
[image: image1.png]Document1. - Microsoft Word -5 x

Pagelajout  References  Mailings  Review  View  Adddns ©

R Hrina~
(24 astbceoc AaBbCi Aambce AAB aesbce - A i

Catbr Boa & x|
B U-sex x A |¥-A B & TNoSpac.. Headngl Headng2  Te | subitie

143 Copy

Paragraph 5

Pagei1ofl | Wordsio | <J |
stat €6 ¢




[image: image2.png]H9-0)>

Home

Document1 - Microsoft Word - 7 X
Insert  Pagelayout  References  Mailings  Review  View  Adddns @
& cu e o = A Find -
S Gator G0 ENIPN ) (24 asmoce AaBbC: Aasbee AAB aosvee - A B
POt comat painter || B £ U " dbe X, %' Aac|[@ - A |[3=-][ 8- g | TNoSpaci.. Headingl  Heading2 Title swtte - Change | o
Cipboars % Font 5 pasgraph 5 soes 5| eting
o [ RN RS EXRNERRE ERRNRRKS KRR RRRE TRREXRE ERRNERRT SXRARRRS AXER RS ERRRRRRE KRRRRRRP &
B e Temeanin

o2 | Wors:10 | 5 |

Search Deskiop





Office 2007 Overview
General

· Office Button—contains commands for working with files (open, save, print and new)
· Quick Access Toolbar—commonly used commands (can be customized), can click Office Button, Word Options and customize there
· Ribbon—contains tabs from which you can choose commands

· Tabs organize commands into related tasks

· Groups—how tabs are organized

· Dialog Box Launcher—what we used to use

· Screen tips—hover over just about anything

· Gallery—options available for a command

· Live Preview—let’s you see the change without actually making the change

· Contextual tab—appear on the ribbon as “needed”

· Mini toolbar—appears in the work area when you drag the pointer over something

· Saving—save as 2007, 97-2003, or can automatically save as 97-2003 by clicking Office button, select word options, Save
Word

· Defaults have changed

· Calibri (Body), 11 point

· Line spacing—1.5
· Status bar shows word count

· Views include full screen reading (ribbon replaced by small toolbar) and draft (only text)

· New Document dialog box (“templates”)

· Tabs replaced menu bar and are organized differently

· Graphics—much easier

· SmartArt

PowerPoint

· Design tab

· Animations tab

· WOW

Excel

· Default—Calibri, 11 point

· Formula Ribbon

· Data Ribbon

· Resizing multiple columns and rows

· Wrap text—row height adjusts automatically

· Font and fill colors (themes and standard colors)

· Styles

· Functions—autocomplete

· Charts—WOW
Access

· Navigation pane
· Object tabs

Publisher—Looks the same as Office 2003?!
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