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Lesson 2: 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.
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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. * 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.

word is converting Example - M33T-TocinWord manuale: (oo ci i e | Press Esc to cancel,

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.

Microsoft Office Word

Because this file was created in a newer version of Ward, it has been converted to a format that you can work with,
Howewer, the following items have been affected;

« Features that do nat exist in this version of Word have been removed.

« Lavout and the ability to edit certain Features have changed.

{.:u

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.

! 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:

MSST-Toc in Word manualé [Compatibility Mode] - Microsoft Word
Investments.xls [Compatibility Mode] - Microsoft Excel
Bleistiftkunst(1)-pencil art.ppt [Compatibility Mode] - Microsoft PowerPoint

Learnusad : Database (Access 2000 file format) - Microsoft Access

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:

Microsoft Office Word

‘You are about to save your document to one of the new file farmats. This action will allow you to use all the new features in Word 2007, but may cause
changes in the layout of the document.,

Click Ok to continue, or dick Cancel and select the "™Maintain compatibility with Waord 97-2003" checkbox to preserve the layout of your document.

Ob
) (o
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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

) d9-0 ¢ Overview of MSOFf (e =N | : This is the sam
o iy G
j New Save a copy of the document = Save a copy of the document j New Save a copy of the document
7 Qpe Opel
kel = -

~
H Save As '( n that is fully
7-2003.
[=0 print = erint >
-‘i Prepa 5i Pigpare » | =] otn
the Save As dialog box to select from H ope s dialog box ta select from
. all possible file types. . all possible file types.
‘aj Seng  » ‘ad Seng  »
L7 Publish » 7 L/ pupiish
- Y H
o e il c
] Waord Options | | X Exit Word ] Exeel Options | | X Exit Excel [ i3 Powerpont aptions | [ X Ext Powerpoint

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.

A & )= Learnusa4 : Database
@f .
j Save the current database object
New
—] Save Object As
~u Save the current database object as a new
7 Open object.

5 Find add-ins for other file formats

) conyert @ Learn about add-ins to save to other
formats such s PDF or XPS.

Save the database in another format

L’; Access 2007 Database

— Save a copy that will be compatible with
H Save As 3 Access 2007

Lél Access 2002 - 2003 Database

i ) Save a copy that will be compatible with
Bl L Access 2002-2003.

2 j Access 2000 Database

Save a copy that will be compatible with
Access 2000,

O sonage
E E-mail

5
| Close Database

2] Access Options | | X Exit Access

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.

The University of Akron
Lesson 2: Prepare to Work with Office 2007

Program Uses New File | 2007 File can be Use File Save As | Does not use
Format opened in Office in Office 2007 to | new file
2003 with save file in 2003 | format — No
Compatibility Pack | file format 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.”? These
options are the same in Word, Excel and PowerPoint.

The Prepare command options are:

Prepare the document for distribution

“ _ Properties
g,_l View and edit presentation properties,
such as Title, Author, and Keywords.

Inspect Document
Check the presentation far hidden
metadata or personal infarmation.

Encrypt Document

Increase the security of the presentation by
adding encryption.

Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

o’ B Iy

Add a Digital Signature

Ensure the integrity of the presentation by
adding an invisible digital signature.

Mark as Final

Let readers know the presentation is final
and make it read-only.

IEI Run Compatibility Checker
Check for features not supported by earlier
versions of PowerPoint.

% o

| +_’| PowerPoint Options | |X Exit PowerPoint

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:
e H9-0 -
L T :
Distribute the d t to oth |
j Hew istribute the document to other people
Blog
~ @ Create a new blog post with the content of
7 Open the document.

1 Document Management Server

Save =T Share the document by saving itto a
- document management server,

3% Create Document Workspace
saveds b | @ & Create a new site for the document and

B
keep the local copy synchronized.
Print 3
2
£

Prepare F

/ Publish »

-

T

0se

| 13 word optiens | | X Exit word
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In Excel:

Open
Save
Save As
Print
Prepare
Send
Publish

Llase

CH e NS FT L@

3

3

3

The University of Akron
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Distribute the document to other people

o

ST Share the workbook by saving itto a

Excel Services

Save for Excel Services, specify what is
shown in the browser, and set options.

Document Management Server

document management server.

Create Document Workspace
Create a new site for the workbook and
keep the local copy synchronized.

In PowerPoint:

&

Mew
QOpen
Save
Save As
Print
Prepare

Send

Publish

ERe ST EZTLT LD

Close
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2 Excel Options ||X Exit Excel

Pre

Distribute the document to other people

»
e

Package for CD

Copy the presentation and media links to a
folder that can be burned to a CD.

Publish 5lides

Save slides to a Slide Library or other
location to reuse later,

Create Handouts in Microsoft Office Word

Open the presentation in Word and
prepare custom handout pages.

Document Management Server

Share the presentation by saving itto a
document management server,

Create Document Workspace

Create a new site for the presentation and
keep the local copy synchronized.

,o_‘} PowerPoint Options | |X Exit 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 +1 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.

- Al . a8 s o Ve f MCOffire 2007 weh An a
) 1) (2] (3) 2 ST SRR P A
)
Haome Page Layout References Mailings Review Viewy
(H) LPJ LS {M] (R
] Times New Roman 12 < A ATIE] == || EEEE (AL
Paste 5 B Z U -abex, x A [|¥- A |EE FE|=|O L

Chpboard '~ Font . Paragraph

For example, when the shortcuts are visible as shown above, pressing CTRL + N
will activate the Insert tab of the Ribbon.

(AR 9 - 5 Document5 - Microsoft Word S

i

< H e Layout References Mailings Review View (7]
[v [1] Q (s] [E]
2] Cover Page > Bl [ T) S ﬂﬂ & Hyperlink '<i B ] A o Quick Parts ~ | Zoimmatuse ~  Ju tquation -
_[NPJank Page —, i M= A KJ}ookmark =l = —] AwNordArt ~ S(ujymbol ~

= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text
*—= Page Break ~ Art T = o >~ Numher~ Bav~ ==
JNU X

LB pages Taurts £ U pytShitions M

41 Cross-reference
H| M) (<) RF H],_[o]

Links —Headér Footer— Text “— Symbols

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 .
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