N — o
e -
-~

Get up to speed




Course contents

_— A A ———————

Overview: Have you heard the word?
Lesson 1: Get to know the Ribbon
Lesson 2: Find everyday commands

Lesson 3: A new file format

The first two lessons include a list of suggested tasks, and
all include a set of test questions.
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Overview: Have you heard the word?

A Word 2007 is out. It's exciting, and it’s
ﬁ designed to be better and more
‘é productive than the version you're
used to.

But it may look a little unfamiliar. So
this course will help get you up to
speed.

Find out how to get the best out of the
new and easier version of Word, and
see how to do the everyday things
you've always done.

Get up to speed



Course goals

e —

Work with the Ribbon — the new feature that makes Word
easier to use than ever before.

Find the everyday, common commands you need to do
your job.

Use the new Word file format in the way that’s best for you.

Get up to speed
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Get to know the Ribbon

1 When you first open
Page Layout  References Mailings ~ Review  View Word 2007’ yOU may

‘B ¢ comareasna o - (& &[] = - Y be surprised by its

Paste » |B L U - x. x MRac ||V - A IeNERIE new look.

Npboard ™= Font ] Paragraph Al

Most of the changes

are in the Ribbon, the

area that spans the

top of Word.

The Ribbon brings the most popular commands to the
forefront, so you don’t have to hunt in various parts of
the program for things you do all the time.

Why the change? To make your work easier and
faster.

Get up to speed



The Ribbon in action
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The Ribbon’s ease of
use and convenience
are best understood
when seen in action.

Animation: Right-click, and click Play.

Play the animation to see how to cut and paste text,
change text formatting, and alter the page background

color, all using the Ribbon.

Get up to speed




Use the Ribbon for common actions

Press Release.docx - Microsoft V
Home Insert Page Layout References Mailings Review View
. '*'[L Cambria (Heading) w116 - || (||| [E=m e || EE 2 || |

]
|B | I U - abe x, x* fpa~||%” - A -| |

Clipboard ™ Font ] Faragraph ]

Press Release
Contoso Announces Quarterly Earnings Results

Earnings stronger than last year
Contoso Pharmaceuticals today announced net income of 51.2 million, or 5.06 pe
sixteen-week fourth guarter of FY 2004 ended June 30, compared toa loss of 52.

The Ribbon offers
ease of use and
convenience, with all
common actions
shown in one place.

For example, you can cut and paste text by using
commands on the Home tab; change text formatting by
using a Style; and alter the page background color on
the Page Layout tab.

Get up to speed




What’s on the Ribbon?

—

] Getting familiar with
Home Insert Page Layout - References Mailings Review WView the three parts Of the
r.Jo :

Calibri (Body) e G ER SR e Ed]  Ribbon will help you
ste 4 (B 2 U - e x, x' M- |[@ - A | [E ] understand how to

Clipboard ™ Font F Faragraph r. USG It

They are tabs, groups,
and commands.

@ Tabs: The Ribbon has seven basic ones across the top.
Each represents an activity area.

® Groups: Each tab has several groups that show related
items together.

® Commands: Acommand is a button, a menu, or a box
where you can enter information.

Get up to speed



Dialog Box Launchers in groups

—

e ] Atfirst glance, you
Home | Insert  Pagelayout  References  Mailings  Review  View may not see a certain
4 | calibri (Body) - -[a KB E-E = g;z||g1;||q|§ command from a

st 5 [B L B - e x X Men|[W - A | | ERERERN previous version.

Clipboard ™ Font I

Fret not.

Character Spacing

Some groups have a small diagonal arrow in the lower-
right corner called the Dialog Box Launcher H..

Click it to see more options related to that group. They'll
appear in a familiar-looking dialog box or task pane that
you recognize from a previous version of Word.

Get up to speed



Additional tabs appear

=0 '-=—' - Contoso.docx - Microsoft Word :_‘ — Picture Tools In the neW VeI'SIOﬂ Of
;Home Insert Page Layout References Mailings Review View Format Word Certaln tabs
z z J

(¥ Picture Shape

— Q g g i;‘-l = | _&" Picture Border * appear Only When you
= = | A picture Effects ~ need them.

Picture Styles

Say you insert a picture and want to do more with it, like
crop it or change how text wraps around it.

Where are those commands found?

Get up to speed



Additional tabs appear

i i Contoso.docx - Microsoft Word 2 — Picture Tools In the new VerS|On Of
éHome Insert Page Layout References Mailings Review View Format Word’ Certaln tabs
= I (¥ Picture Shape

Q Q g H g & g Picture Border = appear Only When yOU

= A Picture Effects ~ need them.

Picture Styles

You don’t need to hunt for them. Instead:
@ Sclect the picture.
® The Picture Tools appear. Click the Format tab.

® Additional groups and commands appear for working
with pictures, like the Picture Styles group.

Get up to speed



The Mini toolbar

:‘) d9-0)- Some formatting
—L:' Home Insert Page Layout References Mailings Review View Commands are SO
N - |:| |y Orientation = ¥= Breaks = A] watermark ~  Indent useful that you want
= (4]~ : 3 Size = :l_] Line Mumbers = u_ﬂ Page Color~ EE Left: O .
ThETmEh " I".-1arvt_:||r'|: EE Columns~ b Hyphenation - J Page Borders EE Right: |0’ them avallable no
Themes Page Setup T || Page Background F'aragraphé matter What you’re
: ' § doing.

B 7

Get up to speed.

o

Let’s say you want to quickly format some text, but
you're working on the Page Layout tab.

You could click the Home tab to see the formatting
options, but there’s a faster way.

Get up to speed



The Mini toolbar

,:—) d9-u)- Some formatting
—L:' Home Insert Page Layout References Mailings Review View Commands are SO
AL B~ |:| | Orientation = ¥=, Breaks ~ A] watermark ~  Indent useful that you want
== (4]~ 13 Size ~ ¥ Line Numbers~ || <4 Page Color= | £ Left: O .
Thevmes " I".-1arvgir'|s EE Columns~ b Hyphenation - J Page Borders EE Right: |0’ them avallable no
Themes Page Setup T || Page Background F'aragraphé matter What you’re

doing.

B 7

Get up to speed.

o

@ Select your text by dragging with your mouse, and then
point at the selection.

@® The Mini toolbar will appear in a faded fashion. If you
point to the Mini toolbar, it will become solid, and you
can click a formatting option on it.

Get up to speed



The Quick Access Toolbar

e ...

The Quick Access
Toolbar is the small

area to the upper left

of the Ribbon.
Add a button to the

Quick Access Toolbar It contains the things
that you use over and
over every day: Save,
Undo, and Repeat.

Animation: Right-click, and click Play.

You can also add your favorite commands to the Quick
Access Toolbar so that they’re available no matter
which tab you're on.

Get up to speed



The Quick Access Toolbar

S ——  —

The Quick Access
Home Insert Page Layout References Mailings : Review View Toolbar |S the Sma”
ﬂﬂesearch g‘j* lj n Delete « 1z Final Showing Markup area tO the upper Ieft

: 55 Thesaurus % ] Previous | i . | =] Show Markup ~
Spelling & i Mew Track Balloons =
I H — ~ i ext
Grammar g Translate a5 Comment —d MNext Add to Quick Access Toolbar . Of the Rlben .
Proofing Comments Al

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon It CO ntal nS th e th I ngs

Minimize the Ribbon

that you use over and
over every day. Save,
Undo, and Repeat.

The picture show how you can add your favorite other
commands to the Quick Access Toolbar so that they're
available no matter which tab you're on.

You can also remove buttons from the Quick Access
Toolbar.
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Temporarily hide the Ribbon
] The Ribbon makes
Page layout  References  Mailings  Review  View everything nicely

= =4 centralized and easy
to find.

Clipboard 0 s Home Insert Page Layout References kailings Review WView

Getup to Epeed.l

But sometimes you don’t need to find things. You just
want to work on your document, and you'd like more
room to do that.

In that case, it’s just as easy to hide the Ribbon
temporarily as it is to use it.

Get up to speed



Temporarily hide the Ribbon

] The Ribbon makes
Page layout  References  Mailings  Review  View everything nicely

= centralized and easy
o to find.

Clipboard 0 s Home Insert Page Layout References kailings Review WView

Getup to Epeed.l

Here’s how:;

1. Double-click the active tab. The groups disappear so
that you have more room.

2. To see all the commands again, double-click the
active tab again to bring back the groups.

Get up to speed



Use the keyboard

(!“5 s Okay, keyboard

e | it Pagelgout et Mgling:  Rewsw Ve people, these slides
Calibri (Body] e e A ERE =R E 2 P E | are for you.
Paste 5 [B 1 U -abe x, X' M- |- A - [E oS
Clipboard Font E Paragraph ‘ The Ribbon deSign
1 comes with new
shortcuts.

Get up to speed.

This change brings two big advantages over previous
versions of Office programs:

» There are shortcuts for every single button on the
Ribbon.

« Shortcuts often require fewer keys.

Get up to speed



Use the keyboard

—
—

- 1 The new shortcuts
(!“5 RinMEI0 T

ln.r.'|1& Ins ”| F'agTLavc'ut RefT_u:nce~' / gs | .. 3 aISO have a neW

[ Calibr (80 name: Key Tips.

Calibri (Body) -1 - AN A%

Faste 7 B 7 U -abe x, x* BRa-||E* - A -

|::Ii|;:|;|r:|ard.. P Font ‘ ‘aragrap : ' TO use Key TlpS, Start
by pressing ALT.

Get up to speed.

Next:

1. Press the Key Tip for the tab you want to display. For
example, press H for the Home tab. This makes all
the Key Tips for that tab’s commands appear.

2. Press the Key Tip for the command you want.

Get up to speed



Use the keyboard

e o A—

What about the old keyboard shortcuts?

« Shortcuts that start with the CTRL key remain the same as in
previous versions of Word.

— Examples include CTRL+C for copy and CTRL+ALT+1 for
Heading 1.

« You can still use the old ALT+ shortcuts that accessed menus and
commands in previous versions of Word.

— However, because the old menus are not available, you'll have
no screen reminders of what letters to press. So you'll need to
know the key sequence by heart in order to use a shortcut.

Get up to speed



Suggestions for practice

— p— e ———

Use the Ribbon.

Make additional tabs appear, and then insert a picture and work with the
Picture Tools.

Work with the Mini toolbar.
Use the Quick Access Toolbar.
Hide groups and commands.

Use keyboard shortcuts.

Online practice (requires Word 2007)

Get up to speed



http://office.microsoft.com/training/Training.aspx?AssetID=RP100664441033&CTT=6&Origin=RC100664431033

Test 1, question 1

s —

If you click this button E in Word 2007, what happens? (Pick
one answer.)

1. You temporarily hide the Ribbon so that you have more room
for your document.

2. You apply a bigger font size to your text.
3. You see additional options.

4. You add a command to the Quick Access Toolbar.

Get up to speed



Test 1, question 1: Answer

You see additional options.

Often a dialog box will appear, and it may look familiar from previous
versions of Word.

Get up to speed



Test 1, question 2

s —

Where is the Quick Access Toolbar and when should you use
it? (Pick one answer.)

1. Itisin the upper-left corner of the screen, and you should use
it for your favorite commands.

2. It floats above your text, and you should use it when you need
to make formatting changes.

3. ltis in the upper-left corner of the screen, and you should use
it when you need to quickly access a document.

4. Itis on the Home tab, and you should use it when you need to
quickly launch or start a new document.

Get up to speed



Test 1, question 2: Answer

e —

It is in the upper-left corner of the screen, and you should use it for your
favorite commands.

It's the small toolbar with the Save, Undo, and Repeat buttons. You can
add your favorite commands by right-clicking a command and choosing
Add to Quick Access Toolbar.

Get up to speed



Test 1, question 3

s —

The Mini toolbar will appear if you do which of the following?
(Pick one answer.)

1. Double-click the active tab on the Ribbon.
2. Select text.
3. Select text and then point at it.

4. Any of the above.

Get up to speed



Test 1, question 3: Answer

Select the text and then point at it.

It will also appear if you right-click your selected text.

Get up to speed
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Find everyday commands

Word 2007 is new,
and that's exciting. But
you have things to do.

So now it’s time to find
out the exact locations
of the most commonly
used commands.

For example, where do you create a document?
Where are the bullets, the styles, and the spelling
checker? What about printing?

This lesson will show that the new program design
puts those commands right where you need them.

Get up to speed
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Start with the Microsoft Office Button

ST Documentl - Microsoft Word What hap pened to the
Home Insert Page Lavout References Mailinas R_etriew View Flle menU?

Recent Documents

eI MLl

Press the Microsoft
Office Button to find
out.

| 2] Waord Options | | X Exit Word |

The Microsoft Office Button is now the place to
start in Word.

When you press it, a menu appears that you use to
create, open, or save a document.

Get up to speed



Bullets, numbers, and more

—
—

Once you have a
document open and
have typed your text,

.. you’ll no doubt want to
EIipb-:nard.. F Font = . 3l format that text.

Documentl - Microsoft Ward
Page Layout References Mailings Review View

-

o ENl EEEEE R AT
-1 - A A& = = || R T

Many familiar formatting commands are in view on the
Home tab, in the Font group: Bold, Italic, Font Size,
and so on.

And there are several more you'll find useful here.

Get up to speed



Bullets, numbers, and more

—
—

Once you have a

Page Layout References Mailings Review View document Open and
S A W[ B S = e EE =R T have typed your text,

._ you'll no doubt want to

EIipb-:nard.. F Font = . 3l format that text.

Documentl - Microsoft Word

-

For example, don’t overlook the Paragraph group,
shown here. It has the ever-popular bulleted lists,
numbered lists, and multilevel lists.

Indentation and alignment commands appear here as
well.

Get up to speed
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What about styles?

Interested in a more
powerful and efficient
AaBbCeDe | AaBbCecDe AaBbC: AaBbCce - %‘ IH ;;_-:.::.__.:;_ approaCh tO formatting

T Mormal || T Mo Spaci.. Headingl  Heading 2 E'EE;:SQTE I - than jUSt the bOId and
| == 2 | 2 italic commands?
1

You’ll want to know
about styles in the
new Word.

Documentl - Microsoft Word

You can either choose a ready-made Quick Style or
apply a style you’'ve made before.

Get up to speed
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What about styles?

You work with styles
on the Home tab, in

AaBbCeDe | AaBbCecDe AaBbC: AaBbCce . %‘ .r_‘I :-;_-:.::_.__:;_ the Styles group'

TMaormal | T Mo Spaci.. Headingl  Heading 2 Change
Styles =

3 The picture shows
1- how to get the styles

you want.

Documentl - Microsoft Word

@ Quick styles are ready-made, professional-looking
styles that are quick and easy to apply. And they have a
new look with this version of Word.

@® Click this button to see several more ready-to-use Quick
Styles.

Click the Dialog Box Launcher to open the Styles pane.

Get up to speed



The Format Painter

E Press Release.docx - Microsoft Word AnOther hlgh-speed
Insert Page Layout References Mailings Review View formattlng Command
el e e 'S Format Painter.

ke
=

Clipboard M= Font F] Paragraph " It’S On the Very Ieft Of
the Home tab, in the
Clipboard group.

In case you're not familiar with the Format Painter, it's a
quick way of duplicating formatting from one section of
text to another.

To use the Format Painter, place the cursor in the text
whose format you want to copy and then click the
Format Painter button.

Get up to speed



Insert pictures, hyperlinks, headers, and footers

'E:"" -0 Documentl - Microsoft Wc TO glve your teXt
—J/I Home Insert Page Layout References Mailings Review View power and punCh, you
-] Caver Page~ Y &, Hyperlink == - .
Aeeerbae) MR ol G [P T2 gl | 20 may want pictures,

_] Blank Page A& Bookmark — —

Table Picture Clip Shapes Smart&rt Chart Header Footer Cllp art’ Charts’ Or

*,Zj Fage Break - Art - "#] Cross-reference - -

Pages L'F Tables MNustrations Links Header & ShapeS_

The Insert tab offers
this wealth of added
iInformation.

And those aren’t the only commands on this tab. You've
got Tables, Hyperlink, Header, and Footer here too.

That’s not all. Not pictured but ready to serve you are
page numbers, text boxes, and WordArt.

Get up to speed



R e g After you insert
T T sl something, you may
T e SRSl need a closer look at
the details.

=| | deading2  Heading 3

So you'll definitely
want to know where to
find the zoom control.

Look in the lower-right corner. Drag the slider to the right
to zoom in, and drag it to the left to zoom out.

Get up to speed



Check your spelling and grammar

. ' ‘ H |
Ca ' =5 Press Release.docx - Microsoft Word Make no mIStake
Home Insert Page Layout References Mailings Review View
i} Research - When you’ve done
5 Thesaurus & —a - .
speing & o0 most of the work in
e your document, you'll

want to check spelling
and grammar before

Press Release printing it or sending it
Contoso Announces Quarterly Earnings Results in e-m a”

Earnings stronger than last year

The Spelling & Grammar command is on the Review
tab, because this is part of reviewing your work.

Look toward the far left, in the Proofing group.

Get up to speed



Ready to print?

'ress Release.docx - Microsoft Word
Page Layout References Mailings Review View
- |:| |y Orientation = ¥= Breaks = 4] Watermark~ | Indent
Alr [ Size = £ Line Numbers = | <% Page Color= || 25 Left: 0O
Themes Margins __ a 5 . -
- " - == Columns - be Hyphenation = Q] Page Borders || == Right: |0

Themes Fage Setup 3 || Page Background

Press Release

Contoso Announces Quarterly Earnings Results

Earnings stronger than last year

—
—

You're ready to print—
but are you?

First it's smart to
check how your pages
are laid out for the
printer.

Everything you need is on the Page Layout tab.

The Page Setup group contains Size (8.5 x 11, A4, and
so on), Orientation (landscape and portrait), and
Margins.

Get up to speed



ready to print
oS- - Contoso.docx - When you,re trUIy
Page Lavout £ ready tO prlnt, gO baCk
e e e | to the Microsoft
g ot —2 Office Button.

Select a printer, number of copies, and
other printing options before printing.

L Quick Print —( 3

L':.-"J Send the document directly to the
default printer without making changes.

rl e s Print Preview 4
Save As... [

“—4. Preview and make changes
to pages before printing.

Keep in mind that now you've got options:

@ I you click the Print command, you'll get the Print
dialog box. But point at the arrow on the right of the
Print command instead, and you’'ll see three additional
commands.

Get up to speed
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Yes, ready to print

— o When you're truly
" — _ ready to print, go back
e i to the Microsoft
@ Print... —/ 2 Office Button.

Select a printer, number of copies, and
other printing options before printing.

(L. Quick Print — 3

L':.-J Send the document directly to the
default printer without making changes.

rl e s Print Preview 4
Save As... [

“—4. Preview and make changes
to pages before printing.

Keep in mind that now you've got options:

® Print
® Quick Print

@ Print Preview

Get up to speed



Behind the scenes

S ——  —

press Release.docx - Microsoft word ~ VAURUAER (LS [(ERY/e]T
are accustomed to
= 3 using every day in
Word are on the
_ Ribbon and much
| — o I easier to find than
..................................................................................................................................................................................................... ever before.

23 Word Optjons || X Exit Word |

So where are the behind-the-scenes settings that aren’t
about producing documents, but that control how Word
works?

Get up to speed



Behind the scenes

S ——  —

@d° o TErTeeEveeT [N previous versions of
— [ tome | insert  Pagelavout  References  Mailinas  Review View Word, you clicked
) e Recent Documents 3 E3E Options on the Tools
' menu.

23 Word Optjons || X Exit Word |

Now, all these settings are part of Word Options, which
you see when you click the Word Options button.

It's on the menu that opens when you click the
Microsoft Office Button.

Get up to speed



Suggestions for practice

_— A A ———————

Add a bulleted list.

Apply Quick Styles, and then zoom out to see all changes.
Change the Quick Style set.

Use the Format Painter.

Insert a chart by using the Insert tab.

Make overall changes with the Page Layout tab. Then try more tabs.
Print in all sorts of ways.

Online practice (requires Word 2007)

Get up to speed



http://office.microsoft.com/training/Training.aspx?AssetID=RP100664451033&CTT=6&Origin=RC100664431033

Test 2, question 1

s —

You can apply bulleted lists using commands in which group
on which tab? (Pick one answer.)

1. Inthe Paragraph group on the Page Layout tab.
2. Inthe Paragraph group on the Home tab.
3. Inthe Symbols group on the Insert tab.

4. Inthe Text group on the Insert tab.

Get up to speed



Test 2, question 1: Answer

In the Paragraph group on the Home téb.

This is where you can apply bulleted lists. Tip: You can also apply
bulleted lists by using the Mini toolbar.

Get up to speed



Test 2, question 2

s —

How do you choose print options in the new version of Word?
(Pick one answer.)

1. Click the Print button on the Ribbon.
2. Click the Print button on the Quick Access Toolbar.
3. Use the Microsoft Office Button.

4. Either the first or second option above.

Get up to speed



Test 2, question 2: Answer

Use the Microsoft Office Button.

This is where you open Print Preview as well.

Get up to speed



Test 2, question 3

s —

Which corner has the zoom control? (Pick one answer.)

1. Upper-right.
2. Upper-left.
3. Lower-left.

4. Lower-right.

Get up to speed



Test 2, question 3: Answer

Lower-right.

In the lower-right corner is the control you use to zoom in and out. You
can also use the View menu to see the zoom controls.

Get up to speed
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A new file format

One more big change
In the new version of
Word: an improved
file format.

What does that mean
to you?

The new file format helps keep your file sizes smaller,
and it helps keep them safer. There are other
advantages, too.

Get up to speed



Smaller
file size

Increased
protection

Increased
security

The new Word
document file format is
based on the new
Office Open XML
Formats.

The format brings lots of benefits:

* Helps make your documents safer.

» Helps make your document file sizes smaller.

* Helps make your documents less susceptible to

damage.

Get up to speed



Why the change? New features

—

AN ED- 0 ) The new file format
—:yl Home Insert Page Layout References Pailings Review View aISO gIVGS yOU the

& Cover Page - | =R E., yperlink = L il
jE:Iank :at-:le j H %% |-|_—1|- Q m {5 :n:k;a; E—I = ablllty to use features
' " s that are only available

Table | Picture Clip Shapes SmartArt Chart
s ) "#] Cross-reference = -

p,:j Page Break - Art v
Tables ° Links Header & |n WOFd 2007-

Fages

One example is the new SmartArt™ graphics feature.

The illustration shows you how to start such a graphic in
Word. Notice how many SmartArt graphic designs are
available to choose from.

Get up to speed



How do | know I'm using the new format?

When you create a
S | new document in
ymsed | s 1 Word 2007, and then
My Recert | | 1 save the document,
1 the new file format will
Forets 1 automatically be

[Drﬂl:.ll— = e

Documents

- chosen for you.

File name: Press Relzase

save as Lype! | word Document

You can make sure of this by looking closely at the Save
As dialog box. Notice that the Save as type box says
Word Document. This means the new file format is
being used.

Get up to speed



There’s more than one file format?
e SR R

What it’s used for Previously, there were
.docx Standard Word document with no = tVYO Word file
macros or code types: documents and
templates (.doc and
Word template with no macros or dot;g (
code - -

.docm Word document that could contain
macros or code

.dotm Word template that could contain
macros or code

With Word 2007 there are four file types: .docx, .dotx,
.docm, and .dotm (the “x” stands for XML and the “m” for
macro). Take a look at the table for detalls.

The only outward difference you are likely to see with
new Word file formats is if you use macros or code.

Get up to speed



What about the documents | already have?

=

- I S—————— YOou're probably
=5 = Press Release.doc([Compatibility Mode)}- Microsoft Word § . y
Insert Page Layout References Mailings Review View Wonderlng’ What
Cambria ~16 - |A A ||i".| [3= - i= ~ *,i___v”g:_g -g:_g”%l, || q’ happens When I Open
S BIZ U - ahex, % Bae ¥ A =efcri=sll MYy older documents in
Clipboard Font F Paragraph the new VerS|0n Of
B Word?”

Press Release

Contoso Announces Quarterly Earnings Results

Earnings stronger than last year :
Contoso Pharmaceuticals today announced net income of 51.2 million, or S.DE

Word 2007 can open files created in all previous
versions of Word, 1.0 through 2003.

Word opens older documents in compatibility mode.
You know this because at the top of the document
“(Compatibility Mode)” appears next to the file name.

Get up to speed



Compatibility mode

Insert Page Layout References Mailings 2V

e B8 P D2 il 2"

A Bookmal
Table Picture Clip Shapes SmartArt Chart
* Art *

Tables llustrations

Press Release

Contoso Announces Quartexly Ea

Earnings qtrq_-ncrex than last year

What's compatibility
mode all about?

In short, Word is
telling you that the
document uses an
older file format.

Because that file format doesn’t understand some of the
new features in the new version of Word, those features
are either turned off or modified so that they
approximate an older version of Word.

Get up to speed



Converting your old files

1 Can you convert an
Insert Paoe Lavout References Mailinas R:etriew Wiew Older document tO the
Recent Documents ey new file format?

1 Contoso.docx

2 Press Release.doox

TR Naturally.

L ———

With the document open in Word 2007, you just click the
Microsoft Office Button, and then click the Convert
command on the menu.

This conversion offers the benefits of the new format
(helps create smaller, more secure files, and so on) and
also the new features with their full, undiminished
capabilities.
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Share documents using a converter

If you'll be sharing
documents, there are
conversion methods
you’ll want to know
about.

Microsoft Office Word

Here’'s a common
scenario that involves
a converter.

Start by supposing that you're using the new file format,
either by creating and saving new documents or by
upgrading older documents by using the Convert
command on the menu that opens from the Microsoft
Office Button.
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Share documents using a converter

Microsoft Office Word

If you'll be sharing
documents, there are
conversion methods
you’ll want to know
about.

Here’'s a common
scenario that involves
a converter.

Your friend John has an older version of Word that came
with Office 2000. You want to use e-mail to send him
your latest document. Will he be able to open it?

Yes. When John clicks the document, the message
shown here will ask if he wants to download a converter
that will let him open your document.
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Share documents using a converter

If you'll be sharing
documents, there are
conversion methods
you’ll want to know
about.

Microsoft Office Word

Here’'s a common
scenario that involves
a converter.

The document John opens won’t look exactly the same
as the one you made, because there are many features
in your new version of Word that don’t exist in his
version.

Still, he can open it, and will be able to work with it and
send it back to you.
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Share documents by saving with an older format

J Concerned that John
Leview View dOeSI’]’t have hlS

 word Docament S FEI installation of Office

i N 5

_J Save the document in the default file = B i 2000 fu”y updated’)

Save a copy of the document

format,

ll,? ] Waord Template ]

= Save the document as a template that can
be used to format future documents, Save your document

] -y :

Ijlr::FrzFrTi_ftuaf is fully Wlth an O|del' flle
Vord 97-2003, :
_ 3§ format before
Publish a copy of the document as a PDF ar Send | ng It to h | m :

XP5 file,

Here’s how:

@ Click the Microsoft Office Button, and on the menu,
point to the arrow at the end of the Save As command.

@® Click Word 97-2003 format in the list of options.
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Share documents by saving with an older format

] You may geta
e vie § warning that saving in
o2 oy ot e comment | E =] the older file format

l!,? _. Waord Document

= TS.T;riafiuﬂjI:IJrnFn’r in the default file ;b;_ & = WI" Cause Certaln
(7] Mort Tt - 8y features to be lost or

Save the document as a template that can

be used to format future documents, modlfled

Ve a Copy o 2 document that is fully
compatible with Word 97-2003,

For example, if your document contains a new diagram,
Word will notify you that the diagram will be combined
into a single, uneditable object. That way John can at
least see the diagram. But John won't be able to edit it,
because his version of Word doesn’t understand how to
work with this new feature.
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Test 3, question 1

e —

In the title bar of your Word document, it says, “Marketing
report.doc (Compatibility Mode).” What does this mean? (Pick
one answer.)

1. You can work with the document, but you can’t save it.

2. You can’t work with the document, because it's not compatible.

3. You can work with the document using all the new Word
features.

4. You can work in the document, but Word will limit some new
features.
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Test 3, question 1: Answer

e —

You can work with the document, but Word will limit some new features.

The document is in the older file format and does not understand the
new features in Word. So those features are limited or disabled.
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Test 3, question 2

e o A—

Your friend sent you a Word 2000 document in an e-mail
message. Can you open it in the new version of Word? (Pick
one answer.)

1. Yes, but you'll get a warning telling you to get a converter.
2. Yes, but the document will open in compatibility mode.

3. Yes, if you first turn on compatibility mode with the Quick
Access Toolbar.

4. No, only files from Word 2002 and later can be opened in the
new version of Word.
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Test 3, question 2: Answer

Yes, but the document will open in compatibility mode.

Some features will be limited because you are working with an older file
format.
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Test 3, question 3

s —

What happens if you click the Convert command on the menu
that opens from the Microsoft Office Button? (Pick one
answer.)

1. Word upgrades the existing file to the new file format and
renames the file from “document.doc” to “Upgraded:
document.doc.”

2. Word upgrades the existing file to the new file format and turns
on the new features available in the new version of Word.

3. Word limits its features to be compatible with the document’s
file format.

4. Word opens the document in a safe, read-only state so that
you can view in the new file format.
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Test 3, question 3: Answer

e —

Word upgrades the existing file to the new file format and turns on the
new features available in the new version of Word.

And if you have Windows configured to show file extensions, you'll see
that the extension changes from .doc to .docx.
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Quick Reference Card

e o A—

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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http://office.microsoft.com/training/Training.aspx?AssetID=RP100664491033&CTT=6&Origin=RC100664431033

