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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
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Preview thdJser Interface in Each Office Program
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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
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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.

To open an existing document

Select

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

(TP O

The RecenDocuments list
displays the last 17 documer
with which you worked. To
keep a document on the list (
it does not leave the list whet
it is no longer one of the 17
most recent documents), clic

Alternatively, press ALT + F to display Q‘ its pushpin : /
the menu on the Office Button.
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