
Office 2007 Preview Video

2007Offic...

Welcome to the new 2007 Office system!

For a preview into the new 2007 Office system, click on the video link to the left.
Feel free to take notes anywhere on this page while you're watching the video.

How to Navigate this Course

Click the colored tabs on the top of the page to move to another section of the course. 

Click the tabs on the right side of the page to get to the details of each section.

Going to a Specific Topic

On page two of the Introduction tab is a Table of Contents. Click the topic link in the TOC to go to that specific page. 

Note: Like in Internet Explorer, use the Back button to return to the page you were on previously.

Searching this Notebook

As you spend more time within the new Office, you may find that you want to reference items in this notebook.  Using the search box in the upper right hand 
corner of your screen, you can easily search this notebook or your entire set of notebooks.

Flagging Action Items

As you go through this course, you may want to create action items to complete.  To help you follow up on these, you can create Outlook tasks that will link to 
your notes.  At any point in the notebook where you see an item that you want to flag, use the Task menu on the Standard toolbar to create an Outlook task.

More Information 

How Do I Use OneNote?
View the OneNote Basics
Check out the OneNotesection
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Table of Contents

I've watched the introductory video, now what?

The New User Interfaceƺ

Start off your training here, with the new Fluent User Interface:

Wordƺ

Excelƺ

PowerPointƺ

Outlookƺ

InfoPathƺ

Accessƺ

Publisherƺ

OneNoteƺ

Grooveƺ

Communicatorƺ

Then proceed to the other sections, focusing on the different programs within the 2007 Office system:

More Trainingƺ

There is also additional training information here:
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OneNote Basics

What are all the tabs?

OneNote is a place for gathering, organizing, searching, and sharing notes, clippings, thoughts, reference 
materials, and other information. All your notes will be visible here τorganized by notebooks, sections, and 
pages. You can create them by clicking File > New.

Notebooks:
Start with one or two.

Sections in the current notebook:
Sections let you organize notes by activities, topics, or 
people in your life. Start with a few in each notebook.

Pages in the current section:
Create as many note pages in 
each section as you want.

SpecialUnfiled Notes sectionτfor note pages you need to create in a hurry. You can drag them elsewhere later.

How are OneNote pages different?

This is an example of a normal page of notes. You can type anywhereτjust click and type. For example, type 
your name here. Then try moving it around.
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There is no Save button on the toolbar because OneNote saves all your notes automatically!

How can OneNote help me?

Take a few minutes to learn more about OneNote and its most important features.
Flip through the page tabs in this section (on the right-hand side):

Upgrading from OneNote 2003? Make sure to check out page 11 after you have looked through the other pages.
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The New User Interface

Microsoft Office Fluent user interface demo

Try out the Microsoft Office Fluent user interface with this interactive demo. In this demo you'll 
use the Ribbon, Contextual Tabs, Galleries, and Live Preview to quickly and easily get 
ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǳƭǘǎ ƛƴ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ ²ƻǊŘΣ 9ȄŎŜƭΣ tƻǿŜǊtƻƛƴǘΣ !ŎŎŜǎǎ ŀƴŘ hǳǘƭƻƻƪΦ ¸ƻǳΩƭƭ ŀƭǎƻ 
see side-by-side comparisons with previous versions of the applications that shows how much 
easier it is to get things done with the Office Fluent user interface.
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The redesigned interface for the 2007 release 
uses space more efficiently to present commands 
and options when you need them so you can get 
the results you need

In previous version of the Microsoft Office system, the interface was designed around menus, which often 
made new commands hard to find, and toolbars, which could result in a cluttered workspace.

Old UI vs. New UI
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The Ribbon

Instead of menus and toolbars, the new interface uses a "ribbon" to organize commands.  The 2007 Microsoft Office 
system makes the tools you need easier to find through a rich graphical display, which arranges commands according 
to how you work with each application, how often the commands are typically used, and the results you want to 
achieve.
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Contextual Tabs

To prevent clutter and make commands easier to find when you need them, certain commands remain 
hidden until they are activated by how you are working with your document.

For example, when you
insert or click inside
A table, the Table Tools tab 
appears, and the ribbon 
changes to display the 
commands you need to 
work with your table.
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The Office Button

The Office Button lets you access commands to work with your document at the file and system level, 
from simply opening a file to saving to as a PDF to starting a workflow or publishing a document on a 
server.
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