Office 2007 Training Website

Learning Objective: This tutorial is meant to help you with navigating the
Office 2007 training website so that the transition to the upgrade is easier.

NYCC is rapidly migrating from Office XP (2002) to Office 2007. There are some major
changes which are significant with regards to as the menus and toolbars. At first glance,
the change is evident and may be somewhat concerning. For example, there is no longer
the word file in the upper right hand corner!

Interactive Tutorials
1. Using Internet Explorer go to :

http://office.microsoft.com/en-us/training/default.aspx
(you may want to set a favorite or bookmark for this site)
The following screen will appear:
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2. Click on Word 2007 and the following screen will appear

Note: from this point forward Word 2007 will be used as the example but you will see the
same type of navigation strategies to be used for other programs listed (ie. Excel 2007,
Outlook 2007, etc.)

Word 2007 training courses

Applies to: Microsoft Office Word 2007

A roadmap to Word 2007 training:

1. Get familiar with Word

Course What you'll learn

Get to know Word 2007 I How to do the basics: type where you want
Create your firstdocument  to on a page, fix spelling errors, change
spacing and page margins, and save your

work
Get to know Word 2007 Ii: How to get from one place to another in a
Edit text and revise your document so that you can make changes
documents anywhere on the page, how to add and

delete text, and move text around

Get to know Word 2007 1II: Emphasize text, make lists, and use style,
Make documents look great  a tool that helps you format a document

2. Get up to speed with the new version

Course What you'll learn

Up to speed with VWord 2007  The |ayout 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 How to work with the new look of familiar
Office system programs in the 2007 Microsoft Office
system

3. Let Word do the work with templates

3. Click on “Get familiar with Word” (or any other topic of interest) — the following
screen will appear
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Don't have the 2007 Office release? You can download a free
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= Length: 20-30 minutes
« Rating: 334345457 (18832 vates)
= Applies to: Microsoft Office Word 2007

L4
e @ orile | i S TR
L ]
GOALS ABOUT THIS COURSE
After completing this course you will be able to: This course includes:

Elizabeth D. Larzelere Page 2 of 3
Instructional Technologist — Center for Excellence in Learning and Teaching



5. Navigate through the tutorials to learn how to use the selected program features.
Towards the end of the lesson, there is a section where you can practice what you
learned about and be tested online to see if you grasped the concepts in the module.

Quick Reference Cards

If you would like to print a Quick Reference Card for a particular topic follow steps 1 and
2. Click on Quick Reference Card on the left hand frame of the screen
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A corresponding Quick Reference Card will display on the screen. Use the File — Print
command to print a paper copy of the reference card for the particular topic.
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document

= Change or set page margins
= Check spelling and grammar
07 I1: Edit text
rd 2007 ll: Make dos

 of the window. Then type your question in the Type

Show formatting marks to see if you have extra spacing in a document. To delete extra spaces, delete the extra formatting marks

Onthe Home tab, i the Paragraph group, cick ShowiHidel ¥ to see formatting marks. Ciick the button againto hids them

On the Ribbon at the top of the window, click the Page Layout tab. In the Page Setup group, click Margins. Select a margin setting
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