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CREATE™ FAQS

1. Create™ Registration

1. Once the Setup file is installed, open PowerPoint.

In Create 2007

There will be a new tab on the ribbon called “Create 2007”. To activate Create 2007, select New on this
tab.
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In Create V8.0 (the multi-Office version which works on both Office 2007 or 2010)

There will be a new tab on the ribbon called “Create”. To activate Create 8.0, select Regisier on this tab.
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In Create 2003

There will be a new dropdown on the menu called “Create 2003”. To activate Create 2003, select New
Presentation from the Create 2003 dropdown menu.
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2. If this is the first time that Create has been installed on the machine, the licence agreement will
appear. Please read the licence terms before you check the box adjacent to “I have read and
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CREATE™ FAQS

understood the licence agreement above” (please note that terms & conditions have already
been agreed by your Legal team and Presentation Solutions Ltd) then select the Accept button.

3. If this is not the first time that Create has been installed on the machine, the following dialogue box
will appear — select “Register via the Internet” to register the product automatically. If you select
Disable This Time, this will halt the installation process.

Presentation Solutions Downloadable Single User Software Licence

w reate

Presentation "ol

This product iz licensed ta:  Client Name
Create 2007 verzion 7.0.0.0
Activated on: 231 272009

“warning: thiz computer program iz protected by copyright law and international treaties.
Urnauthorized reproduction or distribution of thiz program, or any portion of it, may resultin severe
civil and criminal penalties, and will be prozecuted to the maximum extent possible under law:.

For the latest product information, visit us at:
witi presentationsolutions.eu

Fresentation Solutions Create 2007,
Copyright© 2009 Prezentation Solutions Limited.

-

“ Presentation

l' Solutions

PRESENTATION SCOLUTIONS LIMITED ~
END USER SOFTVWARE LICEMCE
BY CLICKING OM THE "ACCEPT" BUTTON AND BY DCANNLOADING THE SOFTWARE YOU ARE CONSENTING TO BE
BOUND BY THIS LICEMCE. IF Y'OU DO NOT AGREE TO ALL OF THE TERMS OF THIS LICENCE, CLICK THE "DO NOT
ACCERT" BUTTON AND DO NOT DOWNLOAD OR USE THE SOFTWARE.

When you "click” the "Accept" button Presentstion Solutions Ltd ("PSL") grants you, (the "User™) by virtue of your
employment or engagement with & company or other business organisation ("Organisation) who has a licence with hd

@I have read and underztood the licence agreement above : Do Mot Accept

Note: see the end of this document for instructions to Register by Email, disable this time and
Enter Code from Email

. Presentation
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CREATE™ FAQS

After selecting Register Via the Internet, the licence agreement will appear. Please read the
licence terms before you check the box adjacent to “I have read and understood the licence
agreement above” (please note that terms & conditions already been agreed by your Legal team
and Presentation Solutions Ltd) then select the Accept button.

Presentation Tools Registration

ou have not yet been regiztered for Prezentation Tools. Pleaze chooze one
of the optionz below to regizter the currently logged in uzer for Prezentation
Toolz. Click the "Dizable Thiz Time" button if yow wish to reaister later.

[ Reagizter via the Internet l Dizable Thiz Time

[ Reqizter by Email ]

[ Enter Code from Email ]

e

Once the previous steps have been completed, the dialogue box below will appear:

Presentation Tools [g|

-
‘!J) Reqistration was successFul

Once you select the OK button, Create will be activated. In the case of PowerPoint, the Document
Setup dialogue box will appear, and once you click OK your default presentation should appear
(customised to your corporate branding).

Presentation
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CREATE™ FAQS

Additional Information for your IT Department

* The product is set to install automatically on the “Current User” profile (you will not see this prompt
during installation) so the tools are saved locally to your PC. This means that anyone who logs onto
the same PC or Laptop will have to register to access the software.

e The registration process accesses the Presentation Solutions Website
(www.presentationsolutions.eu) and grants a license to a user, sending back the license key which
is stored in the registry editor HK Current User/Software/PresentationSolutions.

Registration via email

1. If you do not have a valid internet setting or the tools did not immediately register via email, then
you may need to request a license key via email. Select the button Register by Email and
complete the items in the window that appears

Presentation Tools Registration

You have not pet been registered for Prezentation Tools. Please chooze one
of the options below to register the currently logged in user for Presentation
Toaolz. Click the "'Dizable Thiz Time" button if you wizh to register later.

[ Reaqizster via the Intermet ] Dizable This Time

[ Reaqister by Email ]

[ Enter Code from Email ]

2. Complete the items in the window that appears and choose Send

Licence Request E|

Pleaze enter your detail: below and click the Send button to request a
licence code for Prezentation Toaolz by email. Ensure first that you have
autharization within your organization to make such a request.

IF wour computer is unable to automatically generate a licence request
email (thiz may be due to your security zettingz), click the Detailz
button to obtain the infarmation you will need to make a licence
request.

M ame || |

Compary | |

Contact Phone Murmnber | |

[ Detailz H Send H Cancel ]

\li 7 Presentation
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3. Within 24 hours (not instantly) you will receive the code via an email. To continue working
normally, choose the button Disable this Time.

Presentation Tools Registration

You have not wet been registered for Presentation Toolz. Please choose one
of the options below to register the currently logged in user for Presentation
Toolz. Click the "Dizable Thiz Time" button if pau wizh to register later.

[ Reqister via the Intemet ] Dizable This Time

[ Reaister by Email ]

[ Enter Code from Email ]

4, When you have received the license code via email, copy the code from the email. Open PPT and
select New from the Create ribbon to prompt the registration window to appear and select the
button Enter Code from Email and paste the key into the field and select OK. .

Presentation Tools rg|

1 ) Registration was successful

5. Click OK to the window that acknowledges successful registration.
6. Once you select the OK button, Create will be activated. In the case of PowerPoint, the Document

Setup dialogue box will appear, and once you click OK your default presentation should appear
(customised to your corporate branding).

\li 7 Presentation
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Registration FAQs
* Via the internet — this is the most commonly used method, and requires internet access
* By email —to be used in rare situations where Proxy Servers cause a block

* Disable this time — if you decide not to register the product, or are unable to do so at the time due to
no internet access
e Licenses

—  Your agreement with us
— Unregistering
*  Making sure users know not to use the unregister option
*  Getting locked out if you Unregister and Re-register a user more than twice
*  What you should see on the ribbon

In 2007 Create™ 2007
— The new Create 2007 tab on the ribbon
. t—g/ Home Insert Design Animations Slide Show Review View Add-Ins

[ _ﬂg.|, @) ¥ slide No's 3 Calendar =] Agenda & lj] %" 2% swap Shapes 4 Make Title Fﬁ-‘-

| Filename [IBlank W Picture ¥ "/" Fraction H; Make Subtitle
MNew Document Slide Divider Insert Format ot Change
Setup Draft Layout &am Library - 2| AutoText ~ - L Select ~ T Colour Palette ayout
Prezantatinn Tnzert Slide ar Ohiert Tahlas Farmat

In 2007 or 2010 Create™ V8.0

— The new Create tab on the ribbon

IE] ﬂw PresentatioanMicrosoft PowerPoir

m Home Insert Design Transitions Animations Slide Show Review View Add-Ins Create

—_— o~ = B ~  werer = s (TN - .

In 2003 Create™ 2003
— The new Create 2003 dropdown menu and toolbar/s

» Differences between programs — PPT and Excel all buttons always visible, Word buttons are context
sensitive depending on whether you are in an active Create document

A) e B Wew [t Famet Joos [Creae2003 | Sigeshow Window e  AdobePOF
e 0 S B | LY e Presentatin... 2 | 1% A4 i W 200% 'il
! rial 22 x| B Z U 8§ | 8] Yersetoss.. A | aoegn newsie i

{1 Presentation
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2. FAQs

PowerPoint

In Create 2007 or 2010

If the Create™ tab is not showing on the PowerPoint ribbon, complete the following steps:

1. Go to disabled items — Home button, PowerPoint options, Add-ins, Disabled Add-ins
2. If Create™ is showing in the list make sure it is ticked and click OK

3. Close down and restart all Office programs (including Outlook)

In Create 2003

If the Create™ 2003 Toolbar is not showing, complete the following steps:
4, Check if the toolbar is listed by right clicking on the toolbar area

5. If the Create toolbar is listed, but not checked, click on it to display it

6. If the Create toolbar is not listed, go to disabled items — Help, About Microsoft Office
PowerPoint, Disabled Items

7. If Create 2003 is listed, make sure it is ticked and click OK

8. Close down and restart all Office programs (including Outlook)
* Make sure you are clicked onto a slide before inserting a new one

* Have you deleted anything from the cover slide?

— If you delete things such as the Title and Subtitle from the cover slide, the link between these
items and the Document Setup box will be lost. You should not delete any items from the cover
slide, but if you do, either undo the action, or create a new document and copy in the body slides
from your old presentation. This way the new presentation will have a cover slide that links to the
Document Setup dialogue correctly

* Have you copied and pasted anything onto the cover slide?
— If you copy items from body slides onto the cover slides, such as placeholders with titles and
subtitles, you may break the link between the cover slide items and the Document Setup box.
You should not copy anything onto the cover slide, but if you do, you should delete them to re-
enable the Document Setup link

* Have you saved as an older version of Office?
— In Office 2007 and 2010 there are some cases where the native compatibility mode will disable
certain items. If you save your presentation as a 2007 or 2010 version (i.e. .pptx) then this
problem will not occur

Presentation
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If your bullets are not correctly formatting or applying within a placeholder, it may be for one of the
following reasons:

1. You have not used a Create placeholder to insert your text and bullets, but have drawn a native
text box
2. You have used the Bullet button to turn on your bullets. You should use the Increase List Level

button on the Home tab on the ribbon to turn your bullets on and also to promote the bullet level,
and the Decrease List Level button to demote the bullet level / turn the bullets off

3. You have inserted a slide which is pre-populated with text and/or bullets. Due to the native of
Office 2007 or 2010, bullets will not promote within these placeholders. You should insert a new
placeholder, copy the text into it using Keep Text Only, and then use the Increase List Level button
to turn on the bullet and promote the bullet levels

4, You have pasted text from a document which is differently formatted and not selected Keep Text
Only (see below diagram)

'///////////////////////Aév///////////////////////,(;.

&
@
1. You hawve pasted test from = é Title
daocurnert  which  is differenty g
formatted and not S%IEGtEd Feep ? e Cortert
Text Only [see below dizgram | e
2 5% *  Contert
Tz = Cortent

() Eeep Source Farmatking

Iz Design Templake Farmatking
() Keep Text Only [\>
ht]

B R R e

o

R A

* You can use the native paint brush tool to highlight text in your presentation with the correct bullet
formatting, and then apply this to the text where the bullets are incorrectly formatted

Excel

In Create 2007 or 2010

If the Create™ tab is not showing on the Excel ribbon, complete the following steps:

1. Go to disabled items — Home button, Excel options, Add-ins, Disabled Add-ins
2. If Create™ is showing in the list make sure it is ticked and click OK

3. Close down and restart all Office programs (including Outlook)

In Create 2003
If the Create™ 2003 toolbar is not showing, complete the following steps:

1. Check if the toolbar is listed by right clicking on the toolbar area

Presentation
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2. If the Create toolbar is listed, but not checked, click on it to display it

3. If the Create toolbar is not listed, go to disabled items — Help, About Microsoft Office Excel,
Disabled Items

4, If Create 2003 is listed, make sure it is ticked and click OK

5. Close down and restart all Office programs (including Outlook)

To be uopdated with new screenshots and 2003 verion

The colour palette in Create 2007/2010 Excel is only designed to work with formatting a worksheet range
or cell.

Furthermore, the Colour Palette should only be used in the application where you opened it — i.e. the
Colour Palette in Excel should only be used in an Excel worksheet and the Colour Palette in PowerPoint
should only be used to colour a shape or text box in PowerPoint. This is because the programming to
achieve what appears to be an identical tool is different for each application.

If a user wants to colour a chart in Excel, they should select the chart and right click on the segment or
series which they wish to format, and select ‘format data series’. We have outlined an example below:

20
18
16
14
12
10

Delete
&4 Reset to Match Style

L T L TR A )

& Change Series Chart Type... I
M ..h | Service Other

EY Select Data...
w2006

Add Trendline...

Format Data Labels...

et !_:curmat Data IS-eries... I\\E

{1 Presentation
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[T

E”El prting Tools

[N

Format Data Series

[
«mn Series Options Fill L
F M
il A O e
Border Color (& Solid fil
Border Styles O Gradient fil
() Picture or texture fil
Shadow O Automatic
3-D Format [ tnvert if negative
Colar: & -
21 Transpa Theme Colors [:
18 N EN E‘k T
16
14
. «ARRRAREES
11 Standard Colors
g N EEEEN
A More Colors. ..
4
3
]
er
1. Custom palettes used at source
2. Manually re-setting colours
3. Re-create the chart

* Making copies of charts before you run a Create function in case it doesn’t do what you expected

{1 Presentation
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The nature of pie charts in Excel means that there are occasions when the pie chart shrinks and the
labels overlap when you format the chart whether using native functionality or Create™, as shown below:

Cther
Eurnﬂ%'ﬁ@mﬁwmaw
4% 2%  France
farod
0% 16%
Great Britain
) %
International LISA
co-prod 770,
22%

To rectify this formatting, you have two options.

Option One

1. Click on the chart plot area and resize it manually by dragging a corner handle. Make sure the pie
still sits in the middle of the placeholder

2. Move the labels about so they sit as you would like them to

3. Then send to PPT “As Is”.

Option Two

4, Alternatively, using the Create™ Pie Chart Labels tool to create the labels, which are not affected
in the same way as the native Excel labels (where Excel forces the pie chart to shrink dependant
on the length of the labels).

5. Then send to PPT “As Is”.

When using the Add Data Labels tool in Create 2007/2010, if the label range you select is greater or
smaller than the number of data points used to create the series within the chart, you will receive the
following error:

Presentation Tools ll

1 'j Unable to add data labels, Please ensure the size of the label range matches the size of the axis label range in the chart's source data,
-

The example below shows how the number of labels for Series 1 of a bubble chart is the same as the
number of data points:

i Presentation
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« Morth Armerican

If you are unsure which chart you are looking for in the Data Source list, you can identify chart within
Excel. To do this, follow these steps:

In Create™ 2003

1. Go to Excel and click on the chart

2. Select View, Chart Window

Yiew Inserk Forrnak Toals [Excel Demonstration Files.xl:]Column Chart 4
Toolbars 3 0
Formula Bar 35
14
itatus > N - -
Header and Fooker, ., 25 -
% Comments 20
. 15 4
Cuskom Yiews, .,
10 4
=l Full Screen
a4
ZO00M, .
o -
Sized with Window 2004 2005 2006
Chart wlr dl:lw W Manufacturing Distrihution W Service
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In Create™ 2007/2010
1. Go to Excel and click on the chart

2. A new tab group will appear on the ribbon called Chart Tools, click on the tab in this group called

Layout
O ) d i.h' - b }' =Dk Excel Demonstration Files [Compatibility Mode] - Microsoft Excel ||_ChartToo\s l
) ! - . |
Home Insert Page Layout Formulas Data Review View Add-Ins Create 2007 Design Format

Chart1
Picture Shapes Text Chart Axis Legend Data Data Axes  Gridlines Plot  Chart Chart 3-D Trendline Llines Up/Down Error

&¥ Reset to Match Style - Box Titlew Titlesw  *  Labels~ Table~ - - Area~ Wall* Floor = Rotation - Ears Bars *
Current Selection Insert Labels Axes Background Analysis Properties
| Chart1 (2 £

3. At the right hand side of the ribbon you will see the Chart Name

4. This is the name that will appear in the Range section of the Data Source list, preceded by the
worksheet tab name

2 Linked Objects

Slide | Tuwpe Source Filename Flange
1 Chart Excel CADocurments and Settings'\Kathrr\DesktophTrainingFilez £, Colum)

D) il X o8- Sp- 5 )7 Excel Demonstration Files [Compatibility Mode] - Microsoft Excel | Ehart Tasls
e ———
- Home  Insert Page layout  Formulas Data Review  View AddIns Create 2007 Design Layout Format

‘Chartl
Picture Shapes Text || Chart Axis legend Data Data || Axes Gridlines | Plot Chart Chart 3D | Trendline Lines Up/Down Error
&4 Reset to Match Style - Box Titler TitlesT v Labels~ Table~ - - rea Wall~ Floor = Rotation - Bars~ Bars~

Current Selection Insert Labels Axes Background Analysis Properties

[ Chart 1 -0 |

A B Cc D E F G H J K L il N 0] B

1
2 Mamufacturing 13 14 13
3 |Distribution 12 El 16|
4 |Service 15 14 18
5
6
7
8

Other 10 12 11
Total 50 407 60

2004
2005 |
2006

Manufacturing  Distribution Service Other
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Word

In Create 2007/2010

If the Create™ tab is not showing on the Word ribbon, complete the following steps:

1.
2.
3.

Go to disabled items — Home button, Word options, Add-ins, Disabled Add-ins
If Create™ is showing in the list make sure it is ticked and click OK

Close down and restart all Office programs (including Outlook)

In Create 2003

If the Create™ 2003 Toolbar is not showing, complete the following steps:

1.
2.
3.

Check if the toolbar is listed by right clicking on the toolbar area
If the Create toolbar is listed, but not checked, click on it to display it

If the Create toolbar is not listed, go to disabled items — Help, About Microsoft Office Word,
Disabled Items

If Create 2003 is listed, make sure it is ticked and click OK

Close down and restart all Office programs (including Outlook)

If your headers and footers are not updating in your document, this could be caused by the following:

e Section breaks

If you manually add or remove section breaks within the document, it may alter the headers and
footers in the pages before and after the break you have created. To rectify this, undo the action
of adding the section break. Create will insert new section breaks each time that you add new
sections via the styles options (e.g. Heading 1) so you should not need to add them manually

°  Same as previous

You should not manually alter the options within the headers and footers. If you change whether
the header and / or foot is linked to the previous section (‘Same as Previous’) this will update
either the current section, or even the whole document. To rectify this situation, undo the manual
change you made to the header and / or footer. If you have already saved the document and it is
too late to do this, create a new document and copy in the contents from the old document. This
way your new document will have all the correct headers and footers

* Missing fieldcodes and bookmarks

A

\»’

You should not manually alter the options within the headers and footers. If you delete items
from within the header and / or footer of a page, for example the file path or page number, this
will delete that item from this page and also the current section, or even the whole document. To
rectify this situation, undo the manual change you made to the header and / or footer. If you have
already saved the document and it is too late to do this, create a new document and copy in the
contents from the old document. This way your new document will have all the correct headers
and footers

Presentation
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* Have you deleted anything from the cover page?

— If you delete things such as the Title and Subtitle from the cover page, the link between these
items and the Document Setup box will be lost. You should not delete any items from the cover
page, but if you do, either undo the action, or create a new document and copy in the body
pages from your old document. This way the new document will have a cover page that links to
the Document Setup dialogue correctly

* Have you copied and pasted anything onto the cover slide?

— If you copy items from body pages onto the cover page, such as boxes with titles and subtitles,
you may break the link between the cover page items and the Document Setup box. You should
not copy anything onto the cover page, but if you do, you should delete them to re-enable the
Document Setup link

* Have you saved as an older version of Office?
— In Office 2007/2010 there are some cases where the native compatibility mode will disable
certain items. If you save your document as a 2007 or 2010 version (i.e. .docx) then this problem
will not occur

All Programs

If you wish to undo a function, but find that when you use Undo (CTRL+Z) it either does nothing, or takes
you back too many steps, then you can do the following:

* Select Re-do (CTRL+Y) and manually change the item that you wish to restore. For example, if you
wish to under table formatting, select the table, go to Format on the Tables group, Whole Table and
chose the first table format in the list — this will be your default table format and will re-set the table

If your linked items will not Update, check the following:

* Do you have access to the file?
— If the program cannot access the file because you are not connected to it on your machine, then
it will not be able to update. Make sure that you have the source files available to you and try
updating again

* Did you move or rename the file without doing a Change Source?
— If your Excel source file has been moved or re-named, go to View on the Linked Items group,
right click on the affected item and choose Change Source. You can then Browse to the new
name and/or location of the file

° Has the data range changed or been moved?
— Linked Objects will always look to the data range that you used when you imported the item. If
you wish to link to a new / different data range within your Excel source file, you will need to re-
import the item to create a new link connected to that new data range
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A Multilingual User Interface Pack is a set of language specific resource files that can be added to the
English version of Windows Professional. When installed on the English version of Windows, MUI allows
the user interface language of the operating system to be changed according to the preferences of
individual users to one of the 33 supported languages. This allows large corporations to roll out the same
worldwide image with a single install job.

Local users can then select the user interface language or it can be set by Group Policy for
Organizational Units.

MUI also allows different language users to share the same workstation or roaming users to take their
localized user interface from one workstation to another. For instance, one user might choose to see
system menus, dialogs and other text in Japanese, while another user logging onto the same system
might prefer to see the corresponding text in French.

If you do not have the correct MUI installed (where necessary) then you may experience errors such as
the following:

* When sending an Excel chart to PowerPoint the number format being used in the chart needs to
recognised otherwise an error message will displayed:

P tati Tool XI ® Control Panel ILHE
rEsENt At File Edit ‘Yiew Favorites Tools  Help [

Q- | Oseach [ roers | [T

@ Error: Return argument has an invalid type,

ﬂ" Control Panel Fegional Options | Languages | Advanced|

! Regional and Language Options IlH_

Accessibility A
@ Switch to Category Yiew Options Standards and formats
This option affects how some programs format numbers, currencies,

dates, and time,

See Also Select an item to match its preferences, or click Customize to choose

F pour own foimats

ﬂ Windows Update

|English [United Kingdam] vl [ Custamize... ]
(7] Help and Suppaort

Samples

Number. (123,456, 785.00

|
Curency:  [£123 455,789.00 |
Tire: [13:20:48 |
|
|

@ e (P

Regional and |5 Short date:  [30/04/2010
Languags ...

Lonadate: [30.4pil 2010

®

Location
System . . .
To help services provide you with local information, such as news and
weather. select your present location:

United Kingdam pv
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3. Recommended Advanced Settings

Sometimes it is necessary to update the default settings for Office. We recommend setting the following
defaults:

Office 2010/2007 Image size and quality

In the most recent versions of Office there is now a default built in that compresses images and pictures
within any document or Presentation. The default is set to compress, which means that any image
inserted may lose quality — and any image already in the document, will be compressed. This is not
reversible and should be set to Off by checking the box in

Go to the File menu (in Word or PowerPoint) and choose Options/Advanced/Image Size and Quality.

| i
Home lnsen G I CIauiL RParagiapi aLyie. munar I;I
Enera Show AutoComplete suggestions
i Save | .
Display
B save As ) Cut, copy, and paste
Proofing
_j Open Save Pasting within the same document: Keep Soun
s Pasting between documents: Keep Sourn
3’ Close Language
Pasting between documents when style definitions conflict: | Use Destin
[ Advanced .
Pasting from other programs: Keep Soun
= : Customize Ribbon Insert/paste pictures as: In line witt
ecen
Quick Access Toolbar Keep bullets and numbers when pasting text with Keep Text Only opt
|:| Use the Insert key for paste
New Add-Ins

Show Paste Options button when content is pasted

Print Trust Center Use smart cut and paste ()

Save & Send Image Size and Quality Create FAQs E

(| Discard editing data ()

Help

Do not compress images in file (0

Set default target output to: | 220 ppi EI

| 3 Opﬁoés
Show document content

|:| Show background colors and images in Print Layout view

|:| Show text wrapped within the document window
[T] show picture placehalders (i)

Show drawings and text boxes on screen

Show text animation

Please note: You will need to do this both in PowerPoint and Word.
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4. Useful Websites

*  Upgrading from Office 2003 to Office 2007
http://office.microsoft.com/en-gb/help/results.aspx?qu=interactive+gquide&sc=9

* Keyboard shortcuts in the 2007 office system
http://office.microsoft.com/training/Training.aspx?AssetlD=RC101562731033&CTT=6&0rigin=RC10
1562731033

e What's new in PowerPoint 2007
http://office.microsoft.com/en-us/help/HA100742261033.aspx?pid=CH102456601033

*  Where did the commands go? Finding your old 2003 commands in the new 2007 PowerPoint
http://office.microsoft.com/en-us/help/HA101490761033.aspx?pid=CH102456591033

e Customise your Quick Access Toolbar
http://office.microsoft.com/en-us/help/HA012341051033.aspx

* |Introduction to new filename extensions in Office 2007
http://office.microsoft.com/en-us/help/HA100069351033.aspx

*  What's changed and why? An introduction to Excel 2007
http://office.microsoft.com/training/Training.aspx?AssetlID=RP100620721033&CTT=6&0rigin=RC100
620751033

*  Up to seed with Word 2007 — an introduction
http://office.microsoft.com/training/training.aspx?AssetID=RC100664431033

e Getting to know Word — specific training courses with Microsoft
http://office.microsoft.com/en-us/training/HA102155661033.aspx

* Interactive guides to the Office 2007 User Interface
http://office.microsoft.com/en-us/training/HA102295841033.aspx
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