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Smooth Move 
to Office 2007- Continued
 
Access 2007 New Features
More Than Just a Facelift 
Jump Start Your Database 
The Painless Navigation Pane 
Attaching Files to the Database 
Collecting Data via E-mail 
PowerPoint 2007 New Features 
New Templates, New Format 
New Text Tools 
Convert Bullets to Smart Art 
Add a Theme from the Start 
Powerful Picture Tools 
Custom Slide Layouts 
Animation the Easy Way 
The Presenter Gets a View 
Word 2007 New Features 
Apply the Style 
Creating New Styles 
Build it Fast with Building Blocks 
Creating a Bibliography 
Tri-Pane Review Panel 
Inspecting the Document 
Adding a Visible Digital Signature 
Adding an Invisible Digital Signature 
Ensuring File Compatibility 
Adding Equations, Symbols and Formulas 
) (
Smooth Move to Office 2007 
Office 2007 Common Features
Unfurling the new Ribbon 
Don't Panic…Push the Office Button 
Where are the Keyboard Shortcuts? 
Show me the Tools! Contextual Tabs 
The Quick Access Toolbar Stands Alone 
Try Before You Buy with Live Previews 
Tooltips to the Rescue 
The Status Bar Gets Framed 
Launch the Dialog Box 
The Key to the Mini-Toolbar 
Picture This! SmartArt Graphics 
Updated File Formats for Office 
Saving as a PDF or XPS 
Excel 2007 New Features
New File Formats 
Complete My Formula 
Choose Your View 
Format Tables Fast and Easy 
Conditional Formatting for All 
Illustrate Your Worksheet 
Chart Your Way to Success 
Pivot Tables Made Easy 
Outlook 2007 New Features 
Updated Interface 
Put a Ribbon On It 
The New ToDo Bar 
Know Your Options - and Where to Find Them 
Share Your Calendar 
Preview the 
Attachment
 
Instant Search 
Organize with Color Categories 
Build a Business Card 
Simply RSS 
Connect to SharePoint 
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Word
: 
Beyond the Basics
Effective Document Setup 
Introducing Word 2007
Margins and Paragraph Alignment
Using the Style Gallery
Quick Formatting with Style Sets
Managing Document Styles
Adding Headers and Footers
Document Design Features 
Creating a Custom List 
Introducing Themes
Adding a Page Border
Setting the Page Color
Including a Watermark
Automating with Building Blocks
Using Pull Quotes / Text Boxes
Custom Graphic Elements 
Adding Style to Graphics
Using Smart Art Diagrams
Wrapping Text Around Graphics
Drawing and Arranging Shapes
Organizing with Tables 
Creating a Table with Style
Performing Calculations in a Table
Controlling Headers and Footers
Document Management 
Review and Track Changes
Compare Two Versions
Removing Personal Information
Using a Digital Signature
Restricting Access
Proofing Tools
Using References 
Building an Index
Adding a Table of Contents
Inserting a Table of Figures
Creating a Bibliography
Mail Management Features  
Envelopes and Labels
Creating a Mail Merge
) (
PowerPoint
:
                 
 
Beyond the Basics
Creating Presentations 
Tour PowerPoint 2007
Start with a Template
Adding Slides and Content
Selecting a Professional Theme
Customizing Themes
Understanding Bullets and Levels
Changing the Layout
Rearranging Slides
Reusing Slides
Working with Slide Masters 
Designing Custom Slide Masters
Applying a Header and Footer
Saving Slide Masters Templates
Adding Graphical and Multimedia Elements 
Including Pictures and Clip Art
Working with WordArt
Optimizing Photos
Using Movies and Sounds
Inserting a Flash Movie
Adding Hyperlinks and Actions
Tables, Charts and Diagrams 
Drawing Tables 
Utilizing Charts
Creating Diagrams with SmartArt
Animating and Transitioning Slides 
Animating Text and Graphics
Designing Motion Path Animation
Choosing Slide Transitions
Sharing Information Effectively 
Working with the Presenter View
Controlling a Live Presentation
Packaging for CD-based Delivery
Creating a Web Page
Publishing to a Slide Library
Saving in a PDF Format
Setting Up a Self-Running Show
Securing Presentations
) (
Excel: 
Beyond the Basics
New in Excel 2007 
Introducing Excel 2007
Unlocking the Big Grid
The Improved Printing Process
Adding Headers and Footers
Quick Access to Cool Templates
Exploring Excel Table Features 
Create an Interactive Table
Working with Table Styles
Working with Table Formulas
Remove Duplicates from a Table
Data Visualization Tools 
Conditional Formatting
Visualizing Data with Charts
Illustrating Excel
Working with Text
Working with Functions and Formulas 
The New Look to Formulas
Investigating Formulas
Enhancing the Status Bar
Understanding Named Ranges 
Data Validation
Conditional Sum Functions
Powerful Array Formulas
Summarizing, Consolidating and Outlining Data 
Summarizing Data with 
Subtotals
Copying Visible Cells Only
Grouping and Outlining Data
Data Consolidation
Powerful Pivot Tables 
Pivot Table Features
Filtering Data in Pivot Tables
Pivot Table Report Layout Views
Using Excel on a Global Level
The Trust Center
Security and Privacy
Sharing Workbooks
Workbook Collaboration
Connecting to External Data
)
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Excel: 
Essentials II
Working with Excel as a database
Sorting lists of information
Applying filters to database fields
Creating Database Functions
Creating Subtotals 
Working with Comments
Creating Links in Worksheets and Workbooks
Managing Workbooks and Worksheets
"Named Range" features
Summarizing data within worksheets
Creating links across Workbooks
Exploring the Advanced Function Features
Look at Logic Functions (If, SumIf, Sumifs And, Or, Nested IF Statements)
Financial Functions
Date Functions
) (
Excel: 
Advanced Features
Pivot Tables
Creating Pivot Tables
Rearranging Pivot Tables
Formatting Pivot Tables
Pivot Charts
Lookups and Data Tables
Use the VLookup Function to find a value in a worksheet list
Use the Match Function to find the relative position of a value in a range
Use the Index Function to find the value of a cell
Use data tables to project values
Macros
Create and Run Macros to automate complex and repetitive tasks
Work with the Visual Basic Editor to edit a macro
Create custom functions
)
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Excel: PivotTables & 
Pivot Charts
Creating PivotTables
Steps to determine a true database
Defining a Named Range to the data table
Rearranging PivotTables
Understanding Filters, Row and Column Placement and Location of Data
Formatting PivotTables
Filtering and inserting a query into the PivotTable
Inserting Subtotals
Grouping and Hiding Items
Creating calculations within the PivotTable
Creating Formula Fields within the PivotTable
Inserting Fields to calculate %
Creating Pivot Charts
Insert a linked chart while constructing the PivotTable
Modifying the chart type
) (
Excel: Charts, Graphs and Advanced Formatting
The Essentials of Charts and Graphs
Creating Charts Quickly using F11 or the Chart Toolbar
Setting the Default Chart Type
Formatting Charts and Graphs
Adding a Trendline to a Chart
Automatically Updating Charts with New Data
Displaying Different Data Using a Combo Box
Adding a Data Table to which a Chart will be linked
Adding Option buttons to Charts
Advanced formatting
Symbols Used in Excel to Format Numbers
The Four Sections of a Custom Number Format
Adding special symbols to the Number Format
Formatting Numbers According to Criteria
Using Graphics in Excel
Using Smart Art to create Business Diagrams and Organization Charts
Putting Cell Contents in an Autoshape
)
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Excel - Lookups
The Lookup formula group
Lookup 
Hlookup
Vlookup
Match
Index
Explore the lookup functions and nesting Index and Match formulas
Using Combo Boxes to retrieve data linked to other formulas
Summarizing data according to criteria from the data table
SumIf Function
SumIfs Function
CountIf Function
The Offset Formula
Combining the Offset and SumIf formulas
Array formulas
Use Array Formulas to create a formula that performs complex calculations
An Array saves calculations in the temporary memory
Use the ‘Transpose’ function together with the Array Formula technique to create links that change direction
) (
Excel: Understanding Formulas, Functions and Expressions
Calculating with Excel Using Formulas
Copy a Formula That Contains Relative References 
Copy a Formula While Keeping One Reference Fixed 
Simplify Entry of Dollar Signs in Formulas 
Learn R1C1 Referencing to Understand Formula Copying 
Create Easier-to-Understand Formulas with Named Ranges 
Use Named Constants to Store Numbers 
Build a Formula Using Labels Instead of Cell Addresses 
Use Natural Language Formulas to Refer to the Current Row 
Assign a Formula to a Name 
Assigning Totals without Using a Formula 
Count, Average, etc. Without Using a Formula 
Add Two Columns without Using Formulas 
How to Calculate Sales over Quota 
Three Methods of Entering Formulas 
Add Comments to a Formula 
Using Excel Functions
How to Isolate Everything before a Dash in a Column by Using Functions 
How to Use Functions to Isolate Everything after a Dash in a Column
How to Use Functions to Isolate Everything After the
Avoid #REF! Errors When Deleting Columns 
Discover New Functions Using the ƒx Button 
Calculate a Percentage of Totals 
Excel Expressions
Calculate a Running Percentage of Totals 
How to Join Two Text Columns 
How to Sort on One Segment of an Account ID 
How to Isolate the Center Portion of an Account ID 
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Word: Advanced Features
Using Mail Merge
Identifying the Main Document
Creating a Data Source
Using Excel or Access Databases
Merging to a New Document
Merging Mailing Labels and Catalogs
Creating Master Documents
Dividing documents into Subdocuments
Creating a Table of Contents
Creating an Index
Using Bookmarks, Footnotes and Endnotes
Tracking Revisions in Documents
Using the Advanced Features on the Reviewing Toolbar
How to Share a Document
Accepting or Rejecting Revisions
) (
Word: Essentials
Tables
Create a Table
Change Table Structure
Add Table Borders and Shading
AutoFormat a Table
Using Word Timesavers
Create a new document using a template
Create a new document using a Wizard
Insert a symbol
Find and Replace Text
Check Spelling and Grammar
Using the thesaurus
Setting Page Display and Printing Options
Preview a Document
Set the Page Orientation
Create Headers and Footers
Change Margins
Insert a Page Break
Align Text on a Page
Print a Document
Graphics in Word
Inserting Clip Art
Inserting Digital Photos in a Word Document
)
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Hot Tips and Tricks
 - PowerPoint
Gain confidence while you are in the slide show presentation.
• Tricks when you work with outlines.
• Secrets for making colorful lines & objects within your presentation
• Advanced techniques in the Slide Sorter View.
• Working in and sharing multiple PowerPoint presentation.
• Function Keys (F-keys) assigned to supplement your presentation.
• Apply specific icons for formatting the presentation.
• Bullet and number list shortcuts.
• Repeating your last command.
• Use cut, copy and paste hot keys and shortcuts.
• Jazz up your presentation using Text Effects and the PowerPoint Pen.
• Never have to type today’s date or time in your presentation.
• Shortcuts to the Help Screens and Tool Tips.
• Learn shortcuts for the Drawing toolbar, ClipArt, and WordArt.
• Presentation too big - Pack and Go.
• In addition, many more specific hotkeys for PowerPoint
• Handouts of all keyboard shortcut and hotkeys.
• Theories for the creator and/or the presenter.
• Plus conceptual handouts
 to make better presentations. 
)
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PowerPoint: Essentials
Creating Charts and Tables
Create an Organization Chart
Modifying an Organization Chart
Insert a table on a slide
Create a Column Chart
Modify a Chart
Preparing to Deliver a Presentation
Spell Check a Presentation
View the Slide Show
Arrange Slides in a Presentation
Add Transitions to Slides
Animate Text
Create Notes
Print Slides, Speaker Notes and Handouts
Inserting Slides from other Presentations
Adding a Summary Slide
Creating Custom Slide Shows
)
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Visio: Organization Charts
Creating Charts and Tables
Create an Organization Chart
Modifying an Organization Chart
Advanced Formatting Features
Hyperlinking Visio
Version Control
Creating Charts by Importing Data
)
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Hot Tips and Tricks
 - Excel
Learn assorted Function Keys (F-keys) assigned to supplement your spreadsheet. 
Use the Auto fill function plus hidden secrets. 
Repeating your last command. 
Use various navigation skills and shortcuts. 
Never have to type today’s date and time 
in your spreadsheet – using current date formulas
Shortcut when you make ranges. 
Using Character Codes 
Charting hot keys and shortcuts. 
Using freeze panes and splits. 
Using the Auto Calculator – Sum, Average, Max and Min functions. 
Use Excel’s auditing features. 
Printing shortcuts – including grid line and/or Rows and Column headers. 
Using 3D referencing. 
Inserting and deleting single or multiple rows or columns. 
Many shortcut formulas. Ex =Today, = Roman, = Round. 
In addition many more specific hotkeys for Excel. 
Plus handouts of all keyboard shortcut and hotkeys
) (
Hot Tips and Tricks
 - Word
Use assorted Function Keys (F-keys) assigned to supplement your document. 
Apply specific icons for tables and columns and formatting. 
Shortcuts for foreign language accent marks. 
Bullet and number list shortcuts. 
Using character codes. 
Customize Toolbar icons. 
Repeating your last command. 
Use cut, copy and paste hot keys and shortcuts. 
Make calculations in a Word document. 
Never have to type today’s date and time in your document. 
Shortcuts to the Help Screens and Tool Tips. 
Close multiple documents faster. 
Secrets for making colorful lines within your document. 
In addition, many more specific hotkeys for Word. 
Plus handouts of all keyboard shortcut and hotkeys. 
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