Frequently Asked Questions for Microsoft Office 2007

Where can | find the information of the new Microsoft Office user interface?

Click the link for some Commonly used Word 2003 menu commands in Word 2007 or click the following

links for the full command references of the Office programs

Ribbon mapping workbook (for Word, Excel, PowerPoint, Access, Outlook)

Interactive command reference guide (for Word, Excel, PowerPoint)

You can also visit the web page "The new Microsoft Office user interface overview" for more information.

What is the default output format of MS Office 20077?

MS Office 2007 outputs documents in Ecma Office Open XML formats. This format has a number of
advantages over the old format (.xIs, .doc, .ppt).
Users may refer to the following FAQ page prepared by Microsoft for more information about the new
format at:

http://office.microsoft.com/en-us/products/HA101723691033.aspx
Users are reminded to output their document in the old format through the "Save As" option if they will use

their document somewhere that is not yet ready for MS Office 2007 support.

How to use earlier versions of Excel, PowerPoint, and Word to open and save files
from 2007 Office programs?

A compatibility pack is available to make sure that you can open and save Office Open XML Formats in
earlier versions of Microsoft Office. You can install the compatibility pack on a computer that is running
Microsoft Office 2003 programs, Microsoft Office XP programs, or Microsoft Office 2000 programs. When
you install the compatibility pack, you can open, edit, save, and create files in the robust Office Open XML
Formats. The Compatibility Pack for the 2007 Office System can be found in the Work Desk Menu of Staff

LANs and you can install it by clicking the menu item.

Which program is used for web design in Microsoft Office 2007?

Microsoft Office SharePoint Designer 2007 is a new product based on Microsoft Office FrontPage 2003
technologies for creating and customizing Microsoft SharePoint Web sites and building workflow-enabled

applications on SharePoint technologies.


http://office.microsoft.com/search/redir.aspx?assetid=TC102128591033&QueryID=tT0BxYY9x&respos=1&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128621033&QueryID=FV0BSnoB70&respos=4&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128621033&QueryID=FV0BSnoB70&respos=4&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128621033&QueryID=FV0BSnoB70&respos=4&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128641033&QueryID=yT0BwmFxg&respos=5&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128641033&QueryID=yT0BwmFxg&respos=5&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128641033&QueryID=yT0BwmFxg&respos=5&rt=2&pid=CT102130321033
http://office.microsoft.com/search/redir.aspx?assetid=TC102128601033&QueryID=wT0Bc_EmL&respos=2&rt=2&pid=CT102130321033
http://office.microsoft.com/en-us/templates/TC102128631033.aspx?pid=CT102130321033
http://office.microsoft.com/en-us/word/HA100744321033.aspx?pid=CH100487431033
http://office.microsoft.com/en-us/excel/HA101491511033.aspx?pid=CH100648241033
http://office.microsoft.com/en-us/powerpoint/HA101490761033.aspx?pid=CH100668131033
http://office.microsoft.com/en-us/help/HA101679411033.aspx?pid=CL100605171033
http://office.microsoft.com/en-us/products/HA101723691033.aspx

What is Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs?

This add-in allows you to export and save to the PDF and XPS formats in 2007 Microsoft Office programs.
It also allows you to send as e-mail attachment in the PDF and XPS formats in Microsoft Office programs.
The add-in for the 2007 Office System can be found in the Work Desk Menu of Staff LANs and you can

install it by clicking the menu item.

How can | disable the prompt for Instant Search when | start Outlook 2007?

You can disable it in Outlook 2007 by the following steps:
1. Onthe Tools menu, click Options
2. Click Other, and then click Advanced Options

3. Under General settings, clear the Show prompts to enable Instant Search check box

Please refer to the following web sites for more information.

e What's new in the Microsoft Office 2007
e Get Started with the Microsoft Office 2007


http://office.microsoft.com/en-us/getstarted/CH101130561033.aspx
http://office.microsoft.com/en-us/getstarted/FX101055081033.aspx

Commonly used Word 2003 menu commands in Word 2007
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Open a document

Click “* and select Open.

Save Click ‘® and select Save. Or, on the Quick Access toolbar, =9 Y click .
Save As Click ‘® and select Save As.
Print Click “® and select Print.

Print Preview

Click ““* and select Print and then Print Preview.

Close

Click “* and select Close.

Exit Word

Click “* and then click Exit Word, (< BtWerd |
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Format Bullets

Click | Heme | and then the Bullets icon in Paragraph
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Format Numbered List

Click | Home | and then the Numbering icon in Paragraph




il

Paragraph

Add Columns Click | ™ | and then Columns in Page Setup
A Orientation = b‘_:' Ereaks =
H =
1 Size ~ i3] Line Numbers ~
Text Margins,
Direction™  ~ b#~ Hyphenation ~
Page Setup F]
Tools menu Review tab
‘\y Home Insert Page Layout References Mailings View Design Layout @
4 Research {4~ 125 | 5 Simplified a1~ B ["™ 9% Final Showing Markup %2 Reject - !
y < Thesaurus =3 S Traditional Q b | & \'} Sshwmrkup' 4% Previous L &
Spling R o Tansite B 5 Transiate with Options || commtnt 20 || Chages~ " [E] Reviewing Pane - ST G e
‘ Proofing Chinese Translation Comments Tracking Changes Protect
Check  Spelling & || click | *® | and then Spelling & Grammar in Proofing

Grammar ﬂﬂcsealch %, .ﬁ
. 145 Thesaurus I‘_i
SJ,"_TTI:'::':'Il.ll'l?aft %Trl‘l'lslate g
Proofing
Word Count Click | ®** | and then Word Count in Proofing

g i Research [ @

@L—misiuu“ e
spelling & =g

Grammar a.% Translate &
Proofing




	Commonly used Word 2003 menu commands in Word 2007

