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Relevant new things in Office 2007-
programs: 1(2)

New user interface

— Ribbon instead of old structure of menus

New compressive fileformat (e.g. docx, xIsx)

— smaller filesize

Excel 2007 improvements: speed and wider tables
— small adjustments of functions in other programs
Checking of document before publishing:

— With the new function it is easy to check and delete e.g.
metadata, private information or comments of colleagues from
the ready document.
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Relevant new things in Office 2007-
programs : 2(2)

Realtime preview
— Benefits when choosing the design

More diverse graphics
— NEW: SmartArt —scheme layouts
— More diverse Schemes, because Excel opens when editing
schemes in Word or PP.
— Add ready drawing-objects or new features: 3-dimensional,
new effects etc.
* Some other small improvements e.g.
— Spelling preferences: corrections will move to all Office-programs
— More fluent formula-editor

More spesific information What’s New: Help -button
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Help and how-to

Questionmark-icon in the top right corner of the
window!

Listed: new features and central functions
— Table of contents for guides B
— Find-tool: write search word(s) [

:7P5ear<h- I
What's New
Interactive command

®

reference quide (!)

(you can find familiar 2003-commands)
THK’s FAQ-tips:

see www-pages: Quides:
Word and PP 2007 FAQ
OfficeOnline: Training courses

What's new

Getting help

Converting documents_

"
Margins and page set.

Activating Word
Creating specific documents

2nd navigating
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New user interface

m Ribbon instead of menus
— idea: easier to find commands and use them

m Commands (familiar buttons) have been divided
depending on the function in to groups in to the tab
— Basic tabs in groups (7), where command-buttons

Home Insert Page Layout Formulas Data Review View
3‘5 Calibri -lu -A 8= =] |53 In ribbon:
Paste ﬂ; B U~ A-E=SE|EE|D -8 -% 2% 1. Tab
Clipboard = Font = Alignment = Number 2. Group
Al - 5 3. Command-
:H buttons
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Function based Tabs
(e.g. Word)

m Home: e.g. formatting, paste, find-replace, change font
size

m Insert: e.g. table, picture, scheme, header, mark, plan,
new: quick parts

m Page Layout: e.g. margins, orientation, lots, page-
and part changes, line spacing

m References: e.g. table of contents, icon/table list,
references, directory

m Mailings: address stickers, circulars
m Review: e.g. wording, comments, compare
m View: e.g. different views, ruler, change window
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O\ |- 6+
i3
H Home Insert Page L
Office-button L ™
J gt Verdana
=4 Copy
Pavste - Format Painter (Rt
m In the upper left corner Ciphoard
®m Functions for handling files E_EV\' d9-0K)-
(former File-menu): —
- NeW j e 1 Hanneler
. = 2 thelastor
- SaVIng i i - L 3 Vaeitoes|
(different saving options!) ] = 4 testerioc
3 3 - 5 testivaikk
- Prlntlng H & vaikkis.d
Save As »
— Prepare (check for final version) S
8 testing_t
@ Bt 4 9 tesati.de
* Tfavain_t
u Recgnt docurr.lets. . ﬁ’ Prepare + | prooreet
— click "the pin” if you want that the file stays KUTSUKEE
there ﬁ send  » KUTSUIKTF
ri KUTSUKIF
Recent Documents a::. Fublish » KUTSUKEF
by 1
1 KUTSUKIRJE2009.docx I—“ c TOD[STU.
I ] cose TODISTU!
2 thelastone.doox =1 _h 7
3 Hannelen kirjoitelma.docx =1
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In addition to basic tabs...

Drawing Tools

Format

m There opens different kind of extra

options above the tab-line depending S~ Brrr b

on the situation S
— Appears only after the function is selected
e e.g. Table: Structure and Shape or
Header/Footer: Shape
m There can be a small :
"option-key” in the right side '® © % % < = &2 A7 AIF)

Verdana (Headings) = 11 ~ [ AR ||&1|f||hl_..'.' || Al

of the group name Fant
= functionscreen or option window opens
(option window familiar with 2003-version) NNOO
E.g. Word: Extra formatting or style palette A _LFL':> @ =
* If selection arrow in the command button SR IRTAN N I
=> More features to be chosen 8




UNIVERSITY OF JYVASKYLA

Extra options of certain function 1(2)

m E.g. Word: there appears two new tabs for editing the
table after inserting the table
m Table Tools: Design and layout
— Rows and columns
— Levelling the text in a cell
— Styles etc.

m Finally: click outside of the table

Documentt - Micrasoft Word Table Taals
Pagelayout  References Mailings Review  View Developer  Add-ns Aerobat] Design Layout
3  r=MEEE: i REES =3 || =] 1. . == = A=
b ll==== == o =a| | ¥]] Height: (0,53 2 || BE pistribute Row L= - =
B ERERW A= a-BE) —l== = U
+ | Above Below Let Right || Cells Cells Table o |t ez e | o Distribute Solumns || (1) (sl isenicin Margine
Rows & Columns [ Merge Cell Size ) Alignment
9
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Customize: Quick access toolbar 1(2)
m  Upper left side of the window

— ready: Save, Undo, Repeat
m  User can edit: add own tool buttons if needed:
1. click Customize Quick Access Toolbar —arrow

-button

2. choose a command from
the ||St == E:\;EQMCKACCGSSTDDIEM
(option mark)

Quick Frint

vV || Redo
Draw Table

More Commands..

Show Below the Ribh 1
Customize
Minimize the Ribban 11
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Customize: the Status Bar 2(2)
m Customize the Status Bar: Costomize Status
. . Eormatted Page Number 1
— Right-Click the status bar: v B X
choose what information is Ll Exae tumber e
Vertical Page Position 33m
shown Une Humper :
Column 11
v | word Count 174
V| Spelling and Grammar Check Errors
v | Language Finnish
V| Signatures Off
V|| Information Management Palicy off
V| Permissions off
Track Changes off
Caps Lock off
Overtype Insert
Selection Moge
V| Matro Recording Mat Recording |,
V| View Sharteuts
V| Zoom 140%
V| Zoom Slider
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Option windows and quick access

menus
m Former option windows are still there!

— Inthe right foot of the Group name: arrow-button
(key button)

=> option window opens 3= - 4=|- || 2= 22| 2] | T

Paragraph m
m As well: quick access menus open

with the right button of the mouse ¢
=2
(= often used tools) B paste
A Font.
=¥ Paragraph...
m Or: Familiar keyboard shortcut = '
functions 8 typerink.

— E.g. Ctrl + S, Ctrl + X, Ctrl +C, Ctrl +V etc.

14
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Zooming and quick-choice

m Stepless zooming
— See the right foot: slider!

® Mini Toolbar
— Transparent floating tool window appears near the cursor
If something is selected: basic functions of font formatting

Calibrifl = /11 =~ A‘ A' ;"}' E:IA f
B J.r aEf" - A - -E_E é

.
_— v U

tdssdon nytiekstia

pe

-

15
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Changing preferencies 1(2)
m Click the Office-button
m the foot of the window: Software Options -button
@ H9-06°
ae i :
B s o |2
;::J br 3 te
o 17
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Changing the preferencies 2(2)

m Proofing: click AutoCorrect Options -button...

— E.g. Capitalize first letter of the table cells, length of hyphen

Popular ABCl

F L};’ Change how Word corrects and formats your text,
Display
Proofing AutoCorrect options

Save Change how Word corrects and formats text as you type

fl utoCorrect =
AutoFormat

| AutsCorect ]| Math nutoCorrect

F Replace as you type

* ¥ "Straight quotes" with “smart quates” ¥ Grdinals { 1st] with superscript
q [V Fractions (1j2) with fraction character (14) Hyphens {--) with dash (—)

b [ *Bold* and _italic_with real formatting v Long vowel sounds with dash
-

™ Internet and network paths with hyperlinks

u ™ Spaces at beginning of paragraph with first-ing indent

Apply as you type

B v _Automatic bulleted lists I sutomatic numbered lists
it | Border lines ¥ Tables
Built-in Heading styles ™ Date styls 18

n [¥ closing style to letter closings

UNIVERSITY OF JYVASKYLA
oo ld9-u -
m default: new fileformat i i
Save a copy of the document i
— e.g. docx, xlsx, pptx j Bee S R - i
fiv 2 Weord Documen ]
— Model files: dOtX, potx = — = Save the file as a Waord Document, i
sy = i
— If fileformat with macros: 7] word Tempiate !
(esim. docm, xism) e | S e 1)
= B Word 97-2003 Document l
u YOU can save also for H Save As | B @H Save a copy of the document that is fully
2003 —fO I'mat' compatible with Word 97-2003.
) @ Print L :j Adobe PDF
— some new features transport -
in different ways 4 w 5y OpenDacument Text
y lﬁ) Prepare ¥ E Save the document in the Open Document
— e.g. SmartArt -scheme ; Format.
changes in to picture e B T
= New: you can save in to PDF-format 7 ouplish il
Other fOfmatS -Command (If extra = T~ %‘he::r?e";‘::: As dislog boxto select from
setup), but Print > PDF is still ok! o s il possible fle types.
|£| Word Options ||X Exit Word
19
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Word 2007

21
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NEW: Word 2007 1(2)

m Editing the layout of the document: quickstyles and
themes

Realtime preview helping
— More ready styles (264 styles)

new: possibility to save as quickstyle groups => can be
used in any other document

.... but: better functioning styles and document templates!
m Structureparts: ready parts of the document, which
include standard elements and formats.
— E.g. pagenumbers/headers, covers, textframes
* you can also save your own header

22
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NEW: Word 2007 2(2)

Plenty of different SmartArt —schemepictures

More various scheme options
— Excel opens next to the document, where data will be filled

Checking of the document before publishing(!):
— Checking marks or comments will no longer stays into the
document which will be published
— Finding and removing the hidden metadata and personal data
will be easier

* Saving the file in PDF-format

— From Office -button Print > PDF as a printer is still ok!
Other special functions:

— Content guiding objects instead of formfields

— Writing of the mathematical schemes is more diverse

23
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Function based tabs

Home: e.g. formatting, paste, find-replace, change font
size

Insert: e.g. table, picture, chart, header, mark,
schema, new: Quick Part

Page layout: e.g. margins, orientation, columns,
page’s- and part’s changes, line spacing

Referencies: e.g. table of contents, figure/table list,
citations, index

m Mailings: address stickers, group letters
m Review: e.g. language layout, comments, compare
m View: e.g. different views, ruler, Switch Windows

24

9.3.2010
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New: Quick styles and themes

m From the Home -tab: Styles

= ==/ (A

=22 9| aaBbee | AaBbca [AABB AaBBC AsBaC |
E%Il:évllg'_'l T Mormal T Mo Spaci.. JHeading1 Heading 2 Heading3 |
Paragraph F] Styles

m use Heaging -Styles
— Tip: first numbering: from Multilevel list -button

®  * From the Change Styles
—button: Stylegroup

m  Realtime preview!

m BUT: more usable: exploit JY’'s templates!

25
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Save your time - use JYU-Templates

m JY’'s Word-templates:
— letters e
— Doctoral thesis

= (e [
JYU Templates

1. Office-button: New -
command (!)

2. Adjusted: JYU
Templates

(- or if you have own: My
Templates...)

3. Choose template.
4. Click Download -button.

T Letter ITU Letter without logo 1L Létter [simplel

26
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New: Quick- and structure parts

m = ready part of the document, "invariable element”
— header
— Text framework

®m You can make your own structure part and save it to
the quick parts

— Save e.g. own header, where you have ready e.g. contact
information, logo, name of the document and pagenumber
— (or: asin 2003: document model)

tarjous

27
UNIVERSITY OF JYVASKYLA
New: Save identifier as a quick part
1. Choose the texts of the header
— E.g. Contact information, logo, type of the document,
pagenumber
2. Quick Parts of the headers Insert -tab
— from the button:
Save Selection to Quick Part Gallery
m  Afterwards: choose the identifier | 82 [ S sean | 1 ortven
Ad —tab’s AT % [ 28 = Wi ncies | W nense
(or if you have a header from the G e b
Header/Footer —extra tab) | i

from the Quick Parts —button
and choose proper option
from the option preview

9.3.2010
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New: Insert a cover

('E@ d9-
m In a Insert -tab Cover Page e Pl seRlns
= choose a new cover for the =y == ED
beginning of the document, where Page” fPage break || - At

you have room for text and picures |
= You can also make your own '
cover and save it to the cover

selection
= Do first ready the texts and other |||
elemets to the document, choose e

them and and then save

Canservative Cantrast

29

UNIVERSITY OF JYVASKYLA

New: SmartArt -schemes

m Ready scheme templates: ExmmmEmm:

list, process, cycle, o m— j
. . . §= st HE BE o
hierarchy, relationship, L T
matrix, pyramid o el | | s
in the Insert s, | =S 228 gga HEH
-tab SmartArt =7
- =8 ¥
=> Design- e == & ¥
- ]
and Format S BE=_
- extra tabs
Sv:r!artArtTuuls
It Review View Develaper Acrobat] Design Farmat
s o5 - ‘ ;- .
as | ae @mm o |EEER OO .-
Layouts SmartArt Styles 31

13
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New: Word —scheme with Excel

Insert -tab > Chart -button

Choose the scheme template (Column, Line, Pie,
Bar...)

3. Excel opens beside the Word: fill the data over the

default data of the Excell WORD:

.' i
—— | MEART ) i%@()I;
- LT T

2
24 4.4 2
38 1.8 3
44 28 5

. Series 1 Series 2 Series 3
EXCEL: ‘
32

B =

e =

e T =
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New: Inspecting the document 1(2)

m Finds and removes the metadata e.g. comments,
edit markings, versions, hidden text, personal

information CETTTE—

1. From the Office-button e
Prepare

2. Inspect Document
3. Choose contents
4. Click Inspect

9.3.2010
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Inspecting the document 2(2)

m  Summary of the 2l
Review the inspection results.
Ch an g es @ Comments, Revisions, Versions, and Annotations
Mo items were found,
7  Document Properties and Personal Information Remove Al
The fallowing d o was found:
m  Select the Doamenpapers
removable T CastomxiLDate —
. Custom XML data was found.
with the
1 Headers, Footers, and Watermarks Remove Al
Re m 0 V e A | | The following items were found:
*Head
He:dae:r;nd footers may include shapes such as watermarks.
-button
@ Hidden Text
Mo hidden text was found.

%, Note: Some changes cannot be undone.

Reinspect

UNIVERSITY OF JYVASKYLA

* Marking up the document as a final

) x
m From the Office-button Prepare: N et o .J
Mark as Final .

— Defines the document only for the read -state
and restrains making any changes

= Ks. From the status bar: Mark as final -icon B =

= all writing- and editing functions will be
removed from use

= NOTICE: Itis NOT the protection feature, because anyone
can remove the inhibition afterwards from the said Mark as
Final -spot!
m  Alternatives:

— From the Review -tab Protect Document > Restrict
Formatting and Editing

— From the Office-button: Prepare > Restrict Permission
. You have to remember the password

9.3.2010
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PowerPoint 2007

37
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PowerPoint 2007 1(2)

The most pertinent add is more impressive graphic!
In a PP making of tables connection to Excel-
spreadsheet

— Now more diverse table -options

SmartArt —graphic object includes plenty of ready
layouts for different kind of scheme pictures:

— Ease of use as a benefit and professionally formated layout
— List text can be easilly moved as SmartArt —scheme

New ready forms and effects for drawing

— E.g. quick styles , 3-dimesional, reflection, glow etc.

38
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PowerPoint 2007 2(2)

m Themes beside the model design (.potx)
— Whole design of the presentation is ready
m Adjusted arrangments of the slides

— You can make own structures of the slides (e.g. 3 pictures
beside)

m Small adjustments:
— Editing the size of the table works better
— More styling options for the pictures
m cf. 2003: e.g. drawing toolpack is departed:
— From the Home -tab Drawing (or from the Insert -tab Shapes)
— Remember also the extra-tabs, which will open

39
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Function based tabs

m Start: e.g. new slide, arrengment (structures of the slide!!),
drawing tools, organize

m Insert: e.g. photo-album, shapes (=drawing tools),

hyperlink, text box, header & footer, slide number
- also picture, table, chart, SmartArt, movie, sound (compare to slide
structure!)

m Design: e.g. page setup, slide orientation, themes

® Animations: e.g. transition of slide, list texts into parts,
custom animation

m Slide show: e.g. start slide show, custom slide show, set
up, rehearse timings, record narration

m Review: e.g. proofing, comments, protect

m View: e.g. presentation views, basic styles, color/grayscale,
switch windows

40

9.3.2010
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New readymade graphic

m Plenty of chart
-options

m Plenty of chart-
pictures

Insert Chart

2]

ﬁ@@@@@@}
e o] 98 ) L o8] 1)
) e ] 8]

EEEEEES

B o -
8= List L !
e s
P2 Prog - =)
25y = g,
= by B =-=
] Relationshin @ ? °
@

bl | l@vel ANl las |em! =l

aeDetst conce
7]
41
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More tools for making your own graphic

Recently Used Shapes
OEBE~NOO0OALL>
ACE IRTAR

Lines

NSNS LTLLE LGN G %
Rectangles

) e e L e e e f

Basic Shapes
EECAMNIAOCOO®
@eGoJdOr Lyonod
FO08~HOY & (<D
SO0 L3

Block Arrows
DTSRI D
€ dwnnD DM
G&a

Equation Shapes

F=R==A

Flowchart
Oo<0JO00SFecCay
ODONKXB X ¢ AVED
QAo

-

*| [h Shape Effects -‘

Cala YR el

WordArt Styles

z
E
§
g
g

3

9.3.2010
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structure

structure

= Essential: always choose the right

- If picture and text besides: "Two content”

- If e.g. table or chart: "Title and content” and click
the buttons from the floating tool box

- If drawing: choose "blank” or "title only” "

= Notice: you can also change the g
structure afterwards: click the _— ' oo
Layout-buttion and choose the new

Add a new slide:

new structures
1. Click from the Home —tab New

Slide —button

2. Choose same time the structure [
of the slide ,_ O | P
— default: "Title and Content”

43
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Table, chart ort SmartArt -graphic
m Click from the floating tool box Table / Chart /
SmartArt -buttom
m Or: the same commands from Insert -tab
Click to add title
* Click to add text

44

9.3.2010
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New: Themes

®m in the 2007 Design —tab’s Themes -selection
— replaces the slides planning box of the 2003

nsert Design Animations Slide Show Review View Developer Acrobat

m Tip: From the Design —tab you can change the fonts of the themes, but
for the whole show e.g. font size or bullets: change from the default style

— From the View -tab default style of the slide

Aa

Aa
e i B

Aa

Aa

Aa

L] Colars - L Click to edit Master title style

‘ = - ; '
..... =

* [O] Effects

Click to edit Master text style

45
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New: SmartArt graphics

m List: esim. picure, table

m Process: bending, stepped...  —

m Cycle: segment, multidirection.. an EEE (S| ii.
|

|

hy: b ble, | . =
Hierarchy: basic, table, list... o . (. :
Relationship: table hierarchy, °'°° &@ =~ ‘:3
grouped |IS'[-... | P Q;O g;‘o "
m Matrix: basic, named, grid ¢ o S

®m Pyramid: reverse, segmented...

46

9.3.2010
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Insert SmartArt -graphic

m = text in graphic object
m click Insert SmartArt-object-button in the slide

(or Insert -menu > SmartArt) Click to add title

and Choose a Chart « Chick to add text

Choose a SmartArt Graphic 2=l

List |
oAl :
8= Lt | == | Bl o
_
o cm . I i i
Tp Cyde
. i Q:I L
sk Hierarchy 5
o L e
] Relationship ﬁ i
B Matrix J - :
i “ﬁ = = E .'ﬁ Ega Basic Block List
A pyramd —
e = Use to show non-sequential or grouped
m | = Y] blocks of information. Maximizes both
harizontal and vertical display space for
i
— = B v Sapes.
> BBE m ==
| . J 47
e
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Insert SmartArt-object

m Write either into the text fields of the chart-picture or
into the text box which opens in the left

Type your text here x |

® Brainstorm

Brainstorm.
o,

® [Text]
® [Text]

® [Text]

® [Text]
® [Text]

* [Text]

® [Text]

Segmented Process... |

48
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Insert a chart

1. Click from the toolbar of the slide: Insert Chart
2. Choose template. OK.
=> New in 2007: Excel opens: fill the numerical data

a2
> w

[ R 4 b rmnsagp AN (B

Word s e | deas et = e o Rl 7 Excel

]

49
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Edit the chart
m Click the chart
=> Chart tools opens: Design-/ Layout- / Format —
extra tabs
m Design: change chart type, edit data, quick layout,
quick styles etc.
— Quick-menu opens also with the right button of the mouse!
m Layout: titles, analysis, Gridlines etc.
m Format: shape fill, outline etc.
Chart Toals
it Design Layaut Format
I Y
Chart Styles 50

9.3.2010
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Excel 2007

Most essential new functions

51

UNIVERSITY OF JYVASKYLA

Excel 2007 1(2)

m Wider table: max 1 048 576 rows and 16 384 columns
— Inthe 2003 65536 rows ja 256 columns

m Operations are faster because of the empovered
using of memory

m Conditional design: you can add visual effects to
the numerical information more versatile
— slidecolors, data beams, icon groups

m Colors in sorting and filtering out the information

— You can sort out the data depending on the color and using
more than three (max 64) layers

— You can filter out the information depending on color

52
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Excel 2007 2(2)

m Functions:
— Some new functions: e.g. Technical and Cube -classes

m Drawing a chart is easier:

— Choose the data first and the the chart type
(cf. 2003: 4-pronged process)

m  Other useful functions more easier, e.g.:

— Using Pivot-tables
¢ Choose the cells (2003: dragging)

— Removing the double piece

53
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Function based tabs

®m Home: e.g. formatting (conditional, tables, cells,
currencies, desimals), insert rows

m Insert: e.g. charts, heading, Pivot
m Page Layout: e.g. margins, print titles

m Formulas: AutoSum-button (also average, max, min),
funktion library, names, formula auditing

m Data: e.g. sort & filter, text to columns, remove
duplicates

m Review: e.g. comments, protecting, sharing the
workbook

m View: e.g. page break preview, freeze panes, switch
windows, macros

54
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10 function classes
m Financial Eye2-cor
Home Insert Page Layout Formulas Data Review View D
g A0 BBNE 0 B @
m Text e | T v g rocne
. Date &T|me Function Library
m Lookup & Reference
m Math ja Trig By -
] StatIStha| = ‘:ncmj Tnsert Page layout For
= Engineering o T e (BB
m New: Cube e
m New: Information LT e
55
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Creating a chart 1(2)

m Choose first the information from the table and then
some of the charts from the Insert —tab

a Pie o
m Bar |\ (=8 (AR ——
m Area S
m Scatter EWU'? Eﬂ Hﬁ W
m Other Charts =

— e.g. Stock, Surface, Doughnut, .J‘fﬂl-ﬂ |L@H ‘m .-‘ﬂﬂ

Bubble
56
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Editing the Chart

Chart Toals

| When the Chart |S aCtIVG, it Design Layout Format

new Chart Tools -tabs .
I Y

open
| DESig n Chart Styles

— Change chart type, switch
row/column, select data, chart layouts,

m Layout

— e.g. titles and axes editing
® Format

— e.g. outlines

57
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More visual conditional formatting 1(2)

® New: you can visually LT
emphasise table’s information Conditiona| Férmmat (G| e et Format
- ormatting ~/as Table = es ™ £ - -
m Home -tab > Conditional E=N el
. =S| Highlight Cells Rules ¥
Formatting . - -
'button '_'ﬁﬂ Top/Bottom Rules  »
m Data Bars, Color Scales, B} s 12 B E
Icon Sets: = = =
— E.g. high values as green, average Bl coorsaes e
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More visual conditional formatting 2(2)

1. Choose first the cell-area.

2. Click from the Home —tab
Conditional Formatting —button

3. Select e.g. Data Bars
— You can seperate high and low values
= Visible colorful bar into the cells backround
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— Length of the bar depends on the rate of :
the number in a cell
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New: Sorting and filtering the data
with the colors

m At first: form the cell
m the colour of the cell or the font
m .. or using conditional formatting

Developer

Filter -’j i

Sort & Filter
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