
 

 

Office 2007 

Upgrade Course 

Microsoft Office 2007 has a new ‘look and feel’ to the previous versions and is packed with many 

new features.  This course is designed to help navigate around the new ‘user interface’ within 2007 
with recommendations on customising toolbars to enable users to find the commonly used 

commands easily.  In addition to this, learn about the new features within Word, Excel & PowerPoint 

Course Aims 

Course Outline 

Booking Line  :  01527 836840 

Delegates must have prior working knowledge of previous versions of Word, Excel & PowerPoint Delegate Pre-Requisites 

Office 2007 Workplace 

 Where is it in 2007? - Using the Interactive Guides 
 The Ribbon Options 

 The Quick Access Toolbar 
 The Office Button 

 The Mini Toolbar 
 Live Preview 

 Using SmartArt Graphics 
 Conversion Options 

 Recent Document List 
 File Formats & Extensions 

 Inbuilt PDF Formatting 

What’s New in Excel 2007 

 Using the Excel Interactive Guide 

 Customising the Quick Access Toolbar in Excel 
 Customising the New Status Bar 

 The New View Options 
 Office Themes and Excel Styles 

 Expanding the Formula Bar 
 New Formulae Functions 

 Function Autocomplete 
 Name Manager 

 New Look Pivot Tables and PivotTable Tools Ribbon 

 Tables 
 Sorting 

 New Charting Options & Chart Tools Ribbon 
 Conditional Formatting 

 Adding Macros to Quick Access Toolbar 
 Excel Options and Default Settings 

 

What’s New in Word 2007 

 Using the Word Interactive Guide 
 Customising the Quick Access Toolbar in Word 

 Customising the New Status Bar 
 The New View Options 

 Office Themes and Word Styles 
 Paragraph Spacing  

 New Table Features and the Table Tools Ribbon 
 Quick Tables 

 Contextual Spelling 
 Cover Pages 

 Quick Parts & Building Blocks 
 Where is Autotext and Autocorrect? 

 New Look to Headers and Footers 

 Page Background Options 
 Tables of Contents 

 Equation Builder 
 New Text Box Options 

 Mail Merge in 2007 
 Adding Macros to Quick Access Toolbar 

 Document Inspector 

 Word Options and Default Settings 

What’s New in PowerPoint 2007 

 Using the PowerPoint Interactive Guide 
 Customising the Quick Access Toolbar in PowerPoint 

 Customising the New Status Bar 
 Using the PowerPoint Themes  

 The New Slide Layouts 
 Picture Formatting Options and Picture Tools Ribbon 

 Photo Album 
 New Animation Formatting Options 

 New Look to Slide Masters 
 PowerPoint Options and Default Settings 
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