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1. Office Button – replaced File menu and contains many of the standard file-related commands. It is in the upper-right corner because eye-mouse movement is always from top left down. The popular commands are also from left to right on the Ribbon for the same reason as well as amount of use. The Office button is a central location that lists things you can do with a document and has nothing to do with document authoring. Office button typically contains: New, Open, Convert, Save, Save As, Print, Prepare, Send, Publish, Close, Word Options and Exit (application).
2. Quick Access Toolbar – located to the right of the Office button. It is customizable and contains (by default) Undo, Redo and Save. Click the down arrow at end of Quick Access Toolbar to add other commonly-used commands.
3. Ribbon – replaced traditional menus and toolbar with Tabs. Each tab contains Groups and Groups contain commands. For example, in Words the Tabs are: Home, Insert, Page Layout, References, Mailings, Review and View. Within the Home tab are the following groups: Clipboard, Font, Paragraph, Styles and Editing. As each Tab is selected, a new Ribbon appears with new Groups relevant to task for that Tab. You can double-click a Tab to hide (or unhide) the Ribbon. The traditional Dialog Box is still available in some Groups. For example, in the bottom-right corner of the Clipboard Group is a box with an arrow. That is the link to the Clipboard Dialog Box. Groups contain individual commands.
4. Live Preview – shows the results of applying an editing or formatting change as the user moves the pointer over the results in a Gallery. To accept the choice just click once.
5. Galleries – provides users with a set of clear results to choose from when working on their document, spreadsheet, and presentation or Access database. Users are able to create more professional documents, etc. with much less expertise and time.
6. Contextual Tabs – only appear when they are needed and make it much easier to find and use the commands needed for the operation. For example: when a picture is selected, a Format contextual tab and Picture Tools tab appears at the end of the traditional Tabs. As shown below, the Ribbon now changes with new Groups (Adjust, Picture Styles, Arrange and Size) relevant to only the selection. Each Group contains commands relevant to that Group. Contextual Tabs are available for charts, pictures and headers/footers.



7. View Side by Side – ability to compare two documents side by side. Open both files that you want to compare. On the View Tab in the Windows Group, click View Side by Side.
8. Quick Styles – change how documents look with a single click. Simply select the text you want to change and then choose the style you want form the Quick Styles gallery. You can also create your own Quick Styles for use in future documents.
9. Style Sets – you can make global changes in a document with one click regarding galleries, document color schemes and fonts.
10. Keyboard shortcuts – press and release ALT key and a letter will appear above Office button, commands in Quick Access Toolbar and Tabs. These keyboard code icons are called Key Tip Badge.
11. Building Blocks – replaces Auto Text. Located under Quick Parts on the Insert Tab.
12. SmartArt Graphics – enhanced diagrams. No longer “death by bullets” or boring lists! Right-click any bulleted list, click Convert to SmartArt and use the Contextual Tabs to customize the diagram. You can animate SmartArt in PowerPoint.
13. New file format Open XML (Extensible Markup Language) – smaller files sizes, gives different parts of a document structure (XML schema) that enables you to identify and extract items of information. Extensions now have an x at the end like an extension for a Word documents would be .docx or .docm would indicated the document is an Office 2007 document that contains a macro(s).
14. Floating mini toolbar – the purpose is to minimize mouse movement. It is activated by double-clicking on a word and contains commands for changing the appearance of text in a document.
15. Default font – Cambri 12 pt. for Headings and Calibri 11 pt for Body.
16. Other new features – Document Inspector, Save As: PDF (must add-in, which is available for download at no cost from http://office.microsoft.com, Mark As Final which saves as Read-Only.
17. Views – use View Tab or commands in bottom-right corner. View Ruler can also be accessed by clicking icon at top of vertical scroll bar.
18. Zoom – access from View Tab/Zoom Group or change from slide bar in bottom-right corner to the right of the View commands.
19. Status Bar – click on Page:, At:, or Line: to open Go To Tab on Find and Replace Dialog Box. Click on Words: to open Word Count Dialog Box.
20. Citation & Reference Manager – can choose a specific style like APA, MLA, etc. and application know how to automatically format citations, bibliographies, etc. Click References Tab and make selections from Table of Contents, Footnotes, Citations & Bibliographies, Captions, Index or Table of Authorities Groups.
21. Conditional Formatting – In Excel 2007 you can apply conditional formatting easier so that data can be seen graphically as well by use of colored gradients, data bars and icon. Conditional Formatting is found in the Style Group on the Table Tools Tab.
22. Formulas – in Excel 2007 formula options have been enhanced. The formula bar can be expanded to show all of a formula. Status bar will show common statistic like Average, Count, Sum, etc. in spreadsheet that contain formulas.
23. Electronic Business Cards – there is more flexibility in Outlook 2007 for sharing contact information with others, especially if they don’t have Outlook 2007.
24. Outlook’s New Features – Instant Search, Attachment Previewer, Color Categories, Flagging Mail as Tasks, Daily Task List, To-Do Bar and capability to conduct surveys by e-mail using Access 2007.
25. Access 2007 – Navigation Pane, which is the area on the left side of the window that displays your database object; replaces Database window from earlier versions of Access. Tabbed Documents – earlier versions of Access used floating windows to display multiple open items. Table Templates – commonly used templates (Contacts, Tasks, Issues, Events and Assets) that include specialized fields designed for the type of data you want to store and track. Found on Create Tab, Tables Group, Table Templates. In Create Tab, Table Group, Table Design you can create a Database using Table Design. If you have Outlook 2007, you can use Access 2007 to create an e-mail message that includes a form that asks for specific database items. This feature is located on External Data Tab, Collect Data Group and Create E-mail (e-mail messages wizard). You can quickly add a Total row in Access much like in Excel 2007.

References:

To locate Word 2003 commands in Word 2007 in an interactive guide: go to www.microsoft.com/office, in Search box, type: Word 2003 commands in Word 2007. Interactive guide are available for all Office 2007 applications.

Other great Microsoft resources include: Crabby Lady advice, Tips and Tricks by Product, Videos and Training, Daily, Weekly or Monthly Tips delivered to your mailbox. 2007 On-demand Webcasts, Live Webcasts all located at http://office.microsoft.com

Take your skills to a different level by getting certified by Certiport, Inc. Go to www.certiport.com for exam objectives, register for Username/Password to take an exam, Register to become a Testing Center, purchase exam vouchers and many more options. Give your students that competitive edge by getting them certified in Microsoft, Adobe and Certiport (IC3 – Digital Literacy) applications before they graduate – become an Authorized Certiport Testing Center for Free!

 For pricing on Certification and T3 workshops, exam vouchers, Certiprep and other Certiport products, contact:

Nita Brooks, Solutions Director for Texas
nbrooks@certiport.com
cell – 801.319.0079; 888.999.9830 x 180

Once you have obtained all your Office 2007 certifications and Vista certification, become a Certified Professional Instructor. Go to www.certiport.com/cpi for requirements and benefits. Contact Sandy DuBose at sdubose.certiport.com with any CPI questions. 
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