


Tour of the “Office Fluent” Interface
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)
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Switch to XML format (.docx)
The new Word XML format is a compressed, segmented file format that offers a dramatic reduction in file size and helps ensure that damaged or corrupted files can be easily recovered.
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)Navigating the Ribbon
 (
Dialog
Box
Launcher
) (
Group
) (
Tab
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Each tab along the Ribbon is organized to make it easy to get your work done. As you can see below, each tab is organized into a series of groups that contain related commands for getting something done -- in our example, handling fonts. Inside each group is a set of what Microsoft calls command buttons, which carry out commands, display menus and so on -- in the example, the featured command button changes the font size. There's also a small diagonal arrow in the bottom right corner of some groups that Microsoft calls a dialog box launcher. Click it to display more options related to the group.
Rolling over a button will give you a nice detailed description of its function

Sub-Tabs
Some elements, such as pictures, clip art and tables have their own sub-tab(s) that appear when the item is selected.
Picture Tools – Adjust, Style, Arrange, Crop
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Drawing Tools – Style, Effects, Arrange, Size
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Table Tools – Design and Layout Tabs
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Home Ribbon – All Text, All the Time
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· Line height is set at 1.15 by default.  Click this button to change.
· Subscript, superscript, change case added to toolbar
· New Styles group allows for quick title formatting and color themes. Rollover to see changes.

Insert Ribbon – Pages, Pictures, Clip Art, Shapes, Tables and Links
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· New SmartArt
· Quickly add a Chart with Excel-like spreadsheet
· Add a Bookmark, which is a tag in the document you can link to from another page
· New Header and Footer Styles
· Equation Tools


Page Layout – Margins, Position, Align and Style
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· Page Themes for colors and fonts
· Quick Page Setup (finally!)
· Hyphenation options
· Watermarks for “Confidential”

References – Table of Contents, Footnotes, Citations, Index
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· Improved Footnote and Citation buttons
· Caption options for photos/art
· Index entry marks
· New Table of Authorities (legal citations)

Mailings – Envelopes, Labels and Mail Merge
[image: ]
· Quick buttons for Envelopes and Labels
· Nice Mail Merge interface



Review – Proofing, Track Changes, and Password Protection
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· New Translation Tools
· Document Protection Button (Forms and other protection)

View – Layout Views, Ruler, Zoom, Windows, Macros
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· Easy View Controls

Acrobat – Quick PDF Creator, Email
[image: ]

Optional Toolbars
· Add-ins  - If 3rd party programs are installed that interact with Word
· Developer – for making forms or adding other controls. Add by clicking the Customize Quick Access Toolbar > More Commands > Popular > Show Developer tab in ribbon.



 (
Recent Documents
Use the push pins to keep your favorite documents in your list!
)Office Button
 (
Quick Access Toolbar 
)[image: ][image: ] (
New Button has all new templates! 
) (
Quickly save as PDF or click button to save in previous Word format or other format
) (
You will see the Convert button if you are opening a document created in a previous version of Word. Click this to convert to 2007.
)[image: ]
Replaces File Menu 
 (
Click the arrow to see common shortcuts you can add to your toolbar. 
) (
Click More Commands to add ANY shortcut to your Quick Access Toolbar!
) 


Microsoft Samples 
Must use Internet Explorer to view
Overview Movie: http://office.microsoft.com/en-us/word/HA101672751033.aspx 
Word 2007 Courses: http://office.microsoft.com/en-us/training/CR100654561033.aspx 

Exercises



DOCUMENTS LOCATED HERE: HTTP://POLICY.RUTGERS.EDU/ITS/DOCUMENTS/WORD/ 
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1. Templates – Try one or more of these
a. Award Certificate
b. Brochure
c. Calendar
d. Invoice
e. Report

2. Style Changes
a. Open Sample Document with Headings
b. Use the Change Styles button on the Home Ribbon to change different elements
c. Insert a cover page (Insert Ribbon)
3. Headers and Footers
a. Open Sample Document with Headings or Sample Report
b. Add Header and/or Footer
c. Add Page Numbers

4. Table Tools
a. Open Sample Report
b. Scroll down and format the various tables using the Table Sub-Menu

5. Picture or Clip Art Tools
a. Open the Sample Report
b. Insert a picture or clip art 
c. Use the wrapping tools to wrap text around picture
d. Add a shadow or other effect
e. Add a caption [References ribbon]
6. SMART ART
a. Open the Sample Report
b. Scroll down to the “Variables” section
c. Create a SmartArt object for the three variables listed
d. Bonus – if you use SmartArt with photo holders, find photos online you can place there
7. CHART
a. Open the Sample Report
b. Insert a chart for Table 2 ( you can copy paste the data to the spreadsheet
c. Format the table with the Sub-menu

8. COMPARE TWO DOCUMENTS
a. Click the Review ribbon.
b. Click Compare
c. Open the Sample Report and Sample Report Changes documents
d. Play with the different views
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