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Microsoft Office 2007 Upgrade


Microsoft Office 2007 is Here!
You are being upgraded to Office 2007.  Please refer to the IT Notice you recently received providing specific details and instructions on your upgrade.  It is important that you perform a desktop backup prior to upgrading to Office 2007.  You may take advantage of the automated backup service by leaving your computer connected to the network overnight, or perform a manual backup on your own.
Please review the information provided in this package prior to your upgrade.  Attached you will find:

· Desktop Backup Instructions (automated and manual)
· Software Refresh Portal (SRP)  Instructions 
· Compatibility Tips

· Instructions to Enable and Disable Macros in Office 2007
· Quick Source Guides (Outlook, Word, Excel, PowerPoint, Excel, Access)

About Office 2007

Microsoft Office 2007 is being deployed to all ODIN-supported desktop and laptop Windows computers at NASA Headquarters.  This upgrade will occur in a phased approach beginning in March and continuing through June 2009.

The Microsoft Office 2007 suite is a major overhaul of Word, Excel, PowerPoint, Outlook, and Access.  Office 2007 has a different look-and-feel. There are many new application features and a new user interface called the "Ribbon." Many icons and commands that you have grown accustomed to have moved and will work differently in Office 2007.
Training
There are various types of training available to acquaint you with new features and enhancements of Office 2007 as well as the differences between Office 2003 and 2007.  You will be provided with materials during the training to use as a reference guide.
Office 2007 for Home Use
Office 2007 software is available for installation on your home computers.  To submit a request for home software, call the IT Help Desk at (202) 358-HELP (4357) or send an e-mail to service@hq.nasa.gov.
More About the Office 2007 Upgrade

For details on the Office 2007 upgrade at NASA HQ, including a deployment schedule, training options, FAQ’s, and documentation on the differences between Office 2003 and 2007, visit the Office 2007@HQ Web page at http://www.hq.nasa.gov/itcd/office_2007.html.
Should you need assistance, call the IT Help Desk at 358-HELP (4357) or 1-866-4NASAHQ (462-7247) or send an e-mail.
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