Adding Microsoft Office 2007
and Retaining your Previous Versions of MS Office

These instructions will install the Microsoft Office 2007 atLL RETAIN the

previous version. fis dual MS office capability may be beneficial to you as you become
familiar with the newer Office look and feelhe one exception is that you cannot have 2
versions of MS Outlook so this installation will remove the previous Outlook and

install Outlook 2007. If you prefer to completely remove the previous versiohaaed

only MS Office 2007(Recommendedgo to
http://www.wilkes.edu/PDFFiles/IT8pgrademoffice2007pdf.
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The following window will appearClick onRun

‘L; Enter your Product Key

Type your 25-character Product Key.
Although you are not required to enter your Product Key now, we recommend you do so for ease of

validating your Microsoft Office License. For information about where your Product Key is located, dick the.
Help button.

CIV36-DESCM-X26VK-TFGCC-P22YW|

Step 31 Read the Ldense Terms and check thexb
on the bottom leftthen clickContinue in the bottom

left of the window.

Please choose your preferred type of Microsoft Office Enterprise 2007 installation below:

~Upgrade

Customize

Open File - Security Warning &

Do you want to run this file?

Mame: setup.exe
Fublisher. Microsoft Corporation

Type: Application
From:  S:\Office2007

Cancel

While files from the Internet can be useful, this file type can
@ patentially harm your computer. Only run software from publishers
wou trust, What's the risk?

Step 2i Enter the product key in the text area
provided. The key number is CI¥DHICM-
X26VK-TFGCGP22VW. Then click

Continue

-

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the Microsoft
Software License Terms, dose this window to cancel the installation

MICROSOFT SOFTWARE LICENSE TERMS

2007 MICROSOFT OFFICE SYSTEM DESKTOR AFLICATICN SOFTWARE

Below ars three separate sets of License Terms. Only one set applies ko you. Ta determine which
License Terms apply to you check the license designation prinked either on your product key, near the
product name on your Certificate of Authenticity, or on the download page i you obtained yeur
product key online, TF your desianation is FPP, then the Retal License Terms below apply to you, IF
‘vaur designatian is OEM, then the OEM Licsnse Terms below apply to you, Tf your desianation is MLK,
then the Media-less License Kit Terms below apply ko you

I you need assistance finding your icense type, please go to: http:jjwma microseft comfofficejeula
to determing which licanse you have.

1. RETAIL LICENSE TERMS

These license terms are an agreement between Micrasoft Corporation (ar based on where you ive,
o of its affliates) and you. Please read them, They apply to the software that accompanies these
license terms, which includes the media on which you recsived it IF any. The terms alsa apply to any
Microsoft

« Updates,

« supplements,

+ Internet-based services, and

+ support services

For this software, unless other terms accompany those items. IF sa, those terms spply.

Continue

Step 41 SelectCustomize



Bl Microsoft Office Enterprise 2007 &

Step 51 On theUpgradetab, select
Remove only the folbwing
applications. Then from the list of
applications to remove, select

K o Microsoft Outlook (This will

© Keep all previous versions.

&) Eemave only e Fallaiing appianons remove the 0|d Ouﬂook’ SO the new

[ Microsoft Office Access

O Micesof Offce xce version will install. This process

[ Microsoft Office InfoPath

Migresoft Offce sk will not affect email files or previous
[ Wicrosoft Office PowerPoint

[ Miosof Offce Pusiher setup options. Now clicklpgrade
o ot in the botom right of the window.

Ungrade | Installation Options || ile Location || User Information

EJ Upgrade earlier versions

Setup has detected previous versions of Microsoft Office on your computer.

@

Upgrade

Welcome to the 2007 Microsoft Office system E| X

Step61 Werecommendthat you elect option . . Cn
1, butthis is your choice. bose your options |  Frivacy Options Cid

and select Next ‘
Get online Help
D Search Microsoft Office Online for Help content when I'm connected to the Internet

‘When you search for Help content, Office can download that content from Microsoft Office
Cnline,

Keep your system running
D Download a file periodically that helps determine system problems

Office can download a file that helps track and salve crashes, hangs and system failures,
Downloading this file enables toaols to solve major issues with Office installation.

Make Office better

D Sign up for the Customer Experience Improvement Program
Office can collect anonymous statistics about stability problems, system configuration, and
features you use most frequently, This information is sent to Microsoft to help us improve
Office.

Welcome to the 2007 Microsoft Office system E‘ X

Sign up for Microsoft Update BTJ
Cia

Read our privacy statement

Use Microsoft Update to help keep Office secure and up to date

Microsoft Update offers security and other important updates for Micrasoft Windows and ather
Microsoft products, including Office. Updates will be delivered automatically when they are
available for download. To change this setting later, in the Contral Panel, double-click System, and
then click the Automatic Updates tab.

Step7 - And then choosthe option to
~download and install updatesthe update
window.

See the Microsoft Update FA

Your installation will begin, and you will prompted to reboot your computer when the
installation is complete.



Quick Hint on getting started usingMicrosoft Office 2007 When you first use Word
you will notice a very different menu bar. Take a few minatas play around with the
options so that you will become familiar. Notice thaStvea document you must click
on the Icon in the very upper left of the menu bar to view the save apfieissconis
highlighted with arrows in the image below.
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IMPOR TANT - File Saving Information

Office 2007 saves files with a slightly different file extensiBrample: Previous Word

files had the extension .dddout by default Office 2007 saves Word files as .dddxs

is critical for you to understand becausei€xf2007 files with .docextensiongareNOT

COMPATIBLE with previous Office versions. Students and colleagues using older
versions of Office must install a AViewero t
Recommendedhat you save files in the older officdoc extension format. To save a

Word file in the same format of Previous Office versi@dec) click the icon in the

upper left of the menu bar to sh@aveoptions, mouse over tiave aption, and then

select Word 97-2003 Documenbption.



