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You probably purchased this eBook for one of the following reasons: 
 

 Your employer is planning to or has already switched to Office 2007 

 You are planning to or have already switched to Office 2007 

 You are supporting others who use Office 2007 

 You have purchased (or will purchase) a computer with Office 2007 pre-loaded 

 You are really curious about all the hype surrounding this software 

 You have to learn Office 2007, like it or not! 

 
I‟ve been using this version of Office in tandem with Microsoft Office 2003 for two years (since 
its beta release in 2006). I‟ll be frank: initially, I did not like Office 2007. First, I couldn‟t find 

the commands or features I‟d been using in earlier versions! Second, what happened to the 
Menu Bar? And where were the toolbars I‟d become used to? Sigh. 
 

After a short time working with Office 2007 some interesting developments allowed me to 
understand the whys and wherefores of this new suite, and to work with two of its programs—
Word and PowerPoint—extensively. First, I received a couple of books on the software, and 

second, I worked on two large-scale projects for an educational textbook publisher. 
 
The most beneficial book I received was First Look 2007 Microsoft® Office System, by 

Katherine Murray. In her book, Katherine covers everything from the concept behind Office 
2007 programs, to key information about working with every major program in the suite. In 
order to understand the Microsoft Office Fluent User Interface (I know, it‟s a mouthful), it‟s 

helpful to understand this comment the author made: 
 

“The command tabs in the core applications follow the life-cycle stages of a document or project, so 
the programs are organized to provide the support you need in each step of document creation.” 

 
Enter the “concept”. While the “life-cycle stages” she mentioned may not reflect how you think 

or plan out your documents and projects, it does reflect where Microsoft was coming from 
when they re-designed Office. 
 

This eBook will cover trialling the new suite, compatibility issues, learning the new user 
interface, shortcuts on some of the most common commands (Office 2007 compared to 
Office 2003), a collection of tips and observations throughout, a meaty Glossary that includes 

where you‟ll find some of the new commands, and an Appendix. 
 
I hope you enjoy this eBook and find it useful. I invite you to submit your comments, 

suggestions, criticisms, or compliments (!) to robertt.neilly@delphianva.com. Thank you. 
 
 

mailto:robertt.neilly@delphianva.com


Making the Switch to Microsoft® Office 2007  

 

 

© Rob Neilly/Delphian Virtual Assistance  Page 3 
 

 
 

 
 



Making the Switch to Microsoft® Office 2007  

 

 

© Rob Neilly/Delphian Virtual Assistance  Page 4 
 

 
 

Introduction 
 

Are you a current user of Microsoft Office 2003 or an earlier version of Office? If you are, you‟re 
probably quite used to navigating specific features: things like opening, closing, and saving 
files, using toolbars and shortcuts, and generally knowing where everything is. I was in this 

category long before I began to use Office 2007. 
 
In designing Office 2007 “the Office team went back to the drawing board” to create an 

“intuitive interface” (First Look 2007 Microsoft® Office System). Will the new interface work for 
you? Think about the process you follow in creating new documents or projects, or in editing 
existing ones. Do you group the tasks you perform, or the commands you use? 

 
While there is still a menu of sorts in the new Office, gone is the Menu Bar and toolbars. The 
new user interface revolves around the Ribbon, and its groupings of Command Tabs. Look at 
the following screen capture1, which shows the Ribbon in Word:  

 

 

Microsoft Office, Microsoft Word, and the Ribbon are trademarks of Microsoft Corporation 

 

The screen capture shows the tasks grouped on the Home Tab. My thinking is that most of 
these allow me to begin a Word document. What do you think?  

                                                             
1 Making the Switch to Microsoft® Office 2007 is an independent eBook, and is not affiliated with, nor has it been 

authorized, sponsored, or otherwise approved by Microsoft Corporation. 
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Introduction, Contôd 
 

The Ribbon, appearing at the top of the application window, is the most prominent change in 
the way we work with Office 2007: it essentially replaces the Menu Bar and toolbars used in 
earlier versions of Office. The Ribbon contains several Command Tabs, each of which contains a 

number of Command Sets (groupings) that pertain to that Tab. And depending on what you‟re 
working on (a table, for example), new Contextual Tabs may appear that are relevant to a 
specific task or object. Okay so far? 

 
The Home Tab contains several of the most common editing and formatting commands and 
features. Microsoft‟s thinking, after consulting thousands of users, was that most of the tools or 

commands you‟ll need to begin a new document or project should be on the Home Tab. In 
Word, the Home Tab contains groupings for: 
 

 The Clipboard 

 Fonts 

 Paragraph settings 
 Styles 

 Editing 
 

The overall approach to the new user interface—putting similar commands in groups or 
collections—is meant to mimic the way users create or work with documents or projects. For 
many, Microsoft‟s approach will be the good news/bad news of the new interface. I became 
very used to where everything was in earlier versions of Office. Having said that, I‟ve found the 

functionality in earlier Office versions is essentially unchanged in Office 2007. Further, new 
functionality has been added. 
 

Staying with the Home Tab, then, I‟ve asked myself if the new interface did what Microsoft 
claimed it was supposed to do. Did it work for me? 
 

The most basic editing commands—copy or cut, and paste—are on the Home Tab, in the 
Editing Set. Good news. I use them all the time. (By the way, Paste Special is hiding in the 
Paste button!) The bad news is that if I want to use the mouse/Ribbon combination to cut, 

copy, or paste while I‟m in another Tab, I have to go back to the Home Tab to do so. In fact, 
that scenario repeats itself in Office 2007. To access any command or feature using the 
mouse/Ribbon combination, you have to first go to the correct Command Tab. 

 
In my opinion, this annoyance isn‟t a deal breaker; there are several ways to work around the 
Ribbon‟s sometimes arbitrary groupings of commands. 

 
First and foremost, you‟ll be happy to know you can right-click your way to almost anything in 
the new version of Office … just like you always could. Right-click and voila, a contextual 

shortcut menu pops up. Yeah! Most of my students at the colleges I teach for prefer this as 
their number 1 method for accessing commands. Second, you can also still make use of 
keyboard shortcuts. I use keyboard shortcuts all the time. And third, you can use Office 2007 

KeyTips. Simply press the ALT key by itself, and KeyTips pop up right on the Ribbon. 
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Introduction, Contôd 
 

When you are creating a new document in Word, are the most common commands or features 
at your fingertips? I think so. And if it‟s largely true for the Home Tab (one part of the new user 
interface) it will be the same for other command tabs. 

 
The Home Tab includes both the Font Set and Paragraph Set. That sounds reasonable. In 
creating this eBook, for example, I used several distinct font collections and styles. Home also 

includes the Styles and Editing Sets. Styles are big news in this version of Office (see the 
Glossary for more information). Not only are Style Sets a click away; if you hold your mouse 
over a set, you‟ll get a Live Preview of what the results will look like. Click and it‟s done; don‟t 

click and you move on. I love it! The Editing Set (I haven‟t made up my mind on that one yet) 
has, among other commands, something called “Select”. This used to be known as “Select 
Objects” in earlier versions of Office, and was on the Drawing Toolbar. Select allows you to 
toggle the selection of text with the selection of drawing or other objects. 

 
In summary, I think the command and feature groupings—the Tab concept—works. Overall, I 
think the new interface/concept is a good idea. As long as I know I have alternatives to using 

the Ribbon, I can live with having to switch Tabs from time to time to do what I need. 
 

The Ribbon takes up a large piece of your screen real estate. Want to put it aside for a 

while? Right-click it and choose Minimize the Ribbon. 

 
Try Before You Buy 

Two concerns most computer users share when thinking about upgrades can be summarized in 
two words: compatibility (covered in the next section), and cost. As technology continues to be 

deployed at a staggering rate, every year (or less) we‟re faced with decisions about purchasing 
or upgrading hardware and/or software. New laptop technology bulldozes its way into our lives 
every six months or less. Desktop computers take about a year to do the same thing. Major 
software upgrades occur on average every two years. 

 
While we can‟t really try a new laptop before we buy it, we can try out software. 
 

Most software trials last 60 days (with shareware titles, it‟s sometimes 30 days), and usually 
provide fully functioning versions. At the end of the time limit, you decide whether you want to 
purchase. In some cases, the trial simply expires. Often, you can purchase online right away. 

 
If you‟re still on the fence concerning whether or not you should make the switch to 
Office 2007, I‟d suggest you trial it. You can try out any of Office 2007 versions (Standard, 

Professional, etc.). Click this link to get started, or copy and paste the full link to your browser 

(http://us20.trymicrosoftoffice.com/default.aspx) and steer over there when you‟re ready.  

 

  

http://us20.trymicrosoftoffice.com/default.aspx
http://us20.trymicrosoftoffice.com/default.aspx
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I would love to have your comments! 

Is there something you would have liked to see in this eBook, but didn‟t? Do you have any 

corrections or updates you‟d like to share? Did you find my eBook helpful? Would you be 
agreeable to write a testimonial for me? 
 

I appreciate all comments. My most important audience is you. You‟re beginning your 
adventure with Microsoft Office 2007, or have already begun it. 
 

If you‟d like to learn more about what I do as a virtual assistant, please navigate to my website 
(http://www.delphianva.com). To find out about the person behind the company, check out my 
blog at http://dva.delphianva.com. You can e-mail me at robertt.neilly@delphianva.com, or if 

you wish, write to me via snail mail: 
 
Delphian Virtual Assistance 

P.O. Box 7137, Station „A‟ 
Toronto Canada, M5W 1X8 
 

Thank you! 
 

 
 
 

 

Click here to return to DelphianVA.com 

Click here to go to my eBook information page 

Click here to purchase my eBook 

http://www.delphianva.com/
http://dva.delphianva.com/
mailto:robertt.neilly@delphianva.com
http://www.delphianva.com/
http://www.delphianva.com/products.htm
http://www.delphianva.com/eBook.htm
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