Introduction to Office 2007
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1. Office Button = File Menu

2 Ribbon - Tabs

3. Quick Access Toolbar
4. Default Font is Calibri (body) 11

5. Default Line Spacing is 1.15

6. Word — No Second Row for Document Min-Max/Restore/Close
7. Help
8. Status Bar — Double-Click to Find/Replace; Right Click to Customize

9. Page View - Draft View = Normal

10. ZoooooM!
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TIPS
a. Click on a Tab and use the roller in the mouse to move from Tab to Tab.
b. Double-Click on Tab to minimize Ribbon.
c. Click on Quick Access Tool Bar drop down and “show below Ribbon” if the interfere with document
name.
d. Alt key makes short cut key badges appear.
e. Ifyou can't find it, look at the Dialogue Launcher or Quick Parts. (Insert — Quick Parts for Header)
f. Screen resolution can affect whether an entire group or just the name of the group appears.
g. Recent Documents — Push pins
h. USE THE HELP- ? , Reference Spreadsheet and Demo, MS Word Resources, Web Searches
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Office Button -> Options
Tools -> Options

Popular .
F H Customize how documents are saved,
Display
Proafing Save documents
F"—Sﬂ\ﬂ! "'| Save files in this format: | Word Document (*.dood R
Advanced Save AutoRecover infarmation every minutes
Cibstomize AutoRecaver file location: |C:"-.D0cuments and Settings'yk37658\Application Data'\Microsoft\Ward?, | [ Browse... ]
Add-Ins Default file lacation: |C:'.Docurnents and Settings'\yk3768\My Documents', | [ Browse,., ]
Trust Center Offline editing options for document management server files
Resaurces Save checked-out files to: (0
@ The server drafts location on this computer
O The webh server
Server drafts location: |C:".Documents and Settings'ykE768 My Documents\SharePaint Drafts) | [ Browse.., ]
Preserve fidelity when sharing this document: |@J Documents W |
[] Embed fonts in the file
[ Ok ] [ Cancel

Excel Options

-~
Popular i L 7 i
; {:—| Advanced options for working with Excel.
Farmulas
| Proofing Editing options
| Save After pressing Enter, move selection
|‘A‘dvanced "|
ecimal point
Customize
Add-Ins ell drag-and-drop
Trust Center ting cells L3
Allow editing directly in cells
Resources Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell values
[] Zoom on roll with IntelliMouse
Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected: 33554 & |
Use system separators
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Office Button -> Options -> Customize
(Formerly: Tools -> Customize)

Word Options

Popular

,@ Customize the Quick Access Toolbar and keyboard shortcuts.

Display
Choose commands from: i Customize Quick Access Toolbar i

Proofin
0 | Papular commands |For all documents (default)

Save

<Separator>
-_Q Accept and Move to Next
- Customize ' [ Borders and Shading...
‘j Draw Table
= Edit Footer
Trust Center 5 Edit Header Print
= E-mail Print Preview
Font... Clipboard
Select
Undo
Redo
Bold
Italic
Underline

Advanced New

Save

Save As
Add-Ins Open
Close

PELLEDD

Resources

Insert Hyperlink

Insert Page and Section Breaks
Insert Picture from File

Mew

MNew Comment

Open

Page Setup

QENBEG S

Format Fainter
Paragraph Font

Paste Special... Proofing

Print Preview Paragraph

Quick Print Window

Redo Document Location
Reject and Move to Mext 9 show All

Save <& shading

Show Quick Access Toolbar below the Ribbon

Keyboard shortcuts:

AL e PUE LD DR II® =

] [ Cancel

Customizing Quick Access Toolbar

Quick Access Drop-Down -=> More Commands OR
Office Button -> Options -> Customize OR
Right Click Anywhere in the Ribbon
To Add to Quick Access Toolbar:
a. Right-click on icon.
b. Right-click on the Group Name to bring in the entire group including the dialog box
launcher.
c. Right-click the Arrow in the right corner of the Group to add just the dialog box
launcher.
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