Office 2011 for mac
Ensure documents have been converted to 2011 FIRST
http://www.microsoft.com/mac/excel/whats-new
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Word 2011
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Displays on left after your search

Layers in the home tab under Arrange

There is also Typography
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Sophisticated page layout made easy

Fublishing layout view in Microsoft Word for Mac 2011 makes
complex docurnent layout a breeze. This special environment
provides rich desktop publishing tools and transforms Word for
Mac into a freeform canvas for your creativity. You can place a
text box, shape, of picture anywhere on the page intuitively and
easily. Want that text in front of the picture instead of behind it?
The new Reorder Objects tool, available in publishing layout view,
allows you to move and reshuffle the order of objects on your
page simply by dragging the layers

Read more: Rearder overlapping objects
— | @ wvatch viden

Typography

1 2
Ligatures q_ﬁ

1) Apple Chancery with ligatures off

2) Apple Chancery with ligatures on

1. On the View menu, click Publishing Layout.

If you see a message that asks whether you want to create a new document in publishing layout view, click Continue.
2. Double-click anywhere in the document, and then select the text that you want to apply ligatures to.

3. On the Home tab, under Typography, click Ligatures, and then select the type of ligatures that you want.
Typography
fi Lligawres ~ 12 3 Number Spacing » ﬁ

abe Stylistic Set v 123 Number Forms ~ AV

Ligature Type Description
Standard Only Designed to enhance readability.
Standard and Contextual Designed to enhance readability by providing better joining behavior between the characters that make up the ligature.

Historical and Discretionary  Designed to be historical and ormamental, and not specifically designed for readability.

Insert photos/ movies

» Insert photos
* Insert audio
¥ Insert movies

You can find and insert movies from iTunes and Photo Booth.

1. On the Standard toolbar, click Show or hide the Media Browser ‘@‘

2. Click the Movies E tab, and then on the pop-up menu, click iMovie, Movies, Photo Booth, or iTunes.

Note Photo Booth and iTunes display if you have photos in your Photo Booth or iTunes folder.

3. Drag the movie that you want into your document.

Word Web Apps
Using Sky Drive

Means they don’t have to be on your network, or have same software.
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Real time updates — you can block users from changing a paragaph
When you work on a Parramatta it is block to others.
Changes are updates and changed live.

Collaborate in real time

Ansl
|-IAH_'_- A AL A e (e

Word's newr coauthoring tools make it easy for teammates to work
together. Whether you're separated by an ocean or a dorm room wall, you
can compose your own thoughts, see what sections other people are
wiorking on, and comment on other authors' work, all in the same document
at the same time. Collaboration tools allow you to merge changes and
review updates from others, so that everyone's work is included.

You can even communicate instantly as you work, directly from Microsoft
Word for Mac 2011, When you and your team members have instant
messaging accounts (such as Microsoft Communicator for Mac 2011 or
Microsoft Communicator 2010 or the free Windows Live Messenger) you
can all see who else is working on the document, and whether they are
available for an instant messaging conversation.

Read more: Simultaneously edit a document with other authors
. Watch video

Equtions

¥ Insert a frequently used or built-in equation or expression

To save time, you can insert a built-in equation and edit it to suit your needs instead of typing the equation character by character.

1. Click where you want to insert an equation or expression.

2. On the Document Elements tab, under Math, click the arrow next to Equation, and then select the equation or expression that you
want from the equation gallery.
Math

ﬁ.

Equation
T

To edit a variable in an equation or expression, press the right or left arrow key until you highlight the variable that you want to edit.
Then, hold SHIFT and press the right or left arrow key to select the variable.
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New from template

CHUOHX

First button New

Second Button is new from template

Excel 2011 Mac
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It creates a chart in a single cell giving gist of pattern
Ensure documents have been converted to 2011 FIRST

. N " . . . /
5 CarMack  $AIS75 e . . . . . L7800 s

& Hesstamp | $39.99 \/\-/ V\/‘V\-/\V\./\V\/\ mu__--lll
V\/‘V\/‘ "W wsl e

7 Tt $199.00

3 Sleeping Bay §58.50 " » N W W DA 100 MSASAS0 .-
.

Macros

Display developer tab

Go to end of ribbon use Settings button

Select Ribbons

Previously you could run macros but has to create using Apple Script — Macros are back
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PowerPoint 2011 Mac

Retouch photos
ann Advertors Wty Fresertaton sots -
; s == - | (Temrrrrr— Retouch your photos
| e e s D Tebtn  Owens e Trssamuns  Asimatians  Weie hew  Seves ~o-
a3 e b ol = ——;' P 2 g e
| = - A & 8 !:_ o 55 Z= : You can edit photos directly in PowerPoint 2011. Click any picture in your
""’“""“"'" F " d presentation to open the Format Picture tab on the ribbon, where you'll find
r.‘gnergernéne 2 robust photo editing tools. Enhance and customize graphics by adjusting

exposure or by adding color. Apply special artistic filters, crop to remove
unwanted artifacts, or remove a background by using the powerful new
background removal tool. Use the enhanced offerings of Picture SmartArt to
create presentations that convey your unique message. Compress photos to
make presentation files easier to send, post, and share.

Wrightrns amd Contrant

==:"ér‘;lm ipsum dolor
! =g .
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B Prre Comvecnon Options.

Read more: Change the color, transparency, or recolor a picture
h Watch video

Group Slides and Create Sections
Do any of the following:

b Add a section
1. In the navigation pane, click the slide that will be the first slide of the section.
> How to select slides in the navigation pane
2. On the Home tab, under Slides, click Section.
Slides

f . [=2] Layout =

H=—1

| s | .
New Slide Section ~

3. Click Add Section.

4. In the Section Name box, enter a name for the section, and then click Rename.

v Change the order of sections

1. On the View menu, click Slide Sorter.

2. Drag the section title to where you want it — for example, move the third section before the first
section.
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¥ Change the name of a section
1. In the navigation pane, click the section.

. How to select slides in the navigation pane

2. On the Home tab, under Slides, click Section.

Slides
- |:| Layout -

| .
New Slide L= Section ™

3. Click Rename Section.

4. In the Section Name box, enter a hame for the section, and then click Rename.

Presenter View

Tab —slide Show

Presenter sees and can make notes while running the presentation

Y11

Toron Lgule semper rini

Lorem Ipsum dolor

Collaboration - Like track Changes

Collaborate in real time

The new coauthoring tools in Microsoft PowsrPoint for Mac 2011 make it
easy for teammates to work together. Whether you're separated by an
acean or a dorm room wall, you can compase yaur own thoughts, see what
sections and slides other people are working on, and comment on other
authors' warl, all in the same presentation at the same time. You can use
collaboration tools to merge changes and review updates from others, so that
no one's wiork is lost

You can even communicate instantly as you work, directly from PowerPoint
for Mac. Wwhen you and your team members hawve instant messaging
accounts (such as Microsoft Communicator for Mac 2011 or Microsoft
Communicator 2010 or the fres Windows Live hMessenger) you can all ses
who else is warking on the presentation, and whether they are available for
an instant messaging conversation.

Read more: Simultaneously edit a presentation with other authars
h Watch video

Perfect your presentation

Presenter view helps make presenting easier by providing great toals all
together in one place. The notes pane displays your slide notes clearly and
helps you to deliver a smooth narration while presenting slides. The clock
helps you to begin and end on time, while the timer shows vou the duration
of the presentation. And the progress bar keeps you oriented so that you
always know right where you are in your presentation. Presenter view tools
help you stay focused on what's important.

Presenter view can help improve your skills even before you stand before an
audience. Rehearse your presentation, check the timing of slides and
transitions, or take notes during a meeting. You can also record a voice-over
narration for a presentation that loops continuously, for exampls, whils it
plavs in a kiosk
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Outlook 2011 - Mac
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Stay focused with My Day

tly Diay displays your tasks and appointments at a glance. Evenwhen
Outlook for Mac is closed, you can keep My Day open on your deskiop to
conveniently see Outlook information such as your calendar, tasks, and

contacts.

Read more: Display vour schedule and tasks on the deskiop

ﬁ Watch wideo

See your calendar in e-mail invitations

When you view a meeting invitation, Outlook for Mac automatically displays
your calendar alongside the body of the message. This lets you see
whether the proposed time works with your schedule, without having to
switch back and forth between your messages and calendar.

- Watch video

EZE) Friday, July 16, 2010

Lunch with Kathy

O Pick up mountain bikes
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Contacts

™ Joy Miller
Free until 2:00 PM
Working on a presentation

Communicate instantly

. = If you and your colleagues have Microsoft Communicator for Wa
ﬁ, (B2, Rutes= d [ 1o \ .

|_<ﬂ 71 ] you can use Outlook to see one another's online status, and the
instant messaging conversation or an audio or video call.

1
EEXY Yol |

- action item

Read maore: Use instant messaging services with Outiook

Sent: Wednesday, January 20, 2010 7:08 PM
To: MErik
Co: [Steve

1 have a conflicting meeting tomorrow so will miss. Take good notes!

Find contacts fast Q michael (%)

Search All Fields %) in ([ All Folders i
Cutlook can guickly search through all your contacts - including your
organization's whole address book - whether you're online or offline. And l Michael Affronti
- - BUSINESS MANAGER
?t 5 easy. to update the cont.actg on yqur computer with the latest maffronti@adventure-works.com
infarrmation from your organization's directory. +1 (555) 555-1234 X51234

(New i)

@ Michael Alexander
l GENERAL MANAGER
alexander@adventure-works.com
+1(555) 555-1234 X51234

Michael Allen
EVENTS COORDINATOR

Read mare: Find a contact

rks.com

+1 (555) 555-1234 X51234

] Michael Berroth
BUYER
miberroth@adventure-works.com

+1(555) 555-1234 X51234

Protection for messages

View and create messages that have restricted

You can read messages protected with Information Rights Management
{IRM) in Outlook for Mac. IRM is an information protection technology that
helps content authors protect valuable information from unauthorized
users. With Microsoft Office for Mac Standard 2011, you can also apply
subject: | Financial Resuks - FY2010 IRM to messages (and attachments) that you create.

ﬂoon«tmd-mmmﬂmm:w.n:mlmmumw,mw

Adventure Works Financials

Read more: Create a message with restricted permission

5to Total Revenues Total Profits Revenue By Month
Portland | 5364583.00 $64,543.00
San Frandisco $478,209.00 $82,450.00
New York $509,789.00 $90,682.00
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