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Introduction to Microsoft Office Professional 2007

Welcome to Microsoft e Office Professional 2007, the suite of Microsoft Office system

products designed with business professionals in mind. Office Professional 2007 helps

business professionals save time and stay organized with powerful and easy -to-use tools
for managing customer information and marketing activities, analyzing and reporting

business information, and producing professional -quality communications.

Business Ch allenges

Todaybds business professionals often have difficulty

information they need to complete mission -critical business activities such as customer
relations, analyzing information, making decisions, and marketing
While information technology can help address some of these challenges, business

software can be difficult to use, and business professionals do not have time to invest in
learning new tools. Business professionals need the software they already know and use

every day to address their key challenges, such as:

1 Finding the right information quickly so they can take more effective action.

1 Analyzing information easily so they can make better informed decisions.

1 Keeping track of customer information in one place, so commitments and
opportunities do not fall through the cracks.

Marketing products and services effectively to stay ahead of the competition.

=

Eliminating the expense and long lead times associated with outsourcing sales and
marketing materials.

Being more r esponsive to time  -sensitive business opportunities.

Prioritizing tasks and managing information overload.

Streamlining business processes to increase operational efficiency and cut costs.

= =4 =4 =4

Being more efficient, whether working in the office or remotely.
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Of fice Professional 2007

Office Professional 2007 provides a complete set of productivity and information

management software tools that helps business professionals to:
1 Gain greater efficiency and business insight.

1 Better manage customer and contact inform ation , and respond to sales

opportunities and customer needs.
1 Create compelling marketing campaigns and communications.
1 Easily d evelop and manage company databases.

This guide provides an overview of each of the programs included in Office Professional
200 7, with an emphasis on new and improved features. We will also take a close look at
each program in action, providing guidance on specific details that demonstrate the new

capabilities.

What Is Included in Office Professional 2007 ?

Office Professional 2007  includes the following ~ Microsoft Office system programs:

Microsoft Office Access 2007

Microsoft Office Excel e 2007

Microsoft Office Outlook e 2007 with Business Contact Manager
Microsoft Office PowerPoint e 2007

Microsoft Office Publisher 2007

1 Microsoft Of fice Word 2007

=A =4 =4 =4 =4

For details about the new and improved features in each of these programs, please see

the Product Highlights section.
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Save Time and Stay Organized

In most business environments, individuals shoulder multiple responsibilities 0 everything
from sales and marketing to project management, accounting, and IT support. Business
professionals are often stretched thin with back -to -back meetings, hundreds of e -mail
messages to sort through each day, and loads of data to process, analyze, and

communica te. To help ensure successful business operations, they must track critical

information, prioritize tasks, and produce communications with skill and efficiency.

Office Professional 2007 provides the tools business professionals need to work quickly
and ef ficiently, so they can spend more time doing business and interacting with

customers.

Office Professional 2007 in Action: Getting more done in less time
Carol Philips works for Contoso Landscape Design, a small residential and commercial

landscape design firm with 10 employees. As the senior designer for Contoso, Carol
spends a lot of time in the field doing site assessments and overseeing site installations.
Carol gets only a little desk time each day. When she is in the office, she makes the most
of her time by using Office Professional 2007 to respond to e-mail inquiries from

prospective clients, plan and get tasks done , and write project proposals and status

reports.

Work More Efficiently with the New Task -Based User

Interface

People often do not use  software as efficiently as possible, simply because they do not
have the time to invest in learning all the tools and shortcuts available. Office
Professional 2007 can take the time out of learning new tools and performing routine

tasks.
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The new task -based user interface available across the Microsoft Office system helps you
to work more efficiently by automatically displaying the appropriate tools for your current
task. You no longer have to navigate complex menus or open multiple toolbars to make a
smal | format change or change a drawing. Microsoft Office system programs recognize

the features you currently us e and tailor the interface accordingly.

D)\ e -0 )+ Contoso Proposal - Microsoft Word - o|x|
G/ e
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Contoso has expert designers with over 120 years experience
in landscape design.

Sandra Martinez
General Contractor
111222 Main Street
Seattle, WA 99999

DEAR SANDRA,
Contoso Landscape Design is pleased to present you with the following

The objecﬁuesfor proposal for the Fabrikam Headguarters landscape design project.

the des.f'gn Of BACKGROUND
With extensive experience developing original and innovative designs,
Fabrikam’s new

Contoso Landscape Designis uniquely positioned to deliver on Fabrikam’s

landscaping needs. Ourteam of expertdesigners collectively hasover120

headquarters
years experience inlandscape design and has won numerous design awards

building is to reflect

the core values that

for both elegance and innovation.

APPROACH
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Figure 1: The Office Word 2007 task

-based user interface makes the right tools available to you

whenyou need them.

Easily Manage Your Daily Priorities

For many business professionals, it is an ongoing challenge to process e -mail and voice
mail messages quickly without losing track of critical work. The number of hours in a day

remains the same; the amount o f information that you have to process in that time
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continues to multiply at a rapid rate. Office Outlook 2007 includes many new and

improved features to help you control e -mail and prioritize your tasks.

Reduce Junk E - Mail
If you are in the business of m anaging customers, making business decisions, or
handling day -to-day operations, you cannot afford to waste time sorting through junk
mail. An improved junk e -mail filter sorts out undesirable messages based on your
preferences. Office Outlook 2007 also he Ips protect you againste  -mail phishing scams by
automatically disabling links within any suspicious messages and warning you of

potentially threatening or malicious links.

Track Tasks More Effectively with the New To -Do Bar
To-Do Bar » x| Itis hard to stay on top of daily tasks when your to -do listis
Quick R scattered across multiple locations. The new To -Do Bar consolidates
calendar [~ 1238 95 . . . . '
view T~ 7 2 s@uun task and appointment information from Microsoft Office Outlook
13 14 15 16 17 18 19
20 21 22 23 24 25 26 . . . .
27 28 20 30 3t 2007 with Business Contact Manager, Microsoft Office OneNote e
Mestwithrecuter 2007, and Microsoft Off ice Project 2007 in one convenient place,

giving you a complete view of your priorities for the day. It shows

tasks, e -mail messages you have flagged as tasks, and upcoming
Rgs'ldel\ﬁal Design Meeting
/ PG 208 Al 2/| appointments. And the To  -Do Bar is integrated with your Outlook

Upcoming Arranged By: Due Date ||| calendar, so you ca n easily schedule and block off time to follow up
appolntments Type a new task

on items.

=\ This Month
Back up Business .., & N
Back up Business .. & N

=] V Tomorrow .
Mezting tamorraw v Flagged e-mail items
3 ¥ Todey and tasks can be
Scope overall park des.. Y Sorted n a number Of
Q2 report preview [:] v WayS, InC|UdIng by due
date.
. = |
Figure 2: The new To - Do Bar in Office Outlook 2007 gives you a consolidated view of your priorities.
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Schedule Tasks on Your Outlook Calendar

Office Outlook 2007 integrates your To -Do Bar task list with your calendar, so you can
better schedule your time. When you complete a task on a given day, the task
that day, providing a visual record of the work you performed. Tasks you do not complete

roll over to the next day and accumul ate until you finish them.
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Figure 3: View and work with your tasks and your Office Outlook 2007 calendar in an integrated
manner.
Instant Search
With new and powerful integrated Instant Search, you can quickly find the information
you need, whether it isin your e -mail, calendar, contacts, or tasks. Type in a keyword,
and Instant Search quickly searches all your Outlook data. Results begin to appear in
www.microsoft.com/office/suites/professional 6
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Instant Search as soon as you start typing your search terms. You also have the
flexibility to create  queries with different criteria, such as date, color categories, and

importance.

Figure 4: Instant Search helps you quickly find the information you need in Office Outlook 2007.

Organize E -Mail by Using Color Categories

The new color categories featur e in Office Outlook 2007 gives you a quick, visual way to
distinguish types of mail items from one another, making it easier to sort and find
information. For example, you could assign a color category to all items related to a

certain project. Simply righ t-click each e -mail message, calendar item, or contact related
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