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Making the Switch

< Goals for Today

=Introduce you to the look and feel of
the new Office changes

=Start the conversation — What works?
What might people struggle over?
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What about the new file formats?

= Word 2007
= Excel 2007

= PowerPoint 2007

*Compact Files
sImproved damaged-file recovery

*Easier detection of documents that contain macros
*Better privacy and more control over personal information

*Better integration and interoperability of business data

Making the Switch

< What ahout the new file formats?

The new format in Word, Excel, and PowerPoint:

= For documents, workbooks, and presentations, the default file
format now has an “x” on the end, representing the XML
format. For example, in Word, a document is now saved by
default with the extension .docx, rather than .doc.

= If you save a file as a template, the same applies: You get the
template extension of old, with an “x” on the end; for example,
.dotx in Word.

: = |f your file contains code or macros, you have to save it using
the new macro-enabled file format. For a Word document,
that translates into .docm; for a Word template, it's .dotm.

KUEESRE

Making the Switch



8/23/2007

S What about the new file format in Access?

= \ersion compatibility

= When you use Access 2007 to open a database saved in Access
95 or Access 97, Access 2007 offers to upgrade it to the .accdb
format.

= Important: You cannot open a database in
.accdb file format with any version but
Access 2007.
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N Working with files from earlier versions

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

= Or you may work
with departments
that need to use
~ Office documents
saved in an earlier
format

= Don’t worry, you can still share documents between
- the 2007 Office system and earlier versions of Office
programs.

KU LERARIES
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s Working with files from earlier versions

= Here’s how:

= You can open a file created in previous versions of Office programs, from
95 through 2003. Just open the file as usual.

= After working with it in the 2007 version, you may want to save the file. By
default, the Save As dialog box saves a file created in a previous version as
that same version.

= Asyou save, a Compatibility Checker will let you know of any new features
added to the file that may be disabled, or matched as closely as possible.

Making the Switch

< Working with files from older versions
= Old files stay old unless you choose otherwise.

= Excel will save an older file in its original format
unless you specify otherwise. For example, if it
started in Excel 2003, Excel 2007 saves it in
2003 format by default.

=Newer features warn you if you save afile as
older.

= When you save a file in a previous version’s

3 format, and the 2007 features you used are not
compatible with the previous version, a
Compatibility Checker tells you so.
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< Working with files from earlier versions

=Word, Excel, or PowerPoint versions 2000
through 2003 (with the latest patches and
service packs) can open 2007 files.

= When they open your document, will be asked if
they want to download a converter

= Converter requires all high-Priority updates from
Microsoft Update before downloading the
Compatibility Pack

Making the Switch

. . = The new file format
HQvrgmssa in Access 2007,

' . .accdb, supports
~_‘ r . — s databsae has been upgraded Lo the Access 2007 new prOdUCt

= J) Wt e o databne ot b et features.
= ~ W ey of Rooess TTN0) o0 maviher verdaes.

= For example, Access supports the attachment
4 data type—which lets you store documents and
files as compressed attachments in your
database—and multivalued fields.
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? What about the new file format in Access?

= \ersion compatibility

= When you create a new database in Access 2007, the database
automatically uses the new .accdb format.

=  Earlier versions of Access use the .mdb file format. You can open
and work with .mdb files in Access 2007, if those files were saved
in Access 2003, Access 2002, or Access 2000.

=  However, the new features in Access 2007 will not work for .mdb
files. If you want to use the new features, use Save As to convert
the database to the .accdb format.

Making the Switch

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

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

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

Making the Switch



8/23/2007

3 The Rihhon

The Ribbon
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=With the Ribbon, commands and other
tools you need are now exposed and
more readily available.
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< What's on the Ribhon3

Rt = The three parts of

rEws et Rapeiny Latuiems aaag Fevwa Nors .

the Ribbon are
tabs, groups,
and commands.
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Tabs sit across the top of the Ribbon. Each one represents
core tasks you do in a given program.

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

3y Commands are arranged in groups. A command can be a
button, a menu, or a box where you enter information
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: What's on the Rihbon32

oy @9 = How do you get
N— et Tage tay , Lt anag [ oy Started?
) Casse fleen) " Aaim e~ e
Ty RO s AW A EE SRS 0L = Begin with the first

— : tab.

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

= |[t's got the commands that people use most commonly
- when they write documents: font formatting commands
(Font group), paragraph options (Paragraph group),

and text styles (Styles group).
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% How commands are organized

Word Excel

f‘?‘ o l': o
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= Frequently used core commands no longer have
to share space with a range of remotely related
B commands on a menu or toolbar.

= They're the ones that get used, and so now
they’re the ones most prominently featured.
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X More ahout commands

= Commands you use
e i e W RS most are available

presmsne || 18 on the Ribbon all the
e time.

= Others appear only
: when you need
- them, in response to
an action you take.

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

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

= Sometimes an arrow,
called the Dialog

I T S Ve

ST Campa W K NELEE e

e e Wi leEans ERamE Box Launcher,

ou~ o) Doiery

appeatrs in the lower-
right corner of a

group.

= This means more
options are available
for the group.

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

w On the Home tab, (Hck the arrow  in the Font
2 group
The Font dialog box opens, with the full selection

of font commands.
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< Preview hefore you select

= Are you familiar with

fy a0 —— the try-undo-try
g ool st s . cycle?
Tonts S Raome » Q| E-E-< iRy
hite ; B 5D ek A A e
— = You make a change,
it Quiality __ it's not what you

Thor aget contmbon wisns ool sasally wowds Bo halon (padld s vassal &

I T R N T S S— Want, and SO you
it e ko it s e st wtnan - UNAO @Nd keep trying
NESooenen ¥ Bt DTt LR g Adesty (s b Logued W (e

gty bt gy ok S st Brice. ¢ canpemn vt st || you get what
you had in mind.

Animation: Right-click, and click Play

& = Now you can see a live preview of your choice
before you make a selection, which saves you
time and gives you better results.
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N Preview hefore you select
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= Now you can see a live preview of your choice
before you make a selection, which saves you
time and gives you better results.
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] Put commands on your own toolhar
= Do you often use
commands that
aren’t as quickly
available as you'd
Aqdd a button to the ||ke°
Cuilck Access Toalbar
= You can easily add
them to the Quick
Access Toolbar.

= Located above the Ribbon when you first start
your Microsoft Office program, the Quick Access
Toolbar puts commands where they're always
visible and near at hand.
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5 Put commands on your own toolhar
PR

oy bt Fag Lvpost Kateranioes Wil fevew vitw
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Nestny — Iz

sstieniie Quch Acress Tookber

Shoms Quick Access Tooler Bebgw the Btbon =

PriTere the dibon

= Located above the Ribbon when you first start
your Microsoft Office program, the Quick Access
Toolbar puts commands where they'’re always
visible and near at hand.
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J Working with different screen resolutions

oy = Everything described
; AL so far applies if your

~+  screenis set to high

3 resolution and the

program window is

B o o e maximized.

Low | <
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Resoktion ) - \ - ok
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e
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I

= If not, things look
different.

« Low resolution: If your screen is set to a low

3 resolution, a few groups on the Ribbon will
display the group name only, not the commands
in the group. Click the arrow on the group button
to display the commands.
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% Working with different screen resolutions

R |
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+ Screen not maximized: Some groups will
display only the group names.

* Tablet PCs: On those with smaller screens, the
Ribbon adjusts to show smaller versions of tabs

and groups.

Making the Switch
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= Now it's time
to look
beyond the
Ribbon and
see what else
et is new.

‘C;_l
= The Microsoft Office Button ( 3 iS new, as are new
keyboard shortcuts and new file formats for Word, Excel,

4 PowerPoint, and Access 2007.

= In this lesson, you'll find out how to work with some of the
new options.
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X What happened to the File menu?

Word Excel = The Microsoft &

,,,,. % @u Office Bgtton\.ﬂ
R SR e 15— .t Pegetoie appears in the

") 4 cumnmean u A n - A, Upper-left corner
M, B Q- dew A Pacts ; BJsU A of the window in
Shies =) | AL several Microsoft

Al - A

: L Office programs,
. — = such as Word
and Excel.

= But the button offers more commands than the
File menu did.

KU LERARIES s
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: What happened to the File menu?

Word Excel The Microsoft
@aﬂ : @a Office Button
e et Pape lagmst [T trape Fage Lapnid aISO Ieads you

. Cabtan Bady u Bl n A tothe program
. 4

Pty y B0 ek A Poude g BL [ Settings that

‘ i control things

A - - o like your
L1 preferences for
3 correcting

spelling.

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

= Many of those options can now be found when
you click the Microsoft Office Button.
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[T - \hen you create

s . a new document,
ya T L ik B pocont workbook,
_'] presentation, or
et = 1 database, you'll
Frwizhen get a full, colorful
SN e window to help
you begin.

= You can start with a blank or existing file, as
you're accustomed to doing.

= Or to jump-start your authoring work, look on the
left. Under Microsoft Office Online, click
Featured, and choose from the catalog of links to
online templates and training courses.

Making the Switch
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< How do I Print

3. Click the Office Button, then
click Print.

Making the Switch

/1 Prepare

_& Send

==Y

i

-
Llose

£\ Pprint

printing,

Publish

Preview and print the document

o~ Select 3 printer, number of coples, and
other printing options before printing.
Quick Print

-
Wil Send the workbaok directly to the default
printer without making changes.

2\ Print Preyiew
\j Preview and make changes 1o pages before

| 23 Excel Options || X Ext

Wllal ahout Ia\mrlte keyhoard shortcuts?

J~# I Ji -.._ﬂ ﬂ_
AR H E
N 2.0
Gy G o)
n?’. ,},‘.‘ﬂ Page Lyt Seter aen Urert
B ey - YRS R et Mo e
O Mesuna 8§ A -l 23 -
A v 3 % A WA e (3w
Prustng i 3 g S ]
Market Analysis Market Analysis Maikat Avalysin

= If you rely on
the keyboard
more than the
mouse, you'll
want to know

that the Ribbon

design comes
with new
shortcuts.

KURREE

= This change brings two big advantages over
previous versions of Office programs

» There are shortcuts for every single button on the

Ribbon.

 Shortcuts often require fewer keys

Making the Switch
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Wllal almut favorite I(evlmar(l shortcuts?

e — ;= It It i = The new shortcuts
B~ H . : E¢ | alsohave anew
name: Key Tips.
(AR Oy W20 :
r e Pugetuma __ wereisnie wee wee | ® The picture shows
i & TS '-f "4 .| an example of
: DT Re Ay Sl “w« , m» ¢ u | using Key Tips to
S . Rl vt remove a heading
| _Ii: style in Word.
Market Analysix Market Analpsis. [ | MadacAsha

1) Press ALT to make the Key Tips appear.
. 2) Press H to select the Home tab.

3 Press E to select the Clear Formatting button in
the Font group to remove the heading style.
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hat about favorite keyhoard shortcuts?

=What about the old keyboard shortcuts?

Keyboard shortcuts of old that begin with CTRL are still intact, and
you can use them as you always have.

= For example, the shortcut CTRL+C still copies something to the
clipboard, and the shortcut CTRL+V still pastes something from the

clipboard.

Making the Switch
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Wllal if can’t find a command?

Miey maoswt = If you can’t
3 Offlce Online find the
command
you're
looking for,
there’s help.

Jusdt Fowet Jas T Mndow  Heo

A A TR & JQI A=l A0 B G DSan4 S

v Tmechesbormn > 13 = B L [ |0 B 3 W IR == R[S iR
‘]""'l'ck 3 ' '

= For Word 2007, Excel 2007, and PowerPoint
- 2007, there’s a visual, interactive reference
guide to help you quickly learn where things are
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What if 1 can't find a command?

Moy vooutr = |f you can’t find
. 2.0ffice Online the command

-n_l) Mo e, T rennl, et v, Tdde comrensd you’re |00klng

T o; there's help.

yeot Fgwe  [ooks | L | Wi Wy

! Q-'Q bf"c"' L[:AJ—J.E"V (e convnand vy Whaed 200
Times tem Fomen ;?' Joat '7,.1_*7 D DOl imert sty w4
e | toee o | oo i dle Lo oy L wdradingee 4
fromt | ff e it
S Mg o -_5!:—5»,-

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

KU LERARIES
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< Quick Reference Card

= For a summary of the tasks covered in this course, view
the Quick Reference Card.

= Sales pitch at the end — come to any for more info on any
specific application — website for more info

Making the Switch
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