Tips for Using Nifty 59 with Office 2007
BASIC & ADVANCED SKILLS

1. Install 9.5 Update
· To use Dragon 9 with Office 2007 (or Windows Vista) users must install the free 9.5 Update.  

· All new educational licenses will be 9.5, but some boxes may have been packaged before the update.  If you order a box of software from Speaking Solutions, they will provide you with the 9.5 update on a disk. Your current serial number may be required for installation. You do not need to uninstall your current version of Dragon NaturallySpeaking before you install version 9.5. If you choose to uninstall your current version and you want to retain your user files, answer “Yes” when you are asked if you want to keep your user files during uninstallation.
· If you ever do a reinstall or repair on Dragon 9, you must also reinstall the Update.

· You can access updates on the DragonBar by clicking Help, Check for Updates
2. Training Capsule 19 (Page 25) Launch Office Word 2007 by Voice 

· To launch Office 2007 Word (or other Office 2007 applications) by voice, you must say:  START MICROSOFT OFFICE WORD 2007 (substitute EXCEL or POWERPOINT, etc.)
3. Exercise 13 (Page 25) Rename Shortcuts
· Click Start, All Programs, Microsoft Office, and then right-mouse on the name (ex. Microsoft Office Word 2007), choose Rename and then change the name to Microsoft Word. 
· Tip:  Occasionally the new shortcut must be dragged to the desktop for it to work.

4. Exercise 14, #2 (Page 26); Exercise 15, #5 (Page 26) Close Microsoft Word and Other Programs Using Voice Commands
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|1 Office Word 2007 by Voice

4 aunch Office 2007 Word (or other Office 2007 applications) by voice, you must

<uy. START MICROSOFT OFFICE WORD 2007 (substitute EXCEL or

POWERPOINT, etc.)

3. Rename the Shortcut for Easier Voice Launch

You can shorten the name of the shortout. Click Start, All Programs, Microsoft
Office, and then right-mouse on the name (ex. Microsoft Office Word 2007), choose
Rename and then change the name to Microsoft Word. (See Nifty 59, Exercise 13)

4. Access the “File” menu in Word 2007,
To access the familiar *File” menu, say “Office Button” or “Click Office Button” —
the file menu will open with the familiar choices of Save, Save As, Open, Print,

etc. Remember—most of the commands used in Word XP or Word 2003 are the
same for Word 2007. Examples

« Save (or Save Document)

« SaveAs (or Save Document As)

« Open Document (or Open File)

« Click Close (or Close Document)

« Print Document

To access Word 2007 ribbon menu items, say the heading and the subsequent

menuitems. Examples
« Page Layout, Margins, Narrow

« Insert, Table, Insert Table, Numeral 3, Numeral 10 (However, it is stil easier to

just say “Insert a 3 by 10 Table.")

Trick—Run mouse over the menu ribbon icons to see the icon titles. You can
select the icon using Dragon by speaking the icon title. Examples

« Show Paragraph Marks (or Hide Paragraph Marks)

« Bullets, Numbering, Bold, Underiine
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Click Close (this command will close any version of Microsoft Word)
· Office Button ( Exit Word (or Click Office Button ( Close)
5. Exercise 16 (Page 27) Skip this exercise when using Microsoft Word 2007
6. Exercise 19, 38, 45 & All Other Exercises Using “Click File” Menu Items 
· To access the Office Button (similar to the “File” menu in previous versions) by voice, say “Office Button” or “Click Office Button.” The file menu will open with the familiar choices of Save, Save As, Open, Print, etc.  Remember – most of the natural commands used in Word XP or Word 2003 are the same for Word 2007.  Examples:
· New Document

· Save (or Save Document)

· Save As (or Save Document As)

· Open Document (or Open File)

· Click Close (or Close Document)

· Print Document
ADVANCED SKILLS
7. Access Word 2007 Ribbon Menu Items
· To access titles on the Word 2007 menu ribbon, simply dictate the title and all subsequent titles.  For example:  
·  Page Layout, Margins, Narrow

· Insert ( Table ( Insert Table (automatically goes to first box) Numeral 3 ( Tab ( Numeral 10 (However, it is still easier to just say “Insert a 3 by 10 Table.”) 
· Tip:  Run your mouse over the icons on the Word 2007 menu ribbon to see the icon titles.  Select the icon by voice by saying the icon title.  Examples:

· Show Paragraph Marks (or Hide Paragraph Marks)

· Bullets, Numbering, Bold, Underline

· Grow Font (or Shrink Font)
· Some drop down menus (such as text highlight color) must be expanded by using the mouse to click the down arrow.  After drop down list is expanded, user may move around by using directional commands, such as move down 2, move right 3, and they say mouse click to select the highlighted choice.
· If the software does not recognize an item in a menu list, try using navigational commands (move right one, move down 2, press enter, etc.).

8. Exercise 89, #2 (Page 108) and Exercise 97, #2 (Page 117) Classic Tables Menu
· Say Insert ( Table ( Insert Table (follow other directions in Nifty 59)
9. Exercise 107 (Page 126) Excel Attack Strategies
· #13 – Insert 2 columns ( Delete ( Delete Sheet Columns (to remove one column) 
· Set column width to 10 (changes width of newly created column)
· #26 – Select Cell C6 through Cell E6 (fill cell does not work in Excel 2007) ( Paste That
· #46 – may need to say Select Cell Alpha 9 through Cell Alpha 13
· #47 – Sort This ( Move Down 1 (to select “Continue with current selection”)
Click Office Button
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