickffects). When users apply a theme it affects the
style applied to the workbook.

Aa

1. ClickPage Layoutab > ThemesThEvm'Es in the Themesgroup .A set of themes will appear.

SelectThemeof your choice.

3. Hover over other themes for a live preview after initiz@me item has been appliedClick on item
to commit to another choice.

N

Theme ColorsClickPage Layoutab > In the Themesgroup, cIicIn'.
Theme Fonts ClickPage Layoutab > In the Themesgroup, cIicI'.

Theme EffectsClickPage Layoutab > In the Themesgroup, cIicI' :



Cell Styles
Cell Styles offerisual previewsf how a cell might look with format enhancements, so you can modify

L%
Cell
the look of a report with fewer click¥=~

1. ClickHometab > Cell Stylesin Stylesgroup.
2. Choose one of the pralefinecells.
3. Oryou can create your own by clickiNgw Cell Styleinder the drop down menu dZell Styles

command.

Header and Footer

=

=
Header '

1. Clickinserttab > click &Fe°=r | in the Textgroup,

2. Header and Footer Toolsontextual tab will appeaiThere are 3 sections to the header and footer:
left, center, and right. Select a section and you can manually enter text such as titles or
automatically addHeader & Footer Elementsuch as Current Date, Time, Page Number, etc.

Insert a tablein your wakbook

Use contextual tab commands in the Ribboridomat table.

Insert a chartin your workbook, edit the data in the excel sheet.
Use contextual tab commands in the ribbonftomat chart

Insert a header or footer

Apply a Themeo your workbook

Exercise
o gk~ wbdE

Translation

Users can translate words or phrases (bilingual dictionaries) in Excel 2007.

To Translate Steps
Word e Clickacell containing text
OR
e Highlight the word using the mouseClick Reviewtab > clickTranslate

%

wensite i the Proofinggroup.
Result will be in th&Researchask pane under Translation to the right of your
Workbook




Phrase Click on a cell containing the texpressAlt > Click Selection. Result it be in
the Researchiask pane under Translation to the right of your Workbook.

Arranging Workbooks

Excel 2007gives users more flexibility and options when viewing and reviewing workbooks. This allows

users to compare and edit the same or multiple workbooks at the same time

View presentations Side by Side

e

1. Open files to be viewed, Cli€Xfice Button't'-"

2
a

>Click Openandbrowse for file. ClickOpen

2. ClickViewtab. In theWindow group, click Arrangall = Amange Al sejectverticalto have
windows arrangedide by sideo fit screen.

Side by Side Window

@)\ Microsoft Excel - o x
Home  Insert  Pagelajout  Formulas  Data  Review | View
I_l J L Page Break Preview Ruler | Formula Bar C‘i J 7] || cBNewwindow Hlspit || % —
1] Custom Views ¥ Gridiines  ¥| Headings s = Arange Al T Hide 3 =" =a
Normal| Page Zoom 100% Zoom to Save  Swith || Macros
Layout (3 Full Sereen Message Bar Selection || B Freeze Panes - (] Unhide | 24 | workspace Windows ~ -
Workbaok Views Show/Hide Zoom Window Macros

| AS - e cells
20 Excel ribbon mapping V2 [Compatibility Mode] - = x

7 A ] c A ] c

[ = vy . Cln s .

. . 2.0ffice Online , . 2.0Office Online

3 3

4 4

s | ces | = tome| cels|insert 5 | Ccels > Home| Cels | Insert

6 | Rows ™. Home| Cels | nsert] Insert Sheet Rowrs 6 | Rows > Home| Cels| nsert] Insert Shest Rows

7| Comns > Home| Cels| Insert| Insert Sheet Columns. 7| Colmns > Home| Cels | nsert| Insert Sheet Columns.

8 | Workshest > Home| Celis| Insert | Insert Sheet 8 | Workshest > Home| Celis | nsert] nsert Sheet

g | Chart > Insert| Charis g | Chart > Insert| Charis

10| Symbol > Insert] Text | Symbol 10| Symool > Insert| Text | Symbol

11| Page Break > Page Layout | Page Setup | Breaks | Insert Page Break 11| Page Break > Page Layout | Page Setup | Breaks | Insert Page Break

12| Resel AllPage Breaks > Page Layout | Page Setup | Breaks | Reset All Page Breaks | 12| Reset AllPage Breaks > Page Layout | Page Setup | Breaks | Reset All Page Breaks.

13| Function > Formulas | Function Library | Insert Funciion 13| Function > Formulas | Function Library | nsert Function

14| Function > Formulas | Function Library | Date & Time | Insert Funciion 44| Function > Formulas | Function Library | Date & Time |Insert Funciion

15| Function > Formulas | Function Library | Math & Trig | Insert Function 15| Function > Formulas | Function Library | Math & Trig | Insert Function

16| Function > Formulas | Function Library | Financal Insert Function 16| Function > Formulas | Function Library | Financial| nsert Function

17/ Function > Formulas | Function Library | Logical | nsert Function 17/ Function > Formulas | Function Library | Logical | nsert Function

18| Function > Formulas | Function Library | Lookup & Reference | insert Fulll| 12 | Function > Formulas | Function Library | Lookup & Reference | insert Funcli
1g| Function > Formulas | Function Library | Recently Used | nsert Funciion | 1g | Function > Formulas | Function Library | Recently Used | nsert Function
20| Function > Formulas | Function Library | Text | Insrt Function 20| Function > Formulas | Function Library | Text | Insert Function

21 Function > Formulas | Function Library | More Functions | Cube| insert Fil| 21 | Function > Formulas | Function Library | More Functions | Cube | Insert Func
22| Function > Formulas | Function Library | More Functons | Engineering | || 22 | Function > Formulas | Function Library | More Functions | Enginesring | Inse.
23| Function > Formulas | Function Library | More Functions | Information | i 23| Function > Formulas | Function Library | More Functions |Information | Inser
24| Function > Formulas | Function Library | More Funcions | Statistical| ns/#l| 24 | Function > Formulas | Function Library | More Functions | Statistical | nsert
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Fgure 28. Side by Side Widow4.. First workbook displays in a wind®vSecond workbook displays in another window,
allowing user to make comparisons in two different workbooks or the same workbook. Data can be transferred from one
window to the other.

To open same workbook in another window, open one workbeGkck Viewtab > In the
Window group, clickNew Window: You are looking at a mirror image of the same workbook.
Changes in one window result in changes in the second window, and changes are saved tc
same workbook).




Tracking and Comments
Making track changes in a workboolaisery simple procedure in Excel 2007.

1. ClickReviewtab > in theChangesggroup, click = |2 hanges ~

appear.
2. IntheTrack Changegrop down menu, clicKighlight Changeand put a check ot ¢ NJ O |

changess KAt S SRAGAYId ¢KAA . fa2 aKFINBa @2dzNJ 62 NJ 0
3. It will ask you to save andick OK
4. Begin making your changes
5. Hover over a cell to view a change.

and a drop down menu will

Review Tracked Changes and Comments
Insertions, deletions, formatting, and comments can be tracked for review in a workbook. Tracked
changes and comments can be rejected or accepted.

1. Inthe Track Changes drop down menu, cfickept/Reject Changes

2. AnAccept/ Reject Changesindow will appear with all of the changes made in the document.

3. You can go through each change by accepting or rejecting or you could accept or reject all
changes.

All changes that are neither accepted nor rejected remain visible after the workbook is save

Note 20‘

Customizing Excel

Excel Options
If you are used to customizing your options in Excel, the Office button is where you need to look. This
feature replaceg ools> Optionsfrom previous versions of Office.
(Da
1. Click theOfficeButton “~* > Click ExcelOptionsbutton. Excel Optionsvindow will appear.
2. Choose area you would like to customize by clicking on the titles on the left side Make the
necessarymodificationsandclick OK

Customizing the Toolbar (Quick Access Toolbar)

-
|

a9- .

1
-
Home Insert

There are several methods aistomizing the Quick Access Toolk



Method 1:Click on the drop down arrow on the tool t ” - Click on the tools you want to reveal or
hide.

Method 2: Rightclick on any group or command in the ribbon that you wish to add to the Quick access

toolbar. Click Add to Quick Access Tool Bar

Method 3: Either right click anywhere on the Ribbon and choBsstomize Quick Access Tool Bar
click theOffice Button> PowerPointOptions> Customize You may select where you want @hoose
your Commands Froosing the drop down lisSelect the command or tool gu want to add Click
Add.

Move Quick Accessablbar
You may place the Quick Access tool Bar under the ribbon:

Click on the small black arrow to the right of the Quick Access toc ~ ar# | EFhéwBealow the
Ribbord ¢

Bottom/ Status Bar
The status bar contains:

e Zoom Slidei %% =) Y (&) slide the knob towards the + @rsign to zoom in or out
of the workbook (you can also cligkew > Zoomin the Zoomgroup from the ribbon)

¢ Normal, Page Layout, Page Break Rrgvi E&

. Average, Count and Sum Average: 58,5 Count: 2 Sum: 117 )

Right- click on Status Bar to customize it.



Customizing Excel 2007

P%\ H9- 2 SampleExcel2007New - Microsoft Excel Table Tools - =5 x
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Figure29. Customizingxcel2007.1. ExcelOptions can be found under the Office Butt@ Quick Access Tool Bar may be
right clicked for more options, including relocating it to display under the Rildhdright click Status Bar to customize its
options. Commands include Zoohiormal Page Layd, Page Beak Preview, Average, Count and Sum.

Shortcuts

If user is accustomed to using keyboard shortcuts in previous versions of Excel, there is no need to learn
a new set of shortcuts, as the old shortcuts still work. However, Microsoft Office 20@/reas

approach. Users can see the shortcuts and follow a path of letters and numbers, without having to hold
down multiple keys simultaneously.

PresgAlt, numbers and letters are revealed on the Ribbon tdlype letter correspondingo the tab to
be expsed. Type letter or lettersfor specific action.



Shortcuts on Ribbon

Figure30. Shortcuts on Ribbonl. Press Alt followed by number representing shortcut in the Quick Access ToglRness Alt
followed by letter representing tab, followed by letter or letters displayed for each command in the Ribbon.

1. Customize the Quick Access Toolligradding commands using the method of your choic
2. Use thezoom in and ousslider to magnify the text.
3. Use theAlt keyboard shortcutto close save and close your workbook.




