Amplecom

What’s New in Office 2007 – Course Outline
Aim

To familiarise Office 2000, XP and 2003 users with the new features in Office 2007
Pre-requisites

· Office 2000/XP/2003 introduction level
Duration

1 day (10:00 – 16:00)
Next Public Dates/Location/Prices

On-site training only
Outline

· Outlook 2007

1. Navigation pane

2. Instant search

3. Out of Office Assistant

4. Colour categories

5. Improved meeting planner

6. Viewing other calendars

· Word 2007

1. Microsoft Office Button

2. New Ribbon interface

3. Quick access toolbar

4. Enhanced tooltips

5. Improved galleries

6. Formatting live previews

7. Spell checker – new features

8. Quickly compare two versions of a document

9. Compatibility

· Excel 2007

1. More rows and columns

2. Styles and themes

3. Rich conditional formatting

4. Easy formula writing

5. Improved sorting and filtering

6. Improved charts & tables

7. Better printing experience

· PowerPoint 2007

1. Working in the task pane

2. Tags

3. Themes and quick styles

4. Custom slide layouts

5. SmartArt graphics

6. New and improved effects

7. New text options

8. Presenter view

Objectives

By the end of this session the delegate will be able to successfully:

· Describe at least 15 new features in Office 2007
· Demonstrate at least 5 new features

· Continue working in Outlook following an upgrade to Office 2007

· Continue working in Excel following an upgrade to Office 2007

· Continue working in Word following an upgrade to Office 2007

· Continue working in PowerPoint following an upgrade to Office 2007



