
Office 2007 Preview Video

2007Offic...

Welcome to the new 2007 Office system!

For a preview into the new 2007 Office system, click on the video link to the left.
Feel free to take notes anywhere on this page while you're watching the video.

How to Navigate this Course

Click the colored tabs on the top of the page to move to another section of the course. 

Click the tabs on the right side of the page to get to the details of each section.

Going to a Specific Topic

On page two of the Introduction tab is a Table of Contents. Click the topic link in the TOC to go to that specific page. 

Note: Like in Internet Explorer, use the Back button to return to the page you were on previously.

Searching this Notebook

As you spend more time within the new Office, you may find that you want to reference items in this notebook.  Using the search box in the upper right hand 
corner of your screen, you can easily search this notebook or your entire set of notebooks.

Flagging Action Items

As you go through this course, you may want to create action items to complete.  To help you follow up on these, you can crea te Outlook tasks that will link to 
your notes.  At any point in the notebook where you see an item that you want to flag, use the Task menu on the Standard tool bar to create an Outlook task.

More Information 

How Do I Use OneNote?
View the OneNote Basics
Check out the OneNote section
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Table of Contents

I've watched the introductory video, now what?

The New User Interfaceƺ

Start off your training here, with the new Fluent User Interface:

Wordƺ

Excelƺ

PowerPointƺ

Outlookƺ

InfoPathƺ

Accessƺ

Publisherƺ

OneNoteƺ

Grooveƺ

Communicatorƺ

Then proceed to the other sections, focusing on the different programs within the 2007 Office system:

More Trainingƺ

There is also additional training information here:
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OneNote Basics

What are all the tabs?

OneNote is a place for gathering, organizing, searching, and sharing notes, clippings, thoughts, reference 
materials, and other information. All your notes will be visible here τorganized by notebooks, sections, and 
pages. You can create them by clicking File > New.

Notebooks:
Start with one or two.

Sections in the current notebook:
Sections let you organize notes by activities, topics, or 
people in your life. Start with a few in each notebook.

Pages in the current section:
Create as many note pages in 
each section as you want.

Special Unfiled Notes sectionτfor note pages you need to create in a hurry. You can drag them elsewhere later.

How are OneNote pages different?

This is an example of a normal page of notes. You can type anywhereτjust click and type. For example, type 
your name here. Then try moving it around.
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There is no Save button on the toolbar because OneNote saves all your notes automatically!

How can OneNote help me?

Take a few minutes to learn more about OneNote and its most important features.
Flip through the page tabs in this section (on the right-hand side):

Upgrading from OneNote 2003? Make sure to check out page 11 after you have looked through the other pages.
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The New User Interface

Microsoft Office Fluent user interface demo

Try out the Microsoft Office Fluent user interface with this interactive demo. In this demo you'll 
use the Ribbon, Contextual Tabs, Galleries, and Live Preview to quickly and easily get 
ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǳƭǘǎ ƛƴ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ ²ƻǊŘΣ 9ȄŎŜƭΣ tƻǿŜǊtƻƛƴǘΣ !ŎŎŜǎǎ ŀƴŘ hǳǘƭƻƻƪΦ ¸ƻǳΩƭƭ ŀƭǎƻ 
see side-by-side comparisons with previous versions of the applications that shows how much 
easier it is to get things done with the Office Fluent user interface.
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The redesigned interface for the 2007 release 
uses space more efficiently to present commands 
and options when you need them so you can get 
the results you need

In previous version of the Microsoft Office system, the interface was designed around menus, which often 
made new commands hard to find, and toolbars, which could result in a cluttered workspace.

Old UI vs. New UI
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The Ribbon

Instead of menus and toolbars, the new interface uses a "ribbon" to organize commands.  The 2007 Microsoft Office 
system makes the tools you need easier to find through a rich graphical display, which arranges commands according 
to how you work with each application, how often the commands are typically used, and the results you want to 
achieve.
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Contextual Tabs

To prevent clutter and make commands easier to find when you need them, certain commands remain 
hidden until they are activated by how you are working with your document.

For example, when you
insert or click inside
A table, the Table Tools tab 
appears, and the ribbon 
changes to display the 
commands you need to 
work with your table.
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The Office Button

The Office Button lets you access commands to work with your document at the file and system level, 
from simply opening a file to saving to as a PDF to starting a workflow or publishing a document on a 
server.
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Galleries

The interface for the 2007 release displays command options in galleries to give you a visual representation of 
how the option will affect your document.
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Live Preview

The new Live Preview feature lets you see how certain commands will affect your document before you 
execute them.
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Dialog Box Launcher

Open related dialog boxes by using the Dialog Box Launcher

Some groups in the Ribbon (such as Clipboard, Font, and Paragraph) contain a Dialog Box Launcher icon.  Click 
this icon to launch a dialog box related to the features contained in the group.
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Quick Access Toolbar

With Quick Access Toolbar feature, the 2007 release allows you to puts commands where you use them most.
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Screen Tips

With Enhanced ScreenTips, the 2007 release provides more descriptive and helpful tips in the 
context of your work.
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Product Group perspective on the new UI

The Why of the New UI (Part 1)ω
Ye Olde Museum Of Office Past (Why the UI, Part 2)ω
Combating the Perception of Bloat (Why the UI, Part 3)ω
New Rectangles to the Rescue? (Why the UI, Part 4)ω
Tipping the Scale (Why the UI, Part 5)ω
Inside Deep Thought (Why the UI, Part 6)ω
No Distaste for Paste (Why the UI, Part 7)ω
Grading On the Curve (Why the UI, Part 8)ω

Why a New UI for Office 2007?

Enter the Ribbonω
What programs get the new Office UI?ω
Mythbusters: The Office 12 New UIω
Office 12 New UI: The Cat's Outω
Why is it called the Ribbon?ω
Outlook and the Ribbonω
Need Some Help with That?ω
Through the Looking Glassω
Where Did That Feature Go?ω
Running With the Popular Crowdω
Accessibility Begets Usabilityω

Overview of the New UI 

Pasted from <http://blogs.msdn.com/jensenh/default.aspx> 
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Basic Training on the Ribbon

Take a look at the 2007 Microsoft Office system. This video highlights the Microsoft Office Fluent user interface, which 
helps you more easily use Microsoft Office applications to deliver better results faster.

Launch Training

For more information, check out:

The Microsoft Office Fluent user interface frequently asked questionsω
The Microsoft Office Fluent user interface overviewω
The Microsoft Office Fluent user interface videoω
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Title: /ƻǳǊǎŜ псфтΥ LƴǘǊƻŘǳŎǘƛƻƴ ǘƻ ǘƘŜ bŜǿ aƛŎǊƻǎƻŦǘϯ hŦŦƛŎŜ CƭǳŜƴǘϰ ¦ǎŜǊ LƴǘŜǊŦŀŎŜ

Course Type: Self-paced Course

Available Offline: Yes

Estimated Time of Completion: 1 Hour

Language: English

Description: 
Several applications in the latest version of Microsoft Office feature a new user interface, making the 
most frequently-used commands just a single click away. This online course explains how the different 
elements of this interface are organized and how to use them to accomplish your everyday tasks. Not 
only will the course provide training on how to use the commands on the user interface, but also it will 
explain how to customize the user interface with the Quick Access Toolbar. For context -sensitive 
commands, which pertain directly to the task you are doing at the time, you will become familiar with 
using the live-preview galleries and the new Mini toolbar. Get up to speed quickly with the 2007 
Microsoft Office system by completing this short online course.

Objectives: 

Explain how different elements are organized in the new interface. ω
Use the features provided by the Ribbon. ω
Work with galleries. ω
Work with the Quick Access Toolbar, Mini toolbar, and new items on the status bar.ω

At the end of the course, students will be able to: 

Course 4697: Introduction to the New Microsoft® Office 
CƭǳŜƴǘϰ ¦ǎŜǊ LƴǘŜǊŦŀŎŜ

Launch Course
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Introduction

When you open Microsoft Office Word 2007 for the first time, you'll notice that it looks very different. 
That's because it's been redesigned to make your work easier, faster, and more efficient. How does it do 
that? For starters, it introduces a new feature, the Ribbon, which brings the most popular commands to 
the forefront. Now you won't have to hunt in various parts of the program for things you do all the time. 
Another time-saving feature is the Mini toolbar, which displays formatting commands in the document, 
right where you want to use them. There's also the new Quick Styles, ready -made styles that give your 
document a professional makeover fast.

Watch this demo to get familiar with the new design, and to see for yourself that you won't have to 
learn Word all over again.

If you can't find a particular command in Word 2007, check out the:

Interactive: Word 2003 to Word 2007 command reference guide
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Roadmap to Word 2007 Training

What courses are available now? What do they cover? This page tells you. Note that new courses are being created all 
the time, based on suggestions from people like you. 
Be sure to check back here for the most recent list.

If you're not sure how to get started in Word 2007, 
try these courses.

Course What you'll learn

Get to know Word 
2007 I: Create your first 
document

How to do the basics: type where you want to on 
a page, fix spelling errors, change spacing and 
page margins, and save your work

Get to know Word 
2007 II: Edit text and 
revise your documents

How to get from one place to another in a 
document so that you can make changes 
anywhere on the page, how to add and delete 
text, and move text around

Get to know Word 
2007 III: Make 
documents look great

Emphasize text, make lists, and use style, a tool 
that helps you format a document

If you're familiar with Word, but are new to Word 2007,
try "Up to speed with Word 2007." Find out all about the new look of 
Word, and how to quickly find your way around. If you're looking for 
more general Office information, try "Up to speed with the 2007 Office 
system."

Course What you'll learn

Up to speed with 
Word 2007

The layout of the new design, how to accomplish 
everyday tasks in Word 2007, and a bit about the 
new XML file formats

Up to speed with 
the 2007 Office 
system

How to work with the new look of familiar 
programs in the 2007 Microsoft Office system

Display information effectively

Text in a document has to be laid out well for your readers to comprehend it. Lists, for example, can break down lengthy paragraphs into easy-to-digest 
chunks. All you need to know about single-level and multilevel lists, whether bulleted or numbered, can be found in "Bullets, numbers, and lists." 

Also, make the most of what Word gives you for livening up your documents with accents such as page borders, colorful backgrounds, and snappy styles 
for shapes and tables. 

Course What you'll learn

Bullets, numbers, and lists The ins and outs of bullets, numbers, and multilevel lists in Word 2007

Decorate documents with backgrounds, borders, and 
text effects

How to apply borders, backgrounds, shading, watermarks, table and shape styles, text 
enhancements, and WordArt

Let Word do the work

There's no need to create your document from scratch: Word 2007 provides a wealth of content-rich templates that contain much of the information 
you'll probably want. Templates range from letters and resumés to calendars, brochures, flyers, and more. 

Course What you'll learn

Save time with 
templates

How to create documents by using existing templates on Microsoft Office Online, and how to turn your own documents into 
templates

Make tracks

Word is a tool for second thoughts: revisions, comments, and reviews of documents. This course tells you how to track changesand insert comments. 

Course What you'll learn

Revise documents with Track Changes and 
Comments in Word 2007

How to turn Track Changes on and off, how to see changes and comments the way you like, and 
how to accept or reject or delete them

Finishing touches

You've got all the content in, and it looks great. What about the finishing touches, like page numbers? See how to add those and other types of headers 
and footers.

Course What you'll learn
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Header and footer basics How to work easily with the header and footer feature τhow to add page numbers or other headers and footers that 
Word has designed for you; add your own text; the date and time; and the document name and file location. 

Headers and footers for 
document sections

How to tailor your headers and footers to fit the various sections of your document, such as a cover page, front matter, and 
chapter pages.
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Online Training

New to Microsoft Office Word 2007? This course, the first in a three-part series, shows how to create 
your first document in Word. 

Length: 20ς30 minutes ω

Launce Online Training

GOALS
After completing this course you will be able to:

Create and save a document. ω
Accept or reject suggested revisions for spelling and grammar as you type. ω
Change page margins. ω
Adjust spacing by deleting any extra spaces between words or extra lines between paragraphs. ω
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FAQ: Top 50

How do I open Word 2007 documents (.docx) in earlier versions? Some things never change. 
See the Answer

1.

How do I save so earlier versions of Word can open my documents? Talk about a one-ǘǿƻ ǇǳƴŎƘΧ 
See the Answer

2.

How do I use or locate commands in Word 2007? 
See the AnswerΧ ƻǊ ŦƻǊ ǇŜƻǇƭŜ ǘƘŀǘ ƭƛƪŜ ǊŜŀƭƭȅ Ŏƻƻƭ ƛƴǘŜǊŀŎǘƛǾŜ ǎǘǳŦŦΣ click here.

3.

How do I Create/Merge labels? Opening documents, saving documents, finding commands, and 
/ǊŜŀǘŜκaŜǊƎƛƴƎ ƭŀōŜƭǎΦ hƴŜ ƻŦ ǘƘŜǎŜ ǘƘƛƴƎǎ ƛǎ ƴƻǘ ƭƛƪŜ ǘƘŜ ƻǘƘŜǊǎΧ 
See the Answer

4.

How do I recover a lost or over-ǿǊƛǘǘŜƴ ŦƛƭŜΚ ²Ƙƻ ǎŀȅǎ ǘƘŜ ϦŀǊŜ ȅƻǳ ǎǳǊŜϦ ŘƛŀƭƻƎǎ ŀǊŜ ŀƴƴƻȅƛƴƎΧ 
See the Answer

5.

²ƘŜǊŜ ƛǎ ǎŀǾŜ ŀǎΚ !ǎǘǳǘŜ ǊŜŀŘŜǊǎ ǿƻǳƭŘ ǳǎŜ о ǘƻ ŀƴǎǿŜǊ сΧ 
See the Answer

6.

How do I create a mail merge? The fifth tab on the Ribbon is a brand new take on Mail Merge. 
See the Answer

7.

How do I create/merge envelopes? The aforementioned and esteemed (who loves right click 'synonyms'?) 
ŦƛŦǘƘ ǘŀōΧ 
See the Answer

8.

Iƻǿ Řƻ L ŎǳǎǘƻƳƛȊŜ ǘƘŜ ǊƛōōƻƴΚ ¢ŜǊǊƛŦƛŎ ǉǳŜǎǘƛƻƴΗ L ŀǿŀǊŘ рл Ǉƻƛƴǘǎ ǘƻ ǇŜƻǇƭŜ ǘƘŀǘ ŀǎƪŜŘ ǘƘƛǎΧΦ 
See the Answer

9.

Iƻǿ Řƻ L ŦƛƴŘ ǘŜƳǇƭŀǘŜǎ ƻǊ ǿƛȊŀǊŘǎΚ hŦŦƛŎŜ ōǳǘǘƻƴΣ bŜǿΣ ƭŜŦǘ ǇŀƴŜ ƻŦ ǘƘŜ ŘƛŀƭƻƎΧ 
See the Answer

10.

How do I use AutoText in Word 2007? 
See the Answer

11.

How do I create/locate a shortcut to Word? 
See the Answer

12.

How do I turn off track changes? 
See the Answer

13.

aƻǊŜ ŀōƻǳǘ ƴƻǘ ōŜƛƴƎ ŀōƭŜ ǘƻ ŦƛƴŘ ŎƻƳƳŀƴŘǎΧ 
See the Answer

14.

How do I save in PDF format? 
See the Answer

15.

How do I scan documents into Word 2007? 
See the Answer

16.

How do I insert barcodes? 
See the Answer

17.

How do I locate the speech tool? 
See the Answer

18.
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See the Answer

How to do stuff with templates? 
See the Answer

19.

How do I create forms or use form fields? 
See the Answer

20.

How do I change the default font? 
See the Answer

21.

How do I do even more with AutoText? 
See the Answer

22.

How do I create/insert/use tables? 
Draw a table
Move or copy a table

23.

Move or copy items in a table

How do I work with page numbers? 
Insert page numbers
Remove the page number from the first page
Demo: Headers and footers made simple

24.

How do I email a file? 
How to send a Word document as e-mail in Word
The "E-mail" command is missing or is unavailable in Excel 2007, in PowerPoint 2007, or in Word 2007

25.

How do I Insert or Remove headers and footers?26.
See the Answer
Demo: Headers and footers made simple

How do I Print Labels? 27.
See the Answer

How do I spell check in another language?28.
See the Answer

How do I access new fonts?29.
Overview of fonts and how to troubleshoot font problems in Word 2007
Fonts are missing when you click the Font list on the Write tab in Word 2007

How do I clear the recent documents menu?30.
See the Answer

How do I configure text wrapping with pictures? 31.
See the Answer

How do I import macros or other customizations?32.
See the Answer

How do I insert a file? 33.
See the Answer

What about installing Word 2007?34.
See the Answer

How do I locate Avery label types? 35.
See the Answer

How do I retrieve contents of a replace or unsaved file?36.
See the Answer

How do I see spelling errors as I am typing?37.
See the Answer
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How do I see spelling errors as I am typing?37.
See the Answer

How do I make changes to the status bar?38.
See the Answer

How do I change the page layout?39.
See the Answer

How do I change my zoom settings?40.
See the Answer

I need more details about cut/copy/paste X, Y or Z.41.
See the Answer

How do I open *.doc files?42.
See the Answer

How to open Works files in Word 2007?43.
See the Answer

How do I print just the current page? 44.
Answer: Go to the print dialog in Word and press F1, click Microsoft Office Word and there will be a Print 
topic that has this info.

What can I do to protect my documents?45.
See the Answer

How do I turn off the mini-toolbar (in some cases)? 46.
See the Answer

How do I retain formatting when opening a legacy document in Word 2007?47.
See the Answer

How do I send a fax?48.
See the Answer

How do I set and change margins?49.
See the Answer

How do I stop auto correct?50.
See the Answer
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How To

How to do it:
Use the Ribbonω
Customize the Quick Access Toolbarω
Create a new Quick Styleω
Add and remove styles from the Styles galleryω
Insert headers and footersω
Zoom in or out of a documentω
What happened to the File menu?ω
Introduction to new file name extensions and Office XML Formatsω

More How-to:

Accessibility

Activating Word

Add-ins

Automation and programmability

Collaboration

Converting documents

Creating specific documents

Customizing

File management

Formatting

Getting help

Headers and footers

Lists

Macros

Mail merge

Margins and page setup

Page breaks and section breaks

Page numbers

Quizzes

Saving and printing

Security and privacy

Tables

Tables of contents and other references

Tracking changes and comments

Training

Viewing and navigating

What's new

Word Demos

Working in a different language

Working with graphics and charts

Writing
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Sharing Files with SharePoint

Does your company use a Windows SharePoint Services 3.0 site, or does it use Microsoft Office 
SharePoint Server 2007? If so, it's essential that you know how to share files using SharePoint document 
libraries.

Length: 20ς30 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

See how valuable a document library can be to you and your coworkers. ω
Make files available to others by adding them to a document library. ω
Edit and save files in a document library. ω
Discover what happens when two people try to edit a file at the same time, and know how to handle 
that. 

ω
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Information Rights Management

Information Rights Management (IRM) allows individuals and administrators to specify access permissions to 
documents, workbooks, and presentations. This helps prevent sensitive information from being printed, forwarded, or 
copied by unauthorized people. After permission for a file has been restricted by using IRM, the access and usage 
restrictions are enforced no matter where the information is, because the permission to a file is stored in the 
document file itself.

IRM helps individuals enforce their personal preferences concerning the transmission of personal or private 
information. IRM also helps organizations enforce corporate policy governing the control and dissemination of 
confidential or proprietary information.

Launch Online Training
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Introduction

Microsoft Office Excel 2007 has a new design that makes your work easier, faster, and more efficient. The new 
Ribbon puts the commands you use most often in plain sight on your work surface instead of hidden in menus or 
dialog boxes. Ready-made cell styles let you quickly format your worksheet to make it easier to read and 
interpret. The new Page Layout view shows how your printed worksheet will look as you're creating it.

Watch this demo to get familiar with the new design, and to see for yourself that you won't have to learn Excel all 
over again.

Launch Demo

If you can't find a particular command in Excel 2007, check out the:

Interactive: Excel 2003 to Excel 2007 command reference guide
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Roadmap to Excel 2007 Training

What courses are available now? What do they cover? This page tells you. Note that new courses are 
being created all the time, based on suggestions from people like you. 
Be sure to check back here for the most recent list.

A great place to start

If you just opened Excel 2007, get a helpful introduction to its new look by taking "Up to speed with Excel 2007." If you're 
new to Excel and you're ready to get started, go straight to the course "Get to know Excel 2007: Create your first 
workbook." It's where you'll find the basics of entering and editing Excel data. A second "Get to know" course introduces 
you to working with Excel formulas. 

Course What you'll learn

Up to speed with Excel 2007 The layout of the new design, how to accomplish everyday tasks in Excel 2007, and 
a bit about the new XML file formats

Get to know Excel 2007: Create your 
first workbook

How to create a workbook, enter and edit text and numbers, and add rows or 
columns

Get to know Excel 2007: Enter 
formulas

How to enter simple formulas into worksheets, and how to make formulas update 
their results automatically

A picture is worth a thousand numbers

Once you know how to make charts with Excel, you can get your point across fast and clear. With a chart you can 
summarize data, dramatize a comparison, or show a trend at a glance.

Course What you'll learn

Charts I: How to create a chart in 
Excel 2007

How to create a chart using the new Excel 2007 commands and make changes to a 
chart after you create it

Make the data dance: PivotTable reports

You keep hearing about them. Isn't it about time you try for yourself? In a few quick minutes, learn how to create a 
PivotTable report, and see what it can do for you. Then take the PivotTable series and find out what the pros know. 

Course What you'll learn

PivotTable I: Get started with 
PivotTable reports in Excel 2007

How PivotTable reports organize, summarize, and analyze your data to reveal its 
meanings. How to create a PivotTable report yourselfτfast!

PivotTable II: Filter PivotTable report 
data in Excel 2007

How to filter to hide and display selected data in PivotTable reports

PivotTable III: Calculate data in 
PivotTable reports in Excel 2007

Power tools: how to summarize data by using summary functions other than SUM, 
such as COUNT and MAX. How to show data as a percentage of the total by using 
a custom calculation. How to create your own formulas in PivotTable reports. 
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How to

How to do it:
Use the Ribbonω
Customize the Quick Access Toolbarω
Use Page Layout view to fine-tune pages before printingω
Apply, create, or remove a cell styleω
Add or change page headers and footersω
What happened to the File menu?ω
Introduction to new file name extensions and Office XML Formatsω

Accessibility

Activating Excel

Add-ins

Automation and programmability

Charts

Collaboration

Customizing

Excel and the Web

Excel Demos

Exchanging data with other programs

File conversion and compatibility

Filtering, sorting, and conditionally formatting data

Formula and name basics

Function reference

Getting help

Glossary

Importing data

Installing

Macros

PivotTable reports and PivotChart reports

Publishing to SharePoint Server Excel Services

Quizzes

Saving and printing

Security and privacy

Summarizing, consolidating, and outlining data

Training

Validating data

What-if analysis

What's new

Workbook management

Working in a different language

Working with graphics

Working with other programs

Working with XML

Worksheet and Excel table basics

More How-to:
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http://r.office.microsoft.com/r/rlidExcelPublishToExcelService
http://r.office.microsoft.com/r/rlidExcelQuizzesHelp
http://r.office.microsoft.com/r/rlidExcelSavePrintHelp
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http://r.office.microsoft.com/r/rlidExcelWorkbookMgmtHelp
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Online Training

Learn how to create a workbook in Microsoft Office Excel 2007, how to enter and edit text and numbers, 
and how to add and delete columns and rows. 

Length: 30ς40 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

Create a new workbook. ω
Enter text and numbers. ω
Edit text and numbers. ω
Insert and delete columns and rows. ω
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How to use Formulas

Get to know Microsoft Office Excel 2007 by learning how to enter formulas into worksheets and 
perform simple calculations. Then, ditch your calculator.

Length: 40ς50 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

Do math by typing simple formulas to add, divide, multiply, and subtract. ω
Use cell references in formulas, so that Excel can automatically update results when values change or 
when you copy formulas. 

ω

Use functions (prewritten formulas) to add up values, calculate averages, and find the smallest or largest 
value in a range of values.

ω
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Introduction

With the new design of Microsoft Office PowerPoint 2007, you'll create presentations quickly and smoothly. Office 
PowerPoint 2007 also has new options for designing slide content that will give your presentations a fresh, polished look. 
How does PowerPoint deliver on these promises? Here are some examples.

The new Ribbon keeps the commands that you use most often visible while you're working instead of hiding under menus 
or toolbars that you have to hunt for. Also, commands that you may not have known about before are now very easy to 
discover.

When it comes to designing your slides, live preview of style galleries lets you see how things such as backgrounds and 
shape formatting will look before you apply them. A new SmartArt graphics feature offers new diagram types and more 
layout options, and lets you convert text such as a bulleted list into a diagram.

Watch this demo to get familiar with the new design, and to see for yourself that you won't have to learn PowerPoint all 
over again.

Launch Demo

If you can't find a particular command in PowerPoint 2007, check out the:

Interactive: PowerPoint 2003 to PowerPoint 2007 command reference guide
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Roadmap to PowerPoint 2007 Training

A great place to start

If you just opened PowerPoint 2007, get a helpful introduction to its new look by taking "Up to speed with PowerPoint 
2007." If you're new to PowerPoint and want guidance in creating a slide show, try the course "Create your first 
presentation." These will equip you with the PowerPoint basics that you need.

Course ²Ƙŀǘ ȅƻǳΩƭƭ ƭŜŀǊƴ

Up to speed with PowerPoint 
2007

The layout of the new design, how to accomplish everyday tasks in PowerPoint 2007, and a 
bit about the new XML file formats

Create your first presentation The steps for preparing a show, start to finishτfrom writing your text, laying out slides, 
and applying a design to your slides, to doing a preview and getting ready to present

Get visual

Imagine words transformed into diagrams. Using SmartArt graphics in PowerPoint 2007, you can convey more information 
visually, whether you're presenting a list, process, or hierarchy. 

Course ²Ƙŀǘ ȅƻǳΩƭƭ ƭŜŀǊƴ

Get visual with SmartArt 
graphics

How to effectively present information in graphical form, and to choose from a rich gallery 
of layouts and styles

Sound decisions

It's show time! And you want to utilize PowerPoint's multimedia powers. Put sound effects or background music where you 
want them, or back yourself with songs from a CD. 

Course ²Ƙŀǘ ȅƻǳΩƭƭ ƭŜŀǊƴ

Add sound effects to a 
presentation

How to insert and play a sound file across several slides, and how to program and play a CD 

Customize your slides

See how to make a slide show your own by personalizing its design or creating a custom slide layout.

Course ²Ƙŀǘ ȅƻǳΩƭƭ ƭŜŀǊƴ

Personalize your slide design How to give your presentation a unique look by changing the slide background and 
customizing theme colors

Discover the power of custom 
layouts

How to create a custom slide layout with a logo, and use the layout in different 
presentations

What courses are available now? What do they cover? This page tells you. Note that new courses are 
being created all the time, based on suggestions from people like you. 
Be sure to check back here for the most recent list.
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How to

How to do it:
Use the Ribbonω
Customize the Quick Access Toolbarω
²ƘŀǘΩǎ ƴŜǿ ƛƴ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ tƻǿŜǊtƻƛƴǘ нллтω
Overview of layoutsω
Create a SmartArt graphicω
What happened to the File menu?ω
Introduction to new file name extensions and Office XML Formatsω

More How to:

Accessibility

Activating PowerPoint

Add sounds or movies

Add-ins

Animation effects

Collaboration

Creating a presentation

Creating support materials

Customizing

Deliver, distribute, or publish a presentation

File management

Format slides or presentations

Getting help

Import content from other applications

Import content from other PowerPoint versions

Macros

PowerPoint Demos

Quizzes

Review and add comments to a presentation

Saving and printing

Security and privacy

Training

Using templates and masters

What's new

Work with photo albums

Working in a different language

Working with graphics and charts
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Online Training

Get a hands-on introduction to the newly designed Microsoft Office PowerPoint 2007. Take it for a test 
drive and create a short presentation. Then, find out what you need to know about the new PowerPoint 
2007 file format.

Length: 40ς50 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

Approach the new user interface with confidence and an understanding of how it works. ω
Do the things you typically do to create and prepare a presentation. ω
Use the new file format in PowerPoint in the way that's best for you. ω
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Introduction

Take a look at Microsoft Office Outlook 2007, and see how much easier it is to do the things you've 
always done. Learn how the Ribbon and the Quick Access Toolbar put the commands you need right at 
your fingertips. You'll see that it's quick and easy to compose and format your message, add 
attachments, and then send. Tracking tasks, making appointments, scheduling meetings, working with 
contactsτOutlook 2007 makes it all easier than ever. Watch the demo and get acquainted!

Launch Demo

If you can't find a particular command in Outlook 2007, check out the:

Interactive: Outlook 2003 to Outlook 2007 command reference guide

   Outlook Page 37    

http://r.office.microsoft.com/r/rlidGetToKnowOutlook2007
http://r.office.microsoft.com/r/rlidInteractiveToolOutlook0307


Roadmap to Outlook 2007 Training

What courses are available now? What do they cover? This page tells you. Note that new courses are 
being created all the time, based on suggestions from people like you. 
Be sure to check back here for the most recent list.

Start here

The first time you create a new message or open one you receive, you'll see the new look of Outlook 2007. Here are some 
resources to help you find what you need, fast.

Course What you'll learn

Up to speed with Outlook 2007 Where to find the commands you use most often. How to use new features 
such as the To-Do Bar and the new calendar navigation

Interactive guide: Outlook 2003 to Outlook 
2007 command reference guide

Use this interactive guide to locate your favorite Outlook 2003 commands 
in Outlook 2007

Efficiencies for e-mail and more

Learn some quick ways to deal with increasing volumes of e-mail and be more efficient in the ways you respond. Improve 
overall efficiency by managing multiple means of communication from Outlook.

Course What you'll learn

Get out of your Inbox with Outlook 2007 Tips for finding and organizing the e-mail that's already in your Inbox

Create great-looking signatures for your e-
mail

How to create a personalized signature so that you can stop typing the 
same thing over and over at the end of each message

Outlook and RSS: Internet information 
delivered to your Mailbox

Find out how to read and manage your Really Simple Syndication (RSS) 
feeds and blogs right from Outlook

Send text messages from Outlook 2007 to a 
mobile phone

Send text messages or a calendar summary to a mobile phone, right from 
Outlook

Size and storage matters

Course What you'll learn

Manage your mailbox I: Find its size and trim 
it down

How to find the size of your own mailbox and understand what big means. 
Find out about tools and shortcuts to reduce bulk

Manage your mailbox II: Understand your 
choices for storing

The basics about Outlook's two methods for storing e-mail locally on your 
computer: Archive and Personal Folders

Manage your mailbox III: Move or copy 
messages to Personal Folders

The steps you need to follow to create and use a personal folder for e-mail 
storage

Manage your mailbox IV: Archive old 
messages

How to tell if AutoArchive is on and how to use custom settings

Manage your mailbox V: Retrieve, back up, or 
share messages

Advanced techniques for finding and using stored messages. Tools for 
backing up your .pst files and tips to help you avoid common problems

Use your calendar

If you use Outlook only for e-mail, you're not getting the full benefit. Learn the basics for effective calendar use and do 
more with Outlook.

Course What you'll learn

Calendar I: Outlook calendar basics Calendar basics such as entering items and setting reminders
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Calendar I: Outlook calendar basics Calendar basics such as entering items and setting reminders

Calendar II: See and use multiple calendars Track multiple schedules at once

Make contact

In Outlook, you keep track of people with Contacts. In Outlook 2007, you can personalize those contacts. Create one for 
yourself, and you'll have a personalized business card that you can send along with your e-mail messages.

Course What you'll learn

Create and use your own Electronic Business 
Card

How to create your own custom business card in Outlook
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Online Training

Get up to speed with Microsoft Office Outlook 2007. See how easy it is to do the things you've always 
done and learn also how new features such as the To-Do Bar and the new calendar navigation can help 
you work more efficiently.

Length: 45ς55 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

Move around in Outlook 2007 and understand some of the things that have changed, and why. ω
Find commands on the Ribbon to do the things you do every day: read and send e -mail, work with 
appointments and meetings, and use your contacts. 

ω

Send and receive pictures and attachments. Ensure that recipients will be able to open attached files 
that use the new 2007 Microsoft Office release file formats. 

ω
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How to

More How to:

Accessibility

Accounts and data files

Activating Outlook

Business Contact Manager for Outlook 2007

Calendar and scheduling

Collaboration

Contacts

Customizing

E-mail

File management

Forms

Getting help

Notes and Journal

Outlook Demos

Printing (Outlook)

Quizzes

Regional settings

Rules and alerts

Search and navigation

Security and privacy

Tasks

Training

Views

What's new

Working in a different language

How to do it:
Change the size or contents of the To-Do Barω
Customize the Navigation Paneω
Use the Ribbonω
Customize the Quick Access Toolbarω
Attach a file or other item to an e-mail messageω
11 ways to get ready for Outlook 2007 ω
Managing junk e-mail in Outlook 2007 ω
Button, button...Crabby has a button ω
Crabby's favorite Outlook 2007 features ω
Get your Crabby content (and much more) with RSS in Outlook 2007 ω
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Manage your Inbox

Battle mailbox size by learning how to manage your Microsoft Outlook 2007 Mailbox and keep it within a 
specific size limitation.

Length: 20ς30 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

View the size of your mailbox and its folders. ω
Understand what makes an e-mail message big and find the size of any message. ω
Set up some simple processes and use tools built into Outlook to prevent e-mail pileup from happening 
in the first place.

ω
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Calendar 101

Understand the basic types of Microsoft Office Outlook 2007 calendar entry. Book activities into your 
calendar efficiently. Stay on top of important dates with recurrence and reminders.
Length: 20ς30 minutes ω

Launch Online Training

GOALS
After completing this course you will be able to:

Use the right type of calendar entry for each occasion. ω
Use reminders to let your calendar make sure you remember activities. ω
Use recurrence to quickly schedule activities that occur more than once. ω
Use colors and free/busy time indicators to show calendar entries according to your needs. ω
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Introduction

See Microsoft Office InfoPath 2007 in action. This demo shows how our powerful information-gathering 
solution helps you easily develop and deploy dynamic forms.

Launch Demo
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Online Demos

Demo: Convert a Word document into an InfoPath 2007 form template 

Demo: View the business logic in an InfoPath 2007 form template 

Demo: Use InfoPath e-mail forms to view data in Outlook 2007 

Demo: Windows Vista and the 2007 Office system τbetter together 

Demo: Create reusable template parts in InfoPath 2007 

Demo: Publish a form template as an e-mail message 

Demo: Find what you need faster with the redesigned Office Online 
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How to

Accessibility

Calculating data

Collaboration

Conditional formatting

Customizing

Defining rules

Designing

File management

Filtering data

Getting help

Getting started

Glossary

InfoPath Demos

Merging forms

Previewing and testing form templates

Programmability

Publishing

Saving and printing

Security and privacy

Submitting data

Understanding XML

Validating and formatting data

What's new

Working in a different language

Working with controls

Working with the data source and data connections

Working with user roles

Working with views
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Basic Training for electronic forms

Streamline the processes that slow you down

Spending time gathering feedback, or on repetitive tasks and paperwork, can become a thing of the past.
Working with Forms and Templates

Working with forms and templates
Documents, spreadsheets, and forms can link to corporate data sources or directories to stay updated automatically.

Introduction to form templates and formsω
Layout a form templateω
Modify a published form templateω
Security considerations for form templates and formsω
Design a template part to reuse in multiple form 
templates
ω

Checking form templates for problemsω
Convert a Word document to an InfoPath form templateω
Upgrade a form template from InfoPath 2003 to InfoPath 
2007
ω

Working with forms in Office programs
It's quicker and simpler to gather and consolidate information from coworkers using e-mail forms and others.

Using forms in Outlookω
Default forms in Outlookω
Collect data by using e-mail messagesω
Create or customize page templatesω

Add property information to a documentω
Reuse and distribute parts of a document in Wordω
Create forms that users complete in Wordω
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Introduction

Also:
If you can't find a particular command in Access 2007, check out the:
Interactive: Access 2003 to Access 2007 command reference guide

What's new in Microsoft Office Access 2007

Microsoft Office Access 2007 brings you a new look and new features designed to help you get your work done more 
easily than ever. You'll see differences right away, starting with the Getting Started with Microsoft Office Access page 
where you can open a blank or existing database, download a pre-built database template, and check out the offerings on 
Microsoft Office Online.

In an open database, the Navigation Pane shows you a list of objects in the database, and the Ribbon displays commands 
organized on tabs, in logical groups. Want to create a new database object? Just click the Create tab on the Ribbon to see 
the commands you need to create tables, forms, reports, and more. And the Ribbon isn't the only new place you'll find 
commands. You can also customize the Quick Access Toolbar so that the commands you use most are always at your 
fingertips, and click the new Microsoft Office Button to find the commands for setting program options and more.

Watch the demo for an introduction to Office Access 2007. You'll also hear about new file formats, and see how to work 
with files from previous versions of Access.

Launch Demo
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Access 2007 Demos

See Microsoft Office Access 2007 in action. This demo shows how Access 2007 helps you quickly and 
easily track, report, and share information, whether you are starting fresh or using data from other 
sources. Thanks to the Microsoft Office Fluent user interface, you can become productive quickly 
without a lot of database knowledge.

Launch demo

More Demos:

Demo: Use control layouts on forms and reports 
Demo: Windows Vista and the 2007 Office system τbetter together
Demo: Find what you need faster with the redesigned Office Online 
Demo: Meet the Navigation Pane 
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New UI

If you can't find a particular command in Access 2007, check out:

Interactive: Access 2003 to Access 2007 command reference Guide

Guide to the Access 2007 user interface

Access Ribbon Mapping Workbook
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How to

How to do it:
Guide to the Access 2007 user interfaceω
Guide to the Navigation Paneω
Use the Ribbonω
Customize the Quick Access Toolbarω

More How to:

Access Demos File and data management

Access Developer Extensions Filtering and sorting

Access projects Forms and reports

Accessibility Getting help

Activating Access Getting started

Adding charts, diagrams, or tables Glossary

Application deployment Macros and programmability

Attachments Queries

Conversion Saving and printing

Customizing Security and privacy

Data collection Tables

Data pages What's new

Database design Work with SharePoint sites

Expressions Working in a different language

External data
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Online Training

Fast, easy, simple ð Microsoft Office Access 2007 is a new experience. See how quickly you can put it to work for you.

Length: 30ï40 minutes ω

Launch Online Training

GOALS

After completing this course you will be able to:

Download a database from the new Getting Started page. ω
Create database objects by using the new Ribbon. ω
Save and share your data in appropriate formats. ω
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Introduction

See Microsoft Office Publisher 2007 in action. This demo shows you how Publisher 2007 can help you 
create, personalize, and share a wide range of publications and marketing materials that reflect your 
business brand. Learn how new and improved capabilities guide you through the process of compiling 
your mailing list, delivering personalized e-mail marketing, and sharing your publications with others. 
See how improved integration with Microsoft Office Outlook 2007 with Business Contact Manager 
provides complete management of marketing campaigns. Find all the page layout and marketing tools 
you need in Publisher 2007, and achieve fast, effective results, in-house.

Launch Demo
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How to

Sit back and watch these demos to see some of the tricks you can pull off in Publisher 2007.
Create a design scheme to brand your business publications ω
Distribute publications the best way for you ω
Personalize newsletters with e-mail merge ω

More How to:

Accessibility

Activating Publisher

Borders

Collaboration

Creating a publication

Customizing

Designing and creating Web sites

File management

General graphics and objects

Getting help

Macros

Mail, e-mail, and catalog merge

Moving and grouping graphics and objects

Page layout

Pictures

Publisher Demos

Publisher Tasks

Publishing Web sites

Saving and printing

Security and privacy

Send e-mail

Tables

Text boxes

What's new

Working in a different language

Working with text
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Introduction

See Microsoft Office OneNote 2007 in action. Learn how OneNote 2007 helps you gather, organize, find, 
and share your notes and informationτincluding typed or handwritten text, pictures, graphics, photos, 
and audio/video recordingsτin one place, and how team members can work together more effectively 
by using shared notebooks.

Launch Demo
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Product Overview

Office OneNote 2007 is a digital notebook that provides people one place to gather their notes and information, 
powerful search to find what they are looking for quickly, and easy-to-use shared notebooks so that they can 
manage information overload and work together more effectively.

Unlike paper-based systems, word processing programs, e-mail systems, or other productivity programs, Office 
OneNote 2007 delivers the flexibility to gather and organize text, pictures, digital handwriting, audio and video 
recordings, and moreτall in one digital notebook on your computer. Office OneNote 2007 can help you become 
more productive by keeping the information you need at your fingertips and reducing time spent searching for 
information across e-mail messages, paper notebooks, file folders, and printouts.

Office OneNote 2007 is an integrated part of the 2007 Microsoft Office system that makes it easy to gather, 
organize, find, and share your notes and information more efficiently and effectively. Powerful search capabilities 
can help you locate information from text within pictures or from spoken words in audio and video recordings. And 
easy-to-use collaborative tools help teams work together with all of this information in shared notebooks, whether 
online or offline.

With all of your information at your fingertips, Office OneNote 2007 provides you a solution for information 
overload, enables you to work with others more effectively, and helps you stay on top of tasks, schedules, and 
team information. The familiar look and feel of the Microsoft Office system makes it easy to start using the 
program right away, minimizing wasted time and training costs.

Gather everything in one place

With so much information coming your wayτand in so many different formsτyou need one place to keep it all 
ŀƴŘ ŀ ǘƻƻƭ ǘƘŀǘΩǎ ŦƭŜȄƛōƭŜ ŜƴƻǳƎƘ ǘƻ ŎŀǇǘǳǊŜ ƛǘΦ hǘƘŜǊǿƛǎŜΣ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ŎƻǳƭŘ ƘŀǾŜ ōŜŜƴ ǳǎŜŘ ǘƻ ƘŜƭǇ ƳŀƪŜ 
better decisions or make you more efficient is lost or difficult to find.

Taking notes on paper and transcribing them later can be time-consuming and difficult. Paper notebooks get lost, 
ȅƻǳ ŎŀƴΩǘ Ŝŀǎƛƭȅ ǎƘŀǊŜ ǘƘŜƳ ǿƛǘƘ ƻǘƘŜǊǎΣ ŀƴŘ ǘƘŜȅ ŀǊŜ ǊŜŀƭƭȅ ƻƴƭȅ ƎƻƻŘ ŦƻǊ ŎŀǇǘǳǊƛƴƎ ƻƴŜ ǘȅǇŜ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΥ 
ƘŀƴŘǿǊƛǘǘŜƴ ƴƻǘŜǎΦ .ŜŎŀǳǎŜ Ƴƻǎǘ ŘƻƴΩǘ ƘŀǾŜ ŀ ǿŀȅ ƻŦ ŘƛƎƛǘŀƭƭȅ ŎŀǇǘǳǊƛƴƎ ǳƴǎǘǊǳŎǘǳǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ǇŜƻǇƭŜ ƻŦǘŜƴ 
print out Web research, and store information in file folders or on desks, which is difficult to find later and 
ƛƴŀŎŎŜǎǎƛōƭŜ ǿƘŜƴ ȅƻǳΩǊŜ ŀǿŀȅΦ !ƴŘ ǎƘŀǊƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ ƻǘƘŜǊǎ Ŏŀƴ ōŜ ŘƛŦŦƛŎǳƭǘτpeople default to e-mail for 
file sharing and information exchangeτand itΩs often hard to figure out what the plan is without reading through 
long e-mail threads.

Office OneNote 2007 gives you a solution with a flexible software program that enables you to gather virtually any 
type of information in one place. With your information readily available, you can be more prepared and make 
better decisions.

Keep all your information all in one placeτincluding freeform notes, images, documents, files from other 
Microsoft Office system programs, and rich mediaτand organize it in the way that works best for you. 

ω

IŜƭǇ ǇǊƻǘŜŎǘ ƛƴǘŜƭƭŜŎǘǳŀƭ ǇǊƻǇŜǊǘȅ ŀƴŘ ŘƻƴΩǘ ǿƻǊǊȅ ŀōƻǳǘ ŦǊŜǉǳŜƴǘƭȅ ǎŀǾƛƴƎ ƻǊ ŎǊŜŀǘƛƴƎ ōŀŎƪǳǇǎ ƻŦ ȅƻǳǊ 
informationτOffice OneNote 2007 does this for you. 

ω

Take meeting notes in Office OneNote 2007 to create a living repository of group decisions and brainstorming 
sessions that adds continuity and context to subsequent meetings. 

ω

Catch all the details of customer calls and meetings by synchronizing typed or handwritten notes with Office 
OneNote 2007 audio and video recordings. 

ω

Gather information on your Microsoft Windows Mobile powered devices (including notes, audio recordings, and 
pictures) and transfer it to Office OneNote 2007. 

ω

Take advantage of the Office OneNote 2007 export application programming interface to easily transfer 
ƛƴŦƻǊƳŀǘƛƻƴ ƎŀǘƘŜǊŜŘ ƛƴ hƴŜbƻǘŜ нллт ǘƻ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ōǳǎƛƴŜǎǎ ǎȅǎǘŜƳǎΣ ŀƴŘ ƛƴ ǎƻ ŘƻƛƴƎ ǊŜŘǳŎŜ ŜǊǊƻǊǎ ŀƴŘ 
wasted time spent rekeying the same information in different systems. 

ω

Copy, paste, or print information from and into other 2007 Microsoft Office system programs including Word, 
Excel, Outlook, and PowerPoint. 

ω

Use Office OneNote 2007 drawing tools and tables to annotate and easily organize and manage information. ω

Find what you're looking for quickly
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Finding information you need to do your job can take time. Searching for information in paper notes, file folders, 
computer files, or network shares takes valuable time away from your work and from your ability to positively 
affect your company. Time spent searching is not time spent working.

With Office OneNote 2007, finding information is easy and fast. Office OneNote 2007 eliminates the guesswork of 
figuring out where you stored critical information because everything is kept in the same program. No more 
clicking through file folders and sorting through pages of paper notebooks to find the information you're looking 
for. Powerful search features give you the ability to locate information quickly.

Office OneNote 2007 also allows you to search across new types of content, like text in scanned documents or 
images, and spoken words in audio and video recordings. With easier access to the facts, you and your teammates 
can make better decisions.

Search and find keywords quickly within text, in images, and in audio recordings made in Office OneNote 2007. ω
View hyperlinked search results in a summary task paneτa single click takes you to relevant results. ω
View all open notebooks at once, use drag-and-drop functionality to easily arrange and rearrange your notes, and 
add hyperlinks to other pages in your notebook to quickly find relevant content. 

ω

Manage tasks easily with two-way synchronization between Office OneNote 2007 and the 2003 and 2007 versions 
of Microsoft Office Outlook. 

ω

Link notes and other information to specific Office Outlook 2007 or Outlook 2003 contacts to help you better 
prepare for meetings and recall information easily. 

ω

Mark notes with note tags, visually rich icons that make it easier to return to reminders, to-dos, and other action 
items. 

ω

Work together more effectively

With team members working from different locations and on multiple projects, communication, coordination, and 
information sharing can challenge group effectiveness and productivity. Teams often rely on e-mail messages to 
share information, causing confusion and bloated e-mail inboxes. Tasks, action items, agendas, and issues stored 
within static documents or document management systems are difficult to update, track, and access, and they 
prevent multiple people from working with the same information at the same time. With each person storing and 
tracking information individually, it's difficult to get everyone working from the same page.

Office OneNote 2007 helps people work together better by eliminating roadblocks that arise when information is 
isolated in paper notes or file folders, or on one person's computer. Groups can share information easily, work 
more productively, and keep track of projects, issues, and goals more effectively.

Work together from the same notebookτwhether online or offlineτusing shared notebooks. Office OneNote 
2007 manages changes made to the same notebook, eliminating the need to track versions or upload changes. 

ω

Create a team knowledge base so that everyone has access to the same information, helping to get new team 
members up to speed quickly, and minimizing duplicate efforts. 

ω

Share notes even with non-Office OneNote 2007 usersτby sending your notes as HTML so that anyone with an e-
mail client or Web browser can view them, 

ω

Stay in control of your information by choosing which notebooks to share with your teammates and which to keep 
private, and help ensure privacy with password protection. 

ω

Use Office OneNote 2007 as a shared digital whiteboard, enabling virtual teams to work together in real time, 
viewing and editing the same set of notes.

ω
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More Demos

Demo: What is OneNote? 

Demo: Set up a OneNote notebook 

Demo: Keep it together with OneNote 2007 

Demo: Windows Vista and the 2007 Office system τbetter together 

Demo: Organize, search, and find information in a OneNote notebook 

Demo: Which way do you want to share a notebook? 

Demo: OneNote 2007 τAn ExecutiveΩs Best Practices

Demo: Find what you need faster with the redesigned Office Online 
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How to

Accessibility

Activating OneNote

Customizing

File management

Getting help

Introducing OneNote

OneNote Demos

Organizing and managing your notes

Saving and printing

Security and privacy

Sharing notes

Taking notes

What's new

Working in a different language

Working with other people

Working with other programs
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Course 4625: What's New in Microsoft® Office OneNote® 2007

Title: Course 4625: What's New in Microsoft® Office OneNote® 2007

Course Type: Self-paced Course

Available Offline: Yes

Estimated Time of Completion: 1 Hour

Language: English

Description: 
This online course introduces the new features and functionality in the latest version of Microsoft Office OneNote. 
All of your text-, voice-, and TabletPC-based notes can be saved in one easy to manage application and shared with 
others, creating a collaborative work environment. This course will also cover how you can expand your note-
taking capacity to mobile devices, such as your Smartphone, and integrate with Microsoft Office Outlook.

Objectives: 

Describe the notebook management features of Office OneNote 2007. ω
Collect and manage information in an Office OneNote notebook. ω
Share information in Office OneNote with others. ω
Explain the integration of Office OneNote with Office Outlook and mobile devices.ω

At the end of the course, students will be able to: 

Launch Course
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Introduction

See Microsoft Office Groove 2007 in action. This demo shows how Groove 2007 helps you and your team 
complete projects on time and within budget by making it easier to share information and work togetherτ
anywhere, anytime, with anyone.

Launch Demo
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Product Overview

Office Groove 2007 is a collaboration software program that helps teams work together dynamically and 
effectively, even if team members work for different organizations, work remotely, or work offline. Working 
in Groove workspaces saves time, increases productivity, and strengthens the quality of team deliverables. 
Office Groove 2007 is just one example of how the 2007 Microsoft Office system helps teams and 
organizations collaborate more effectively.

Work together dynamically

Keep your team, tools, files, and information in one place.

Create an Groove workspace right on your computer with two clicks. ω
Invite your colleagues, partners, and customers without worrying about networks or servers. ω
!ŘŘ ǘƻƻƭǎ ǘƻ ǎǳǇǇƻǊǘ ȅƻǳǊ ǘŜŀƳΩǎ ŜǾƻƭǾƛƴƎ ƴŜŜŘǎΥ ŦƛƭŜ-sharing, discussions, meetings, business forms, and 
more. 

ω

Stay productive anywhere, online or offline

Update team information in the office, at a customer site, on the road, and from home.

All Groove workspaces, tools, and information are stored right on your computer. ω
²ƻǊƪ ǇǊƻŘǳŎǘƛǾŜƭȅ ŀƴȅǿƘŜǊŜ ȅƻǳΩǾŜ Ǝƻǘ ȅƻǳǊ ƭŀǇǘƻǇΣ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŎƻƴƴŜŎǘŜŘ ǘƻ ŀ ƴŜǘǿƻǊƪ ƻǊ ƴƻǘΦ ω
Automatic synchronization keeps you and your team members up to date. ω

Streamline content creation

Share, revise, and publish files all from a single workspace.

Exchange document changes with your team members easily and efficiently. ω
Use integrated alerts and contextual communication tools to shorten review cycles. ω
Publish completed documents to SharePoint document libraries with one click for workflow, storage, and 
retrieval. 

ω

Out-of-the-box integration with other Microsoft Programs

Tap into Microsoft Windows SharePoint Services 3.0, Microsoft Office SharePoint Server 2007, Microsoft 
Office InfoPath 2007, and Microsoft Office Communicator to enhance team collaboration.

Synchronize an Office SharePoint Server 2007 or Windows SharePoint Services 3.0 document library with 
Office Groove 2007. Collaborate on files in Office Groove 2007 and publish to Office SharePoint Server 2007 
or Windows SharePoint Services 3.0 when you're done. 

ω

Import your InfoPath forms into Office Groove 2007. Collect and track structured data in your team 
workspace, and export or synchronize results with enterprise systems. 

ω

Make a phone call or start an instant messaging session from a Groove workspace using the 2005 or 2007 
versions of Office Communicator. 

ω
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How to

Communications

Contacts

Getting Started

Glossary

Messaging

Preferences

Tools

Workspaces
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Title: Course 4698: Getting Started with Microsoft® Office Groove® 2007

Course Type: Self-paced Course

Available Offline: Yes

Estimated Time of Completion: 2 Hours

Language: English

Description: 
In this online course, you will learn how to create and manage Workspaces with Office Groove 2007. You will also learn 
how to share files and project information using the Workspace, as well as enabling effective team communication and 
collecting information using forms. You will learn how to manage your team workspace using the Launch bar, Alerts, and 
managing member access to Workspace content. Finally, you will learn the tips and tricks to get up to speed quickly with 
this team collaboration environment from Microsoft.

Objectives: 

Describe the new features and functionality of Groove 2007 ω
Create a Groove Workspace ω
Share files with team members ω
Communicate with team members ω
Share project information ω
Manage Groove Workspaces ω
Monitor Workspace Activity with Alerts ω
Describe Best Practices for working with Groove Workspacesω

At the end of the course, students will be able to: 

Course 4698: Getting Started with Microsoft® Office Groove® 2007

Launch Course
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Introduction

Connect with others

Integration with existing address books and corporate directories means that it's not necessary to 
maintain separate and disconnected contact lists just for real-time communications. You can find 
anyone in your contact lists, see information about their availability, and communicate with them 
right away. 

ω

Rich presence capabilities enable you to share information about your availability with other 
contacts, and to view their availability. Office Communicator 2007 integrates presence 
information from multiple sources τincluding your calendar and out of office message τto 
provide better information so people know if you're available to communicate, and if so, which 
method would be best. 

ω

Office Communicator 2007 provides easy access to rich presence, IM, and other real-time 
communications capabilities to enable information workers to communicate with each other more 
easily and quickly.

Consistent experience

A communication might start with a simple IM. With Office Communicator 2007 you can add other 
modes of communication. If voice or video would be more effective, you can add those modes 
without opening new windows or starting another program. 

ω

Office Communicator 2007 focuses on the people in a conversation and provides a consistent 
experience regardless of whether the conversation is using IM, voice, video, or other modes. 

ω

Office Communicator 2007 helps to keep things simple by integrating varying modes of communication 
into a single user experience, centered on the person who the communication is being conducted with.

Communicate contextually

From an e-mail message received in Office Outlook 2007, users can view presence information 
about other users and initiate real-time communication from within the message, avoiding the 
need to switch applications and search for users. 

ω

When working on a document in Office Word 2007, users can see a list of the people associated 
with the document along with availability information for those users. From this contextual list 
and based on this availability information, users can initiate a conversation directly with the 
appropriate people. 

ω

Office Communicator 2007 is part of the Microsoft Office system and is closely integrated with other 
Microsoft Office programs. This integration helps ensure that communications can occur in the context 
of the program being used, without having to switch to a different program for a different form of 
communication.

Note   These integration scenarios are examples and not meant to represent the full  range of integration with 

Microsoft Office system programs.

Office Communicator 2007 is a unified communications client that helps people be more 
productive by enabling them to communicate easily with others in different locations or time zones 
using a range of different communication options, including instant messaging (IM), voice, and 
video. Integration with programs across the 2007 Microsoft Office system τincluding Word, Excel, 
PowerPoint, OneNote, Groove, and SharePoint Server τgives information workers many different 
ways to communicate with each other via a consistent and simple user experience. 
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Quick Reference Guides

Office Communicator 2007 Getting Started Guideω
Office Communicator 2007 Quick Reference Card for Contact Management, Presence, and Instant Messagingω
Office Communicator 2007 Quick Reference Card for Phone and Videoω
Office Communicator 2007 Quick Reference Card for Conferencingω
Office Communicator 2007 Quick Reference Card for Keyboard Shortcutsω
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More Training Options

Office Online
If you have not already, make sure you bookmark the link above! It includes everything you will need to know about the 2007 Microsoft 
Office System. It is important to have access to pertinent information quickly and easily, so if you are looking for trainingΣ C!vΩǎΣ ǘŜƳǇƭŀǘŜǎΣ 
webcasts, clipart, or other items, the Office Online site is the main page into a wealth of resources for you. Also, this site does not just 
contain information on the basic Office Suite, but information on each and every Microsoft Office product, including exciting, newer 
products like OneNote, InfoPath, and Groove!

The 2007 Microsoft Office System - Learning Portal
The Learning Portal is the main doorway into many E-Learning, E-Books, and classroom training resources, which will provide you help in 
learning about the new interface, functionality and features of the 2007 Office System. Take a little time and participate in these great clinics 
to help you ramp up your knowledge base and skills set. 

2007 Blogs
Sign up for a blog! Again, this main page will lead you to many great blogs about your favorite product, whether it is Word, Excel, 
PowerPoint, Outlook, OneNote, Groove or others. If you are using Outlook 2007 already, then you can even sign up for RSS feeds!

Office 2007 Help and How-to
Training, demonstrations, quizzes and more! This Help and How-To site provides a vast amount of knowledgeable Office related resources 
ǊƛƎƘǘ ŀǘ ȅƻǳǊ ŦƛƴƎŜǊǘƛǇǎΦ LŦ ȅƻǳ ƘŀǾŜƴΩǘ ȅŜǘΣ ȅƻǳ ǎƘƻǳƭŘ ŀƭǎƻ ƳŜŜǘ ǘƘŜ /Ǌŀōōȅ hŦŦƛŎŜ [ŀŘȅΦ {ƘŜΩǎ ŀ ǊƛƻǘΗ IŜǊ ǿƛǘǘȅ ŀƴŘ Ŧǳƴƴȅ column will give 
you the no-nonsense advice on how to get your work done more efficiently than ever before. 

Discussion Groups
Discussion Groups are a great way to engage with many different people about a wide range of topics. Two heads are better than one, so by 
ŎƻƳƛƴƎ ǘƻƎŜǘƘŜǊ ǇŜƻǇƭŜ Ŏŀƴ ŎƻƳōƛƴŜ ǘƘŜƛǊ ǎƪƛƭƭǎ ŀƴŘ ǊŜǎƻǳǊŎŜǎ ǘƻ ƘŜƭǇ ŀƴǎǿŜǊ ƻƴŜ ŀƴƻǘƘŜǊΩǎ ǉǳŜǎǘƛƻƴǎΦ 5ƛǎŎǳǎǎƛƻƴ DǊƻǳǇǎ ǿƛƭƭ help inspire 
you to brainstorm with other professionals about faster and better ways to work, providing solutions for your common, everyday tasks. Pick 
groups on your favorite Office Products and become part of a mutually pleasing experience where everyone helps everyone else!

Find a MVP
a±tΩǎ ŀǊŜ ǇŜƻǇƭŜ ǘƘŀǘ ǿŀƴǘ ǘƻ ǎƘŀǊŜ ǘƘŜƛǊ ƪƴƻǿƭŜŘƎŜ ǿƛǘƘ ȅƻǳΗ ¢ƘŜǎŜ ŀǊŜ ǇǊƻŦŜǎǎƛƻƴŀƭǎ ǿƘƻ ŎƻƴǘǊƛōǳǘŜΣ ƻƴƭƛƴŜ ŀƴŘ ƻŦŦƭƛƴŜΣ Ǿŀƭuable 
information about their specific expertise, whether it is Excel, OneNote, or any of the other Office Products! Locate and utiƭƛȊŜ a±tΩǎ ƛƴ ȅƻǳǊ 
area to assist in training or specific questions you may have. They go above and beyond with credible expert knowledge to help Microsoft 
Customers like you.

²ƘŀǘΩǎ bŜǿ [ƛƴƪǎ
If you simply want to know what is new in this great release of the 2007 Microsoft Office System, all you have to do is use the above 
website. This site offers valuable articles which highlight the new features in each of the Office Products. 

2003-2007 Command Reference Guides
Word, Excel, and PowerPoint
Can I still do Mail Merge? How is it done in the new 2007 Office System? If you have questions similar to those above, then consider using 
the 2003-2007 Command Reference Guides. You can simply perform the steps in a simulation of Office 2003, and this interactive guide wi ll 
show you, in Office 2007, where the commands are, along with the steps you need to perform! Find the commands that you are looking for 
fast, making your upgrade to this new, powerful system easier and more efficient. 

Tips and Tricks
Get the latest Tips and Tricks on this great website! The demos available here along with the knowledge platform are sure to help you speed 
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Get the latest Tips and Tricks on this great website! The demos available here along with the knowledge platform are sure to help you speed 
up your everyday mundane tasks and get you faster results! Little known tricks can help your efficiency and those great tips can speed up 
your productivity! 

Newsletters
Newsletters, along with their archives, are one of the quickest and easiest ways to find out any upcoming information on the 2007 Office 
System. These newsletters highlight new features, commands, and provide some individualized training, along with relevant information 
such as release dates, updates needing to be installed and more!

Webcasts on-demand
Get a great list of on-demand webcasts that you can watch from the comfort of your office or home. These are quick training seminars to 
show you the latest and greatest in the 2007 Microsoft Office System. 

Instructor-led Training
Hands-on training is sometimes the most beneficial way to learn. Get deeper into the programs with a knowledgeable professional who can 
walk you through steps and exercises to help you learn. This website will enable you to find someone close to your area that can help train 
ȅƻǳ ǿƛǘƘ ǘƘŜ ǎƪƛƭƭǎ ȅƻǳ ƴŜŜŘ ǘƻ ƪŜŜǇ ŀƘŜŀŘ ƻŦ ǘƘŜ ƳŀƛƴǎǘǊŜŀƳ ŀƴŘ ōŜ ŎƻƳǇŜǘƛǘƛǾŜ ƛƴ ǘƻŘŀȅΩǎ ǿƻǊƪ ŦƻǊŎŜΗ 
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General Office Skills

Many things in the 2007 Office system are the same in many programs. If you know how keyboard shortcuts work in Excel or 
PowerPoint, you'll be able to use them in Outlook, Word, and Access. You can find out all about the new 2007 keyboard 
shortcuts in "Keyboard shortcuts in the 2007 Office system." Or see in "Security I: How the 2007 Office system helps you to 
stay safer" how the new security model covers all those programs.

Course What you'll learn

Keyboard shortcuts in the 2007 Office system The brand-new look of the 2007 Microsoft Office system, with new and 
easier ways to use the keyboard

Security I: How the 2007 Office system helps 
you to stay safer

How to help protect your data, your computer, and yourself from risk
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