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Lesson 1:Introduction to the New Interface

— | Introduction to the New Interface

Microsoft has modified the Office 2007 programs to make it easier to locate the
commands for the work that you want to accomplistesechanges in the interfaeall
require adjustments to the wggu do things. This course will allow you to review some
of the major changes in Office 2007 andexperimentvith the new screen elements.

This new interface is useahd visible in the iniall windows ofwWord 2007, Excel 2007,

and PowerPoint 200T Access 2007, the new interface is not used in the initial window,
but is used as soon as a database is opened or cted@edlook2007, the new interface

is not apparent initially, when Outlkas opened. The new interface is used only in the
windows where a new item, such as a message, appointment/meeting, distribution list or
contact,s created or edited. PublisH&07does not use the new interface.

In addition to this coursenstructorled courses and welased documentatiare
available for each of the Office 2007 prografst further information, visit Software
Training Se r ntpghewsviaknareedsittedrreng/taatning/index.php

Exercises
The New Elements

Use the Office Button and Quick Access toolbar
Use theRibbon
Use the View Tools andoom Slider

Use the Mini Toolbar and Help

2 T o

Preview thdJser Interface in Each Office Program
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¢lIo
E
Exercise 1.The New Elements \
View video
In the Office 2007 programs that use the new interface, there are common elements. In
this example, Word is used to reviewshelements

Office button Quick Access todbar Ribbon
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The Office button * E contains the commands that affect the enfire document or
program. The open, sav@&gve asprint, close and exit commands are here.

TheQuick Access toolbar = 97U 7 s used to access some of the most frequently
used commands Save, Undo and Red®his toolbar is customizable.

TheRibbon replaces most of the menu items and the toollssed in Office 2003

TheView tools
menu items. The View tooke on the status bar.

replace many of the View

TheMini toolbar only appears when text has been selected in the document. This toolbar
contains the frequentlysed formatting commands, such as bold and italics.
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Exercise 2:Usethe Office Button and Quick Access Toolbar

The Office Button

Many of the commands formerly in the File menu in previous versions of Office are now
accessed from the Office button.

[ Do
The Office lutton *** is located in the top left corner of the application window. The
commands available here will open and close fgasge filesprint documents, set
program options and exit the program.
For this exercise, Word 2007 will be used.

1. Click on the Office btton. Thefollowing list of commands appears.

H9-0 )

Recent Documents

To open an existing document

HNew

1 Overview of MSOffice 2007 web doc QD en

L@

Select
OR
Click on the document name ir
the Recent Documents list.

2 theribbons in various products
3 Office 2007 web-based class doc as form

Qpen

4 Hello
H Save
' 5 Office 2007 web-based class doc as form

= & Office 2007 web-based class doc as form
H Save As Bk
' 7 OffCommlessonl

¥ ¥ ¥ ¥ YT Y W I

& Compatibility testing - Excel 2007
Print 3

=

J'gfj 9 Compatibility testing - Excel 2007

?.'z)’ Prepare  * TlP
| |

The RecenDocuments list
displays the last 17 documer
L7 pupiisn > with which you worked. To
keep a document on the list (

o it does not leave the list whel
3 Word Options fi| X Exit Word it is no longer one of the 17
most recent documents), clic
Alternatively, press ALT + F to display Q‘ its pushpir ™ . /
the menu on the Office Button.
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is selectedthe Open dialog box is displayed. Navigate to the

appropriate disk and foldeaind therdoubleclick on the name of the file to open.

Trusted I Access

|3 Recent
I_)Forms

(i)
\3 My Metwark JHEHD
Places

File pame:

Tools -

Look in: (L) My Documents

2007

D
Templates |2y downloads to Excel
IE5)Excel 2007

(&) Deskrap [y Data Sources
" dMy Music
I Iy
S bocuments MV Fictures
" (@1my web Sites
3 ter | [Ea0verview of MsOffice 2007

Files of type: | all word Documents

\ Select a folder or file from the list.

v @-3 xu@-

Select the disk or folder at Look In.

Cancel

If a document iselected from the Recent Documents list, the document opens

directlyin a window within Word.

[ On
3. Tosavea documentprint it or closeit, click on the Office buttori-* and
choose the appropriate optifrom the list.

4. To exit anapplication:
Clickonthewi n d Xw® %

OR

he applicationbs tit

Click on the Office button and select the Exit button.

G H9- 0

Hew

Qpen

T oL@

Save
..—l Save As  »
Print »

Prepare »

Send 3
L/ Publish »
==

L
_ | Close
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Recent Documents

Overview of MSOffice 2007 web doc
the ribbons in various products

Office 2007 web-based class doc as form

1
2
3
4
5 Office 2007 web-based cass docas form
& Office 2007 web-based cass docas form
7 OffCommLessonl

8 Compatibility testing - Excel 2007

4

Compatibility testing - Excel 2007

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ 1

2] Word Options | | 2 Exit Word

TIP:

Doubleclicking the Office

button will do one of two

things.

1. If there is only one work
window open, the work
window and application
close.

2. If there is more than one
work window open, the
active work window is
closed and the
application and other
work windows remain

\ open.
\ Exit button

Paged
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The Quick Access Toolbar

The Quick Access toolbar is a collection of icons for frequamtlgd commands. By
default, the Save, Undo and Redo icons are displayed. This toolbar is customizable,
so that you may add icons for the commands that you use often. It also is easy to reset
the toolbar to its original state, if you want to reverse your customizations.

Sare Undo Redo

v v v
=H 90 @4— Click on theCustomizearrow

for options for this toolbar.

These steps continue to use Word for the examples.

1. The tool bar 6s p ool ady want tacnaove the ®olbartina n g e d .
order to have more room to add commands to it.

Begin by dicking on the Customize arrow. The following list is displayed.
Customize Quick Access Toolbar
Mew
Open
v | Save
E-mail
Quick Print
Print Preview
Spelling & Grammar
V' || Undo
V' | Redo
Draw Table
More Commands...
Show Below the Ribbon 4+—

Minimize the Ribbon

SelectShow Below the Ribbon The toolbar isnovedas shown here.

From —>

/" Home | Inset  Pagelayout  Refersnces  Mailings  Review  View @
here = — e 44 Find -
Calibri (Body) MEEMIF I TR = IR %
J . . . . AaBbCcDc | AaBbCcDc AaBbCi AaBbCc . i & Replace
Paste B I U-akex x Aa||¥-A-|E==E|l= A= TMNormal | 1Mo Spaci.. Headingl Heading2 — Change
- e = 135 = P 9 92 7 Siyles~ || k Select -
Clipboard & Font ] Faragraph = Styles = || Editing

[T

s
C-

5|
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2. There arghreemethods to add commands to the toolbar.

Click on theCustomize arrow of the Quick Access toolbar to get started.

Customize Quick Access Toolbar
Mew
Open
V| save
E-mail
Quick Print
Print Preview
Spelling & Grammar
v | Undo
V| Redo
Diraw Table
More Commands...

Show Below the Ribbon

Minimize the Ribbon

One methods to checkmark the commands on this $te checked

commands appear on the toolbalick on an uncheckeg@¢ommand to
checkmark iand add it to the Quick Access toolb@tick on a cheked
command to remove the mark and remove it from the Quick Access toolbar.

More Commands...

A second methoi$ to click on . The

application Options box is displayed.

Word Options

BX

Popular
P @ Customize the Quick Access Toolbar and keyboard shortcuts.
Display
Choose commands from: (i
Proofing <

Customize Quick Access Tool

bar (i

Papular Commands v € Toram GEEN

Save

Advanced <Separator> -~ e save
W Accept and Mave to Next ¥ Undo N
i — [0 Borders and Shading... U Redo
Addns 4 Draw Table
d Edit Foots
Trust Center 5 it Head
Resources (3 E-mail P
A Font., <

In the Word Options
box, first, click on
the down arrow at
Choose commands
from to select the
type of commands
from which to
choose.

@, Insert Hyperlink

\= Insert Page and Section Breaks »
|8l Insert Picture from File

O Hew

A Mew Comment it

%} Rejectand Move to Next

= Save

T show Al B

Show Quick Access Toolbar below the Ribban

P —

Secondselect a
command from the
list.

Third, click on

Tt

To change back to the default Quick Access toolbar, click

. Then, cIick.

Ver.2007.03.29

Fourth repeat steps 2
and 3 for additional
commands. Click on

e

finished.
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A third methods to right click on a command on the Ribbon. From the options
that appear, select Add to Quick Access Toolbar.

.f#-_-\ - - 1 ]
[ E%W = 9 -5 Overy
- Home Insert Page Layout References
y d\ Research [~ ] ] Delete =0
ﬂ.rh hacarrie aﬁ A ) Drgsimiie :{’é
spelling Add to Quick Access Toolbar < '
Grammg

Customize CQuick Access Toolbar..,

E‘ Show Quick Access Toolbar Below the Ribbaon

Minimize the Ribbon

To remove a command from the Quick Accesdbar, right click on the
command and select Remove from Quick Access toolbar.

N R R —
I E%“‘, - Remove from Quick Access Toolbar ~
' Home Ins Customize Quick Access Toolbar..,
&, Research Show Quick Access Toolbar Below the Ribbon
55 Thesauru o .
Spelling & -, _ | Minimize the F‘:lbbo-n
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Exercise3: Use the Ribbon

TheRibbon replaces most of the menus and toolbars we used in Office 2003. The

Ribbon is divided into several command tabs, such as Home, Insert, Review and

View. Each command tab hosts tools and links related to its name. For example, in

Word, the Homecommand tabhasactions that are performed frequently when you

do word processing. Actions suchcas, copy and paste, common font changes,
paragrapliormatting, alignment, stylesnd f i nd and repl ace are on
command tab.

By categorizing and grouping tlaetions that you take whevorking with a
document,Office makes it easier to find the tool that you need. The organization of
the Ribbon makes it possible to find the tool even when you are not sure what it is
called. In previous versions of Office, yoaaded to menu surf and drill down in
dialog boxes, searching for the appropriate choice.

As an example of how the Ribbon functions in the Office programs, you will review
Wordoés Ribbon.

Command Tabs andSuper Tool Tips

1. When working in Word, the Ribbond&s like this:

— | Home Insert Page Layout References Review  View

=
| A
=)

3 Times New Roman -z - A o= |32 = | EE =4 4aBbCcl AaBbt AaBb¢ AaBbCc - % &8 Find -

2ac Replace

Paste B I U -ake x, x Aa-|®¥- A- 1=~ || &y i Emphasis  THeadingl THeading2 THeading3 - ggjﬂﬂe
- =

[¢ Select -

7

Clipboard T Font (Fi Paragraph (Fi Styles {F] Editing

TheCommand tabsavailablein Wordare Home, Insert, Page Layout,
ReferencesMailings, Review and View. &h of these talis a category of
actions. On each tab, the actions are further grouped.

The Home, Insert, Review and View commaalls are common to Word,
Excel and PowerPoint. Each of the programsauaastionalcommand tabs
that are specialized for the typedzfcumenthatyou create in that program
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2. For example, on the Homemmand talin Word, the first group of actionsi
cut, copy, paste, the format painter and the clipboard.

(=27

=

Paste

-

Clipboard T

In Word, te other groups of actiols the Home @mmand talare Font,
Paragraph, Styles and Editing.

Times Mew Roman -1z A A ﬁ”} = = 12_—_'"*;? iE'mi”‘”

B J U ~abe X, X* Aa~ aﬁ?,&, = $§v| Fy - L0

Ta Paragraph IF]

4aBbCcl AaBbt AaBb( AaBbCc % e

wac Replace

Emphasis THeadingl THeading2 fHeading3 - Change

Styles - g Select -
:

3. The Command Tab names in e&fficepr oduct 6 s Ri bbon ar
Wordoés ribbon

Home Insert Page Layout References Mailings Review View

E x c eilbbbéns
Home Insert Page Layout Formulas Data Review View

Power Pointdéds ribbon

Home Insert Design Animations Slide Show Review View

Accessods ribbon

Home Create External Drata Database Tools
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4. In earlier versions of Office, you could point to a tool and a Tool Tip
appeared. Usually, this tip was the name of the tool, such as Bold or
FontColor.

In Office 2007, the tool tips have been expeshdnd are calleBuper Tool
Tips. Super Tool Tips display the name of the tool and a description of its
feature(s) For example, pointing to the Justify alignment tool displays this tip.

1aBbCel
Emphain
| Jastify (Ctrie )y
Agn text 1o B and 1

marging, adding ipace
Detween words a3 mecessary

Thes creates a Oean Jook along the
left and right 1ade of the page

This option can be modifiefdlom the Office button and then tkdptions
button for that program. You can choose to display only the short Tool Tip or
no tips at all.

Word Options E]E]
[ poputar | 3 -
Lo _g Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection (0
Enable Live Preview (i
Advanced
[] show Developer tab in the Ribban (i
Customize Always use ClearType
7 i . . ;
addans Open e-mail attachments in Full Screen Reading view
Color scheme:
Trust Center P
ScreenTip style: | Don't show feature descriptions in ScreenTips | % <«
Resources
Show feature descriptions in ScreenTips
Personalize your o pgnt show feature descriptions in ScreenTips
Don't show ScreenTips
User name: |roderav
Initials: |:|
Choose the languages you want to use with Microsoft Office: Language Settings...
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Dialog Box Launchers

1.

If you wish that you had some of the familiar dialog boxes back, you will be
glad to know that mangf them are available. In thabdon, the dialog boxes

are accessed by clicking o#log box launcher ™.
R Rk b alb 11

EEANE E D

Dialog box launchers are available for some but haifahe action groups on
the Rbbon.

Clicking on the Dialog Box Launcher for Paragrapsutes in this display.
Word users will recognize the paragraph format dialog box.
Paragraph EJE

Indents and Spacing | Line and Page Breaks
General
Alignment: v

Cutline level:  |Body Text A

Indentation

Left: 0.5" Special: By:

4|40

Right: 0.25" Hanging w025 S

[ mirrar indents

Spacing
Before: Opk = Line spacing: Ak:
After: lzpt 2 Single v E:

[ pon't add space between paragraphs of the same style

Presview

Tabs... ] [Qefault... I [ OF ][ Cancel
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Contextual Tabs

When a particular object, such as a text box, graph or picture is selected, an additional
tab will appear in the Ribbon. This tab is calle@antextual Tab, because it

contains the commands related to the work that you are ddigtabassembles and
organizes the frequentlysed commands for working with teelectedbject.

1. When a picture is selected in a Word document, the Picture Tools Contextual
Tab is displayed in the Ribboithe Contextual Tab is displayed above the

Command Tab.

Q‘.’J Overview of MSOffice 2007 web doc v2 - Microsoft Word Picture Tools -7
o) .
— Home View e “

Insert Page Layout References Mailings Review
34 Find ~

23¢ Replace

E (2T sapecel AaBbt AaBbC AaBbCc A

_ Change
T styles~ L Select ~

] Editing

B NG

Ee
Paste 4 B 7 U e x. X' Aur B A

==& 8- Emphasis  THeading1 THeading2 THeading3

Clipboard ™ Font I Paragraph F] Styles

2. Click on the Contextual Tab to display its commands and tools.

- - o OO

In this example, the commands and tools are availalddjtsta pi ct ur ed s
settings, set itstyle, arrange it relative to other objects and changesitze

Contextual Tabs are displayadove the Command Tabsly when an object
is selected. There are many Contextual Tabs, but only the one related to the

selected object is displayed.
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