Using New Office 2007 Interface
ITD/Computing Services Workshops - http://itd.ncsu.edu/education/
Instructor: Twanda Baker (Twanda_Baker@ncsu.edu)
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Materials:

1. Exercise Sheet – 

2. Exercise Files

3. Online Evaluation http://itd.ncsu.edu/education/evaluation
Copy the Exercise files onto the desktop of your computer.

1. Click the Start Button in the lower left corner of your desktop.

2. Select the AFT## Computer Icon.

3. Double-click for the I: Drive in the bottom section of the AFT## window.

4. Double-click ITD.

5. Double-click office2007.

6. Drag the office2007folder to your desktop.
The Office 2007 Interface
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The Office interface got it’s own EXTREME MAKE-OVER.  If you are fairly new to Microsoft Office this new interface will be a fairly easily adjustment.  If you are a power-user, be forewarned. It may take some time to adjust to this change. 

The two most important changes in the interface is the Office Button and the Ribbon. 

The Office Button sits in the top left corner of the interface and looks like a meaningless (but fashionable) MS Windows logo.  It is much more than that!  I like to call it, “ The-Button-Formerly-Known-As-The-File-Menu”.   

The “Ribbon” in Microsoft Office 2007’s new interface replaces the familiar menus and toolbars of previous versions. It was designed to make all the features of each application easily accessible.

Use ribbon.docx for the following Ribbon exercises.

Ribbon Components
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1. Tabs work a lot like the Office 2003 menus.  Additional tabs will appear when you select an object like a picture, table or chart. 

2. Groups work a lot like the Office 2003 toolbars that house similar commands.
3. Commands are icons, buttons and menus stored in groups.
Preview Feature

The preview feature allows your text, pictures, charts or tables to “try-on” styles without having to select the style first.

1. Highlight the bold text above the second paragraph. “How Oracle Calendar Schedules Meetings”

2. In the Home tab, look in the Styles group and mouse-over each style. Notice how the highlighted text changes to provide a preview of that style. Use the up and down arrows in the style group to view additional styles inside the style “gallery”.  To expand the gallery and view all the styles at once, click the “more” button beneath the down arrow. [image: image3.png]aspece 5 AA
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3. When a group has more options than it can show in the ribbon it will display a dialogue launcher in the bottom left corner of the group.

Mini-Toolbar

The mini-toolbar is a shorter version of the font group. It’s convenient because it fades in whenever you have text selected
1. Highlight any text on the page.

2. Slowly move the mouse above the highlighted text.

Quick Access

The Quick Access toolbar can display the icons you want to keep readily accessible. Click the More button to add or remove your favorite commands.
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1. Click the More button [image: image4.png]


 on the Quick Access Toolbar. 
2. Select from the list of commonly used commands or click “More Commands” for an expanded selection.

Hide/Show Ribbon

Save real estate on your screen and hide all but the tabs on the ribbon. This feature displays the tab commands only after you click the tab. After selecting a command the command groups disappear until you need them again.
1. Double-click any tab in the Ribbon. Notice that only the tabs of the ribbon remain. 

2. Click the Review Tab. Notice the command groups re-appear.

3. In the first group (Proofing), select word count
4. Close the word count window. Notice that only the ribbon tabs are displayed.

5. Double-click any tab in the Ribbon to toggle the show/hid feature..

Keyboard Commands
Are you a keyboard shortcut fanatic? If so, and you remember the old keyboard shortcuts, feel free to use them, they should still work. If you would like to use keyboard shortcuts, you are in luck. Microsoft just made them easier to use.
1. Press the Alt key on your keyboard. Notice the small boxes on each option on your Ribbon. The small boxes represent the key you should use to access that command.
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2. To access the Insert Tab, find it on the Ribbon then press the key in the box in front of the tab, in this case “N”.

3. Now to insert a page break, press “B”. Once the command is complete the keyboard shortcut tips disappear.
What’s New in Word 2007
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