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Office 2011 for mac 
Ensure documents have been converted to 2011 FIRST 
http://www.microsoft.com/mac/excel/whats-new 
Document Element tab = Ribbon 
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Word 2011 
 

 
 
 

Full screen menu 

 
 

Styles 

 
 

Instant Search 

 
 
Standard toolbar – Windows Side Bar 

 
Displays on left after your search 
 
 
 
 

Layers  in the home tab under  Arrange 
 
There is also Typography 
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Typography 
 
 

 
 

Insert photos/ movies 
 

 
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. 
 

 
Equtions 
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New from template 
 

 
First button New 
 
Second Button is new from template 
 

Excel 2011 Mac 
Charts 

 
 

Pivot Tables 
Auto creates a pivot you then change what you want 

 
Conditional Formatting 

 
 
 

Spark lines 
Select row of data 
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It creates a chart in a single cell giving gist of pattern 
Ensure documents have been converted to 2011 FIRST 

 
 

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 

Protection 
Now has allow users to eg: format cells 
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PowerPoint 2011 Mac 
Retouch photos 

 
 

Group Slides and Create Sections 
Do any of the following: 

 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  tab, under , click . 

 

3. Click . 

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

 Change the order of sections 

1. On the  menu, click . 

2. Drag the section title to where you want it — for example, move the third section before the first 

section. 

  



a-z solutions 
Microsoft Office Training 
Working Smarter 

www.azsolutions.com.au  p: 02 9525 3330  m: 0414 417 059 
info@azsolutions.com.au   page 8 of 10 

 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  tab, under , click . 

 

3. Click . 

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

 

Presenter View 
 
Tab – slide Show 
 
Presenter sees and can make notes while running the presentation 
 

 
 

Collaboration – Like track Changes 
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Outlook 2011 – Mac 

 
 

See Task/App even when outlook is closed 
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Contacts 

 
 
 

Protection for messages 

 


