Overview of Microsoft Office 2007 The University of Akron
Lesson3: Preview of Office 2007 Programs

2
) | Preview New Featuresof Office 2007 Programs

With new softwareyou expect some increased functionality. This lesson is a

subjective review of new features that the trainers of Software Training Services think

have a AWowo factor. You may or may not ag
Exercises
1. Word 2007

Excel 2007

Outlook 2007

PowerPoint 2007

Access 2007
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Overview of Microsoft Office 2007

Exercise 1:Word 2007

Our'favorite new features are:
A PDFfile creation
A Quick parts/Biilding blocks

PDF file creation

The University of Akron

Lesson3: Preview of Office 2007 Programs

With an addin programfrom Microsoft, you can create a PDF file while in Word.
This addin will be pushed to your® with the Office 2007 programs.

It is recommended that you first save your document as a Word file.

To create a PDF file of that same document:

[ Ca
1. Click on the Office Button* .

2. Point to (but do not click) on Save A3electPDF or XPS.

)

~
7 Open

H Save
H Save As
;:;':J Print
_aa Send

./ Publish

LY
| Close
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3

3

Save a copy of the document

&; Word Document
= Save the document in the default file

format,

i 1] Word Template
Save the document as a template that can
be used to format future documents.

W Word 97-2003 Document
Save a copy of the document that is fully
compatible with Waord 97-2003.
EDF or XPS.

== Publish a copy of the document as a PDF or

XP5 file.

,—l Other Formats

Open the Save As dialog box to select from
all possible file types.

2] Word Optiens | |3 Exit Word

A
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3. Inthe Publish as PDF or XPS dialog bselect yar options.

Publish as PDF or XP$ [?][x]
Saveiy | [3) Office 2007 Overview dlass v| @ & X CiE-
B Recent ) 0utlook
@ Deskbop
an
Documents
9 My
Compuker
.d My Network
Places
|25 MANUALS
Office 2007
(=] Overview..,
Filepame: | esson 3 ver2.pdf ~|
Save as kype: ‘PDF [*.pdf) B |
©pen file after publishing
Opkimize for: (5 Standard (publishing onling and printing)
() Minimurn size {publishing onling)
A

4. Click E The PDF file is created and opened in Adobe Reader.
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Quick parts/Building blocks

Building blocks are items in a document that are saved using the Quick Parts tool, so that
the items may be reused in other documents. Examples are closings in a letter, standard
paragraphs, a report designcover pagean employee list or a special syl his text

used to be referred to as Aboil erplate. o

Creating building blocks can automate tasks and save time.

To create abuilding block:
1. Select the content to save as a building blackhis example, a Word Art item is
selected

n " =]

2. Click on the! ™™ tapb in the Ribbon.
3. Inthe Text commands, click on the down arrow for Quick Parts

_ﬁ Signature Line ~

.udl‘n"'."ﬂrdﬁr‘t' 5] Date & Time
Trme Ee *gd Object -
Text

From the list, selecave Selection to Quick Part Gallery
Type a name for the buildingdak and clickOK.

ok
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To use the building block:

1.

2.
3.

Place the cursor where you wantadd the block.

Click on the' "™ tab in the Ribbon.
In the Text commands, click on the down arrow for Quick P&rs.following
options are displayed.

=] Quick Parts =| | & Signature Line = | JT Equation -

A=|
General
STS
1 Document Property »
=1 | Field...

@ Euilding Elocks Organizer..,

014 Get More on Office Online...

From the list, you may click to select a block that you added to Quick Parts or
click on BuildingBlocks Organizer to see all available building blocks including
those provided by Microsoft, such as cover pages and page numbering.

If you select Building Blocks Organizer, the following dialog box is displayed
from which to select a building block. lhis example the Mod Cover page is
selected.

Building Blocks Organizer @EJ
Building blacks: Click a building block to see its preview
Mame Gallery Category Template i ~
v AutoText General Narmal. dotm
The Universi... AutoText General Maormal. dotm
rodehay AukoText General Maormal. dotm
‘works Cited Eibliographies  Built-In Building Black. ..
Eibliography Eibliographies  Built-In Building Black. ..
Annual Cover Pages  Built-In Euilding Black. ..
Finstripes Cover Pages  Built-In Euilding Black. ..
o y s Builk-In Euilding Black. ..
Contrast Cover Pages  Built-In EBuilding Black, .,
Tiles Cover Pages  Built-In EBuilding Black, .,
Motion Cover Pages  Built-In Building Block...
Stacks Cover Pages  Built-In Building Block...
Transcend Cover Pages  Built-In Building Block...
Conservative  Cover Pages  Built-In Building Block...
Sideline Cover Pages  Built-In Building Block...
Alphabet Cover Pages  Built-In Building Block...
Puzzle Cover Pages  Built-In Building Block...
Austere Cower Pages  Builk-In Building Block. .. [Type the document
Cuhicles Cover Pages  Built-In Building Black... tith
Exposure Cover Pages  Built-In Building Black. ..
Cuadratic F...  Equations Built-In Building Black. ..
Taylor Expa... Equations Built-In Euilding Black. ..
Pythagorea...  Equations Built-In EBuilding Black. ..
Area of Circle  Equations Built-In EBuilding Black. ..
EBinomial The,., Equations Built-In EBuilding Black, .,
Trig Identity 1 Equations Built-In EBuilding Black, .,
Trig Identity 2 Equations Built-In Building Block...
Foutier Series  Equations Built-In Building Block... w
Expansion 0... Equations Built-In Building Block... .,
o P, oo T Mod
< > Bottom-aligned title block with accent circles and tangent lines
Edit Propetties. .. ] [ Delete ] [ Insert
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Exercise 2:Excel 2007

Our favorite new features are:
A Increased worksheet size
A Page layout view
A ImprovedCharts

Increased worksheet size

An Excel 2007 worksheet can contain 1 million rows and 16co0@mns. This is
a substantial increase from 65,536 rows and 256 columns in Excel 2003. The
increased worksheet size allows for large export files from other data sources.
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If you use Word, you have enjoyed the Page layout view thatgisfite headers
and footers. In Excel 2007, the Page layout wiew is availableThis makes it

easier

For example,
| 6 -

to

creat e,

modi fy

fe| 260

A B c D E F G H | J K I
1 |Term Consent Class Mbr Course Id Subject Catalog Nbr Section Class Campus Cd {Title Session Credits (
2 2007 Spring No Consent 15533 016295 2530 242 701 WAYNE Medical Office Administration 1 3oL
3 2007 Spring No Cansent 15534 016295 2530 242 780 WAYNE Medical Office Administration 1 3oL
42007 Spring No Consent 15121 013052 2530 243 701 WAYNE Medical Coding 1 300
5 2007 Spring No Cansent 16199 013053 2530 244 701 WAYNE Medical Insurance Billing 1 300
6 2007 Spring Dept Cnsnt 14565 000605 2530 IZED _I780 WAYNE Health Care Office Mgmt Intern 1 300
7 2007 Spring No Caonsent 17334 000689 2600 270 780 WAYNE Introduc to Metwark Technology 1 3oL
& 2007 Spring No Consent 15539 013405 2600 256 780 WAYNE Microsoft Networking VIl 1 3oL
9 2007 Spring No Consent 15538 013404 2600 254 780 WAYNE Microsoft Networking VI 1 3.0
10 2007 Spring No Consent 15537 013403 2600 252 780 WAYNE Microsoft Networking V' 1 3.0 L=
11 2007 Spring Ne Consent 17127 007079 2600 246 780 WAYNE Microsoft Networking [V 1 3oL
12 2007 Spring Ne Consent 17336 000685 2600 242 780 WAYNE Microsoft Networking Il 1 3oL
13 2007 Spring Ne Consent 17336 000684 2600 240 780 WAYNE Microsoft Networking | 1 3oL
14 2007 Spring Na Cansent 10315 000679 2600 185 01 WAYNE Microprocessor Serv Pract Sem 1 109
15 2007 Spring Na Cansent 10314 000678 2600 180 01 WAYNE Microprocessor Service Practic 1 20H
16 2007 Spring Dept Cnsnt 16732 000784 2800 200 770 WAYNE Internet Physics Environ Tech 1 1.0 14
17 2007 Spring Dept Cnsnt 16729 000785 2800 210 701 WAYNE Occupatnl Safety & Risk 1 oL
18 2007 Spring Dept Cnsnt 16728 000786 2800 220 701 WAYNE Environmntl Law & Regulations 1 3oL
19 2007 Spring Dept Cnsnt 17138 013051 2800 2 780 WAYNE Envimmt| Law & Regulation Il 1 3ol
20 2007 Spring Dept Cnsnt 15520 000789 2800 250 701 WAYNE Intern- Environ Hith & Safety 1
21
22
LR figures results test ¥ 1 — I
Ready [ EEE e ===

and

here is a worksheet in Normal view in Excel 2007.

Vi

ew t

Here isthe same worksheet in Paggdut view Page one is shown with its

header.

Wayne Campus

1 [Term Iconsent

2 2007 Spring No Consent
-3 2007 Spring No Consent

4 2007 Spring No Consent
5 2007 Spring No Consent
" 6 2007 Spring  Dept Cnsnt

7 2007 Spring No Consent
- 8 2007 Spring No Consent

9 2007 Spring No Consent
10 2007 Spring No Consent
F |11 2007 Spring No Consent
[ |12 2007 Spring Mo Consent
- 13 2007 Spring No Consent
- [ 14 2007 Spring No Consent
[ 15 2007 Spring No Consent

W 4 » | Enrollment figuras rasults tast . £

15533 016295
15534 016295
15121 013052
16199 013053
14565 000605
17334 000689
15539 013405
18538 013404
16537 013403
17127 007079
17336 000685
17335 000684
10315 000679
10314 000678

4071 Cla

2530
2530

sses

Class Mbr Course |d Subject Catalog Nbr

Section | Class Campus Cd

The University of Akron

701 WAYNE
780 WAYNE
701 WAYNE
701 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
780 WAYNE
701 WAYNE
701 WAYNE

Ready | Page:lof4

[EEERT O

To access the Page layout vieskick on itstool in the lower right corner of the

window.

Page layout view
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Improved Charts

The University of Akron
Lesson3: Preview of Office 2007 Programs

The Chartsn 2007are createavith a new charting engine that replaces
MSGraph, which was used by the Office 2003 programs. The Charts have a more

contemporary and professional look.

The same chart was created in Excel 2003 and in Excel 2007.

Cost Sharing, 171,667.00
Travel & Hospitality, 18,602.67
Movable Equipment, 6,100.00

Communications, 20,844.42

Supplies & Senices,
50,012.18

Fringe Benefits, 401,059.29

Student Assistants, 17,162.56

YTD 2007 Amount Spent

Full Time Staff, 151,871.49

In Excel 2003

@ Full Time Faculty

B Summer Faculty

O Full Time Staff

0O Student Assistants
B Fringe Benefits

@ Supplies & Services
B Communications

O Movable Equipment
B Travel & Hospitality
@ Cost Sharing

Full Time Faculty, 500,000.00

Summer Faculty, 108,303.17

In Excel 2007

YTD 2007 Amount Spent

Travel &
Hospitality, 18,602.67 Cost

Sharing, 171,667 .00

Movable
Equipment, 6,100.00

Communications, 20,84

4"‘2£~‘,upplies&
Services, 50,012.18

Assistants, 17,162.56

Ver. 2007.03.29

m Full Time Faculty

mSummer Faculty

w Full Time Staff

H Student Assistants

M Fringe Benefits

mSupplies & Services

m Communications

® Movable Equipment
Travel & Hospitality

m Cost Sharing

Summer
Faculty, 108,303.17
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Exercise3: Outlook 2007

Our favorite new features are:
A Attachment preview
A Calendar overlay mode
A Calendar snapshot

Attachment preview

In addition to the options to open or save an attachment, you have the option to
preview an attachment.

If the message that you open has an attachment, you will see the attactetent
in the header information, as shown here.

&)
< | Message

3 Y ) = 5\ | &8 Find £

1 X x E S Safe Lists ~ ? ¥ L

A 4 "‘E 4 d & == 2 Related - 5 7-'
Reply Reply Forward Delete Moveto Create Other | Block Categorize Follow Mark as Send to
to All Folder~ Rule Adions~ | Sender - Up~ Unread | ki Select~ OneNote

Respand Actions Junk E-mai & Options ] Find OneNote

From: @ Wyszynski,Sara Ann
To: Vyszynski,Sara Ann
e

e
.| Message | B attachementpreview.dacx (13 KB)
s
Thisisa message xample of how to view an attachmentin an open message.

Thanks!

To preview the attachment, click once in the header to select it. If a warning

message appears, click once onRheview file button. The attachment will be
previewed in the message window.

Sent: Mon 3/5/2007 2:12 PM

To return to the enail message, click once on thkessagebutton.

Outlook still blocks potentially unsafe attachments that might contain viruses.
You only should preview or open attachmengsifra trusted source.

(T A

If you want to save an-eail message without
the attachment, right click on the attachment
listed in the header. Seldeemove Then you
can file the message and not worry about the
Cize of a large attachment. /
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Calendar overlay mode

When calendars are viewed@verlay Mode, the entries for all the opened calendars
can be seen at one time. The calendars are transparent, allowing you to view multiple
schedules as one schedule. For example, your schedule and yoor cos e r 6
schedule are viewed togettar thouglon a single calendar.

To use the Overlay Mode:

1. Open the calendars that you want to view.
2. Click on theView in Overlay Modear r ow on the calendards nam

) Calendar - Microsoft Outlook ~

ORile  Edit  View Go Tools Acions Help Type a question for help =
| Enew - | X L3 | g | Today | %y R Instant Search | [ Search aderess books | ~ | @ -
Calendar « Day ‘ Week | Month ‘ © show forkweek @ Showfull week To-Do Bar » X

All Calendar ltems 4 March2007
ch

(€ () March 19 - 25, 2007 [search All Calendar ttems p-ls MTw TS s
1234
56 7 8 91011
1213141516 17 18
[19]20 21 22 23 24 25
23 24 25 26 27 282930 31

My Calendars #

M ;7] Calendar Click here to enable Instant Search e ]

19 20 21 22

The calendars display in Overlay Mode.

© File Edit View Go Tools Acions Hel Type a question for help ~ |»

il New - | X J2 | g8 | Today | %3)° instant searen | [ Search addressbocks - | @) B =

Calendar « Day ‘ Week ‘ Month | Details: © low © Medium @ High To-Do Bar » %
2] ANl Calendar Items: - = - P — - p 4 March 2007 3
Q © = M"Th 2007 [search Al Calendar tems Rz I TEES
Click here tgfffable ISt Search | 2:2; 2: ; ; l;' 1:
1213141516 17 18
- [19l20 21 22 23 24 25
Thu Fri Sat Sun 1 2627 8293031 1
Mar 1 2 3 4
o ars = 1| | webcT Eval e w | WebCT Con —
F| TS meetir + Word Step [T
Open a Shared Calenda) &| WebCT Stu Fac/Staff Lounge; Anderson, Melis
S h Calend Online o~
Share My Calendar. e 6 7 3 9 10 11
Send a Calen ail.. Brio Insigh! | PowerPoint | QueryMan | [ | | Advanced ¢
Publish My Calendar... E PawerPoint Word Step Amanged By: Due Date
Add New Group B pe a new tas
12 13 14 15 16 17 18
Web(TGet | Updated:P | WebCTCrei | WordStep | WordMail | [L:00am L:00am_| 3 review outlco v
o Updated: P %l 3 Outlook Questi... A\
g WebCT Beg 4 [tsq PW: Outloo.. 1
19 20 21 22 23 24 25
| mtotoqu
7 Updated: A
26 27 28 29 30 31 Aprl
1 WebCT Stur | WebCT Eval
(=8l & el Ca (A - -

29 Items €3 Online with Microsoft Exchange

The colorcoding indicates from which calendar the item came. In this example,
the blue entries are from the Comp Training Rm 141 calendar. The pink entries
are from the main calendar.
3. To return to the sidby-side layout, click on th¥iew in Side by Side Mode
amw to the |l eft of the calendaro6s name tab
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Calendar snapshot

You can send a copy of your calendar, called a snapshot, to anotloer ipexs

e-mail message. The calendar will appear in the body of the message. If the calendar
snapshot is sent to someomigh an Outlook Exchange mail account at The

University of Akron, that person can choose to open the snapshot as an Outlook
calendar and view it in Side by Side or Overlay Mode.

When you send a snapshot, the recipient does not obtain access to youarGaldnd
will not be notified when changes are made. A snapshot is a onetime glance at your
Calendar, which you specify by selecting time frames and styles.

To send a Calendar snapshot:

1. Open the Calendar folder on the Navigation pane.
2. Click on theSend a Caé&ndar via E-mail link. The Send a Calendar viar&ail
dialog box is displayed on top of a newnail message.
:ﬁ Specify the calendar information you want to include.,

Calendar:

Date Range: IToday j

Mon 3{15/2007

Detail;

Availability only
Time will be shown as "Free," "Busy," "Tentative,"
ot "Out of OFfice” T

I Shiw time within my working hours only Set wirking hours

Advanced: Shaw ==
|

3. Select a Calendar, Date Range and level of Detalil.
4. If you only want working hours to be included, check the boXSfayw time
within my working hours only.

Ver. 2007.03.29 Pagell
These materials may not be reproduced in whola part without the express written permission of
The University of Akron.



Overview of Microsoft Office 2007 The University of Akron
Lesson3: Preview of Office 2007 Programs

5. Click onOK. The email message window appears similar to the following:

6. The recipient will see:

O

7. The recipient can use tl@@pen the Calendar button on the ribbon to open
your Calendar Snapshot information in their Calendar so theyiearthis
information with their information in Side by Side or Overlay Mode.
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