Hello Faculty and Staff,

My tech tip for the week of Monday, Oct. 5, 2009 is one that | sent out to faculty and staff a while back; however, | wanted
to send it out again just in case some of you missed it. This tech tip concerns Word 2007, but the tips can be applied to all
of the major Microsoft Office 2007 productivity programs (e.g. Excel 2007 and PowerPoint 2007).

Did you know that you can change the look of Word 2007? The default look is a blue background. However, if you do not
like that color (and | personally am not very fond it) then you can choose black or silver. Here are the steps:

1. Click on the “Office Button” in the upper left-hand corner of

the screen

2. Click on “Word Options” at the very bottom of the menu
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3. Click on the “Popular” link on
the left-hand margin menu

—

gy
S vome | et pagetarout | Betwen  Mategs  Bevew  View

| uj » G
=t Ly comy

Fast
T Fomat panter

Chptoms &

Al
[T

I Clipboard |

\ ﬂ_ ) - _,u _i w

| Home [ Insert  Pagelayout  References  Mailings  Review
ﬁ . | —=— —
[ R e o [aw]®)

= Copy | [Fere—————— = P =, | Pt
e comat pantr | | B2 T b oty o€ Aur| [ A | [ 3

Diplay
Proating

advances

Tep optiom for working with Word

[] Show Meni Tocimar on selection
Enable Lt Preview

[0 shew Qeveloper tals in the Ribbon
[ abveays use CleniTrpe

g Fropr .j Change the mast popular options in Word.

o il attachments in Eull Screen
Snles gehame: eml]

SepeenTip stle: | Show featise dercriptions in SueenTips El

Persanalive your copy of Microsoft Dffice.

Ut name: | duekiondl
Wtiat: [d

Cheoia the languages ¥

et




N N insert  Pagelasyout  References  Mallings  Peview  View L
4. By Color Scheme Pyt aral o - |lat w2 [E B ] [ aassceo] y e AAB 4asbee % $rnd=
ull down the dro L | AaBbCcDr | AaBbCeD: AaBbC: AaBbce AAD desbec P
p p \ P F Formatpainter (| B4 1= e x, R Options L’d & setear
down box and select NQgpos 5 fort [ atng
[ e - % Change the most popular options in Word.
between blue, black, - 8
and silver. Then, click ; Prooting Top aptions for working with Word
“ ” i Sav Show Mini Toolbar on selection T
OK” at the bottom. ; o Enatle e Preview'
: advanced
[[] Show Devetoper tab in the Ribban
Custon Abvays use ClearType
Adddns [] ©pen e-mail attachments in Full Screen Reading view
olor scheme: | Blue | v |
Trust Center 15
Segeen je: | BRE e desariptions in SereenTips |
Resourcas Sitvar —

Username: | djackson3d
Initials: d

Choose the Ianguages you want to use with Microsoft Office: | Language Seftings...

5. After you click “OK”, then
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Another very interesting function (and arguably more important in the practical sense) is that you can change the default
setting for the format that your documents are saved in. The default format is .DOCX (for Excel 2007 it is .XLSX), which |

simply do not like for a myriad of reasons, including the fact that many computers have a difficult time opening it. But, you
can change this setting very easily. Just follow the same steps as above:



Click on the “Office Button” in the
upper left-hand corner of the screen
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or Rich Text Format, but you may
also choose the tried-and-true .DOC
format. Once you have chosen your
preferred format, click on “OK”.
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I hope you find this tech tip useful. If you
have further questions about this and
other tech tips, then please do not
hesitate to contact me or any of the
other Faculty Tech Mentors:
http://www.columbiastate.edu/faculty-
technology-mentors

Respectfully submitted,

De' Marcus Ibdul Jackson, M.S.
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Faculty Tec hnolbgy Meantor

Instructor of Psychology

Columbia State Community College

Office location: Room 116, Lawrenceburg

Office phone: (931) 766-1609, Lawrenceburg

My personal cell phone: (931) 698-1659

My e-mail: djackson30@columbiastate.edu

My website: http://www.DemarcusJacksonCOSCC.com/

“We shall not cease from exploration, and the end of all our exploring will be to arrive where we started... and know the place for

the first time.” -T.S. Eliot



