
First Look: Getting Started with 
the 2007 Microsoft Office System 
Hands-On Lab 
At the end of the course the delegate will be able to complete the following: 

Benefits of Deploying the 
2007 Office System 
 In this lab, students will learn how the 2007 

Office System can increase productivity, 
provide effective enterprise content 
management, simplify collaboration and 
enhance knowledge discovery and insight. 

Skills: 
 Exercise: Increasing Productivity by Using the 

2007 Office System. 
 Exercise: Enterprise Content Management 

(ECM) Using the 2007 Office System. 
 Exercise: Collaboration Using the 2007 Office 

System. 
 Exercise: Knowledge Discovery and Insight 

Using the 2007 Office System. 

Overview of the 2007 
Microsoft Office System 
Components 
 In this lab, students learn the key innovations 

of 2007 Microsoft Office Word, Excel, 
PowerPoint, Outlook, Access, and InfoPath. 
Students are also introduced to collaboration 
and portal technologies provided by Microsoft 
Office SharePoint Server 2007 components. 

Skills: 
 Exercise: Key Innovations in Microsoft Office 

Word and Excel. 
 Exercise: Key Innovations in Microsoft Office 

PowerPoint and Outlook. 
 Exercise: Key Innovations in Microsoft Office 

Access and InfoPath. 
 Exercise: Overview of Collaboration and Portal 

Technologies. 
 Exercise: Searching for Information Using the 

2007 Office System. 

 
 

Target Audience:  

This hands-on lab provides students with an 
understanding of the benefits of the 2007 
Microsoft Office system and be able to 
describe the new features related to the 
client and server components of the 2007 
Microsoft Office system.  It is designed for IT 
Professionals who generally work with both 
Microsoft Windows and Office technologies. 

Pre-requisites:   

Before attending this course, students must 
have the following pre-requisites: 

• 1 year experience with Office system 
technologies.  

• 1 year experience with Windows client 
and server operating systems. 

• Experience installing, configuring, and 
supporting Microsoft Office technologies. 

• A working knowledge of Windows 
SharePoint Services 2.0. 

Purpose:   

After completing this course, students will 
be able to describe how the 2007 Office 
system can increase personal productivity; 
describe how the 2007 Office system 
enhances enterprise content management 
processes; describe how the 2007 Office 
system can be used for collaboration 
throughout an organization; explain how the 
2007 Office system enhances knowledge 
discovery and insight; describe the key 
improvements and innovations of the 2007 
Office client programs; describe the features 
and functions of the 2007 Office server 
components.. 
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PARTICULARS 
Cost:   

For the latest available price, 
please see the course page on 

www.f1comp.co.uk,  
or call 01225 336096. 

Numbers: 
Maximum of 6 people on each 
course at F1’s training facilities 

in London and Bath 
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