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Microsoft Office 2007 Programs

b~ Microsoft Office Access 2007
x: Microsoft Office Excel 2007
= Microsoft Office InfoPath 2007
Microsoft Office Outlook 2007
3 Microsoft Office PowerPoint 2007
= Microsoft Office Publisher 2007
yzz  Microsoft Office Word 2007



What's new in
Microsoft Office 2007?

The 2007 release presents a newly designed
user interface, menus and toolbars as well
as new features that users can use to
complete tasks more quickly and easily.



What is the new
Microsoft Office Ul (User Interface)?

The overall look and feel of the applications
has been streamlined and new technologies
Introduced that present users with selections
they can simply "browse, pick, and click"
rather than complicated dialog boxes.



Why were the Microsoft Office system
menus and toolbars redesigned?

As more and more features and functionality was added
to the applications, it has become more challenging for
people to find the software capabilities. For example,
Word 1.0 had about 100 commands, and by using the
menus you could see everything you could do. In
comparison, Word 2003 has more than 1,500
commands. One of the things the new menus and
toolbars do is help make those commands easier to find
using contextual browsing



Which Office 2007 applications
get the new menus and toolbars?

Access , Excel, PowerPoint , and Word will
have the new look. The new Interface will be
used in Outlook 2007 when composing e -mail

messages, creating tasks or contacts, and
setting up meetings.



NEW File Name Extensions and
Office XML Formats

Compact Files
Improved damaged -file recovery

Easier detection of documents that contain
macros

Better privacy and more control over
personal information

Better integration and interoperability of
business data
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What new features does Word have
for users in education?

Word will introduce valuable new capabilities for users in academic or
scientific environments. A new Equation Builder  in Word helps users to
create Word documents with live mathematical equations. Intelligent
formatting for these new equations will help users create fractions,

integrals, trigonometric functions, and other mathematical symbols with

ease.

Word users will also have a new Reference Builder to help them search
for and add references to documents. Instead of the painstaking effort

to edit and properly reformat references according to the guidelines of
common style manuals, Word users can search for references in a

reference database and easily add them to their documents. Common

style guides like the Chicago Manual of Style or the AP style guide can be
selected to automatically reformat the references and citations in the
document using the correct typography, text, and layout.



Microsoft Word

The Home tab presents the font, paragraph, and other
formatting features in a way that is easy to understand.
The user Interface gives you access to more Word 2007
features when you need them.

Pre-defined galleries of styles, table formats and other
content help you design better documents faster.

The new tri -pane review panel  helps you see both
versions of a document with deleted, inserted, and
moved text clearly marked making it easy to compare
and combine documents.

Detect and remove unwanted comments, hidden text,

or personally identifiable information from your
documents using the Document Inspector. This will
help to ensure that sensitive information doesn't

escape when your documents are published.
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Microsoft Excel

e Work with massive amounts of data In
Excel 2007, which now supports
spreadsheets thatcan be upto 1 million
rows by 16,000 columns.

e Excel 2007 supports multicore processor
platforms for faster calculation  of
formula -intense spreadsheets.

£ Build professional -looking charts faster
with fewer clicks using the  completely
redesigned charting engine.
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Microsoft Publisher

New Getting Started Interface provides dynamic
previews .

Use enhanced Mail Merge , Catalog Merge, and new
E-Mail Merge to create personalized publications
for print or e -mail distribution.

Fine-tune your publications with powerful, intuitive
design tools to refine your publication using the

rich collection of intuitive design, layout,

typography, and graphics tools then be sure to run
the improved Design Checker to quickly identify
and correct potential commercial printing, Web, or
e-mail problems.
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Microsoft PowerPoint

e Live Preview shows the results of an editing
or formatting change as the pointer moves
over options in a Gallery before applying it to
the selected object or text.

e Uniformly format your presentations with
Document Themes

£ Dramatically modify shapes, text, and
graphics with new SmartArt graphics tools
and effects. Easily create powerful and
dynamic workflow, relationship, or hierarchy
diagrams from within PowerPoint 2007 using
SmartArt diagrams .
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Microsoft Access

Improved interface and interactive design capabilities
do not require deep database knowledge.

Create tables quickly without worrying about database
complexity. With automatic data type detection, type
your information and Access will recognize whether it
IS a date, currency, or another common data type. You
can even paste an entire Excel table into Access

2007 to begin tracking information with the power of

a database.

Access 2007 offers a rich library of prebuilt solutions
to track your information immediately. Forms and
reports are already built for you, but you can easily
customize them to meet your needs. Contacts, project
tracking, and asset tracking are only few examples.
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