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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: 

 
 

This is the section with 
the tutorials for the 
various programs in 
Office 2007  
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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.) 
 

 
 
3.  Click on “Get familiar with Word” (or any other topic of interest) – the following 
screen will appear 

 

Click next to 
start the 
interactive 
tutorial 
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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  
 

 
 
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.  
 

 

Click on 
Quick 
Reference 
Card 


