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 Prepare to Work with Office 2007  

   
In Lesson 1, you examined the new appearance of the Office programs and learned 

how to use their new elements, such as the Office Button and Ribbon. In this lesson, 

information is reviewed that is critical or important to know before you use 

Office 2007 for the first time. 

Exercises 

1. New File Formats 

2. New Commands 

3. Keyboard Shortcuts 

4. System Requirements 
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Exercise 1: New File Formats  
   

What is a file format? 

When working on a document, you periodically stop to save that work in a file, an 

electronic storage of your work. The file is stored on the computer in a particular 

format. That file format specifies the type of file and how the information in that file 

is organized. This format is established by the application in which the file was 

created. For example, the file format for a Word 2007 file is different than the file 

format for an Excel 2007 file.  

 

 

 

 
 

 

 

 

 

 

 

  

The important thing to know about the file 

formats in most of the Office 2007 programs is 

that they are not compatible with that same 

program in Office 2003.  
 

In Office 2007, Word, Excel, PowerPoint and Access 

use a new file format based on XML (Extensible 

Markup Language). This is a major change. 
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What does this mean to you?  

1. For files saved in Word, Excel and PowerPoint in the new Office 2007 formats, 

the files cannot be opened directly in an Office 2003 program.  

 

In order to open a Word, Excel or PowerPoint 2007 file in an Office 2003 

program, a special add-in program called “Microsoft Office 2007 Compatibility 

Pack” must be installed on the computer where the file is being opened. 
1
 When 

an Office 2007 file from Word, Excel or PowerPoint is opened in Office 2003, a 

conversion message is displayed in the status bar, similar to what is shown here. 

 

  
 

When an Office 2007 file is converted by the add-in program and opened in 

Office 2003, any of the new 2007 functionality will not be available. In Word a 

message is displayed after the document is converted from 2007 format to 2003 

format.  

 

 
 

 

2. For files saved in Access in the new Office 2007 format, the files cannot be 

opened in Access 2003. There is no conversion utility available. 

  

                                                 
1
 At The University of Akron, that add-in was pushed to your PC in February of 2007. At that time, we 

were using Office 2003. In the event that you received a file in the Office 2007 format and needed to work 

with it, the Compatibility Pack allowed you to do so. 
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3. Office 2007 programs can open files saved in Office 2003. No extra step is 

needed. When a file with an Office 2003 format is opened in Office 2007, the file 

is opened in Compatibility Mode. This is a precaution. The title bar indicates this:  

 

  
 

 
 

 
 

 
 

When it is time to save the file, the file is saved in the Office 2003 format to 

maintain compatibility.  

 

You may choose to save the file in the new 2007 format, instead, by using the 

Save As command on the Office Button. If you do, a message similar to this 

displays: 
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What can you do if you are sharing a file you created in Office 2007 with 

someone who uses Office 2003? 

 

1. There are two options for Word, Excel and PowerPoint. 

a. When you save the file, use the Save As command from the Office button. 

Then, select the 97-2003 format from the list. This will save the file in the old 

format. 

  

OR 

b. The person with Office 2003 can install the Microsoft Office 2007 

Compatibility Pack on their PC, which is free at Microsoft.com. 

2. There is only one option for Access.  

When you save the database file, use the Save As command from the Office 

button. Then, select the Access 2002-2003 or Access 2000 format, whichever 

format is appropriate, from the list. This will save the file in the old format. 

 

3. Publisher files have the same format in Office 2003 and Office 2007. When a 

publication is saved in one version of Office, it can be opened in the other version 

of Office. 
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This table summarizes the information in this exercise. 

 

Program Uses New File 

Format 

2007 File can be 

opened in Office 

2003 with 

Compatibility Pack 

Use File Save As  

in Office 2007 to 

save file in 2003 

file format 

Does not use 

new file 

format – No 

compatibility 

issues 

Excel     

PowerPoint     

Word     

Access     

Publisher     
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Exercise 2: New Commands  

   

With the 2007 version of Office, there is new functionality. The Publish and 

Prepare commands are two examples of this. Both of these commands are 

available from the Office Button in Word, Excel and PowerPoint.  

 

Prepare Command 

The Prepare command provides options for completing your document. The 

options “enhance the privacy, security and authenticity of the document.”
2
 These 

options are the same in Word, Excel and PowerPoint. 

 

The Prepare command options are: 

 
 

  

                                                 
2
 Microsoft Office 2007 Help Online 
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Publish Command 

The Publish command includes options for publishing documents to a shared 

work space, Blog or to a file format for use in another program. In each of these 

Office 2007 programs, the options available are different and reflect the nature of 

the work that is done in that program. 

 

In Word: 
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In Excel: 

 
 

In PowerPoint: 
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Exercise 3: Keyboard Shortcuts  
   

Many of us use the keyboard to access common commands in the Windows 

programs. These keyboard shortcuts still are available. Some of the 

frequently-used shortcuts for the Office programs are: 

 

Shortcut Action 

CTRL + O Open 

CTRL + S Save 

CTRL + N New 

CTRL + P Print 

CTRL + C Copy 

CTRL + X Cut 

CTRL + V Paste 

CTRL + Z Undo 

CTRL + B Bold 

CTRL + U Underline 

CTRL + I Italics 

CTRL + Z Undo 

CTRL + A Select entire document 

ALT + F4 Close active window 
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In the Office 2007 programs that use the Ribbon, optional keyboard shortcuts 

are available. To activate these keyboard shortcuts, press and release the ALT 

key. The shortcuts are displayed in small rectangles. 

 

 

For example, when the shortcuts are visible as shown above, pressing CTRL + N 

will activate the Insert tab of the Ribbon.  

 

 

There are many shortcuts available on the Insert tab, such as CTRL + D for 

Date & Time. As soon as a shortcut action (not a shortcut selecting a tab) is taken, 

the shortcuts are deactivated. Pressing the ALT key reactivates the shortcuts. 

 

Each Office program has its own set of keyboard shortcuts, as well. To see a 

particular program’s shortcuts, open the program and search help for “keyboard 

shortcuts.” 
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Exercise 4: System Requirements  

   

Microsoft lists the following minimum requirements to run Office 2007: 

 

Component Requirement 

Computer and Processor 500 Megahertz (MHz) or higher 

Memory 256 Megabytes (MB) RAM or higher 

Hard disk 2 Gigabytes (GB) 

Display 1024x768 or higher resolution monitor 

Operating System Microsoft Windows XP with SP 2 or 

later operating system 

Other Internet Explorer 6.0 or later 

 

Distributed Technology Services at The University of Akron recommends the 

following requirements to run Office 2007: 

 

Component Requirement 

Computer and Processor 1 /Gigahertz (GHz)processor or higher 

Memory 1 Gigabyte (GB) RAM or higher 

Hard disk 80 Gigabytes (GB) 

Display 1024x768 or higher resolution monitor 

Operating System Microsoft Windows XP with SP 2 or 

later operating system 

Other Internet Explorer 6.0 or later 

 

 

Contact pstrain@uakron.edu . 

mailto:pstrain@uakron.edu
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