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Reasons for the Upgrade

The primary reason Alachua County is moving to Microsoft Office 2007 is to take advantage of the enhanced
integration with SharePoint 2007. With both Microsoft Office & SharePoint 2007 you will notice how easily you
can link a SharePoint calendar to Outlook, save a document directly to a document library or manage e-mail
contacts through a SharePoint list.

However, you will also find in Office 2007 some terrific new features, enhancements to existing features and a

visually streamlined look. Aside from the look and feel of the product, Office 2007 has improved damaged file
recovery, automatic file compression and better disaster recovery of e-mail for our network technicians.

Changes to the Overall Interface

Toolbars & Menus Replaced

Accessing commands and dialog boxes through menus and toolbars has changed significantly. You are now
presented with one menu the OFFICE BUTTON, one customizable QuICK ACCESS TOOLBAR and everything else has
been consolidated into what is called the RiBBON. (Note: Outlook 2007 has kept toolbars and menus)

The Ribbon

Nearly all commands previously accessed through toolbars and menus, now exist on the new Ribbon. The
Ribbon is organized as follows:

= Tabs: The ribbon is divided into several tabs which consolidate related commands.

= Contextual Tabs: These tabs only appear when needed (Picture, Tables, Drawing, etc.)
= Groups: Each tab then groups together more specifically related items (Font, Paragraph, etc.)

= Dialog Box Launchers: Many, but not all, groups provide access to more advanced commands
through a small button which launches a dialog box.

Office
Button

Quick Access
Toolbar

Documentl - Microsoft Wo

Page Layout References Mailings Review View
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The Office Button

As the only remaining menu, the OFFICE BUTTON contains many commands previously found on the FILE menu.
For example, with this button you can access such commands as: NEw, SAVE, PRINT, PRINT PREVIEW, OPTIONS.
When accessing opTIONS (bottom right of oFricE BUTTON) you will find many of the settings previously found

through the TOOLS > OPTIONS menu path.

Recent Documents

Mew
1 Office 2007 File Extensions.xds {=0
~ - 2 Municipalities-Web Version xls =
7 Qpen
3 Exportxls =
4 Import_PBasicaxls =
I ﬁ Conyert ERanns )
5 Import_with Categories2.xls =
& Impart_with Categories.xls =
=P . :
1 Import_All Contacts.xls =
—] 5 AddressTest.xls =
o Save As 3 o
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I Training Class Log2.xlsx =
Ueifp Erint 4 Training Class Lag xlsx =
Travel Reimburse-ClassCxls =
w-’i Prepare b Renavation.xls {=l
Budget Requests.xls =
ﬁ Send » Buiclget - Sales Tax Issues s i=
Parcels-RuralAndLirban.xls =
L/ Publish » Budget.xisx =
() workfiows
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Llase

12 Excel Options 3 Exit Excel

Quick Access Toolbar

Excel Options

[~Poputar
Formulas
Froofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

]

L_@ Change the most popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection &
Enable Live Preview (i

D Show Developer tab in the Ribbon ©
[ Always use ClearType

Lolor scheme: Black =

SereenTip style: ‘ Show feature descriptions in ScreenTips v |

Create lists for use in sorts and fill sequences: Edlit Custam Lists...

When aeating new workbooks

Use this fopt: |Verdana vl
Fant size: 10 v
Default view far new sheets: | Marmal View hd

Include this many sheets: 3 E

Personalize your copy of Miciosoft Office

User name: | slintonsmith
Choose the languages you want to use with Micrasoft Office: | Language Settings...

The only remaining menu is the QUICK ACCESS TOOLBAR. This toolbar is always visible in the top-left corner no
matter which tab is displayed in the ribbon and you can customize it by adding any command you wish.

= Adding Buttons: Right-click any command and select ADD TO QUICK ACCESS TOOLBAR

= Manage Buttons: To remove or add many buttons at one time, access the orPTIONS dialog box for
each application. (Example: OFFICE BUTTON > WORD OPTIONS = CUSTOMIZE)

= Show Below the Ribbon: You also have the option of showing the quick access toolbar below the
ribbon. This is helpful for two reasons: (1) you may have added too many buttons and thus have
obscured the name of the file in the title bar (2) showing it below the ribbon gets your most frequently
used commands just a little closer to the document area.

sert Page Layout References Mailings Review
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E-mail

Quick Print
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Minimize the Ribban

Documentl - Microsoft

Customize Quick Access Toolbar

Word Options
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Display
Praafing
Save

Advanced
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@ Customize the Quick Access Toolbar and keyboard shorteuts.

Choase commands fram: Custamize Quick Access Taolbar: i
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< Separator e save
W Acceptand Moyeta Mext ¥ Unda [»
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Paste Special v
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|

[[] show Quick Access Toolbar below the Ribbon

Ve
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Contextual Tabs

Certain tabs only appear when they are needed. For example, the PICTURE TOOLS tab only appears when a
picture is selected. These tabs are colorized to help them stand out more and some contextual tabs have
multiple sub-tabs like TABLE TooLs and CHART TooLs. Also, remember that if there are tools on these contextual
tabs that you use often, you can add them to the QUICK ACCESS TOOLBAR. Some of the contextual tabs include:

= Picture Tools

= Drawing Tools

= Table Tools

= Chart Tools

=  Word Art Tools
=  SmartArt Tools

Documentl - Microsoft Word Picture Tools
Page layout References Mailings Review View Acrobat Format

i Brightness - :l;_d: Compress Pictures '_J) Picture Shape =

E (e | el e
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{m Recolor = QE Reset Picture _-: = Picture Effects -

LVl B X z Presentationl - Microsoft PowerPoint Drawing Tools

Home Insert Design Animations Slide Show Review View Acrobat Farmat

ExNOoO £ £t Shape S shapeFill = i A TestFill +

A—L—L,ED& QJ_' .v.zshapeOutline' | gTextOutline‘
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7| = Shape Effects = 18| Js) Text Effects -
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"E-r e K = Documentl - Microsoft Word Table Tools
Page Layout References Mailings Review View Acrobat
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Mini Toolbar

This toolbar appears directly next to selected text to offer quicker access to font and paragraph formatting options.
Please note that this toolbar only appears under certain conditions:

(not the keyboard).

- It appears to the right of the selected text.

right side of the selected text.

Live Preview

It appears only after you release the mouse button.

It appears only as your mouse moves closer to the

In appears only when text is selected with the mouse

Lucida < |
B 7

on~-|11 -| A"
b . A -
L

A
iEF iE

a—
—

selected text

One of the most helpful improvements found in Microsoft Office 2007, is Live Preview. This feature allows you to
preview a potential change you want to make to selected text, pictures, shapes, etc. before you actually finalize the
change. For example, if you wanted to change the font style for a particular sentence. Select the text then hover

over a font style from the font list and the changes will be previewed in the document. If you like what you are
seeing, then click on the font style to finalize the change.

Page Llayout References

Mailings

Documentl - Microsoft Word

Review View Acrobat
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View and Zoom Options

This text is currently Arial
However, with live preview [ can
see what it looks like in
Garamond.

The different view options have shifted from the bottom left to the bottom right side of the screen and a zoom
slider bar has been added. The view options is entirely new to Excel as previous version did not show any view
options on the bottom portion of the screen. Also, Excel has new view called PAGE LAYOUT. More about that in

the Excel section of this document.
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= —)

LH

Page 4



New File Extensions

Many of the new and enhanced features found in Microsoft Office 2007 were built using the XML platform. As
a result, Office 2007 has added a new file format in which to save files. To edit any items built using the
enhanced features, you will need to save your file in the new file format. You can still save files in the older
format (Office 97-2003), but you will not be able to edit any items inserted using the new features.

File Extensions
1997-2003 2007 Standard \ 2007 Macros ~ 2007 Template

Word *.doc *.docx *.docm *_dotx

Excel * Xls * xlsx *.xlsm * xltx

PowerPoint [Eglees *.pptx *.pptm *.potx

Benefits of the New Format

Aside from the more obvious benefits of the new file format found in visual enhancements to text, pictures,
charts, etc., (to be discussed later) there are other notable improvements to file management. Some of the
benefits of the new file format include:

= Smaller Files: Files are automatically compressed when saved. Many files can be half the size of a file
saved in the older format.

= Improved Damaged-File Recovery: Files are saved such that different components of the file are
kept separate from each other. Thus if a chart is damaged or corrupted, the file can still be opened.

= Macro Detection: Only files with the "m" suffix in the file extension can contain VBA macros or XLM
macros.

= Document Inspector: Can remove access to potentially personal, confidential or other sensitive
information. To access the document inspector, click MICROSOFT OFFICE BUTTON > PREPARE > INSPECT
DOCUMENT. The document inspector can remove information like:

o Comments, revision marks from tracked changes, versions and ink annotations

o0 Document Properties such as author history, e-mail headers, send-for-review information,
routing slips, printer paths, and file path information for publishing Web pages

Hidden text

Hidden rows, columns, and worksheets
Presentation notes

Document server properties

O O O O

Saving in the Older Format

Those who are running an older version of Office, cannot read the new Office 2007 file format without first
downloading a compatibility pack. Therefore, it may still be necessary to save files in older format. To save a
file in 97-2003 format, go to the OFFICE BUTTON > SAVE AS then choose your format.

Save a copy of the document

[!F; o Word Document
5 == | Savethe document in the default file
7 Dpen farmat.

Word Template
K 97-2003 |

Save the document as a template that can
be used to format future documents.

= @ o Word 97-2003 Document
lﬂ Save As 3 .

Save a copy of the document that is fully
compatible with Word 97-2003,
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Compatlbllity Mode Microsoft Office Excel - Compatibility Checker |E|E|
Office 2007 runs in COMPATIBILITY MODE When an older format (Office

The Following Features in this workbook are not supported by earlier versions

97-2003) file is open. The TITLE BAR across the top will display the 0 ralipagliubrilo bt s e
name of the file followed by [COMPATIBILITY MODE]. You can continue ORIy et Gl ) v e e U ot
using these files in the old format with Office 2007 - unless you P N
want to take advantage of the newer features. ——————— )

) ) . Some cells or styles in this warkbook contain Formatting that is not 2
When you save the file, the COMPATIBILITY CHECKER will scan the file supported by the selected file format. These formats wil be Help

conwerted to the closest Format avallable,

for any newer features that the old format does not support. For
example, in Excel a MINOR LOSS OF FIDELITY could be something as
simple as specific colors that are not supported by the older format.
In this situation, when someone using an older version opens the heck compatibity when saving this workbook
file, Excel will choose the closest color to the one used by the newer
format.

New Features in Word, Excel & PowerPoint

SmartArt

This feature both updates ORGANIZATIONAL CHARTS and DIAGRAMS and adds new diagrams to choose from.
These objects all come with advanced formatting options available to all Office 2007 items such as beveled
edges, metallic surface material and depth of color. SmartArt is available in Word 2007, Excel 2007 and
PowerPoint 2007. However these new diagrams and styles are not available under the older file format
(97-2003). To take advantage of this feature, your file must be saved in the Office 2007 format.

Choose a SmartArt Graphic

oA

g List

03 Process

-

¢ Cyile
s Hierarchy
Eﬂ Relationship
Iatrizx

A Pyramid m

Yertical Arrow List

Use to show a progression or sequential
steps in a task, process, or workflow
thak move toward & common goal,
wrks well For bulleted lists of

Y —
 —
v
i ! | information,
[~ |

|«

Ok ] [ Cancel

Document2 - Microsoft Word SmartArt Tools

References Mailings Review View Acrobat Design

ol I e e =15
2 [l ] - -] 5 o g : . x
Il. — s T R [=] || Change || €] )| . RS}

Calors = |
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You can make changes to your SmartArt object by using the preformatted styles found on the DESIGN tab of
the sSMARTART TOOLS contextual tab. Or if you prefer, you can make your own detailed changes using the
FORMAT tab.

SmartArt Example 1

SmartArt Example 2

If you are working with a file in the 97-2003 format, clicking the sMART ART button will bring up the older

diagram gallery.

Diagram Gallery

Select a diagram type;

ad 3
Al &|O

Organization Chart
IJsed ko show hierarchical relationships

L oK J[ Cancel J

Click to add text

Click to add text Click to add text Click to add text
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Object Formatting Galleries
Many of the contextual tabs include one or more galleries from which you can choose different display options
for your object. These galleries appear for Pictures, Shapes, SmartArt, Charts, etc. and they combine several

formatting options into one gallery choice. Any of these options can be applied manually, the galleries simply
provide quick access to some preset styles.

The previous section illustrated the gallery options for SmartArt. In the below example we see the options for

a picture. From the PICTURE TOOLS contextual tab, the PICTURE STYLES gallery provides 28 different styles to
choose from.

@ | R Document2 - Microsoft Word Picture Tools
Home Insert

Page Layout References Mailings Review View Developer Acrobat

@ Brightness = ]_{ Campress Pictures = e — o — p— @ & Bring ta Front 1= Align ~
(B Contrast - E"g\]mngePl:{ure |-,‘| |‘| ‘I d ‘ ZPi‘:ture Border v 2 Send tao Bacl :jl-‘i‘?l-_wu.
L ]| Ee t
% Recolar = ‘m Reset Picture - Picture Effects = & E Text Wrapping = Sk Rotate =
a‘_ﬂﬂlg! el (| q'lg‘
P [ T — ﬁ —
iii:ﬂ‘ e g; |l w;a

Manually Applying Object Formatting
To apply your own formatting style you can use the different menus found on the FORMAT tab. Some tabs wiill

place these formatting options in varying positions, but they are most likely found next to that object's style
gallery on the primary sub-tab.

1 - Microsoft Word Picture Tools E' o N ¥ Documentl - Microsoft Word %.  Drawing Tools

Review View Acrobat sert Page layout
L} Picture Shape ~ £
L picture Border * i
- n || Pe )il!\\. on

=/ Picture Effacts ~

References  Mailings  Review  Viev

B - ¥ shapeFill - i} "‘l
| .\ i 4 smpeow‘ne Jfa ‘;_*
S =15 5 SEme O 50
Sk Rotate Theme Colors . Effects -
O T T
<
°

i Preset » I

| Shadow >
No Reflection R Standard Colors

|z Beflection > ﬁ L 1} AEEEEN
—_— Ho Outline
el —
l; Glow »

2 Mare Outline Colors.

12 Align -

Reflection Variations

reight »

4 SoftEdges » | - = o
- i “‘ ‘q == | Daghes 3
13
e Y| e Pattern.
-

e 3D Rotation > .
E B | il
. " =
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Dialog Box Launchers

The tabs on the ribbon were each designed to make the most frequently used commands more accessible.
However, there will be times that you'll need to access a more advanced feature. Therefore, many of the
groups have a dialog box launcher which will present these more advanced features. Note that some but not
all groups have these dialog box launcher — in fact some entire tabs will not have them. Some examples are
listed below.

WORD

E-rEEkm< - Documentl - Microsoft

Insert Page Layout References Mailings Review View Developer A

- 3
I s Gt

B = T <=

Paste
- f Farmat Painter

|B I U ~ahe x, X Aa~||~ A ~|

Dialog Box
Launcher

Dialog Box
Launcher

Dialog Box
Launcher

EXCEL

Bookl |Compatibility Mode] - Microsol

PFage Layout Formulas Data Review View Developer Acrohat

j ﬂ‘ == EiWrapTart |Ger1era| ¥
. 52
F‘a;.:te 5 = = I Merge & Center = ||| § = %% » || %583 5%

Format Cells

Mumber

Tesxt alignment Crientation

Fort || Border | Rl | Protection

Horizantal: + .

General v *

Vertical: | o &

Bottom R

Texk control .
Bl ot L 2]
o Degrees
[ shrink ko Fit
[ Merge cells
Right-ta-left

Text direction:

om o
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Microsoft Word 2007

The old menus and toolbars have been consolidated in Word 2007 into several TABS on the RIBBON. These tabs
group together related commands and provide a more consistent, streamlined look across the top of the
screen. Below is a listing of the tabs and key commands found on each tab.

Page Layout References Mailings Review

Paste
- F Format Painter

£

HOME
Contains some of the most frequently
used tasks: CUT, COPY, PASTE, FONT,
PARAGRAPH, BULLETS & NUMBERING,
STYLES

PAGE LAYOUT
Common PAGE SETUP features, such as:
MARGINS, ORIENTATION and SIZE. Also
includes WATERMARK, PAGE BORDERS
and PARAGRAPH INDENTS & SPACING

MAILINGS
Commands used with ENVELOPES,
LABELS and MAIL MERGE

N1 EVWW
Document viewing properties such as:
PRINT LAYOUT, FULL SCREEN READING,
THUMBNAILS, PAGE WIDTH, ZOOM

Documentl - Microsoft Word

Developer Acrobat

éﬂ Find ~
aapbceDd sasbceD: AaBh AaBbCe 2aBboem: % o .
0 wae Replace
THarmal

& Spacl sading =ading 2 sading 3 = Change
T Mo Spac Heading 1 || Heading 2 | Heading 3 |[= i [ Select~

£l

INSERT
Used for inserting objects, such as:
TABLES, PICTURES, SHAPES, SMART ART,
CHARTS, HEADERS & FOOTERS, TEXT BOXES

REFERENCES
Used to setup TABLE OF CONTENTS,
INDEXES, FOOTNOTES, CITATIONS and
more

RENVI EWVW
SPELLING, TRACK CHANGES and
PROTECTION

DEVELOPER
MACROS and CONTROL features. (Not
displayed by default. To activate this
ribbon OFFICE BUTTON > WORD OPTIONS >
POPULAR > SHOW DEVELOPER TAB IN THE
RIBBON)
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Office Button & Word Options

As the only remaining menu, the OFFICE BUTTON contains many commands previously found on the FILE menu.
For example, with this button you can access such commands as: NEW, SAVE, PRINT, PRINT PREVIEW, OPTIONS.
When accessing oPTIONS (bottom right of oFricE BUTTON) you will find many of the settings previously found
through the TooLs > OPTIONS menu path.

From the woRrD oPTIONS dialog box you can modify many settings and display options. The categories within
this box are listed below along with helpful settings within each category:

POPULAR
= Show Developer tab in the Ribbon

= Open e-mail attachments in Full Screen Reading view j i MEcEt Doty ments
= Color Scheme ‘

DISPLAY
= Show highlighter marks
= Show document tooltips on hover

= AutoCorrect Options
= Spelling & Grammar

»
=
PROOFING H Sweas b
=
4

SAVE ‘.r, Prepare 3
= Default file save format (97-2003 or 2007) -
= Default file location =

ADVANCED W/ FPublish b
= Editing options
= Show paste options button
= Show text boundaries

Warkflows

CUSTOMIZE
= Allows you to add buttons to the QUICK ACCESS
TOOLBAR

ﬁ Word Options J 2 Exit Woard

Word Options E]

- Popular d . . X
| - ] &3 Change the most popular options in Word.
Display
Praafing Top options for working with Word
Save Show Mini Toolbar on seledion G
adl . Enable Live Preview (i
Advanced
Show Developer tab in the Ribbon G
Customize |:| Always use ClearType
|:| DOpen e-mail attachments in Full Screen Reacding view G
Add-Ins

Lolar scheme:
Trust Center

ScreenTip style: | Show feature descriptions in ScreenTips w

Resources

Personalize your copy of Micaosoft Office

Lser name: |ACBOCC

Initials: ARC

Choosethe languages you want to use with Microsoft Office: Language Settings...

[ Ok ][ Cancel ]

Page 11



Headers & Footers B B usanseine | T )
To add a header or footer, go to the INSERT tab. You will be Header Faoter| Page o ii.ﬁi” cqustion Sy
presented with some pre-formatted options. If you prefer to BT suinn -
customize your own, select EDIT HEADER Or EDIT FOOTER. Blank
When the header or footer area is open, the contextual tab
for that function automatically appears. T —— L
Also note that in the HEADER & FOOTER group you can insert a - . .
page number in different locations and formats.
Alphabet
é é : ﬁ : M g 4 Annual

Eormat Page Humbers..,

Header Footer | Page Text  Quick WordArt Drop
*: = |Mumber~ || Box~ Parts~ = Cap T
5 1
g i G .1_) Top of Page 3
&l Bottom of Page 3
_ Austere {Even Page)
[ | Page Marains 3
=] | Zurrent Pasition 4
%

Remaove Page Mumbers

dit Footer

ENR
5k | RemaveFoater

U I T L reem———

Document6 - Microsoft Word

Pape Layout References Mailings Review View Developer Acrobat Desian

Header & Footer Tools

i [ ___'j= (B3 ==] | ¥ Elg j‘ |5 Previous Section || [£] Different First Page | =+ Header fram Top: 0.5 =
=| = |# ey (S Fial R 1 & = x|
= = s = ] E; Mext Section |:| Different Oded & Even Pages tjv Faooter from Bottom: 0,57 = s
Header Footer Page Date  Quick Picture  Clip . _ . Clase Header
- = MNumber~ || &Time Parts~ Art 22 Link to Previau Show Document Text [5] tnsert Alignment Tab and Footer

Bullets & Numbering

The only major difference with Bullets & Numbering is where the LIST INDENTS
have moved to. To adjust the lists indents, create your bulleted or numbered list,
then RIGHT-CLICK on the list and select ADJUST LIST INDENTS.

=  BULLET/NUMBER POSITION: measures the distance from the margin to where
the bullet or number is placed

=  TEXT INDENTS: measures the distance from the margin to where the text
begins

Status Bar

Adjust List Indents |E|r5__(|

Bullet position;

0.z25" S
Text indent:
05" :

Fallows number with:

|Tal:u character w |

[] Add tab stop at:

psr 3]

][ Cancel ]

By default, some helpful functions may not be visible on the sTATUS BAR (the strip at the very bottom), such as
PAGE #, SECTION #, TRACK CHANGES, etc. Right click on the status bar to add any of these functions.

Section: 2 -t

Track Changes: OFf =

Page: 12 Page: 14 of 29 | Words: 4,064
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Customizing Tab Stops

In previous versions of Word, the Tass dialog box could be found by clicking FORMAT = TABS. In Word 2007,
you'll need to click the dialog box launcher from the paragraph group on the home tab. To access the tabs
dialog box, follow the directions below:

1. Go to the HOME tab.

2. In the PARAGRAPH group click the dialog box launcher.
3. Click the TAaBs button at the bottom left of the PARAGRAPH dialog box.
|Al | | | Paragraph |E|E‘
R =R T | qq .
= — i =: FA ndents and Spacing | Line and Page Breal
2 I tl ety | e endpage ereas | Tab stop position: Default tab stops:
= === = - eners . -
E=E = =I|*— |I 9 aligrment: ARG il "|
Outline lsvel: Tah staps to be cleared:
Indentation
Left: Special: By:
Right: 3 -l ) ¥ | 2 ;
= [ Mirror indents Alignment
Dialog Box n @) Left O Center O Right
Launcher Spacing O pecimal O gar
Before: Lie spacing: a: el
after: o 2| | single v | =
[ Dentt add spae between paragraphs of the same style ®) 1 Mone I p— (G
O1__
Preview
OK ] [ Cancel ]
Tabs... } K Cancel

Select Text with Similar Formatting

- - F d -
At the far end of the HoME tab you will find the seLecT button. There are three hCe  &aBbCeo % ?f'R'"I
. . . i eplace
options on this button, however, the most useful is SELECT TEXT WITH SIMILAR g2 Hesding3 | Change ||
T styles + Ly Select =

FORMATTING. Based on your currently selected text, this option will select other
text within the document that is formatted the same way. Any changes to font
style will then be applied to the selected text.

ER selectal
bg  Select Objects

Select Text with Similar Formatting

Campaign Finance Reform Advisory Board
Final Report

Recommendation 1: Earlier filing date for last period reports

Cardidates running for Alachua County charter offices shall file their financial reports according to the
schedule established by Florida Statute except that the |ast reoort due prior to anelectionshall be
received by the Alachua County Supervisor of Elections na later than 5:00pm on the sixth day prior to
the election, There shall beno provision to extendthisreceiptdeadline by use of a postrmark or any
other courier receipt.

Recommendation 2: Electronic filing
CFRAE recommends that treasurerreports be required in elecronic format to facilitate publication and
analysis of camoaign finances.

Recommendation 3: Last date for accepting contributions

CFRAR recommeands that the |zct date by which campaign contributione may be acceptedbe moved 48
nowrs earlier inaccordznce with our recommendation to move up the deadline for filing the lzst period
financial report prior to an election

&ny contributionreceived by a candidate or by the campaign freasurer or a deputy campaign
treasurer of such candidate on the day of that election or lessthan seven days prior to the day of that
zlectior must be returned by him or her to the person or committee contributing It and may rot be
used or expendad by or on oehalf of the candidate.

days) (7) and San Luis Obispo Ca (eight days).
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Microsoft Excel 2007

The old menus and toolbars have been consolidated in Excel 2007 into several TABS on the RIBBON. These tabs

group together related commands and provide a more consistent, streamlined look across the top of the
screen. Below is a listing of the tabs and key commands found on each tab.

@ ..
Insert

Home

Page layout Formulas Data Review View

Book2 - Microsoft Excel

Developer

Acrobat

Paste

&

e}
J
&l

| Werdana

B I U

=i Wrap Text

a4 Merge & Center =

(E]

General b

§om Sy

|| 2 .00

| %58 ;%8||| Conditional Format  Cell Ins'elt Delete Fallmt

Farmatting = as Table = Styles = o
5 Styles |

k)i o 5 (B S A

Sort & Find &
Filter = Select~

HOME
Contains some of the most frequently
used tasks: CUT, COPY, PASTE, FONT,
WRAP TEXT, NUMBER FORMATS, AUTO
SUM, INSERT/DELETE, SORT & FILTER

PAGE LAYOUT
Common PAGE SETUP features, such as:
MARGINS, ORIENTATION, PRINT AREA,
SIZE, SCALE, GRIDLINES

DATA
Data tools such as: IMPORT EXTERNAL
DATA, FILTER, TEXT TO COLUMNS, DATA
VALIDATION, WHAT IF ANALYSIS

1 EVvV
Spreadsheet viewing properties such
as: NORMAL, PRINT LAYOUT, PAGE BREAK
PREVIEW, ZOOM, FREEZE PANES

Page 14

INSERT
Used for inserting PICTURES, CLIP ART,
SHAPES, SMART ART, CHARTS, HEADERS
& FOOTERS, TEXT BOXES

FORMULAS
Contains all function categories:
RECENTLY USED, FINANCIAL, LOGICAL,
LOOKUP & REFERENCE. Also includes
FORMULA AUDITING

REVIEWVWW
SPELLING, THESAURUS, COMMENT,
PROTECTION, TRACK CHANGES

DEVELOPER
MACROS and CONTROL features. (If not
displayed, click OFFICE BUTTON > EXCEL

OPTIONS = POPULAR = SHOW DEVELOPER TAB IN

THE RIBBON)



Office Button & Excel Options

As the only remaining menu, the OFFICE BUTTON contains many commands previously found on the FILE menu.
For example, with this button you can access such commands as: NEW, SAVE, PRINT, PRINT PREVIEW, OPTIONS.
When accessing oPTIONS (bottom right of oFricE BUTTON) you will find many of the settings previously found

through the TooLs > OPTIONS menu path.

From the exceL opTIONS dialog box you can modify many settings and display options. The categories within
this box are listed below along with helpful settings within each category:

POPULAR
= Show Developer tab in the Ribbon
= Enable Live Preview
= Show Mini Toolbar
= Default Font

FORMULAS
= Formula Auto Complete
= Error Checking

PROOFING
= AutoCorrect Options
= Spelling & Grammar

SAVE
= Default file save format (97-2003 or 2007)
= Default file location

ADVANCED
= Auto Complete for Cell Entries
= Show paste options button

CUSTOMIZE
= Allows you to add buttons to the QUICK ACCESS
TOOLBAR

[ Recent Documents
| HMew
E 1 Training Class Log.xls =
- 2 Demo.xls =
7 Qpen :
3 Conditional Formatting.xlsx =
i, 4 Ordersxls =
l“iﬁ Conyert - .
L= 5 Orders xlsx {=
6 Advisory Board Members.xls =
H Save .
1 Raffle Participants xls =
"TJ 8 Ordersxls =
Save A 3 i
REs 9 HTEN406.xls =
[ treklagshestis xls L=
HEJ Erint i3 Maadle List 7-15-08.xs =
5 Gaintimexls =
|%| Prepare 4 Jail Population Statistics xls =
F¥0& FPG Phone Revenue Projection Sheet.xls =
_ﬁ Send » ACCESS Eval Summary.xls f=
Mining Carp.xls I=
" Publish ¥ Excel_Testixls e
= =T
"\/' Warkflows
=
Close

Excel Options [E

Popular H Customize how workbooks are saved.
Farmulas
Proafing Save workbooks
- Save 1 Save files in this format: | Excel 97-2003 Warkbook {*.xls) b
Acvanced Save AutoRecover information every |10

~ .
¥ | minutes

Customize

AutoRecover file location: |C:"_Documents and Settings'slintonsmith' Application Data'_Microsw|

Default file location: |LII"_
Add-Ins

Trust Center AutoRecover exceptions for: |[f;' Boakl

Resaurces

D Disable AutoRecover for this workboak anly

Offline editing options for document manage ment server files

save checked-out files to:
(&) The server drafts Jocation on this computer
() The web server

Seryer drafts location: | CDocuments and Settings'slintonsmith' My DOCLII]IEI| [ Browse..

Preserve visual appearance of the workbook

Choose what colars will be seen in previous versions of Excel: (i LCalars...

[ Ok ] [ Cancel
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Status Bar & View Options

At the bottom of the screen, Excel 2007 has added the NEw SHEET button to quickly add a new worksheet to
the currently open workbook. At the bottom left of the screen are the different view options — the newest of
these is the PAGE LAYOUT view (discussed below).

L] - ~0
New Sheet - Page
Page Break Zoom
Layout preview

Page Layout View

The new PAGE LAYOUT VIEW displays both the header/footer areas and the edges of the page. Adding or
modifying the header or footer is made easier since it is always visible from PAGE LAYOUT VIEW. When typing in
the header or footer, the HEADER & FOOTER TOOLS contextual tab automatically appears offering quick access to

header/footer options.

EEE9-6. ¢ Bookl [Compatibility Mode] - Microsoft Excel Header & Footer Tools
(it
Home Insert Page Layout Formulas Data Review View Developer Acrobat Design
3 — N N = =
E = ﬁ % \U ;'/ @ il il = ; [F] Different First Page Scale with Document

Go ta
Faoter

[T Different Od & Even Pages Align with Page IMargins

der Footer Page Number Current Current  File File  Sheet Picture Format
b Mumber of Pages Date  Time Path Name MName Picture

FY 2009 Budget

Protection
The protect worksheet command is now located on the REVIEW RIBBON. Protection ensures that nobody

changes locked cells on a worksheet.

O ) EEE -0 ¢ Bookl |Compatibility Mode] - Microsoft Excel
. Home Insert Page Layout Formulas Cata View Ceveloper Acrobat
% ﬁd I-_:lJ a% \j \_J ,__J = _ Show/Hide Comment m L@ @}Proted: and Share Warkbaalk
L9 Show All Comments @Allow Users to Edit Ranges
Spelling Research Thesaurus Translate Mew Delete Previous Pext Protect  Protect Share

Shaw Inl Sheet Warkbaok - Warkboak Lg# Track Changes ~

Comment
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Custom Sort

In previous versions of Excel, you could only sort data on three levels. With Excel 2007, there are virtually
unlimited numbers of sorting levels allowed. Sorting by multiple levels, called a cusTom SORT, is also slightly
different in this new version of Excel. To build a custom sort, follow the directions below:

1. Go to the far right side of the HOME tab and select SORT & FILTER = cUSTOM SORT. (Note that cusTom
SORT is also available on the DATA tab.)

2. From the dialog box, build the first level by selecting the desired criteria from the COLUMN, SORT ON
and oRDER fields. with the custom sort dialog box.

3. Click ADD LEVEL to begin building your next level. When you are finished building all desired levels,
click ok.

@ U A UF Football Rosterxlsx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Acrobat

= = mm mmma e | = ey
CNETS A T
= EMe,ge&cénte, ||| % = % »|/%3 s%8||| Conditional Format Cell Insert Delete Farmat

Farmatting = as Table = Styles =

Font i i i Style ells
., — — - _
-~ f;| Anderson i SartZto A

4 4] B B [o] 2 F G H I 1 K L Custom Sorta,
1 #  Last First Paosition Team ‘Height Weight Class EXP State County Hometown /High School o
2 |2 Ahel Lamar oL Defense 6 2" 265 RFR 5Q FL Broward Sunrise/Ely =
3 |14 IAnderson _|Mark|he CBE Defense 510" 182 JR 2L FL Lee Fart Myers, Fla./Dunbar
4 |47 Antwine Brandon DT Defense & 0" 295 RSO i T Garland, Tx/Garland .,
o l7a antre Tamanl ni Nefensa A 10 577 RGN =n Fi Macsan Fernandina Baarh/Fermandina Remen

1;21 Add Lewvel ” >( Delete Level ] [ 55 Copy Level ” e Options. .. My data has headers
Colurnn Sort On Crder
Sart: by |Last w | E'\.-'alues w | I.ﬁ. toZ w |
Then by |Team “ | Yalues o |.ﬁ. to 2 w |
Yalues
Cell Calar
Fonk Color
Cell Icon

(a4 ] [ Cancel

Sort On — New Feature
The soRrT oN field is a new feature in the custom sort as you can now sort on more than just the text or
numerical contents of a cell. For example, you can sort on the following criteria:

*  VALUES
*  CELL COLOR
*  FONT COLOR
=  CELL ICON (refers to ICON SETS used with CONDITIONAL FORMATTING)
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Conditional Formatting

The options for conditional formatting of numerical data has been greatly enhanced in Excel 2007. However,
the newer options can only be saved in the newer 2007 format. The new conditional formatting options,
available on the HOME tab include DATA BARS, COLOR SCALES and ICON SETS.

Data BarS Data Review View Developer Acrobat ]
This formatting option places a horizontal . 1 T
color gradient within a cell to indicate its ﬂ J ﬁj% = T Delete -

=0 .00/l Conditional | Format Cell

? ||T6a .0

E Format -

Formatting =/ as Table = Styles =

relative value. In the example below, The

]

longer the data bar, the greater the —_— _=l Highlight Cells Rules >
number within the cell. 5 q 1 3
Team Height Weight 11 Ui b
Defense  &'2"  [265 =
Defense 5 10" Hs2 E] potaas v
Defense &' 0" 295 _ _ =
Defense &' 1" 73 _%j Color Scales » % ﬁ ﬁ
Offense 6'5" 280
Defense 6' 2\. [32 EE More Rules...
Offerize &' 0" 285 -:=—i feon sets '
Defense  5'9" [i90 [H) | Hew Rule.
Defernse 59" B30 B | ClearRules b
Offense 51 EOO E Manage Rules...
Offense 6'3" 215
Defense  5'6" 175
Defense  5' 10" [178
Icon Sets ®
This formatting option uses icons or e ,,,,—,—,——e., S— '
symbols based on the numerical values - | [ vian et o = R~
Sort & Find &

3= 25| Mergeacenter - ||| $ + % 9 || %3 ;%8| | Conditional | Format  Cell

Formatting = as Table - Styles = 27 Filter~ Select

contained within a range of cells.

Iry

_L:'aj Highlight Cells Rules ¥

= i . 3| e M N 1
Team Height Weight | D) Top/BottomRules
Defense  6' 2" @265 .
Defense 5 10" @182 _EJ Data Bars 3
Defense  6' 0" @295
Defense  6' 1" ®273 _EJ Color Scales 3
Offense 6' 5" @290 = yerary P
Defense  6'2" D232 ».il Lon Sets 5

W\ e0®

Offense 6' 0" @285
Qoo [© JAR

Defense 5 9" @190

Mew Rule..

Clear Ruley

BEE

Defense  5' 9" @230 S0 |« 1 %
Offense  6'1" @200 +AJAuG 4+ AN
Offense &' 3" 0215 o0 0@ all all all

Defense 5 6" @175 .
Defense 5 10" @178 ecee tiaoud

Defense 6 1"  ©295 AN S ol all wl all wil
Offense 61" @235 ®IDPCO

Defense 5 10" @183 More Rules...

Defense 511" @204

Color Scales . = = See e T
This formatting option uses different color IR e coed ﬂ | % s E?( L8
. . . £ | :jgr_ﬁrge&&nterv | =8 o |[%8 5% Conditional | Format el Insert Delete Format
sets to indicate visually whether a G S Lot
number is high or low relative to the = 3% Highlight Cells Rules »
other numbers in the selected range. In G T | - M N
this example, pure yellow is the lowest Team _'Emi TopiBotiomRules -+ I
while pure green is the highest. Defense =
Deferse E Drata Bars 3 I
. . Defense I N E—
You can modify the default conditional Defense P core s B ]
formatting options by clicking MORE Offense _ |
RULES. £ = HE] wonsens | B
Offense :
Defense 5' 9" 190 Ey | tew Rule.. Mare Rulss.,
Defense  5'9" 230 B clear Rules »
Oﬂ:ense 6I l” 20 ;.E Manage Rules...
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Modify Formatting Rules

Excel automatically chooses a range of values to assign to each DATA BAR, COLOR SCHEME OF ICON SET,
however you can customize it to fit your own needs. To do so, click the more rules options at the bottom

of one of the above conditional formatting sets.

= To choose different numerical ranges, enter a number in the vALUE field and/or change the

TYPE tO NUMBER, FORMULA Or PERCENTILE.

= To switch the 1CON order, use the REVERSE ICON ORDER checkbox. In the below example, the
greatest values receive a green icon. When reversing the icon order, red is then assigned to
the greatest values in the range.

New Formatting Rule

Select a Rule Type:

» Format only cells that contain

» Format only unique or duplicate values

¥ Format only top or bottorn ranked values

» Format only values that are above or below average

» Use a formula ko determine which cells to Format

Edit the Rule Descripkion:

Display each icon according to these rules:

Format all cells based on their values:

Icon Yalue Type

@  whenvalueis |:>= v | |6? |Percent w |
O when < &7 and |>= - | |33 |Percent w |
@  when <33

Icon Skyle: |3 Traffic Lights (Unrimmed) s | [ reverse Icon Order [ Show Icon Only

Filtering

Filtering in Excel 2007 has been improved and made far easier to use. Each value or text entry in a column is
now listed with checkboxes available for each. The AuTo FILTER can be turned on from the HOME or DATA tabs.

Also, similar to sorting, you can filter by color.

=87
- Sort & | Find &

i 1Nl S
27 [Filter = | Select ~

A

Bl sotAtaz /

2} sotzton |
L E Custom Sort..

Filter

[o]8 l [ Cancel

[

[ R AT IR R

A =] e D E = G H
#  ~ Positic | Team |~ Heigk - |Weigl ~ | Class ~ [EXP |~ | State v Go
52 DL |#] sortsmallestto Largest RFE. S0 FL Brc
14 ce il Sartlargest to Smallest JR 2L FL Let
47 DT i RSO 1L TH
79 DL Sort by Color 3 ESO 50 FL Ma:
68  OL | ¢ RSO =10 FL Hill
54 LB . |FR HS P&
51 OL [l=Tal He; El il
35 g Mumber Eilters ] Equals... |
54 LB [Select All) -~ Does Mat Equal...
14 QB = Greater Than
12 QB =3 b
og [o]:} Greater Than Or Equal To...
37 CB 175 Less Than...
i; E;— i;g Less Than Or Egua :
] 0B 180 Between...
42 DB 1az Top 10..
17 5 1&3 v
a4 Te o = Above Average
82 TE Ecloniiic oo
86 WR ol Custom Filter...
an nc Mnfrmen A an acn
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Find & Select

This button can help you quickly find cells that contain: FORMULAS, COMMENTS, DATA VALIDATION, etc. In the
example below, choosing FORMULAS from the FIND & SELECT button on the HOME tab, will select any cell that
contains a formula.

S T R RISA s o ST T gl Y

i Merge & Center = ||| $ = % o || %2 ;%|| Conditional Format — Cell Insert Delete Farmat || ~ Sort & [Find &
;H HEREE Formatting = as Table = Styles = s L 0 (A Filter = Select ~

oty &4 Find... i

#ac| Replace. !
F G | H | I | 2 = | coTo..
Home Purchase GoTo Spedial..
— 5 Farmulas
Original Asking Price + 160,000
Purchase Price £ 160,000 Lnmy
Percentage of Asking Price h Condi
Down Payment % 10% Conat]
Down Payment Armount £ 16,000 h - B
Cash available + Barny
Cash Needed for Down Payment  § lg | Select Objects
Mortgage $ % Selection Pane...
Term of Loan (Years) . .

Interest Rate

Principle & Interest

Taxzes (Yearly)

Taxes (Monthly)

Home Insurance (Yearly)
Home Insurance (Monthly)
Mortgage Insurance (Yearly)
PMI Per Month (Estimated)
Title Thsirannes

East-a e - -2 i - -

Improvements to Charts

Chart modification has been greatly improved in Excel 2007. With the CHART ToOLS contextual tab many
previously tedious changes can now be made with a single click of the mouse. On the DESIGN sub-tab, the
CHART LAYOUTS gallery provides 10 different layout options. If none of those options are satisfactory, making
your own modifications is still far easier in Excel 2007 by using the LAYyouT sub-tab; especially the LABELS
group.

Conditional Formatting.xlsx - Microsoft Excel Chart Tools — - i
U{rin ] e L
Formulas Data Review  View Developer Acrobat i = i f ||'I_|-| | :,g

Chart  Axis  Llegend| Data Data
Ttle~ Titles ~ - Labels | Table =

= Mone
il k Turn off Data Labels for

selection

Show
i [7] Turn on Data Labels far

selection

] |

Axes  Gridlines

Mare Data Label Options...

Percent
w
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Microsoft PowerPoint 2007

The old menus and toolbars have been consolidated in PowerPoint 2007 into several TABS on the RIBBON.
These tabs group together related commands and provide a more consistent, streamlined look across the top
of the screen. Below is a listing of the tabs and key commands found on each tab.

Presentation] - Microsoft PowerPoint

Drawing Tools

Design Animations Slide Show Review View Developer Acrobat Format
J % : -1 = Llayout — mi;\‘ A’”%’/‘”'EE" = | = s S @ q_\ | l &Shapeﬁll' éﬁFm(l
EE | B Reset T ——— AL RS e = L7 Shape Outline = || 3, Raplace -
Paste Mew | AV . -] -llllE=E = —| Arrange  Quicl
~  J || slider & Delete B Z U e § X~ Aarfla LIS annd T S‘é_\-'lesv = Shape Effects = || g Select -
d | Slidles ) & =
HONME ) e ] el e |

Contains some of the most frequently
used tasks: CUT, COPY, PASTE, NEW
SLIDE, LAYOUT, RESET, DELETE, FONT,
PARAGRAPH, DRAWING TOOLS, FIND

EDE55 1 S BNl
Tools for modifying PAGE SETUP,
THEMES, COLORS, BACKGROUND STYLES

SLIDE SHOWW
Tools for setting up and running your
slide show: START SLIDE sHow (from
BEGINNING Or CURRENT SLIDE), SETUP
SLIDE SHOW, HIDE SLIDE

/1 EVvWVW
Different view options: NORMAL, SLIDE
SORTER, NOTES PAGE, SLIDE SHOW,
SLIDE MASTER, RULER, GRIDLINES,
ZOOM, COLOR/GRAYSCALE

Used for inserting PICTURES, CLIP ART,
SHAPES, SMART ART, TEXT BOX, WORD
ART, DATE & TIME, MOVIES, SOUNDS

ANIMATIONS
All tools needed for animations &
transitions: PREVIEW, ANIMATE, CUSTOM
ANIMATION, TRANSITION, TRANSITION
SPEED, ADVANCE SLIDE (timing)

REN1EVWVW
Tools for SPELLING, REVIEWING
(tracking changes), PROTECT
PRESENTATION

LD ENE ]l COPE2
MACROS and CONTROL features. (If not
displayed, click OFFICE BUTTON >
POWERPOINT OPTIONS > POPULAR > SHOW
DEVELOPER TAB IN THE RIBBON)
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Office Button & PowerPoint Options

This new button contains much of what was found on the old FILE menu. However, the POWERPOINT OPTIONS
button at the button is new. From the PoweRPOINT OPTIONS dialog box you can modify many settings and
display options. The categories within this box are listed below along with helpful settings within each
category:

POPULAR
= Show Developer tab in the Ribbon
» Enab'e LiVe PreVieW F i Recent Documents
n Show Mini Toolbar 1 Interview Questions-Support Tech.pptx {=i
= Default Font b i 2 SPIntro.ppts =
3 AFS-Charts-Plan-Core-Service-Mission-Stmts.ppt 1=
PROOFING Save 4 Llalit-Valid Load Pallutant Loading Analysis.ppt =2
» AutOCOFreCt OptionS B 5 eCivs Presentation.ppt b—-l
. Spelllng & Grammar Savent . § PrePresentation.ppt H
1 TeamSkills_July 2008 pptx =1
SAVE A , i TitleSlideppty |:_¢
. e 4 Micrasoft Minute.ppt =
= Default file save format (97-2003 or 2007)
= Default file location 7] prepare v
ADVANCED | sna >
= Show paste options button
= Slide Show . Publish b
CUSTOMIZE Workflows
= Allows you to add buttons to the QuUICK ACCESS
TOOLBAR | Llose
_ 2] PawerPaint Options IX Exit PawerPoint

PowerPoint Options

| >

Populz I . J/— ;
Jpual 3= Advanced options for working with PowerPoint.

Proofing

Save Editing options

[' Aclvanced J When seleding, automatically select entire ward

Allow text ta be dragged and dropped

Customize . =
Maximum number of uncaos: |20 -

Add-Ins

Cut, copy, and paste
Trust Center

Use smart cut and paste

Resources
Show Paste Options buttons

Display L

Show this number of Recent Documents: |9 £
Show all windows in the Taskbar

Show sharteut keys in ScreenTips

Show vertical ruler

Dpen all documents using this view | The view saved in thefile L4

Slide Show

Show menu on right mouse cick

Show popup taolbar

Pramptto keep ink annotations when exiting
End with black slide

£

Page 22



Status Bar & View Options
At the bottom of the screen, PowerPoint 2007 lists the name of the current DESIGN THEME and provides buttons
for the different view options (NORMAL, SLIDE SORTER and SLIDE SHOW) and zoom slider bar.

& | Click to add notes
Slide 18 of 19

m

. iy ¢ ‘. Zoom -

Design Theme Normal Slide Slide Show Fit
Sorter (flrosmI icduer) rent Window

Inserting & Reusing Slides

In PowerPoint 2007, the number of slide layouts has been reduced and simplified without limiting the
functionality of previous versions. To add a new slide with more options, use the down-pointing arrow on the
NEW SLIDE button on the HOME tab. Also, to insert slides from another PowerPoint presentation, click the REUSE
SLIDES button at the bottom of the listing.

-0 = Interview Questions-5u
Home Insert Design Animations Slide Show Review View Reuse Slides - W
_l fLayout' [ a ==l 1= -)= Insert slide from:
= (| RESeE e e e U\ Customer Service 'Wesk.ppt v

Slide ~ | % Delete =
Metio

Browse -«

You can reuse slides From Slide Libraries or other
PawetrPaint Files in your open presentation.

Open a Slide Library
Open a PowerPoinkt File

Title and Content Section Header S

Learn more about reusing slides.
Open
Customer Service \Week. ppt
TitleSlide. ppks
Inkros. ppkx
5P CalendarsZ2 . ppt
ACCESS EQ.ppE

Title Only

ontent v Picture with
Caption Caption

Title and Text

__"'| Duplicate Selected Slicdes

’ fé‘] Slices fram Outline..
=] EeuseSlides...
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Photo Album
PowerPoint 2007 comes with a new feature called PHOTO ALBUM. If you need to insert just one photo per slide,
the Photo Album is a great tool. To use the PHOTO ALBUM, follow the directions below:

1. Go to the INSERT tab.

2. Click the NEw PHOTO ALBUM button.

3. To browse for your photos, click the FILE/DiIsK button.
4. Select your desired PICTURE LAYOUT.

5. Click CREATE.

Photo Album

Alburn Content

Animations Slide Show i Insert picture From: Pictures in album; Preview;

DD T \.;’{I it Inserk bext:

Miami 311 Centerl
Miami 311 Centerz2
Miami 311 Center3
Miami 311 Centerd

Picture  Clip Phaota Hyperlink Action
At (Album ~ Picture Options:

Captions below ALL pickures
[CJALL pictures black and white

Album Layout

Bicture layout: |F|t to slide

Theme: |

Microsoft Outlook 2007

To Do Bar
A new feature in Outlook 2007, the To bo BAR follows you wherever you go and helps you keep track of your
upcoming APPOINTMENTS, TASKS and includes a DATE NAVIGATOR.

& Inbox - Microsoft Outlook

i File Edit View Go Tools Actions Help AdobePDF Type a question for help [l

23X ‘i-.igephl i Replyto All o, Forward | % W | Advanced Find.. /5 InstantSearch | (1] Search sddressbooks = | g
. . o ' |

Mail « [ Inbox [5 r A +]% | To-Do Bar »
Favorite Folders 2 J[ ek hereta enable Instant Search | I August 2008 »
3 Classes-Mine Arranged By: Date |Newestontop |~ SMTWTFS
[ Classes-Theirs f e e e
[ Help Desk =) Stephen Lintan-Smith oS 12
B3 WS office HD Call 27545 Lalit i 34567889
L3 Ms Outloalk Wed 3/13 10 11 12 13 14 15 16
[3 TechRepublic (4 Corrupt File and ISR attached 0| 18 19 20 21 22 23
Mail Folders a alachuacaunty.us Wed 8/13 24 25 26 27 28 29 30
B wan Incident call 27493 31
laill tems »: =
= (2 Geof Groams 8/6/2003 September 2008
a fflgalg)xljx—;tepheﬂ Lintan-Smith = RE: Office 2007 migration SMTWTES
5] D?E”t;[‘ . (4 Virgilio A, Vensamoye 8/6/2008 12 3 4568
58 Dretts | oince 2007 muaration 7 8 01011 12 13
[} Inbox (4 magic@alachuacounty.us 7/21/2008 14 15 16 17 18 19 20
[ Infected incidpntiall A4 = =2t2223242525 27 L 3
g Junk E-mail Xy sharePoint User Group 7/14/2008 28 20 30 :‘
(5] outbox 15 SPUG Discussion '0
[ quarantine (=4 Kim B. Baldry 7/8/2008 »
# [F5) RSS Feeds Computer Purchase Informat Office 2007 Training
- fe _ Computer Purchase Infarmation | R b
@[3 Sync Issuesl e ?:”,TME’FEE' b HAL0E Slaiciobo OB w
g $HarePoint Desige S
@ [ Search Folders : il Lo i Office 2007 Training [ ]
# £ Mailbox - WS1 Training Raom | (4 Beth Knizer 6/13/2008 Mon 3:30 PM - 4:30 P "]
@ 25§ shareFoint Falders RE: Free PDF to ward converter Grace Knight; DIS ¥
R ~ 0 54 TechRepublic Hews & Special Offers 5/27/2008 W
- Expand yaur office’s knowledge of Microsoft Office 2007 b
= (= Ryan Evans 5/12/2008 e
i Eval Software Team Meeting P
1] catendar
L > — | Thu 10:00 AM - 11:00 AW
o ( Beth knizer FHAZF00E ‘ Conf. Raom B; DIS ‘ .
3=} contacts Found in a google search on an autlook query [ ]
(= Joey Padat 492008 &
[37] Tasks Training Application o P4
(=1 Beth Knizer 3/20/2008
b @ : |
18lems | All folders are up to date. | (B Connected to Microsoft Exchange
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To-Do Bar Options
To access options for the to-do bar, right-click on the To-DoO BARSs title bar. Note the general options and the

advanced options.

To-Do Bar Options |E|[5__<|

Haormal

[v]5how Dake Mavigatar:

1 ALgust Minimized Murnber of month rows:

BMTY o

Show Appointments
«  Date Mavigat
3 4 5 b mumber of appointments;

10 11 12 1] «+ Appointments

13 19 21 ., Task List [¥] Show Task List

24 25 26 2

Qptions...
a1l et [ (0] 4 ] [ Cancel ]

Sharing Calendars

The process for sharing your calendar can now be done through a new e-mail. The SHARE MY CALENDAR link on
the calendar’s left pane no longer brings up the calendar permissions box, but instead it brings up a new e-
mail with a checkbox to ALLOW RECIPIENTS TO VIEW YOUR CALENDAR.

Granting Read Only Permissions
1. Go to your calendar.
2. Click the sHARE MY CALENDAR link on the left pane.

3. In the e-mail message that appears, type the name(s) of the person(s) you want to view your
calendar in the To field.

4. Be sure the ALLOW RECIPIENTS TO VIEW YOUR CALENDAR box is checked. You may also check the
box to REQUEST PERMISSION TO VIEW RECIPIENT'S CALENDAR.

5. Click senD.
6. Those recipients will then have READ rights to your calendar

How to Share Calendars s Sharing invitation: Stephen Linton-Smith - Calendar - Shar...
Dpen a Shared Calendar.., Options Format Tt Developer
Share My Calendar... = — — 3 -
B . % RN R B e = P -
ol a Calendar via E-mail... ﬂ 2
Fublish My Calendar... B 7 ulle == E= ||| Address Checl Fallow | J || Spelling |
= Book FMames Up~ - -
Acld Mews Graup [ =
o] | |
Subject: | Sharing invitation: Stephen Linton-5mith - Calendar ‘

Allow recipient ta view your Calendar

£/ Stephen Linton-Smith - Calendar
"EI Micrasoft Exchange Calendar

|:| Request permission to view recipient’s Calendar

[~ naan
ﬁ Calendar
G=| contacts
iy

ﬁ Tasks
AJ HMotes
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View in Overlay Mode

Prior to Outlook 2007, shared calendars were viewed only in SIDE-BY-SIDE MODE. With this latest version you
also have the option of using a new OVERLAY MODE. In this new mode, one calendar's appointments appear
fully-colorized while the appointments on the other calendar(s) appear slightly dimmed.

- Calendar \_-,) [S)

17 Wednesday

7am

500

Planning Meeting
Aller's Office

G0 §ois

Telcom Team Meeting
Telcom Area
1000 || ois

> | OFfice 2007 Trng
C55-Corf D

DI

]

Leadership Team Meeting
Grace Knight

)

Office 2007 Trng
C55-Conf &

1100

12pm

00

Leadership Recap
—— || SerfRoomt
200 fpis

]

Clerk's/ITS Quarterly Tech Planning Meeting
Clerk's Conf, Room
Eil5

To View in Overlay Mode

1. Right-click the name of the shared calendar and select viEw IN
OVERLAY MODE.

2. Each calendar will have a tab across the top in case you want
switch it to the primary layer.

3. Clicking the arrows on a calendar's tab will switch it to siIDE-
BY-SIDE MODE.
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My Calendars
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People's Calendars

b

&8 ois

Other Caley = 2PN
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Open in Mew Window

Haow to 3 ‘&

Qpenag

Search %

Share Wy Ei

Send a o afe

Fublish &

Acld Mew

Publizsh to Internet

View in Overlay Mode

Moye "DIS",
Copy "DIS"..

Delete "DIS”
Eename "DIS"

Moaove Up in List

Move Down in List

Mark All as Reacl

Share "DIS"
Send via E-mail.
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Delegate

Outlook 2003 included only one option when you wanted to re-direct meeting request information to your
delegate. Outlook 2007 now includes three options:

1. My delegates only, but send a copy of meeting requests and responses to me.
2. My delegates only.

3. My delegates and me.

Outlook 2003 — Delegate Option

Options

Preferences | Mail Setup || Mail Format | Spelling | Security | Other | Delegates |_

Delegates

O Delegates can send items on wour behalf. To grant permission to

vy others to access wour Folders without also giving them
send-on-behalf-of privileges, go to the Properties dialog box For each
folder and change the options on the Permissions tab,

Mary L, Mercer

Remove

Permissions. ..

Properties...

[ 5end meeting requests and responses only ta my delegates, nat ko
me

Outlook 2007 — Delegate Options

Options

Freferences | Mail Setup | Mail Format | Spelling | other | Delegates

Deleqgates

o Delegates can send items on your behalf, including creating and

vy responding ko meeting requests. IF vou want ko grant Folder
permissions without giving send-on-behalf-of permissions, close this
dialog bo, right-click the Folder, dlick Change Sharing Permissions, and
then change the options on the Permissions tab,

Mary L, Mercer Add...

Remove
Permissions
Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where I am the arganizer to:

{#) My delegates only, but send a copy of meeting requests and
responses ta me (recommended)

() My delegates only
() My delegates and me
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