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1.0 - The New Look 

Microsoft Office 2007 sports a new look. Microsoft has introduced a new glassy visual style, as well as a 

new structure. Notice that the old menus are gone, and there is no longer a need to dig through sub-

menus to find settings and options. 

 

 

 

 

Microsoft Office Button (MOB)  

The Microsoft Office Button is similar to the old File menu. Many common commands such as Open, 

New, Save, Save As, Print, etc. are now located in this handy button’s menu. 

Quick Access Toolbar 

The Quick Access Toolbar is a new customizable toolbar for easy access to commands that you use 

frequently and need to access on a single-click basis. This bar can be set up with any command that you 

would like to be able to access quickly and easily. 

The Ribbon 

The Ribbon is a new section of the Word 2007 window. The Ribbon is comprised of the Word tabs and 

groups that are used for document creation and easy access to various functions. Each tab on the 

Ribbon is separated into a series of groups for streamlined access. 
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The Microsoft Office Window Frame 

The Window Frame is located at the bottom of your document and contains some useful controls. The 

Window Frame gives you a real time update of the number of pages and words in your document and 

an update of spelling and grammar errors throughout. You can also easily toggle through document 

views and zoom in and out with the easy Zoom Slider bar. 

 

 

 

 

 

 

2.0 - The New Format 

Microsoft Office uses a new format to save files. The new file standard is an open source XML-based file. 

In the case of Microsoft Word 2007, the file format is .docx. This new format improves compatibility 

across different Office applications and moves the Office suite into the next generation of document 

standards. However, it does occasionally cause problems with reverse compatibility.  

 

Saving in Word 97 to 2003 Format 

If a person using an older version of Word is going to open one of your documents, you will have to send 

it to them in the .doc format. This is easily done with Microsoft Word. You simply need to click on the 

Microsoft Office Button, click Save As, and make sure you choose the Word 97-2003 Document option. 

MOB  {ŀǾŜ !ǎ  ²ƻǊŘ фт-2003 Document 
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Microsoft Office Compatibility Pack 

Microsoft developed a compatibility pack for those users who are using older versions of word but need 

to open documents created in Office 2007. This compatibility pack is a quick and easy install and can be 

found at the following link: 

http://www.microsoft.com/downloads/details.aspx?familyid=941b3470-3ae9-4aee-8f43-

c6bb74cd1466&displaylang=en 

To install this download (Instructions from Microsoft.com): 

1. Ensure your system is up to date by installing all High-Priority/Required updates on Microsoft 

Update (required for Microsoft Office XP and 2003 users). 

2. After installing all High-Priority/Required updates with Microsoft Update, download the 

Compatibility Pack by clicking the Download button above and saving the file to your hard disk. 

3. Double-click the FileFormatConverters.exe program file on your hard disk to start the setup 

program. 

4. Follow the instructions on the screen to complete the installation. 

  

3.0 - Microsoft Office Help 

Microsoft Office has a useful, built-in help feature that will allow you to get help on all types of Word 

problems. There are two ways to access the Word Help area: 

1. Press the F1 key 

2. Click the little blue question mark on the top-right of the Word window 

Word Help pulls from help topics on your local computer and the internet, so the help function is very 

thorough. It is very much like a built in user manual. To search, just type a search term in the Search 

Criteria Box. Word will then display links to relevant query results that you can click on to view solutions 

to your issues. 

Use the back, forward, stop and refresh buttons like you would with Internet Explorer. Click on the little 

green push pin button to “keep [the window] on top” of other windows. 
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4.0 - Formatting Documents 

Microsoft Word offers numerous ways to format documents, and places many of those features in easy 

to find places. Below is a description of the most common formatting options you’ll likely use. 

 

Saving Documents 

You can save your documents with the Quick Access Button or the Microsoft Office Button. Word 2007 

also has a Compatibility Checker that can check to see if your document will open in Word 2003. 

 

 

 

Tables 

Tables are also easily created. To create a table, you 

need to click the Insert tab, then the Table button. 

You can then drag out number of rows and columns 

like the picture to the right. Or, you can click Insert 

Table for a dialogue box.  

To modify table structure, you can use the options 

from the “Design” Contextual tab. From this menu 

you can Change tab styles, select from Microsoft’s 

Quick Table Styles, and also draw borders around 

your table. 
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Set Margins 

To set your margins, start at the Page Layout tab then select Margins. 

 

 Choose a preformatted style 

 Choose Custom Margins 

 Set Margins manually 

 

 

 

 

 

 

 

 

 

 

Visual Effects and Graphics 

With Word 2007, you can use the new features to make very stylish 

documents. You can insert symbols by placing an insertion point in the 

document and then clicking on the Insert tab. 

 Select Symbols from “Symbols” group 

 Click Symbols to open the Symbol Gallery 

 

  

 

 

 

 



P a g e  | 7 

 

Insert Illustrations 

You can also use easy illustrations such as Smart Art, Charts, Pictures, and Clip Art. All of these functions 

can be done using the Insert tab and the “Illustrations” group. These functions work much like the ones 

previously discussed and can add much visual appeal to your documents. 

 

 

Check Spelling and Grammar 

Like previous versions of Word, you can check your spelling and grammar on the fly. The Review tab, 

under the “Proofing” group, has many useful tools to let you do these functions. 

 

 

Headers and Footers 

Headers and footers can be easily added to your documents. 

To add a header, double click on the top of the page, click the Insert tab, then on Edit Header. 

To add footer, double click on the bottom of the page, click the Insert tab, then on Edit Footer. 
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5.0 - Getting Help 

As always, feel free to contact the CaTS Help Desk for assistance, or view our website for more 

training, documentation, and other computer related information:  

CaTS Help Desk 

025 Library Annex 

937-775-4827 

helpdesk@wright.edu 

http://www.wright.edu/cats 

 

Notes 


