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Overview of 2007 Office Suite  
Aug. 2007 

Microsoft Office 2007 is out! The 2007 Office interfaces look very different than those of 2003.  

In this overview session, you'll watch and use the Ribbon, Contextual Tabs, Galleries, and Live 

Preview in Microsoft Office Word, Excel, PowerPoint, Access and Outlook.  

Office 2003 vs. 2007 
What does the new interface look like and how different it is from the 2003 version?  

[ŜǘΩǎ ƭƻƻƪ ŀǘ ²ord and PowerPoint to compare the interfaces. 

In Word 2003, you see: 

2003 Word  

 

 

In Word 2007, you see: 

2007 Word  
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In PowerPoint 2003, you see: 

2003 Powerpoint  

 

 

In PowerPoint 2007, you see: 

2007 PowerP oint  

 

 
 

In 2003, you were used to all your menus along the top row (File, Edit, View, etc.).  But suddenly in 2007, 

the items on that row are different!  In 2007, your common functions are now behind the MS icon ς that 

ōƛƎ ȅŜƭƭƻǿ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ŎƻǊƴŜǊΦ  {ƻ ƭŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ǘƘŜ a{ .ǳǘǘƻƴΦ 
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The Butt on in Disguise in 2007 version  

This is NOT a button for decoration purpose. Click on it and you will see most of the functions 

under File in 2003 have been organized here. 

 

Also, once you click on the Office Button, you will be able to access the general setting of the 
word document by clicking on Word Options. 
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After you click on Word Options, you should get a pop-up window displayed below where you 

can change some of the settings or preferences. 
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General Changes 

The ȰRibbonȱ 
 
¢ƘŜ ƴŜǿ ŎƻƴŎŜǇǘ ƛƴ aƛŎǊƻǎƻŦǘ нллт ƛǎ ǘƘŜ άwƛōōƻƴΦέ  [ŜǘΩǎ ƭƻƻƪ ŀǘ ǘƘŜ ŦŜŀǘǳǊŜǎ ƻƴ ǘƘŜ wƛōōƻƴ 
and how you can use them.  
 

 Tabs, Groups, and Commands (Tabs like Home, Insert, Page Layout can be hidden by 
one single click when you in that tab. If you want the tab to display, just single click on 
the tab.) 

 

 Keyboard: Old keyboard shortcuts such as CTRL+C for copy, CTRL + V for paste still work. 

There is one thing new here. If you press ALT and you will get shortcut badges on 

screen. 

 

 After you press Alt, press Ctrl+Shortcut Key on the screen, you will get more badges 

under specific tab. Take Page Layout as an example; press ALT, then press Ctrl+P for 

Page Layout, you will get this page with different shortcut badges marked on the 

screen. Instead of memorizing all these shortcuts, 2007 provides quick reminder on the 

screen. 
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The Contextual Tabs  
Under each Tab, buttons are organized in a task oriented pane. For example, under Home tab, you can 

see Clipboard, Font, Paragraph panes and more. Within each pane, there are more buttons and more 

options. Click on the Diagonal Arrow on Font and you will get more options for more tasks. 
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The Galleries  

Galleries provide some predefined styles or templates for easy and quick use. As displayed 

below, when you click on insert Header, you will get a pull down menu that gives you a gallery 

of the style of Headers.  

 

 

 

 

 



Center for the Enhancement of Teaching & Learning  

Michener Library L 21 Tel: (970)351-2885 http://www.unco.edu/cetl 

The Live Preview  

Live preview means you can select the body of the text and the scroll your mouse over the 

various styles or other formatting choices and view the change without applying the styles or 

choices. As displayed below, you can highlight the body text appearing gray below, and then 

scroll your mouse across different styles highlighted in red, you will observe the change in 

different styles. Once you decide the style, just one single click on that style will complete the 

task. 

 

Next we will examine how each individual application in Office suite has changed in the 

following order: (Click on each topic to retrieve handouts.) 

 Word 

 PowerPoint 

 Outlook 

 Excel 

 Access 
 
 
 

 

 

 

file:///C:\Documents%20and%20Settings\li.wang\My%20Documents\Work\Projects\Training\Office_2007\Overview_Workshop\Presentation\Final_Product\CD\Links\Overview_Word07.pdf
file:///C:\Documents%20and%20Settings\li.wang\My%20Documents\Work\Projects\Training\Office_2007\Overview_Workshop\Presentation\Final_Product\CD\Links\Overview_PowerPoint07.pdf
file:///C:\Documents%20and%20Settings\li.wang\My%20Documents\Work\Projects\Training\Office_2007\Overview_Workshop\Presentation\Final_Product\CD\Links\Overview_Outlook07.pdf
file:///C:\Documents%20and%20Settings\li.wang\My%20Documents\Work\Projects\Training\Office_2007\Overview_Workshop\Presentation\Final_Product\CD\Links\Overview_Excel07.pdf
file:///C:\Documents%20and%20Settings\li.wang\My%20Documents\Work\Projects\Training\Office_2007\Overview_Workshop\Presentation\Final_Product\CD\Links\Overview_Access07.pdf
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Summary   

UNC is offering Free upgrade on your machine for PC only at this time. Also you can get a copy for $10 

for your home computer from Bear Logic. If you decide to get an upgrade, please contact IT department 

for upgrade. For More Information about office 2007 products and training for PC, please follow the 

instructions below. 

1. Go to http://office.microsoft.com/en-us/default.aspx, you will get a page like this. 

2.  
3. Click on the Product tab after the page is loaded, and you should get a page that looks like 

below with the products listed on the left panel. 

4.  

http://office.microsoft.com/en-us/default.aspx

