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Microsoft Office 2007 -
Why should you upgrade?










Microsoft Office 2007 Suites



Provisional Costs in US$



Features and Benefits of Office 2007

Easy to find the functions you need:
Ribbon bar with clear icons for all commonly used functions
Three parts to the ribbon bar :
Tabs: across the top of the screen, representing the major activity areas

Groups: each tab has several groups showing related items together, some with addition items found
through the Dialog Box Launcher (small box in bottom right)

Commands: buttons, drop down lists or data entry boxes

Quick Access Toolbar for your frequently used commands — customise it to add your favourites

Microsoft Office Button for File Menu, Tools and Options



Features and Benefits of Office 2007 - continued

Keyboard shortcuts and commands similar but not identical to earlier versions

Many layout options, colours, fonts, styles — very easy to try out before applying

Quick Parts — save blocks of text for rapid insertion into any Word document

Safer documents — saved in XML format, for security, improved recovery of lost documents
Editing functions in Excel

Colour in Excel for conditional formatting,

Quick and comprehensive graphing, pivot tables etc

Many enhancements to Outlook, including better calendar functions - emailing calendars, upload to web
server to share

Some suites include Business Contact Manager with Outlook, a valuable Customer Relationship
Management tool

Compatibility with earlier versions — save as / open in (with limited functionality)



UK LAUNCH DATE FOR OFFICE 2007 AND VISTA

1S 30™ JANUARY 2007

Screenshots comparing Office 2002 with Office 2007
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Outlook 2002



Outlook 2007



Word 2002



Word 2007



Excel 2002



Excel 2007



PowerPoint 2002



PowerPoint 2007



