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Just when you think
you had the last

version of Microsoft
products down!
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Terms

* Microsoft Office Fluent User Interface
* Ribbon

« Compatibility Mode

e Screen Tips

o Galleries

« Dialogue Launchers

* Fly Preview — Live Preview

 Auto Save

e Help
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Microsoft Fluent User Interface (Ul)

Fluent User Interface

Microsoft redesigned the traditional user interface to
make it easier for people to get more out of the
applications and navigate faster.
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Ribbons

Ribbons

Traditional menus & toolbars have been replaced by the
Ribbon — a device that presents commands organized
Into a set of tabs and commands that are most relevant
for each of the task areas in the applications.
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Compatibility Mode

Compatibility Mode

A feature that allows you to create documents in Office 2007 that do not contain new or
enhanced features unique to Office 2007, so others using previous versions of Office will have
full editing capabilities. In other words, the ability to save in Office 2003 or earlier versions.
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Screen Tips

Screen Tips
By rolling a mouse on an item on the ribbon, instantly
a screen tip launches explaining options and usage of
the feature.
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Formatting Gallery

Formatting Gallery

Collections of preformatted content you can choose from when working on a document

belonging to a particular template type.
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Dialog Box Launchers

Dialog Box Launchers

Small icons that appear in some groups on the Ribbon, which can be clicked to open a dialog box
or task pane and provide more options related to the group. The Launchers can be found in the
lower-right corner of a ribbon section, and are indicated by a very small icon. Some ribbon

sections do not have a dialog box launcher, indicated by the absence of the small icon.
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Fly Preview — Live Preview

Fly Preview

Applies different gallery affects to a document or
spread sheet without permanently applying with
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Auto Save

Auto Save

Set timed automatic save to back-up your work. Go to the
Microsoft Button, Excel Options and select Save to configure.
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2 5
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Help '

Help

Help is still help, but the access location has changed. To open Help, click the very tiny Help

button, located in the upper right corner of Office applications.

-0 ,
* The Help button can be found in the upper
Ll
% 4 ing - right corner of the Office 2007 applications.
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MS Office 2007 Excel Tour
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Tips / Tricks

» Office Button — opens more features
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— 5 Tai N Save a copy of the document
Do) H9 -0 8- )+ .
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[}y Excel Workbook
il | Save the file as an Excel Workbook.

ﬁ:‘ Excel Macro-Enabled Workbook
'] Save the workbook in the XML-based and
macro-enabled file format.

= l':‘ Excel Binary Workbook
H Saveds | ¥ | | Save the workbook in a binary file format

aptimized for fast loading and saving.

4 Pm,]me As [F12) [y Excel 97-2003 Workbook
T T T il Save a copy of the workbook that is fully
. I I O compatible with Excel 97-2003.
[ I I

Prepare b

%ﬂ Send  »
- === _ L/ Publish »
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— Home Insert Design Animations Slide Show

OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

PDF or XPS.

Publish a copy of the workbook as a PDF or
XPS file.

b

Other Formats

Open the Save As dialog box to select from
Close all possible file types.
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— Home Insert Design Animations Slide Show

e Short Cut Keys — List Iin Help
« Add-Ins
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Add-Ins

Allows
applications
to be added

to MS
Office Suite
applications

that are
tightly
Integrated
and
designed to
have an
Interface.
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Recent Documents

1 Testchange

2 Mailerl
3 Chartl
4 ¥mas List
5 thristmas2007
6 ChateauDevHdwr
7 Pack Calendar
8 MNotes
3 Chamber of Commerce Businesses [2]
AugSept Billing
e [ v e s
Pack Calendar Excel Options 2
Pack Calendar
Popular E ) .
christmas2007 [ View and manage Microsoft Office add-ins.
Formulas
Threads WebTimeline =
='| Proofing Add-ins
2009Camp [l
it T| save Mame [Location [ Type [=
ad 4 Active Application Add-ins
© vance .
christmas2007 No A A J
Customize Inactive Application Add-ins
2] Excel Options [% it Ex Adddns Analysis ToolPak Ci\..fice\Officel 2\Libranj\Analysis\ANALYS32. XLL  Excel Add-in
= L = Analysis ToolPak - VBA Officel 2\Librany\Analysis\ATPVBAEN.XLAM  Excel Add-in
Trust Center Conditional Sum Wizard .rasoft Office\Officel 2\Libran)\ SUMIFXLAM  Excel Add-in
Custom XML Data .iles\Microsoft Office\Office] \OFFRHD.DLL  Document Inspectar
Resources Date (Smart tag lists} Files\microsoft shared\Smart Tag\MOFL.DLL  Smart Tag
Eura Currency Tools ft Office\Officel 2\Libran\ EUROTOOLXLAM  Excel Add-in
Financial Symbol (Smart tag lists} Files\microsoft shared\Smart Tag\MOFL.DLL  Smart Tag
Headers and Footers .iles\Microsoft Office\Office] \OFFRHD.DLL  Document Inspectar
Hidden Rows and Columns .iles\Microsoft Office\Office] \OFFRHD.DLL  Document Inspectar
Hidden Worksheets .iles\Microsoft Office\Office12\OFFRHD.DLL  Document Inspector
Internet Assistant VBA .icrosoft Office\Officel 2\Libran\HTMLXLAM  Excel Add-in
Invisible Content .iles\Microsoft Office\Office12\OFFRHD.DLL  Document Inspector
Lookup Wizard .soft Office\Officel 2\Libran\LOOKUP.XLAM  Excel Add-in
Persan Mame (Outlook e-mail recipients) Jes\microsoft shared\Smart Tag\FNAME.DLL ~ Smart Tag
Solver Add-in Ci\..fice\OFficel 2\Libran/\SOLVER\SOLVERXLAM  Excel Add-in

Document Related Add-ins

Disabled Application Add-ins
Add-in: Analysis ToolPak
Publisher: Microsoft Corporation
Location:

C:\Program Files\Microsoft Office\Office12\Library\Analysis\ANALYS32.XLL

Description:  Provides data analysis tools for statistical and engineering analysis

Manage: | Excel Add-ins - Go.
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Short Cut Keys

Ctrl+C Copy,
A List |
C C es S I S I n Ctnrli:/ MiTtif)le Paste,
Ctrl+X Ci
Help... S Find,
Ctrl+H Find&Replace
Ctrl+P, Print,
g O 0 d to kee p CI[I:S, Ctrl+F4, Alt+F4 S;Ce, Close,
Close
Excel
close at hand o

to edge of region

to use the ones

current region

you would e,

H Ctrl+Home Select
most likely use

Select

last cell in used range
Ctrl+Shift+End Select

from active cell to last cell in used range.
Ctrl+Shift+Home Select

from active cell to Al
Ctrl+Page Move
Down to the next sheet,
Ctrl+Page Move
Up to the previous sheet
Ctrl+Tab Move

to next open workbook
Ctrl+N Open

new workbook
Shift+F11 Insert

new worksheet
Shift+F3 Paste

function window
#NAME? Insert

new function
Alt+F11 Open

VBE
Ctrl+Shift+Enter Array

formula
Ctrl+F3, Define
F3 name, Paste name
Ctrl+Spacebar Select
Shift+Spacebar columns, Select rows
Ctrl+1, Format
Ctrl+B, Ctrl+U cells, Bold, Underline
Ctrl+; Current
, Ctrl+shift+: date, Current time
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Great Microsoft Mini Tutorials

/2 Office 2007 Ribbon and Toolbar Overview - Products - Microsoft Office Online - Internet Explorer provided by Dell

(&l
(=] 42| [ x] [fahoo! search R~

73 http: //office. microsoft,comen-us/products/FX 102774021033, aspx

Fle FEdit View Favortes Tooks Help

MMAVG -[wr- vahoo! search

EJsearch | - TotalProtection | 3/ -

WF € O Office 2007 Ribban and Toolbar Overview - Products .. X - B - = - [rpage + G Tooks - 7

# United States [change] | All Microsoft Sites

Clay oot )
L Ej_of'flce On||ne Sign in to My Office Online [What's this?) | Sign in

Home Products Help and How-to Downloads  ClipArt  Templates Microsoft Office Live

Sescnoceonve [B]

The Office 2007 Ribbon Overview

T 9-0 )
=

Home | s Fagelmou

Find out about the ribbon features and start using the new
toolbar quickly with learning options designed to meet your
needs, whether you are new to Office or an Office expert.

Features and benefits

Create analyze data, and share information

Overview Themes and Styles Enhanced Tables
Format the datain your worksheet Create and format tables so the data in r
n

vatch Video
movie demo ove

easily by applying themes and styles. your worksheets is easier to work with.
Word 2007

Improved Charting Tools Easy-to-Use PivotTables
Excel 2007 Add professional-ooking charts that Create spedlized views of your data Watch the Ribbon video »
commuricate information effectively,  with just a few dicks.

PowerPoint 2007

> Laarn more sbout Excel 2007

Crstart| M () [0 » @ micesoft office 2... |[ @ office 2007 Rib... | [~ Calendar -Micros.. 3 Mirosaft PowarP... | (] 2 Microsoft Offc... | 1E1] Document1 -Micr...

<« E@C] TR 8:02AM

http://office.microsoft.com/en-us/products/FX102774021033.aspx
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Tables and Charts

R | - = Maorthwind Traders Tea - Q1 Sales Data-Final - Microsoft Excel S ek

—-/ Home Insert Page Layout Formulas Data Review View

#  caibn . | A AT
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2 =g~ | $ - % | [{gFormatasTable~ 5% Delete - || (@]~ Z '

Paste ;IR AR <0 .00 iy e Sort & Find &
- F = |EE =2 | %0 3% ) Cell Styles ~ {glFormat~ || (2~ Fifter~ Select~

Clipboard = Font P Alignment ] Number & Styles Cells Editing
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Dan Park Christian Scott Bishop I:ll:ll"
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23

i « ¥ »| Sheetl  Sheetz _ Sheet3 . id ([0 l = 0
Ready |[E=2 O 71| 2003 =10 EJ_,
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How To — CreateTable/Charts

P4 : j‘j’l |.|—|;}" ,’_‘ﬁ n ?&0{ a :ﬂ ﬁ Ty li) Q A _ LIanL Iype Iempldie || KUW SO Lidla
PivotTable Table Picture Clip Shapes SmartArt | |Column| Line Pie Bar Area Scatter Other Hyperlink Text He Type Data Chart Layouts
- Art - - - - X - - Chars~ Box &F
Tables Nlustrations 2-D Column £ Links Chart4 faci, b |
Al - £ | _ A B c D E F S
A B C I H 1 | B | H. | H 1 J 1 Tax Returns Completed
i it Re Lt Spe— 2 [Name January February March  [Total
2 [Name January February Marg - 3 |garah Johnson 55 50 75
3 |sarah lohnson 55 60 lﬂ ] Eﬁ Hiil:l @ ﬂ
4 |al Cerqueda 66 76 , I || il 4 Al Cerqueda bty EL; £
5 |Elizabeth Vancil 33 34 e 5 Elizabeth Vancil 33 34 55
6 Stacked Column in 3-D 6
= Jl[]“j J-ﬂ[ Compare the contribution of each 7
| value to a total across categories
8 it —— and display stacked columns in 3-D 8
9 Fia format.
10 1 | 9 250
n hiaf 44 JAA] B4 1
12 L - L L L 11 200 +
13 Pyramid i
14 - < .
= Jﬂ} J:bﬁ‘ JB& ,]#ﬁ 13 150 Elizabeth Vancil
16 > B AlCergueda
il All Chart Ty 1~
L B aichari s 5 100 B Sarah lohnson
18 16
19 17 o
18
j‘g 0 T T 1
It's easy with a click of a mouse. 20 Jonwary  February  March
21

Highlight the spread sheet data
then select the chart style.
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How To — Create Pivot Tables

ernet Explorer provided by Dell

12 fvideo . aspx?assetid =E5 10239022103 3&width=884&height=5408startindex =0&CTT=11&0rigin=HA 102384511033

E?n\ =] ProductSalesPivotTableReports.xlsx - Microsoft Excel | Table Tools - = x
_Q/) Home Insert Page Layout Formulas Data Review View Design @ - = Xx
jj : I_l (&] clip Art \;\}: e = " ﬂ \i "J @ Text Box &% Signature Line ~

_?Shapes B ﬁ E == — s _] Header & Footer Pgd Object
|PivotTable| Picture — Column  Line Fie Bar Area Scatter Other Hyperlink
= T2 smartart s = ) z - 2T Challey <] wordart - £2 symbol
E‘ PivotTable Illustrations Charts {F] Links Text
dﬁ;, PivotChart s I | Category
A A B C D E F G H 1 1
k mv Product ﬂ Sales ﬂQuarterﬂ Ilgj
2 Beverages Chai 5705.60 Qtr 1 P
3 Beverages Chai $878.40 Qtr 2 W
4 |Beverages Chai 51,174.50 Qtr 3
5 Beverages Chai $2,128.50 Qtr4 N
6 Beverages Chang 52,720.80 Qtr1
7 Beverages Chang $228.00 Qtr 2 W
3 Beverages Chang 42,061.50 Qtr 3
9 Beverages Chang $2,028.25 Qtr4 |]

10 Beverages Chartreuse verte 5590.40 Qtr 1

11 |Beverages Chartreuse verte $360.00 Qtr 2 W

12 Beverages Chartreuse verte 51,100.70 Qtr 3

13 |Beverages Chartreuse verte $2,424.60 Qtr 4 |]

14 Beverages Cdte de Blaye 425,127.36 Qtr 1

15 Beverages Cote de Blaye $12,806.10 Qtr 2 l

W45 T Broductbata 2 o0 —— 0| Y

Ready fl

EEE
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How To - Create Templates

Vand| - Documents ~ @ - o x
= || = G FEFR || E AutoSum ~ l}}
% cmm
New Folder General I iHlEs f~ a e %? :
Name -| Date modified | ~| T |'§ - % »|/=0 0| Conditional Format Cell | Insert Delete Format & _ Sort & Find &
Favorite Links o— 11/13/2009 6:29... Fle Fol L 08 =0 £ rmatting - as Table - Styles~ - - - Z2Clear~  Filter~ Select~
| Recent Places Downloads 7/27/2009 11:44... File Fol Number s Styles Cells Editing
Bl Desktop M5 Materials 3/3/2008 10:52AM  File Fol ¥l
re a e a M Computer My Received Files 10/13/2008 6:50... File Fol =
[E| Documents OneNote Notebooks ~ 12/9/2008 12:32... File Fol E K L M N o i Q R s i
By e Personal 11/8/2008 3:43PM  File Fol
0 rl I la an ST Software 10/28/2008 10:2... File Fol
[E pictures 5] AugSept Biling 9/3/2008 11:36 AM  Microsc
f‘fJ” Music &3] chamber of Commer... 9/24/2009 1:12PM  Microsc
I8 searches 3 Chart1 11/19/2009 4:18... Microsc
Save aS a Public FEfvailer1 11/18/2008 4:07...  Microsc—
E4l]Pack Calendar §/31/2009 9:04PM  Microsc =
I Folders ~ Q" 5
template - =
. Save as type: [Excel Warkbook =l
Exccel Workbook
Authors: |cel Macra-Enabled Workback
Exccel Binary Workbook
Excel 97-2003 Workbook =
XML Data
Single File Web Page
\eb Page
“ Hide Folders
Excel Macro-Enabled Template
—————————————|Excel 97-2003 Template =
17 [Text (Tab delimited)
18 Unicode Text
XML Spreadshest 2003
19 Microsoft Excel 5.0/95 Workbook
20 CSV (Comma delimited)
Formatted Text (Space delimited)
21 [Text (Madintosh)
2 [Text (M5-DOS)
CSV (Macintosh)
23 CSV (MS-DOS)
24 DIF (Data Interchange Format)
SYLK (Symbolic Link)
25 Exccel Add-In -!
= Excel 97-2003 Add-In
PDF
27 XPS Document
o OpenDocument Spreadsheet
W 4 » ¥ | Sheetl  SHestz ﬁe‘et% e [ Im
Ready [EEEET e

» (5 Micrasof: PanerPoint -[... | & Excel 2007 Template -Mi... | &) Group_POD_2008 [Comp... |[{% Microsoft Excel - Book1 [« TOem

{7 start| B
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MS Office 2007 Word Tour

1) (] 43 Bookl - Microsoft Excel -
—j Home Insert Page Layout Formulas Data Review View salesforce.com @ - o
e & Cut i | =T = ?J R | — T—'I:D - FEF | E AutoSum * A
: Calibri {11 vy (||| Tl =t =) Wrap Text General * g I 7 - i 7 i
i A = | 4 | = P 3 _L-l‘ﬂ _‘d F _r ﬂ b Z T
Paste i B I = = Z|iEE A Merge & Center~ ||| § = % 1 ||%2 (| Conditional Format  Cell Insert Delete Format | _ Sort & Find &
- J Format Painter 2 B Formatting - as Table - Styles | - - T A0ear™  Fifter Select~
Clipboard f Font F] Alignment i Number fi Styles Cells Editing
AL . £ |
A B £ D E F G H | J K L M N 0 P a R 5
|
]
2
3
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Mail Merge For Word

e Use the Wizard....

(Merge from Excel, Outlook or other data sources)
— Set up main document or use template then
— Select Data Source
— Connect to Data Source
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Mail Merge

[ Insert Page Layout References
= By —T
N P g
els Start Mail Select Edit
Merge ~ |Reciptents ~ Recipient List g
|Z] | Letters

# O & | E-Mail Messages
=1 | Envelopes...

arning
== | Labels...

E Directory

[ﬁ-‘ Mormal Word Document

;::J Step by Step Mail Merge Wizard...

1

Use the wizard
and follow the
steps create a
use a document
or template or
create one

Ma

This is an outlook
contact import
view...the wizard
guides how to use

-
= = EE 21 Match Fields Find Recipient g
Jhit Address Greeting Insert Merge Preview | Finish &
Slock  Line Field~ Updat esults | B Auto Check for Errors || Merge -

Write & Insert Fields Preview Results Finish

s the list of recpients that will be used in your merge. Use the options below to add to or change your list. Use the
‘boxes to add or remove recipients from the merge. When yaur list s ready, dlick OK.

=
=
r
tacts r Rhine EBradley 1062 ROCK AVE
tacts ™ Hughes Bob Cogentes, Inc,
tacts ™ Leonard  David Cogentes, Inc.
tacts [~ Glover Tom 13275 GA HWY 231
tacts r Henne Craig 219 VINTAGE AVE
tacts [ Tumer Don Enhanced Capital Partners | 75 Parkside Circle
tacts I Caliban Paul Enhanced Canital Partners < =
Source —————— Refine reciient list
= (2
"V Fiter...

1 Find duplicates...
| 4% Find recipient...
) validate addresses

{ Here is a preview from your redipient list:

' Greeting line format:

IDeaf ;I |Mr. Randall Ll Ir ;I
Greeting line for invalid recipient names:

IDear Sir or Madam, LI
Preview

ka > H

Dear Bill Zint, ‘

orrect Problems

Ifitems in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

Match Fields... |
OK I

Cancel |

Produce personalized
professional documents
In minutes

ahddrass Block

Dear «Mames,
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Document Collaboration Tools

e Turn on tracking and editing
e Use Call out balloons for notes

* Accept changes

Page Layout References Mailings Review

yocumentl - Microsoft Word

salesforce.com

. 55 i " = = @2 [ =
(= Translation ScreenTip = = + | Final Showing Marku : )
a& = g _,J _J _—2)‘ _j':l 2 B s ¥} Previous
i’} Set Language = j Show Markup ~ =
Translate o Mew Track |Balloons Accept Reject _}J} Mext
23] Word Count Comment Changes ~ - E Reviewing Pane ~ - - :
oofing Comm Tracking Changes

tive content has been disabled. Options... Balloons
ol nsto

‘,g,,;,: the document. A
You can show revisions as balloons i

inthe margins of the document or
show them directly within the
document itself,

Press F1 for more help.

Live Preview savesyou steps and gives you a view d
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cogentes

[ EE W B BT N Drawing Tools
i "! Group_POD_20i ompatibifity Mode] - Microsoft Word g i .@
l@ Review View salesforce.com @ & Shape b 4 Find
L Prepare the document for distribution = ﬁ Find ~ o7 o
M 3 A Shape Outline - tac Replace -
| e . , (2019 | sambca| AaBb( AsBbCe AaBbC A = 3
I Properties = T & Sac Replace -} Shape Effects = || | Select~
o g.' View and edit document properties, such |+E'|‘Q' | Headingl | Heading5 Headings Heading7 _ Change Selett~ =
7 Open as Title, Author, and Keywords, i Styles~ || W i Etiaiong
S— h E Styl ] Edit -
m . Inspect Document gt = it o | Clip Art > x|
12 LT3 Convert gp Check the A;Joc:menE for hidden metadata l Eeard‘v_ fo": ;
f} - or personal information. 3 = [character 1 E
.\D‘_ | Encrypt Document | ety
H Save L_‘j]} Increase the security of the document by § SERERN: -
. adding encryption. R T I S K TN 3 | - A ! | Selected collections ¥
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Links

o http://office.microsoft.com/en-
us/products/FX102774021033.aspx

e http://spreadsheets.about.com/od/exceltips/tp/090531 ti
ps excel 2007.htm

e http://www.mstipsandtricks.com/tips-and-tricks/ms-office-
tips-and-tricks/ms-excel/creating-excel-2007-files.html
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Links

e http://office.microsoft.com/en-
us/word/hal02065941033.aspx

e http://wordprocessing.about.com/od/microsoftwo
rd2007/Microsoft Word 2007 Tips Tricks and
Tutorials.htm




CDgEI’ItES business results first

About Cogentes

Cogentes is an IT service and support company that helps small to mid-
size businesses get the most out of their IT investments. We provide the
skill and strategic guidance to help turn company’s IT systems into
strategic assets rather than liabilities. Congentes works with company
stockholders to understand their strategic business goals and objectives,
then build a technology strategy that supports and enhances those goals.

Cogentes leadership has extensive experience providing IT strategic and
operational support to large Fortune 500 companies. They have taken
this enterprise experience, along with over 20 years experience in
working with small businesses to build a product offering that is
ufr}pa(;alleled In this space and at a price point that any business can
afford.

Contact : Cogentes WWW.cogentes.com 404-424-8585

Elizabeth Vancil Tom Glover
elizabeth.vancil@cogentes.com tom.qglover@congentes.com
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Cogentes Services

 PC and Server Support

 Web Design

« Managed IT Services

 |T Projects

* Voice Over Internet Protocol (VOIP) (Phones)
 Email, Security, Virus Protection and Clean-up
o Application Development

 Technology Advisory
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Leaders Chart A Course To
Business Strategy Realization™
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