Microsoft Office 2007

Links to helpful tools onMSPowerPointand Word 2007:
2003 verses 20Q'http://office.microsoft.com/en-s/powerpoint/HA101490761033.aspx?pid=CH100668131033

Install and runa PowerPointviewer: http://office.microsoft.com/en-us/powerpoint/FX100648951033.aspx

New MSOffice templates to choosdrom: http://office.microsoft.com/en-us/templates/CT101527321033.aspx
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File Menu tab in 2003 now looks like this

Where the old File button was in 2003 is now an icon for Microsoft. It still contains the New, Save Open, Print options
along with some new things. Click on the icon to see all the details. At the very bottom of the window box, there are
two options: Word Optionsand Exit Woid. Select the Word Options button to see all kinds of features you can turn
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Customize the Quick Access Toolbar:
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The Access Toolbar allows you to add favorites so you do not have
to switch back and forth on the menu tabs. Right click on your
favorite option like the B (bold) on the Font sub group and select
Add to Quick Access Toolbar, you will then see it on the bar.

To format a pictue in 2007 :

(You must first select the picture to see these options) Click on the picture. Note on the menu tabs, there is now a Picture Tool
over the format button. Click on the & C 2 NJvuktah o see all you options. You can now pick what format you want.
S "'a’li : ﬁ' In 2007 you have several new options to make your picture look awesome. To

' ¥ see how something might look, just mouse over them. For instance, mouse over
the frames and colors areas so you can preview the option without clicking on it.

You can now adjust the picture by clicking on the one you do like.

Picture Tools - 7 X

‘. special how to find.docX™= I O ORI
- e I Pagelﬁyout Refces Mgs Rﬁw \} De‘uper Ans En(e ‘ Fat

% Brightness - 13 Compress Pictures

— = — [y Picture Shape ~ E 04, Bring to Front = |2~ B il [ier
(b Contrast = Fg Change Picture e | ; ‘ - I Picture Border ~ By sendto Back - [g] i

g Recolar = ‘EResat Picture = D Picture Effects ~ Pmi.ﬁm [ Text Wrapping * Sk~ croe 522z
Adjust Picture Styles £} Arrange Size ]
[EREA
@ Security arning  Macros have been disabled. |  Options... *
Note: To re-size a picture without e ‘ - . i
losing ratios, click and hold down - To format a picture in 2007:
. - Click on the pictupz. Note on the menutabs, there is now a Picture Tool overthe formatbutton. Click on the “Format”
the Ctrl key and Ieft C“Ck your - button to see all you options. You gan now pick what formatyou want. In 2007 you have several new options to make
. - 3 o your picture Look awesome. To see how something might look, just mouse over
mouse and pu” On the Corners Or‘ 4 thekare:ye‘lnd it will p;ew‘ew wfthc?:t:\i:king on it. You can now adjust the picture,
pick a style, arrange it, or re-size it.
Sldes LOOk at the AdJ USt group to Note:Tore-size without losing ratios, click and hold down the Ctrl key and left
make changes to the brightness, rowespommn orcmere sy
contrast, color etcX of any picture
(These same options work in PowerPoint 2007)
Inserting Hyperlinks:
You will need text or an object such as a picture selected to insert the hyperlink. Click on or highlight the item you wish
to make a hyperlink. Then select the Inserttab, under the links submenu click on Hyperlink.
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Word print screen of ribbon.docx - Microsoft Word - X
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Insert Hyperlink

Link to: Text to display: |Text | ScreenTip. ..
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Document Files E‘ My Pictures
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@ Address: || |» |
E-mail Address

In the Address box type or paste in the location of where you want the link to go. Such as:
http://office .microsoft.com/. Click OK. Your selected text will now have an underline to show the link is there. Both
text and picture/object will show the link as you mouse over the item. Click on it to see if the link works.

If the link changes over time simply highlight the hyperlink word or item, right click with your mouse, and select edit the
hyperlink and following this same procedure. (These same options work in PowerPoint 2007)

Inserting Text boxes

Select the insert tab, under the submenu TEXT select Text kox. Select
the style of the text box then just start typing. You can use the
adjustment tools on the box to resize, change data or rotate the box.
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How to save a Theme Design for future presentations.

e Under the Design tab select the themetype@ 2 dz ¢ yi > &St S
Themes group and click the more button,6 5 N2 LJ R2 6y | NNE
presentation so you can recall it next time.

e Select the Page Layout tab and select the Themes down arrow. You should now see your saved template.
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Inserting master design template to new slides
e Insert a new slide from the HOMEtab
e On the HOMEtab find the SLIDESection select W[ | & 2 dhica®e thié IKySuy'that works best for your needs.
¢ Inserting slides from another presentation
0 On the HOME tab find the SLIDESection and click on the down arrow for NEW SLIDEt the bottom you
willsee Ww S dza S, cli¢k brAt BnSed Yau should see a new task pane pop up on the right side of your
PowerPoint window. Click on the Browsebutton and select Browse from file locate the presentation
with the slides you want to use. Click once on the presentation to select it and then click Open. All the
slides from that presentation will show up in the task pane. You can select one or more slide to insert.
A You can now decide if you want to keep the old theme presentation or use the current theme.
Right click on the slide you wish to add. You will get 4 options:
1. Insert slide
2. Insert all slides
3. Apply Theme to all slides
4. ApplyThemes to selected slides

Select or de-select o I In order to get back to
what choices you Change colors, the main tab view, you
want. fonts and effects. must close the master
view.
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