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MICROSOFT OFFICE 2007  

TRAINING & ASSISTANCE 
A Guide from Alliance Library System 

 OFFICE  

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/FX100565001033.aspx  

 Browse free courses for all Office products. 

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/FX102557791033.aspx 

Experts can deliver tips, tricks, and training to your computer at a time convenient for you. 

What's new in Office 2007 from Microsoft 

https://www.microsoftelearning.com/eLearning/offerDetail.aspx?offerPriceId=137651  

Get up to speed quickly by taking this collection of short (about one-hour each) online self-paced courses which 

cover the new features and functionalities in the 2007 Microsoft Office release.  

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog  

 WebJunction Illinois offers free online classes in many software applications.     

Microsoft Office, computer, and skills lessons from GCFLearnFree.org 

http://www.gcflearnfree.org/  

Free online learning opportunities covering not only Microsoft Office and other computer skills, but also skills for 

everyday life and math and money.  Offers self-paced lessons (some also in Spanish) and instructor-led classes.  

Tips and Help 

Help & how-to main page from Microsoft 

http://office.microsoft.com/en-us/help/default.aspx  

 Visit the main links to training, demos, and webcasts for all Office products. 

Microsoft Office discussion groups 

http://www.microsoft.com/office/community/en-us/default.mspx   

Ask questions, share information, or exchange ideas with others, including experts from around the globe. 

Tips from Microsoft via RSS 

http://office.microsoft.com/en-us/help/HA102200751033.aspx   

Get training, demos, columns, blogs, and help information delivered to you to via RSS or your email inbox.  

Community Clips 

 http://communityclips.officelabs.com  

View user-created videos for completing tasks in Microsoft products. 

FFFIIINNNDDD   RRREEESSSOOOUUURRRCCCEEESSS   FFFAAASSSTTT   
(click on an item to jump to…)    

 
Office (general) page 1 
Word   page 3 
Excel   page 4 
Outlook  page 5 
PowerPoint  page 6 
Access   page 7 
Publisher  page 8 
OneNote  page 9 
 
Notes   page 9 

http://office.microsoft.com/en-us/training/FX100565001033.aspx
http://office.microsoft.com/en-us/webcasts/FX102557791033.aspx
https://www.microsoftelearning.com/eLearning/offerDetail.aspx?offerPriceId=137651
http://il.webjunction.org/il-catalog
http://www.gcflearnfree.org/
http://office.microsoft.com/en-us/help/default.aspx
http://www.microsoft.com/office/community/en-us/default.mspx
http://office.microsoft.com/en-us/help/HA102200751033.aspx
http://communityclips.officelabs.com/


2 
 

Quick Reference Guides 

Interactive command reference guides for Office 2007 from Microsoft 

http://office.microsoft.com/en-us/getstarted/FX101938921033.aspx  

“My Toolbar changed!  How do I….?” Use this tool to find commands in the new “Ribbon.” 

Quick reference guides from CustomGuide (listing of all applications and versions)  

http://www.customguide.com/quick_references.htm  

Office 2007 quick reference guide from CustomGuide (2 pages)  

http://www.customguide.com/pdf/office-quick-reference-2007.pdf  

Skills Assessment 

Heartland Community College skills assessment (Word, Excel, Access)  

http://www.heartland.edu/communityEd/assess.jsp  

Training from ALS Member Community Colleges  

$ Black Hawk College computer training 

http://il-blackhawk2.civicplus.com/index.asp?NID=114  

$ Carl Sandburg College community education 

http://www.sandburg.edu/Community_Services/Community_Education_Office/community_education_office.html  

$ Heartland Community College community education 

http://www.heartland.edu/communityEd/index.jsp  

$ Illinois Central College Professional Development Institute computer training and certification 

http://www.icc.edu/pdi/category.asp?sc=computers&cat=Microsoft%20Office%202007&desc=3  

$ John Wood Community College community and continuing education non-credit classes 

http://jwcc.edu/continuinged.asp 

$ Spoon River College business and community computer and information technology training 

http://www.src.edu/computer-and-information-technology-training http://www.src.edu/word-excel-access-powerpoint  

Introductory Books and Guides 

$ 2007 Microsoft Office System Step by Step, Second Edition  

by Joyce Cox, Curtis Frye, Steve Lambert, Joan Preppernau, et al (ISBN 9780735625310)  

$ Microsoft Office Home and Student 2007 Step by Step  

by Joan Preppernau, Joyce Cox and Curtis Frye (ISBN 9780735625600) 

$ Office 2007 All-in-One Desk Reference For Dummies  

by Peter Weverka (ISBN 9780471782797) 

$ Office 2007 For Dummies  
by Wallace Wang (ISBN 9780470009239)     CLICK HERE TO RETURN TO INDEX 
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WORD 

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/HA102155661033.aspx  

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/HA102547541033.aspx  

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog   Select “Word” from the list of application software 

Self-paced lessons and instructor-led online learning from GCFLearnFree.org 

http://www.gcflearnfree.org/computer/topic.aspx?id=140 

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/word/FX100649251033.aspx?CTT=96&Origin=CL100636481033  

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/word-quick-reference-2007.pdf  

Black Hawk College Word screen guide (1 page)  

http://www.alliancelibrarysystem.com/CEpdf/Word2007diagram.pdf  

Introductory Books and Guides 

$ Microsoft Office Word 2007 Step by Step  

by Joyce Cox and Joan Preppernau (ISBN 9780735623026) 

$ Word 2007 All-in-One Desk Reference For Dummies  

by Doug Lowe (ISBN 9780470040584) 

$ Word 2007 For Dummies  

by Dan Gookin (ISBN 9780470036587)        

CLICK HERE TO RETURN TO INDEX 
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EXCEL 

Online Training and Courses 

Self-paced online training courses from Microsoft 

 http://office.microsoft.com/en-us/training/HA102189871033.aspx  

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/HA102547471033.aspx  

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog   Select “Excel” from the list of application software 

Self-paced lessons and instructor-led online learning from GCFLearnFree.org 

http://www.gcflearnfree.org/computer/topic.aspx?id=143  

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/excel/FX100646951033.aspx?CTT=96&Origin=CL100570551033  

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/excel-quick-reference-2007.pdf  

Introductory Books and Guides 

$ Microsoft Office Excel 2007 Step by Step  

by Curtis D. Frye (ISBN 9780735623040)  

$ Excel 2007 All-In-One Desk Reference For Dummies  

by Greg Harvey, PhD (ISBN 9780470037386) 

$ Excel 2007 For Dummies  

by Greg Harvey, PhD (ISBN 9780470037379) 

$ Excel 2007 Just the Steps For Dummies  

by Diane Koers (ISBN 9780470039212) 

$ Excel 2007 For Dummies Quick Reference  

by John Walkenbach and Colin Banfield (ISBN 9780470046715) 

      

CLICK HERE TO RETURN TO INDEX 
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http://office.microsoft.com/en-us/webcasts/HA102547471033.aspx
http://il.webjunction.org/il-catalog
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OUTLOOK 

Online Training and Courses 

Self-paced online training courses from Microsoft 

 http://office.microsoft.com/en-us/training/HA102188671033.aspx  

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/HA102547521033.aspx  

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog   Select “Outlook” from the list of application software 

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/outlook/FX100647191033.aspx?CTT=96&Origin=CL100626971033 

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/outlook-quick-reference-2007.pdf   

Introductory Books and Guides 

$ Microsoft Office Outlook 2007 Step by Step  

by Joan Preppernau and Joyce Cox (ISBN 9780735623002) 

$ Outlook 2007 All-in-One Desk Reference For Dummies  

by Jennifer Fulton and Karen S. Fredricks (ISBN 9780470046722) 

$ Outlook 2007 For Dummies  

by Bill Dyszel (ISBN 9780470038307)       

CLICK HERE TO RETURN TO INDEX 

  

http://office.microsoft.com/en-us/training/HA102188671033.aspx
http://office.microsoft.com/en-us/webcasts/HA102547521033.aspx
http://il.webjunction.org/il-catalog
http://office.microsoft.com/en-us/outlook/FX100647191033.aspx?CTT=96&Origin=CL100626971033
http://www.customguide.com/pdf/outlook-quick-reference-2007.pdf
http://www.microsoft.com/MSPress/books/9602.aspx
http://www.dummies.com/WileyCDA/DummiesTitle/Outlook-2007-All-in-One-Desk-Reference-For-Dummies.productCd-0470046724,subcat-OFFICESOFT.html
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POWERPOINT 

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/HA102184981033.aspx  

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/HA102547501033.aspx  

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog   Select “PowerPoint” from the list of application software 

Self-paced lessons and instructor-led online learning from GCFLearnFree.org 

http://www.gcflearnfree.org/computer/topic.aspx?id=144  

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/powerpoint/FX100648951033.aspx?CTT=96&Origin=CL100626991033 

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/powerpoint-quick-reference-2007.pdf  

Black Hawk College PowerPoint quick start guide (1 page)  

http://www.alliancelibrarysystem.com/CEpdf/PowerPointbasics2007.pdf  

Introductory Books and Guides 

$ Microsoft Office PowerPoint 2007 Step by Step  

by Joyce Cox  and Joan Preppernau (ISBN 9780735623019) 

$ PowerPoint 2007 All-in-One Desk Reference For Dummies  

by Peter Weverka (ISBN 9780470040621) 

$ PowerPoint 2007 For Dummies 

 by Doug Lowe (ISBN 9780470040591) 

$ PowerPoint 2007 Just the Steps For Dummies  

by Barbara Obermeier and Ted Padova (ISBN 9780470009819)    

CLICK HERE TO RETURN TO INDEX 

  

http://office.microsoft.com/en-us/training/HA102184981033.aspx
http://office.microsoft.com/en-us/webcasts/HA102547501033.aspx
http://il.webjunction.org/il-catalog
http://www.gcflearnfree.org/computer/topic.aspx?id=144
http://office.microsoft.com/en-us/powerpoint/FX100648951033.aspx?CTT=96&Origin=CL100626991033
http://www.customguide.com/pdf/powerpoint-quick-reference-2007.pdf
http://www.alliancelibrarysystem.com/CEpdf/PowerPointbasics2007.pdf
http://www.microsoft.com/MSPress/books/9601.aspx
http://www.dummies.com/WileyCDA/DummiesTitle/PowerPoint-2007-All-in-One-Desk-Reference-For-Dummies.productCd-0470040629,subcat-OFFICESOFT.html
http://www.dummies.com/WileyCDA/DummiesTitle/PowerPoint-2007-For-Dummies.productCd-0470040599,subcat-OFFICESOFT.html
http://www.dummies.com/WileyCDA/DummiesTitle/PowerPoint-2007-Just-the-Steps-For-Dummies.productCd-0470009810,subcat-OFFICESOFT.html
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ACCESS 

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/HA102744471033.aspx 

Training webcasts, videos, and podcasts from Microsoft 

http://office.microsoft.com/en-us/webcasts/HA102579821033.aspx 

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/access/FX100646911033.aspx?CTT=96&Origin=CL100570041033 

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/access-quick-reference-2007.pdf 

Introductory Books and Guides 

$ Microsoft Office Access 2007 Step by Step  

by Steve Lambert, M. Dow Lambert III, and Joan Preppernau (ISBN 9780735623033) 

$ Microsoft Office Access 2007 All-in-One Desk Reference For Dummies  

by Alan Simpson, Margaret Levine Young, Alison Barrows, April Wells, and Jim McCarter (ISBN 9780470036495) 

$ Access 2007 For Dummies  

by Laurie Ulrich Fuller, Ken Cook, and John Kaufeld (ISBN 9780470046128) 

          CLICK HERE TO RETURN TO INDEX 

  

http://office.microsoft.com/en-us/training/HA102744471033.aspx
http://office.microsoft.com/en-us/webcasts/HA102579821033.aspx
http://office.microsoft.com/en-us/access/FX100646911033.aspx?CTT=96&Origin=CL100570041033
http://www.customguide.com/pdf/access-quick-reference-2007.pdf
http://www.dummies.com/WileyCDA/DummiesTitle/Microsoft-Office-Access-2007-All-in-One-Desk-Reference-For-Dummies.productCd-0470036494,subcat-OFFICESOFT.html
http://www.dummies.com/WileyCDA/DummiesTitle/Access-2007-For-Dummies.productCd-0470046120,subcat-OFFICESOFT.html
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PUBLISHER 

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/CR102322011033.aspx 

Classes from WebJunction Illinois 

http://il.webjunction.org/il-catalog   Select “Publisher” from the list of application software 

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/publisher/FX100649111033.aspx?CTT=96&Origin=CL100632931033  

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/publisher-quick-reference-2007.pdf  

Introductory Books and Guides 

$ Microsoft Office Publisher 2007 Step by Step  

by Joan Preppernau and Joyce Cox (ISBN 9780735622999) 

$ Microsoft Office Publisher 2007 For Dummies  
by Jim McCarter and Jacqui Salerno Mabin (ISBN 9780470184967) 

          CLICK HERE TO RETURN TO INDEX 

  

http://office.microsoft.com/en-us/training/CR102322011033.aspx
http://il.webjunction.org/il-catalog
http://office.microsoft.com/en-us/publisher/FX100649111033.aspx?CTT=96&Origin=CL100632931033
http://www.customguide.com/pdf/publisher-quick-reference-2007.pdf
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ONE NOTE 

Online Training and Courses 

Self-paced online training courses from Microsoft 

http://office.microsoft.com/en-us/training/CR102641231033.aspx  

Tips and Help 

Help & how-to from Microsoft 

http://office.microsoft.com/en-us/onenote/FX100647161033.aspx?CTT=96&Origin=CL100626961033  

Quick Reference Guides 

CustomGuide quick reference guide (2 pages)  

http://www.customguide.com/pdf/onenote-quick-reference-2007.pdf  

          CLICK HERE TO RETURN TO INDEX 

 

 

 

 

 

NOTES 

 Microsoft generated websites are best viewed and fully functional using a recent version of Internet Explorer.  

You may find some things will not work if using Mozilla Firefox or another browser. 

 Most of these links provide direct access to assistance and training with Microsoft Office 2007.  However, if you 

are running an earlier version, browse the pages.  Links to help with earlier versions are often nearby! 

 $ indicates that there may be a cost such as registration or tuition fees associated with this resource. Please 

review the resource or check with the provider for further information. 

 Report broken or misdirected links to gbuhr@alliancelibrarysystem.com.  

 

CLICK HERE TO RETURN TO INDEX 
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