2007 Microsoft Office System Tips and Tricks

Acclimating to the New Interface 
Word, Excel, PowerPoint, and Access received the "Ribbon" which replaces the menu and toolbars. 

Command tabs (e.g. Home, Insert) include groupings of buttons, checkboxes, and menus, arranged into helpful collections called Command sets. When special objects in a document are selected (like a graph or image), additional Contextual command tabs appear automatically (e.g. Table Tools). 
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In general, you work through the Command tabs from left to right through the life cycle of the document. 

To quickly toggle the Ribbon on or off, press Ctrl+F1. 

Accessing File Commands 

To open, preview, print, inspect, email, or otherwise perform commands previously found in the File menu, click the Office button. 

[image: image2.emf] [image: image3.emf]
Performing Common Actions 

Frequent actions such as saving a file or undoing the last edit are easily performed using the Quick Access toolbar. 

You may continue to use previously-memorized keyboard shortcuts. 

EXCEL 

Displaying a Worksheet in Page Layout View 

You can easily verify page margins and enter header and footer content in the new layout view. 
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1. Click the View command tab. 

2. Click the Page Layout button in the Workbook Views command set. 

Quickly Creating a Chart 
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1. Select the data to show in a chart. 

2. Click the Insert command tab. 

3. Click the preferred graph type from the Charts command set. 

4. From the menu click the preferred chart style. An embedded chart is placed in the worksheet. 

5. Drag the chart to the preferred location in the worksheet. 

6. Adjust the chart as needed using the Chart Tools contextual tabs. 

WORD 

Quickly Format a Table 
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1. Click in a cell within the table. 

2. If necessary, click the Design command tab, within the Table Tools contextual menu. 

3. If necessary, click the More button in the Table Styles command set. 

4. Point to a style. Your table will be formatted live but temporarily so you may assess the appearance. 

5. Click the preferred visual style. 

Remove Personal Information from a File
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1. Save your file. 

2. Click the Office button. 

3. Choose Prepare, Inspect Document. 

4. Adjust the checkbox options for the parts of the file to be examined and click the Inspect button. 

5. Review the summary and, if required, remove information, clicking the Remove All button, for each section. 

6. Click the Close button when done. 

OUTLOOK 

Hiding the Navigation Pane 
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• Click the chevron button in the Navigation Pane title area to collapse or expand. 

• Press Alt+F1 to collapse the Navigation Pane, turn it off, and redisplay it. 

Quickly Searching a Folder 
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1. Click in the Instant Search box. 

2. Type the word, phrase, or keywords separated by spaces. After a moment, the items that contain the text will be listed. 

3. If necessary, click the Try Searching Again in All Mail Items link to broaden your search. 

POWERPOINT 

Creating a Photo Album 
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1. Click the Insert command tab. 

2. Click the Photo Album button in the Illustrations command set. 

3. Click the File/Disk… button, select the preferred images, and click the Insert button. 

4. If necessary, adjust the order of the pictures. 

5. If necessary, adjust the images. You may rotate them and change their contrast and brightness. 

6. Change the Picture layout as required. 

7. If you select a layout other than Fit to slide, you may include captions under each photo and specify the Frame shape. Captions are derived from the picture filenames. 

8. Change the background Theme by clicking the Browse… button, selecting the preferred type, and clicking the Select button. 

9. Click the Create button. 

