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Windows Vista

MICROSOFT
WORD 2007

- ALL NEW "Microsoft Office Fluent" INTERFACE

- Construct Documents from Predefined Parts and Styles
- Compose and Publish BLOGS directly from within Word
- New XML based FILE Formats

- New sharing and collaboration features

- Improved proofing tools

Microsoft Office Word 2007 helps you produce professional-
looking documents by providing a comprehensive set of tools for
creating and formatting your document in the new Microsof+
Office Fluent user interface.

Rich review, commenting, and comparison capabilities help you
quickly gather and manage feedback from colleagues. Advanced
data integration ensures that documents stay connected to
important sources of business information.

Much of the 2007 Office release has been built on an entirely
new structure, and you'll find that some of its features look
different from those of earlier versions and work quite a bit
differently too.
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Yes, Virginia, there is a learning curve

Well, here comes the straight talk. Sure, the whole Ribbon idea is
a really good one and after you get going, you will wonder how you
got along without it all these years.

But sometimes good ideas take a bit of time to catch on. If

you've been using Word since its inception, in 1983 (when it was

called Multi-Tool Word for Xenix systems), you may be feeling a
bit frustrated with how, well, new everything looks.

In fact, this new change in the UI is one of the biggest we've
ever made to the program.

Take some time, do a little reading, take a training course or two,

and watch a few demos. I think you'll find that you'll be all
ramped up in no time.

"T can't understand why people are frightened of new ideas.
I'm frightened of the old ones. " — John Cage
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The Ribbon

The first conspicuously new feature you'll encounter will
undoubtedly be the Ribbon.

And where are the menus and toolbars?
That's the beauty of the Ribbon.

No longer do you have to wander through the maze of menus,
submenus, and toolbars searching for what you want — they're all
right there, in plain sight, at a glance.

On the Ribbon are all the commands, styles, and resources you
need, arranged on task-oriented tabs — how simple, and how
sensiblel

The appearance of the 2007 Office release is extremely
dynamic, so be aware that the look of the Ribbon will change
depending on the screen resolution you're using.

That is, with a high resolution, you'll see many more individual
items on the Ribbon than you will if you're using a low resolution.

Tl - L ... om0 L Vo oo mm . L€ A o ..

Page 3 Computer Users Group of Greeley Colorado ... DonwW 6/12/200



MICROSOFT
REVIEW WORD 2007

Office uick Access _ . . .
Button  Toolbar The Ribbon - The new, results-oriented Office Fluent user interface
, presents tools to you, in a clear and organized fashion, when you
_!EEE_Q ] ' Tl [Windows Vista Tips and Tricks.docx - Microsoft Word heed -rhem:
—/J_' Home Insert F'?;_!f_a_y_'nut REeferences : Mailings_ Feview i
B 8 ||| Combriaeadings) - 26~ ) §= s i = | 2=ie s Ay - Save time and get more out of the powerful Word capabilities
L 5 ||B I Uk x x| B |SE=E = == . . .
Bt 7 | B A A |G ?||'ET];'|[*;}|— Quick Cha by selecting from galleries of predefined styles, table formats,
cipbosra 5| Font 5 rmgwn  a| sy | lisT formats, graphical effects, and more.
- The Fluent user interface eliminates the guesswork when you
apply formatting to your document.
i\NindDWS Vista Tips & Tricksq - The galleries of formatting choices give you a live visual preview
of the formatting in your document before you commit to making
Quick Reference Guide
a change.

MOTE: Thes Us-English version of Windows Wista Ulimats sdition wasussdto oreate this guids. Th
providsd for your convenisncs. 1 is not ansxhavstive fist of every cool featurs in Windows Vista. §
thzz= tips may havs besn in XP - but they ars at lzast all new to us. This guids iz not intsndzd for
aszumes that you ars pretty sharp with computsrs. K you find it confusing or misleading in any way
without rezenation

Alzo you can find mors tips and tricks at wosskewindowsvistant.com. ©

Page:1 of 6 | Words: 2111 | 45 |

Page 4 Computer Users Group of Greeley Colorado ... DonwW 6/12/200



REVIEW

"‘-f'-_. |_|a 1 @ -

Home Insert Fage Layout References

iy

0l cape “Body)
B~ E

==

i

Clipboard = Font Filf
I:

SERR SN E)

Paste ¥ B I U -~ ahe x, X° ﬁavllaﬁ?'&'lé

2

MICROSOFT
WORD 2007

- 1 - Tabs are designed to be task-oriented
- 2 - Groups within each tab break a task into subtasks

- 3 - Command buttons in each group carry out a command or
display a menu of commands.

The ribbon is divided into eight tabs by default, and each tab is
geared towards a certain activity area.

Within each tab is a selection of groups that show related items
together. Command buttons in each group carry out a command or
display a menu of commands.

Using this hierarchy, similar commands are grouped together
making the ribbon very task oriented.

Because the more popular commands are available directly on
each tab, you don't have to go hunting for them on submenus.
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Save time and get more out of the powerful Word capabilities by
selecting from galleries of predefined styles, table formats, list
formats, graphical effects, and more.

The Fluent user interface eliminates the guesswork when you
apply formatting to your document.

The galleries of formatting choices give you a live visual preview

of the formatting in your document before you commit to making
a change.
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Made easier by the "RIBBON" .. Very VISUAL
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Building Blocks are complete pieces of content (such as a cover
page, header, footer etc) that can be inserted into a page.

Entering the information once and having it updated everywhere
it appears reduces errors and speeds up the document creation
process.

To help you achieve a consistent look across different Building
Blocks, they have been coordinated with unique names.

This means that you can use the "Austere’ cover page with the
'Austere’ header and footer, and your document will look good.

Building Blocks are also tied closely with the document theme so
that when you change the theme, building blocks adopt the new
theme.

Building Blocks also adapt nicely to changes in page orientation,
margin size changes eftc.
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New charting and diagramming features include:
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- Three-Dimensional Shapes

1
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- Transparency

- Drop Shadows

- and other effects.
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Blog editors do not have the same document authoring features
that Word 2007 has, so one option open to you is writing your
blog post and publishing it all from Word.

To start blogging in Word 2007, you first have to create a blog
account with a service provider (popular examples are Wordpress
and Blogger).

Once that is done you need to configure Word to use your
account information when you open or publish blog posts.

You can register all the blog accounts you have, and then when
you blog, you can tell Word which account to use.

Click the Office button, then select New > Blog Post > Register
Now, and a series of dialog boxes allow you to enter information
about setting up your blog.

There is a list of blog service providers that Word already knows
about, but you can add new ones to that list. Start blogging!

When your blog post is complete click Publish and select Publish.
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Word 2007 Offers great tools for
Citing Sources .. Creating a
Bibliography .. Managing the

Sources.

The first step to creating a reference list and citations in a
document is to choose the appropriate style that you will be using
for formatting the citations and references.

Placeholders

Placeholders can be utilized when there is a reference to be
cited, but you do not have all of the information on the source.

Manage Sources

Once you have completed a document you may need to add or
delete sources, modify existing sources, or complete the
information for the placeholders.
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When you have a long Word document containing a lot of
different information pertaining to the same thing, it can be

difficult to create a summary of the document.

AutoSummarize is a feature in Word 2007 that scores the

document by giving points to sentences that contain frequently
used words.

You can then use the highest scoring sentences to create the
summary or use the Auto function.

The Highlight key points will allow you to go through the
document and find most commonly used words and phrases so you
can conclude your own summary.

Using the Executive Summary basically auto generates a

summary of the document and places it at the top of the
document.
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Find and remove hidden metadata
and personal information in documents

Before you share your document with other people, you can use
the Document Inspector to check the document for hidden
metadata, personal information, or content that may be stored in
the document.

The Document Inspector can find and remove information like
comments, versions, fracked changes, ink annotations, document
properties, document management server information, hidden
text, custom XML data, and information in headers and footers.

The Document Inspector can help you ensure that the documents
you share with other people do not contain any hidden personal
information or any hidden content that your organization might
not want distributed.

Additionally, your organization can customize the Document
Inspector to add checks for additional types of hidden content.
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Add a digital signature or

S e signature line to your documents
EW: E_}‘;J’r: You can help provide assurance as to the authenticity, integrity,
s = | and origin of your document by adding a digital signature to the
document.

In Office Word 2007, either you can add an invisible digital
signature to a document, or you can insert a Microsoft Office
Signature Line to capture a visible representation of a signature
along with a digital signature.

The ability to capture digital signatures by using signature lines
in Office documents makes it possible for organizations to use
paperless signing processes for documents like contracts or
other agreements.

Unlike signatures on paper, digital signatures provide a record of

exactly what was signed, and they allow the signature to be
verified in the future.
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Mark as Final

Before you share a final version of a document with other people,

you can use the Mark as Final command to make the document

read-only and communicate to other people that you are sharing a
final version of the document.

When a document is marked as final, its typing, editing
commands, and proofing marks are disabled, and people who view
the document cannot inadvertently change the document.

The Mark as Final command is not a security feature.

Anyone can edit a document that is marked as final by turning of f
Mark as Final.
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The new Tri-pane review panel of Office Word 2007 (Compare )

MICROSOFT
WORD 2007

Quickly compare two versions
of a document

Office Word 2007 makes it easy to find out
what changes were made to a document.

When you compare and combine documents, you can see both
versions of the document — with the deleted, inserted, and
moved text clearly marked in a third version of the document.

You scroll in the middle pane, and the other two panes scroll
accordingly.

You can then accept or reject changes in the resulting document
and get on with your day.

-1- My original document (Upper Right Side)

-2- The revised document (Lower Right Side)

-3- A compared version of the document: what the revised document would
have looked like if track changes were turned on
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To open a Word 2007 document without installing Office 2007,
you either had to download the Office 12 Compatibility Pack or
manually convert .docx to .doc format using any of the online
conversion services.

The limitation with Office Compatibility Pack is that it still requires a previous
version of Microsoft Office on your computer.

Microsoft recently introduced a free Word 2007 viewer that
lets you view docx Word documents, even if you don't have
any version of Word installed.

Other than Word 2007, Microsoft also provides a PowerPoint 2007
viewer for pptx presentations.

There's no Excel 2007 viewer yet but you can convert xIsx to xls using
Zamzar and then view the converted spreadsheet in Google Docs.

None of the Online Office suites (like Google Docs) currently support the
new Office Open XML format of Office 2007.

GOOGLE Search on the following: Free Word 2007 Viewer
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Bring back the Word 2003 menus and toolbars
to your copy of Microsoft Word 2007

41
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File~ Edit~ View~r Insert~ anrmat*| Tools.~ Tabler Window ~

DS HL S &S

4 MNormal = | Calibri (Eody)

Documentl - Microsoft Word

Menus

Frustrated by endless searches for features on the Ribbon? Download and install
this software and easily use the familiar main menu, the standard toolbar and
formatting toolbar in Word 2007, as you did in Word 2003.

Font.:. E
Paragraph... = =

Bullets and Mumbering... nolbars
Borders and 5hading...

Maore Columns...

All new features items of Microsoft Word 2007 have been added into the
classic menu and toolbars.

i T [

Tabs..

- Easy to enable/disable the menus and toolbars.

- The Menus tab could be showed on the left of Home tab, or the last tab.
- Enable/Disable the All item in the main menu.

- Fast start!

- The whole package just 1.8 MB.

- Easy to install and uninstall.

- Menu Manager Tool includes in the software.

- Very stable and strong!

& Il

Change Case...

Only $16.00 at:
http://www.addintools.com/english/menuword/default.htm
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T Office Word 2007 You can try it ONLINE without downloading ..

Create and share great-looking documents by combining
a comprehensive set of writing tools with an easy-to-use interface

Suggested retail priced Full Product $229

http://office.microsoft.com
Upgrade $109.95
[Available at select retailers)
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