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Welcome:
Office for Mac Accredited Support Professional

Please take 60 seconds to take the pre-event
survey at aka.ms/mactech
Make sure to select pre-event survey.

Bobby Toledo
Microsoft Trainer
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Pre-Event Survey
Name and Email address

On a scale 1-10 (10 being the highest)

- How likely are you to recommend Office for Mac 2011 to your
friends and colleagues?

- How likely are you to recommend Office for Mac 2011 to your

friends and colleagues over competitors (such as Google Docs
and iWork)?

- How likely are you to recommend an Office 365 subscription to

our friends and colleaques?
3y 7 ] Office



Today we will cover ...

- Accreditation Microsoft
Ojile=
Accreditation
- Web badge 2014

. Feedback & Microsoft

Support
Professional
for Mac
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Introductions

Bobby Toledo
Microsoft Trainer

Credit to (but, no questions please):
Shelley Watson, Wheelwrights
Kurt Schmucker




Today we'll cover...

Meet the new
Using Office

Trouble-
Top Tips for shooting &
Office for Mac § Common

Questions




THINGS YOU'LL LOVE



Meet the new Office



Your Office choices
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Word, Excel, PowerPoint, OneNot Home Premium ; Small Business Premium Home & Student 2013 | Home & Business 2013 B Professional 2013
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Office 365 subscriptions Office for Mac 2011 / Office 2013

The best value for customers who need Office For customers who need Office for a single
for multiple devices and services. PC or Mac only.
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Office for Mac 2011 Office 2013 (for Windows)

Foe bestovadus WircustedOficefomesingféce F
: or customers wh i -
Mamaitiple devices and services. PC ammMac only. 0 need Office for a single
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What it comes with

Mac Home & Mac Home & Home & Student Home & Professional
Student 2011 2 Business 2011 20132 Business 2013 2013

$139.99 USD ERP $219.99 USD ERP $139.99 USD ERP $219.99 USD ERP $399.99 USD ERP

Licenses 1 Mac only 1 PC only 1 PC only

Word, Excel, PowerPoint,
OneNote!

Publisher, ' Access'

" OneNote, Publisher, and Access available on PC only. ﬂ Ofﬁce

2For non-commercial use only



Your Office choices
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Small Business Premium
Word, Excel, PowerPoint, Outlook, Access

(] Office. 1] Office|

University

cel, PowerPoint, OneN: Home Premium

Word, Excel, PowerPoint, OneNote. |

Plus: Plus:
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SkyDrive +20GB SYUVIBQf 4 Skype worljongg . e on i Sharid N
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Office 365 subscriptions

The best value for customers who need Office
for multiple devices and services.




Get the most out of your Office subscription



Office 365 Home
Office

Install the latest Office applications:

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, and Access.
Applications vary by platform.

Always up-to-date with product and service upgrades.

365 days of ] Office 365

Sos =220

1 TB of extra online storage per user (up to 5 users). Home e
. . . Latest applications, Fremium srvices.
60 minutes of Skype world calling per month to 60+ countries. "tei L .
. . . . Worc = :.‘ e aal ne storage
5 PCs or Macs and 5 tablets like iPads, plus select mobile devices. Excel QneDrive a7l ne storag

powerPoint Skype worlc in.Jtes
O e o

OneNote
Outlock

Home

One subscription for the household; non-commercial use.
Share your subscription with up to 4 other household
members.




Office 365 Home

The latest applications available.

For PC d tablet i F lect tablet and o]1]
Applications o.r > andia .e s using For Mac OS X version10.5.8 Of SEIEEL 4 .e SN MOBIE
Windows 7 or Windows 8 devices
Word Word 2013 Word for Mac 2011
Excel Excel 2013 Excel for Mac 2011
Office for iPad now available.
PowerPoint PowerPoint 2013 PowerPoint for Mac 2011
Office Mobile available on Windows
Outlook Outlook 2013 Outlook for Mac 2011 Phone. iPhone, and Android.
OneNote OneNote 2013
Check office.com/mobile for details.
Publisher Publisher 2013
Access Access 2013

] Office



Office 365 Home

Subscriber Account receives 1TB of extra OneDrive storage, in addition

to the 15GB that comes standard. Up to 4 other household members can also gain access to an
additional 1TB of OneDrive storage.

3

Family members use their own OneDrive
accounts when signed in on the family PC.

J Office
1] Office
AN

Allie, household subscriber, has 1039GB

of OneDrive storage.
] Office



Office 365 Home

Call landlines and mobiles in: ﬂth .

I
)

United States I*I Canada Hong Kong

Singapore

Call landlines only in:

wsan  Argentina Australia e Austria l l Belgium
L Chile z Croatia h Czech Republic == Denmark
— Estonia -l— Finland I l France f— Germany
SE= Greece mmmm Hungary I I Ireland ~ % Israel
l I Italy ® Japan :.: Korea, South s LUxembourg
Mexico o e
I‘I (Guadalajara, Mexico mmmm N€therlands New Zealand EE Norway
City, Monterrey)
Russia )
s Poland - Portugal B (Moscowand Slovakia
St.Petersburg only)
Spain == Sweden Switzerland ; s United Kingdom

] Office




Office 365 Home

Install on up to 5§ PCs or Macs and 5 tablets for 1 household.

OS Requirements:
+ Windows 7 and Windows 8
- Mac OS X version 10.5.8 or higher
Required for installation: Internet connection and Microsoft account.

Recommended for usage: Signing in to Office.




Office 365 Home

One annual subscription for the home.

Always up-to-date with product and service upgrades for all devices that are part of the
subscription.

Share your subscription with up to
4 other household members and
they can:

« Use any of your available
installs

e Get an additional 1TB of @ ‘ 1 Offce \ 3 offce g |
OneDrive storage =l Family PC

Allie, primary subscriber
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OF . Meet Office 365

Personal.

Office 365 is the Office that does more. Office 365
combines the familiar Office applications with
additional services that give you the flexibility of
access from virtually anywhere.

I Office 365

Personal

Latest applications. Premium services Office 365 Personal now gives you an option for just
b P weirive online storage you and your devices - one PC/Mac and one tablet.
powerPoint

OneNote

Outlook




Office 365 Personal o
D @ I)PC/‘;:;“?:;::&M wter
0
;a:?
Access to all the latest Office applications and %
service upgrades. ?
1-year subscription for 1 Mac or PC & 1 Tablet. g ﬂ Office 365
Personlgaltions. Premium services.
1TB of OneDrive storage for 1 user. ; word  OneDivearinestonn
B oulook
60 Skype World Minutes per month.
Mg

ERP $69.95 Per Year [ Office



Office 365 University

For higher education students, faculty, and staft.

For university and college students, faculty and staff only.

Proof of eligibility required after purchase to use this M icrosoft

software. See details on back of box.

Installs Install on up to 2 total devices; for 1 eligible user.

4 year subscription for one user

Applications  The latest applications per platform.

Cloud  Additional 1TB OneDrive storage.
: - * 60 Skype ™ world minutes per month.
services
ﬂ Ofﬁce 365 « Ongoing product and service upgrades.
Lo N - Stream full Office to Windows 7 or 8 PCs.
I Use 4-year subscription for one eligible* higher education
ST student, faculty, or staff; online verification of eligibility
Version upgrades included re q u | red ]

Product Key inside * No disc
Non-commercial use

*Full- and part-time enrolled university and college students, faculty, and staff in accredited institutions. Alumni of these institutions
are not eligible. Online verification at office.com/verify.

] Office



Office 365 for consumers

Office 365 Home | Office 365 Personal Dl sle
University
. ERP . ERP
$99.99/year US $69.99/year US $79.99/4 year US ERP
Licenses 5 PCs or Macs & 5 select 1 PC or Mac & 1 select 2 total devices;
tablet devices tablet device PCs, Macs or tablets

Word, Excel, PowerPoint, OneNote'
Outlook

Publisher, ' Access'

+1 TB OneDrive*

60 Skype™ world min./mo.2

Office on Demand?

1-year subscription | 1-year subscription | 4-year subscription
for for for
1 household 1 user 1 eligible user

Easy annual subscription with ongoing product and service
upgrades*

" OneNote, Publisher, and Access available on PC only.

2 For details on Skype world minutes, see office.com. Skype account required. Excludes special, premium, and non-geographic numbers.
Calls to mobiles are for select countries only. Skype available only in select countries.

3 Office on Demand requires Internet-connected Windows 7 and Windows 8 PCs.

4 Internet connection required. Internet and mobile telephone usage charges may apply.

5 For non-commerecial use only.

] Office



Office Mobile for iPhone e )

Available for all users in the App Store { Qofice
l E) Comossevemrevisnew.  ©
| g Northwind Proposatdocx g |

;  Downioaded from hitpa//noethwi

YESTERDAY

No longer

requires an Access Office Office G Nothwind Marketing... g
Office 365 documents from l documents look Jll Make quick -+ 2012 Aarwal Financiol..
subscription anywhere great edits and share B Dowriossad vom reossmorts

| @) Qo Saes and Marketing... gy

Downioaded from hitps//northel

THREE WEEKS AGO

Read, edit, and create documents with Word.

B G ©
View, edit, and create spreadsheets with Excel. Gt Projected Revenuos No... g
View and edit presentations with PowerPoint. | 9. . A O L
Access your documents via OneDirive. H

] Office






Office 365 for Business



Office 365 Small Business Premium

5 PCs or Macs for a single user

1year subscription

Applications The latest Office applications available per platform & device.
Business 50 GB business-class email and shared calendar
Services

. 10 GB public website per company/organization
IJ Office 365

Small Business Premium

Word, Excel, PowerPoint, Outlook, Access

1 TB OneDrive for Business storage per user

* Unlimited HD video conferencing*

Plus:

Use on mobile devices

Business email & shared calendar
Company website tools

HD video conferencing

How to buy? Install on up to 5 PCs or Macs and select tablet devices;
for 1 user. | year subscription.

Product Key inside « No disc

[ ]
*HD video camera required for HD web conferencing. u O I | I Ce



Office 365 Small Business Premium

.. For PCs and tablets using For Intel Mac OS X, version For select tablet
Applications . . '
Windows 7 or Windows 8 10.6.0 or later devices
Word Word 2013 Word for Mac 2011
Excel Excel 2013 Excel for Mac 2011
PowerPoint PowerPoint 2013 PowerPoint for Mac 2011 Office for iPad now
available; editing requires
Outlook Outlook 2013 Outlook for Mac 2011 365 subscription
OneNote OneNote 2013 —
Check office.com/mobile
Publisher Publisher 2013 — for details.
Access Access 2013 —
Lync Lync 2013 Lync for Mac 2011

28 ] Office



What are the Business Services?

29

*HD video camera required for HD video conferencing.

50 GB business-
class email and
shared calendar

1TB OneDrive for
Business storage
per user

10 GB public
website per
company

Unlimited HD video
conferencing®




Office 365 Midsize Business

 Best for businesses with
10-300 employees

Midsize
Business

« Same benefits as Office
] Office 365 365 Small Business
Premium, plus:

» Up to 20 sub-sites on
Microsoft SharePoint
* Active Directory
* Yammer

] Office



Comparison Chart

User maximum

All Office applications

Office Web Apps

Office web mobile apps
Cloud-based email (50 GB Inbox)
Web conferencing (Lync)
Hosted website (10GB)

Spam and virus protection
Microsoft community support
Site mailboxes

Intranet site for your teams

Active Directory integration

Office 365 Small Business
Premium

$150 per user/year
(Annual Payment)
$15 per user if paid monthly

25 users

Office 365 Midsize Business

$150 per user/year
(Annual Commitment)

300 users

20 Sub-sites

] Office



Create a professional presence

P‘) Heading v | ld6en~

&; -
" ‘y <> A

s Inbox - SaraD@contoso.com - Microsoft Outlook Preview ? @ - 0O x
HOME  SEND/RECEIVE FOLDER  VIEW
7 (& Ignore g N, [BlMeeting [¥F l S ToM ¥ = - u P [Search People
. = o  TXIg x O & 9 inancia 3 To Manager ) m; ‘j S | p
N ":Pj % Clean Up~ el RL(I- RL(]' FL-)d Eim- E3 Team Email + Done " Rilj] 0‘)N AE] ULd/ c u ol i Address Book
ew  New elete  Reply Reply Forward __ > - ove Rules OneNote Assign Unread/ Categorize Follow
° l ‘ W I Email tems~ & Junk - Al EgMore-  [5¢Reply & Delete ¥ Create New 0o . Policy~ Read © Upr Y Filter Email-
New Delete Respond Quick Steps ] Move Tags Find ~
< -
n n 4 FAVORITES Search Current Mailbox (Ctrl+E) L | Current Mailbox ~ £ REPLY (¥ REPLYALL () FORWARD G¥ 1M
O r O l l r We S I e a I | l l S I I I eSS Inbox 1 All Unread By Date (Conversations) ~  Newest ¢ L= Wed 5/30/2012 3:29 PM
Sent Items 2 . .
Reina Cabatana o #% Bonnie Kearney
Deleted Items 1 Updated Budget for Tailspin Toys project /31/2012 3
. Here is the updated budget for the Tailspin E Northwind Acquisition Details
e I I l a I 4 SARAD@CONTOS0.COM Alex Darrow CLE] To M Garth Fort; M Reina Cabatana; Ml Sara Davis; I Janet Galore; M Molly Dempsey
Voice Mail (13 seconds) 5/31/2012 s s 0
5 Inbox 1 Jorce e (Pmm ) Retention Policy Inbox Default (6 months) Expires  11/26/2012
Drafts [5] . | Message [&]Northwind CEO.jpg (635 KB) ... 04 hd
Sent ltems Administrator
You're Now an Owner of the “Project Falcon™ ... 5/30/2012
. n b Deleted ltems 1 Janet Galore has granted you own =
Conversation History . Hello team,
° [ Junk Email Janet Galore :
unk Emal Northwind Update - Reply ASAP 5/30/2012 Here is the current set of Northwind Traders acquisition materials. Please peruse and provide feedback as
Outbox Did you send your Northwind analysis to the needed.

RSS Feeds

] ] > B >
> Bonnie Kearney o | Thank you!
b Search Folders Northwind Acquisition Details X
Hello team, Here is the current set of

> ADMINISTRATOR@CONTOSO.

Janet Galore

- - [Hiring]: Candidate Interview 5/30/2012
P ONLINE ARCHIVE - SARAD@CO... Can you meet in the next week to talk about
u S I I I eSS WI O u e l l ee O 4PROJECT EAGLE > Aziz Hassouneh; Reina Cabatana;
Northwind Acquisition Timeline 5/29/2012

Inbox You're right. Here is the Northwind Traders

u u Deleted ltems .
Microsoft Outlook
Documents 2 Welcome to Exchange Unified Messaging 5/22/2012 N
Junk Email Welcome to Exchange Unified Messaging To Bonnie Kearney No tems

Mail Calendar People Tasks -

ITEMS: 66  UNREAD: 1 ALL FOLDERS ARE UP TO DATE. [ CONNECTED TO MICROSOFT EXCHANGE ]

Our kitchen serves well-made, tasty and
healthy Asian crossover food in pleasant
and inspiring surroundings.

32




Access your documents wherever you go

- Save your files to the cloud
for automatic backup

- Sign in to Office and your
latest documents and
personal settings are just as
you left them

- Sync your files to a device so
you can still access them
when offline

33

6 @l@ https://elainesh-my.sharepoint.com/personal/karenb_elainesh_onmicrosoft_com/Documi O ~ @& & | ﬁ) SkyDrive Pro x @ * {§}

] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ...

v
BROWSE | FILES  LIBRARY Cdsme O

ol r

SkyDrive @ Microso ft

Documents

l Search everything v 0

Welcome to SkyDrive @ Microsoft, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

@ new document or drag files here

Karen Berg

All - e Find a file pel
My Documen ts

v D Name Modified Sharing Modified By
Followed Documents
Shared with Everyone «. October03 2% System Account
@¥ northwind traders us agreement - executive presentation «. Octoberos @ Karen Berg
Recent Documents
u_g—, northwind traders us agreement - northwindtraders_sales_contract_2011 «. October0s @ Karen Berg

@ northwind traders sal...
ﬂ3 Northwind Traders N...
B Northwind Traders 20...

northwind traders us...

USE OFFICE ON DEMAND

] Office



Get Office on Demand (PC-only feature)

6 @I@ https://elainesh-my.sharepoint.com/personal/karenb_elainesh_onmicrosoft_com/_layouts/15/RoamingAj LP~ac ” @Vour Office, On Demand X
ffi Outlook Calendar People

- Use Office even when you're
away from your PC

- 3Sign in to Office using any
browser

- Close your work without .
leaving traces on the device

Your Office, On Demand

PowerPoint Visio

Subscriptions

34 ﬂ Office



Create and edit documents from your favorite
web browser

i Duplicate Side

Work on documents even when
you're away from your device.

Sales up by

 13%

Works on Safari on Mac and
Safari on iPad

. Brand loyalty
| |
y "4 o - .

35



Share with customers & partners

Share documents from
OneDrive for Business or
SharePoint team sites with
controlled access

36

Office 365 Preview

BROWSE FILES UBRARY
.

¢

Molly Dempsey

All

My Documents v

Followed Documents

Recent Documents

We couldn't find any recently
used documents for you.

Use Office 2013

Outlook Calendar

Documents

Welcome to your SkyDrive Pro, the place to store, sync, and share your work.

(® new document or drag files here

Shared with me ~ +es [Findafile gl
Q Name

(] Shared with Everyone

(0} Weekly meeting notes

@ Agenda for National Ice Cream Month Planning Committee *
&) Company Sales for Fy11 ¥

(o)) Contact Information

& Expense Report

& Ice cream sales trends over the last 5 years *

| Marketing plan proposal *

@ Premium Ice Cream vs. Novelties by Regions *
& Project Backlog Analysis

@ Travel Arrangements

o] ZT1000 Beta Presentation

People

Newsfeed  Skyl

PRI \iolly Dempsey - £ ? @

Search This Site... v 0

Marketing plan proposal.pptx

Marketing Proposal

4 SUDE1OF1 D B -

Changed by you on 7/20/2012 6:40 PM
Not shared with anyone
https://spxcontoso-my.sharepoint.com/personal/mollyd_spy

EDIT SHARE FOLLOW

Wednesday at 11:24 AM 8% Molly Dempsey

] Office



Integrated social experience

Outlook Calendar People SocBrand Documents Sites

] Office 365

Share with everyone -

Start a conversation

Search people and posts p ‘

: : I'm Followin
" 1 Followed (5) Company Mentions (2) Likes (s 9
Lori Penor
Lori Penor 2 2 5
Bike club is ready to start accepting entries for our #Race for the Cure
Newsfeed teams. If your team is ready, make sure you have your packets in by EOW! people
1 minute ago Like Reply -
Tasks 1 5
More apps Lori Penor > Green Team docaments
Anyone up for starting a lunchtime bike club? Just something quick to get
us out of the office and on the road for a bit during the day.
# EDIT LINKS 3
(© Lori Penor, Shu Ito, and Mark Hanson and 10 others like this.
1 minute ago Like Reply - sites

Shu Ito I'm interested. #spw Just got a road bike this week!
1 minute ago Like Reply -- 5

f

Lori Penor

Anyone up for starting a lunchtime bike club? Just something quick to get
us out of the office and on the road for a bit during the day.

1 minute ago Like Reply -

Shu Ito I'm interested. Just got a road bike this week!v tags
1minuteago (©3 Like Reply

# Armando Pinto replied to a post by Bethany Doan
Bethany Doan

Hey Lorie, here’s a picture from our brainstorm. It went really well, thanks
for recommending your technique!

o

Working in Home Office Today - X

'l

CONTACT NOTES ORGANIZATION WHAT'SNEW MEMBERSHIP

Includes updates allowed by this person's privacy settings on: Facebook.

A
Jim Corbin » Peter Saddow Happy belated 30th
15 days ago 9:10 AM
Ken Circeo » Peter Saddow HB Buddy!
18 days ago 10:20 PM
Chris Ashton » Peter Saddow happy birthday!
18 days ago 9:34 PM
Jill Frank » Peter Saddow Happy Birthday
18 days ago 9:06 PM
Peter Krebs » Peter Saddow Happy birthday Peter Hope you had a great
birthday weekend!
18 days ago 8:33 PM v

Peter Saddow

In a conference call - Busy. Free at 12:00PM
SR SDE - Contoso Development

@ O® ©®

] Office



Less I'T required

- Get up and running quickly
with preconfigured, easy-to-
use services

- Manage users and settings
from a simplified web portal

- Enjoy built-in spam and virus
protection and a 99.9%
financially-backed uptime
service level agreement

38

1] Office 365 ‘2 Outlook Calendar People Newsfeed SkyDrive Sites
X . Office 365
Office 365 admin center
Lync
dashboard Welcome to Office 365 Enterprise Preview! Exchange
= . = ~ g SharePoint
setup Choose your setup option p‘ gy l' Get stz arerom
| : Office 365
users & groups Download your software »
licensing
service settings
- service overview
service health
reports service health current health
No service issues
domains | Exchange no issues
service requests . . )
support no open service requests I Identity Service nofsues
purchase services I Lync nossues
I Office no issues
| Office 365 Portal service restored ¥
I Elegrvh:eManagement no issues
I SharePoint no issues

view details and history

planned maintenance

8/1/2012 8:00:00 AM - Lync Online

Lync Online will be undergoing a service enhancement hotfix to
the 0365 Beta version. Users may experience a very brief
disconnect/reconnect with the Lync client including IM,
Dracanca R Canfarans ino

Admin ~ | Alan Smith + & ?

Contoso
relp and community O

n shortcuts

Reset user passwords
Add new users

Create new service request

resources
Admin introduction for Office 365
Connecting to a mobile device

Set user permissions in SharePoint

community

Ask a question in the forum
Check out our blog

Participate in the community

] Office



Evolving Office 365 plans for small and
midsized businesses Ariving Oct. 2014

Business Business
Essentials Premium

Price per user per month $USD (with annual commitment) $8.25 $5 $12.5
Seat Cap 300 (for each plan)
Word, Excel, PowerPoint, Outlook, OneNote, Publisher

Install Office desktop applications on up to 5 Windows PCs or Macs

Office
Applications

Access to core Office apps and documents from all major smartphones, Windows tablets and iPad

Office Online - online versions of Word, Excel, PowerPoint and OneNote for collaborating on documents

OneDrive for Business — 1TB personal online document storage & access on PCs, smartphones and tablets
Email - 50 GB email, contacts, shared calendars (Exchange)

Online meetings - Web conferencing, IM, video, presence (Lync)

Standard

Services

Sites - team collaboration & internal portals, public website (SharePoint)
Private social networking (Yammer)
99.9% financially-backed uptime guarantee

24/7 phone support from Microsoft for critical issues L

On-premises Active Directory synchronization for single sign on




Comparing Current 365 Business Solutions
http://tinyurl.com/365business

: Midsize :
mall in , Enterpri
Small business business terprise
Not sure? Let us Office 365 Office 365 Office 365 Hosted email  Office 365 Office 365 Office 365
help you choose Small Business  Small Business  Midsize (Exchange Enterprise E1 ~ Enterprise E3  Enterprise E4
Premium Business Online Plan 1)

See also $500 $1250 $12.50 $4.00 $8.00  $20.00 $22.00
Office 365 ProPlus user/month user/month user/month user/month user/month user/month user/month

Education plans
Government plans

. annual payment annual commitment
Nonprofit plans
FAQ
Office for home Buy now Buy now Buy now Buy now Buy now
User maximum: 25 users 25 users 300 Unlimited Unlimited Unlimited Unlimited
Full, installed Office Desktop Desktop Desktop Desktop
applications on up to versions of: versions of: versions of: versions of:

5 PCs or Macs.

EEF EER EEE CEEP
PEE CEE rEE CEBE
PpE @F Py DE

Office for tablets—

40 Office on Windows @ @ [ [ J ﬂ Ofﬁce

tablets and iPad®.



Office 365 Small
Business Premium
Demo



Using Office



Microsoft Account

What is it?

An email address and a password that are used
to sign in to all Microsoft services and devices
(e.g. Xbox LIVE & Windows 8 PCs and tablets).

If you use an email address and password to
sign in to these or other Microsoft services, you
already have a Microsoft account.




Microsoft Account

Uty Sei g » Enhanced safeguards help
When you sign in with your Microsoft account to protect you and your information
any Microsoft service or device, your _
experiences are more personal and connected. « Easy to add or edit payment
methods, and renew or cancel
Bz Outlook T
subscriptions

« Conveniently track your
purchase history and
subscriptions

Forget about attachments.

Share an entire album without sending any files.




M icrOSOft ACCO u nt Install Office Signin | United States @
e Microsoft.com/office

HOME PRODUCTS SUPPORT TEMPLATES STORE  OFFICE ONLINE

My Account
Office 365 Home

For 5 PCs or Macs and 5 Tablets

Share your subscription benefits

Share your subscription benefits with up to four people in your household.

+ EACH PERSON GETS

Access to your available installs.

An account page to manage their own installs.
Neil Ticktin Add user An extra 1TB of OneDrive storage.

Learn more

Install Information

PC, Mac, and Windows Tablet Installs
Office for Mac Install

Computer name Installed . ] ]
Language: English Need help installing?

Neil's MacBook Pro Wednesday, July 30, 2014 Language options
(Mac OSX Version 10.9.4) Deactivate Install

Used By: You

Neil&#39;s MacBook Pro Retina Monday, June 09, 2014

Mac OSX Version 10.9 Deactivate Install




Microsoft Account &
the new Office

Needed for

« 10S Apps like OneDrive,
OneNote, Office Mobile

« Access & save to OneDrive

Manage Office 365
 |nstalls
- Users
 Office on Demand
- Etc.




Introducing Office for iPad

Robust capabilities and a familiar look that
Is unmistakably Office

Touch experience built from the ground up
exclusively for iPad

Free to view, read, and present documents;
editing requires Office 365 subscription®
and I0S 7.0 or later for installation

*Office 365 Home, Office 365 Personal, Office 365 Small Business Premium, Office 365 Midsize
Business, Office 365 E3 and E4 (Enterprise and Government), Office 365 Education A3 and A4,

Office 365 ProPlus, and Office 365 University.
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Office for iPad
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Touch-Optimized Ribbon and
tools — no keyboard and
mouse required

Works with iPad features like
Voice Dictation and AirPlay

Easy simultaneous
collaboration

Content retains formatting

] Office

Office for iPad requires iOS 7.0 or later.
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Office Online

PowerPoint

P 3

- Available in OneDrive &
SharePoint

- View, edit, and share your
Office documents

Eﬂ OneNote

50 ﬂ Office

Word

Excel




Simple Chart.xIsx - Microsoft Excel Web App

Microsoft Excel Web App Parallels 8 Sign out ? X

B e Supported browsers:

Paste By B I UD J = Number ™ Survey Format Insert Delete AutoSum Data Find Share
- = Format~ » ~ asTable~ - - - - -

S — S| -  Mac: Safari 5 or higher on
Cobrri Bae _ faoe G Bave G — OS X Lion, Mountain Lion

-]
January 74.88 92.45 1.87 57.11

i or Mavericks (10.7-10.9)

- Windows: IE9 or higher on
Windows 7 or Windows 8

b - Chrome: 18 or higher
Firefox: 12 or higher
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Office Online

Rainfall Prediction Term Paper.docx - Microsoft Word Web App.

[ https @ skydrive.live.com /! /view.aspx7cid=831C

0BF8CRresid=8

SkyDrive » Documents » Rainfall Prediction Term Paper.docx  Microsoft Word Web App
EDITDOCUMENTY| SHARE FIND  COMMENTS

Edit in Word
M| Use the full functionaiity of Microsoft
‘Word.

Edit in Word Web App
Maka auick changes right here in
# wer.

eoo ourth Coffee (no images).pptx - Microsoft PowerPoint Web App ¥
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SkyDrive » Documents » ourth Coffee (no images) pptx
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s Rainfall Prediction?

Icirculation models (GCMs).

dge of tropical cyclone rainfall cl is helpful in the d

its wake.
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ion of factors can lead to exceptionally high rainfall amounts, as was seen durin;

re are four types of rainfall prediction: tropical cyclone rainfall prediction, long lead

prediction, statistical methods using multiple nonlinear regression methods, and

pical cyclone rainfall forecasting involves using scientific models and other tools to

the precipitation expected in tropical cyclones such as hurricanes and typhoons.

ofa

cyclone rainfall forecast. More rainfall falls in advance of the center of the cyclone

heaviest rainfall falls within its central dense overcast and eyewall. Slow moving
cyclones, like Hurricane Danny (1997) and Hurricane Wilma, can lead to the

rainfall amounts due to prolonged heavy rains over a specific location. However,
s NEW EMPLOYEE ORIENTATION wind shear leads to decreased rainfall amounts, as rainfall is favored downshear

presence of hills or mountains near the coast, as is the case across much of Mexico,
e Dominican Republic, much of Central America, Madagascar, Réunion, China, and
ct to magnify amounts on their windward side due to forced ascent causing heavy
in the mountains. A strong system moving through the mid latitudes, such as a cold
an lead to high amounts from tropical systems, occurring well in advance of its

Movement of a tropical cyclone over cool water will also limit its rainfall potential. A
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Office:Mac 2011 Installation Requirements

Component Minimum requirement

Intel only

Processor
Operating System
Memory

Hard Disk

External Disk Drive
Display

MS Exchange Server

Additional Requirements

53

10.5.8 or later

At least 1 GB of RAM

2.5 GB available space

DVD drive (or connection to a local area network if you are installing over a network)

1280 x 800 pixel or higher resolution

Connectivity to Microsoft Exchange Server 2007 Service Pack 1 with Update Rollup 4
(KB952580) or later

Certain online functionality requires a Microsoft account

Access to files stored on a SharePoint server requires connectivity to Microsoft
Windows SharePoint Services 3.0 or later.

Safari 5 or later (recommended)

Disable anti-virus software

Quit all other running applications

1 Uttice



Installation

What is installed, and where?

Microsoft Office 2011 folder
(in the Applications folder)

Microsoft Document Connection
Office applications (Word, Excel, etc.)
Additional Tools

- Microsoft Language Register

- Microsoft® Silverlight™

- Windows Media® Components for
QuickTime

The Office folder

e N el a

8 Microsoft Office 2011 (@)
> 2Eom (o % Q )
¥ DEVICES Name 4 Date Modified

=} Macintosh HD > [; Additional Tools Nov 15, 2010 3:29 PM
£l iDisk & Microsoft Document Connection Nov 5, 2012 11:25 AM
Flash Player a x Microsoft Excel Nov 5, 2012 11:25 AM
o |J' Microsoft Outlook Nov 5, 2012 11:25 AM
> SHARED # Microsoft PowerPoint Nov 5, 2012 11:25 AM
¥ PLACES W Microsoft Word Nov 5, 2012 11:25 AM
4 Desktop » [ Office Nov 5, 2012 11:25 AM
8 demo [ Read Me.html Mar 10, 2011 12:00 AM
A Applications
[}l Documen t
¥ SEARCH FOR
(5) Today
(L) Yesterday
(L) Past Week
(] Al Images
All Movies
All Documen ts C >
8 items, 65.57 GB available Y

] Office



Installation

What is installed, and where?

The Office folder ane — -

. Nam Date Modified
¥ DEVICES 1 .
¢ Add-lnS > [] Media Nov 15, 2010 3:29 PM =

- Macintosh HD

£ iDisk merp.framework Nov 5, 2012 11:25 AM
7 Flash Pl A MetEx.framework Nov 5, 2012 11:25 AM
Ed Flash Player - )
. M h d f rT] k x Microsoft Chart Converter Nov 5, 2012 11:25 AM
any S a re ra ewor S » SHARED ., Microsoft Clip Gallery Nov 5, 2012 11:25 AM
¥ PLACES .. Microsoft Database Daemon Nov 5, 2012 11:25 AM
H I f'I Desktop ' Microsoft Database Utility Nov 5, 2012 11:25 AM
: e p I eS & demo »' Microsoft Graph Nov 5, 2012 11:25 AM
.'P! Applications ¥ Microsoft Office Reminders Nov 5, 2012 11:25 AM
\ B2 Microsoft Office Setup Assistant Nov 15, 2010 3:33 PM
1: H B] Documents
- Auxiliary apps (e.g. Office Reminders and % irosofs query
R V SEARCH FOR @ Microsoft Upload Center Nov 5, 2012 11:25 AM
Setu ASS ista nt k_L) Today MicrosoftCertificate.framework Nov 5, 2012 11:25 AM
p \:L) Yesterday MicrosoftChartPlugin.framework Nov 5, 2012 11:25 AM
(L) Past Week MicrosoftCloudServices.framework Nov 5, 2012 11:25 AM
. . All Images MicrosoftComponentPlugin.framework Nov 5, 2012 11:25 AM -
) M ed Ia (e . g . BO rd e r Art, CI I pa rt, a n d All Movies MicrosoftConversionLibrary.framework Nov 5, 2012 11:25 AM :
AIlDocuments P aa: Loro . .: £ ' é-..r AATA 13 asa )q,;“

Document Elements)

] Office



Installation

What is installed, and where?

Some auxiliary apps here: /Library/

Application Support/Microsoft
Including:

- Microsoft AutoUpdate

- Microsoft Error Reporting for Mac

MW g - "  Microsoft AutoUpdate

AutoUpdate checks for updated versions of your Microsoft software. For more
information about AutoUpdate, see Help.

How would you like to check for software updates?

(_)Manually
(+) Automatically

Check for Updates | Weekly B

Checking occurs only when you are connected to the Internet. I

8 00 Microsoft AutoUpdate

AutoUpdate ch  There are no updates available for your ~ tware. For more
information ab  Microsoft software at this time. Please
check again later.

How would ya

() Manu @
Oy —

Check for Updates | Weekly =

Checking occurs only when you are connected to the Internet.

 Check for Updates |

©®00  Microsoft Error Reporting

and needs to close. We are sorry for the

Microsoft Outlook has encountered a problem
@ inconvenience.

If you were in the middle of something, the information you were working
on might be lost.

(¥ Restart Microsoft Outlook

Please tell Microsoft about this problem.

Microsoft Outlook created an error report that you can send to help us
improve Microsoft Outlook. We will treat this report as confidential and
anonymous.

[ Send ] E—Den!t—Send—}

{ More Information }

] Office




Installation

What is installed, and where?

Preferences in several locations
Suite prefs: /Library/Preferences
User prefs: /Library/Application Support/Microsoft

Communicator prefs: /Library/Application Support/
Microsoft/Communicator

(3] All Documents

&
» [ HV1.0
» [ MAU2.0
» (] MERP2.0

» [ Office Co

nverter Support

Nov 15, 2010 10:43 AM
Aug 3, 2010 12:45 PM
Aug 3, 2010 12:45 PM
Nov 15, 2010 10:43 AM




Installation

What is installed, and where?

Product key and other licensing info in three locations:

/Library/LaunchDaemons/com.microsoft.office.licensing.helper.plist

/Library/PrivilegedHelperTools/com.microsoft.office.licensing.helper

[Library/Preferences/com.microsoft.office.licensing.plist

Fonts in two locations:
Microsoft fonts folder at /Library/Fonts/Microsoft

Font collection “Windows Office Compatible” in /Library/
FontCollections

User data:
/Documents/Microsoft User Data

Outlook data (email, attachments, etc.):
/Documents/Microsoft User Data/Office 2011/Main Identity

¥ DEVICES
= Macintosh HD
E ibisk
Flash Player
» SHARED

¥ PLACES
E Desktop
ﬁ} demo
ﬁ Applications
G] Documents

¥ SEARCH FOR
() Today
(1) Yesterday
() Past Week
(& All Images
(3] All Movies
All Documents

(] Microsoft

4 Date Modified

D Abadi MT Condensed Extra Bold
[ Abadi MT Condensed Light

[%) Andale Mono
[ Arial Black

»

() Arial Bold Italic.ttf

[ Arial Bold.ttf
(A Arial ltalic.tef
[ Arial Narrow

[ Arial Rounded Bold

[ Arial.uef

[ Baskerville Old Face

[ Batang.tuf
|7 Bauhaus 93
[ Bell MT

D Bernard MT Condensed

D Book Antiqua

D Bookman Old Style

=)
N

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM m
Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

May 24, 2010 11:35 AM

May 24, 2010 11:35 AM

May 24, 2010 11:35 AM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

May 24, 2010 11:35 AM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM

Jun 14, 2010 9:27 PM S
Jun 14, 2010 9:27 PM

B

-
| —

- J 4>

items, 6!

6
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Uninstall Office

What to remove
http://support.microsoft.com/kb/2398768

Remove Office tool no longer ships with 2011

Diane Ross' site - Remove Office 2011 options

Downloadable uninstaller:
http://www.officeformachelp.com/wp-content/uploads/2011/01/Remove-Office-2011-Uninstaller.pkg_.zip

Instructions for scripted removal

Change license key by removing just licensing files

] Office



Deployment options

- Individual (less than 5 users)
- Volume license

- Mass deployment

60



AutoUpdate o e

How would you li

() Manually
() Automati

. . Check for Updates | Weekly B
® AUtO m atl Ca I Iy I a U n Ch eS afte r I n Stal | Checking occurs only when you are connected to the Internet.

- AutoUpdate may need to quit in order (Checicfor Updates )
to install downloaded updates for
itself

The following updates are available for your Microsoft software.

Install  Name Type Released Size
: T Office 2011 14.3.9 Update  Critical _11/19/13 1133 MB |
J Server enVIr'OﬂmentS may ChOOSG tO ™  Microsoft Erro... 2.2.9 Update  Critical ~ 10/19/12 2.0 MB

manage Office updates for users

- Keep checking for updates until no
more are available

This update fixes critical issues.

For detailed information about this update, please visit the following Web
site:

http://go.microsoft.com/fwlink/?LinkId=328761

For additional assistance, or to obtain a downloadable version of this

e ) i)




Mass deployment of updates

o & Wb =

62

Create network installation point

Install latest updates

Package the new image

Copy the new image to a shared location
Deploy updated image of Office for Mac 2011

http://tinyurl.com/ofmupdates
] Office



Break
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Top Tips for
Office for Mac 2011



Word for Mac 2011 W

Viewing Documents

Print Layout (default)

Actual print appearance VITAE Insert  Format

Draft
Format text quickly in simple layout Draft
Use for style troubleshooting
Web Layout Web.Layout
Approximate appearance of a doc on web Outline
Rearrange text easily, change levels, etc. Notebook Layout

Notebook Layout R
Organize by tabs Publishing Layout
Voice recording Focus

Publishing Layout
Design format-rich documents like newsletters, brochures
Manipulate overlapping objects

Focus
Full screen with selected options for enhanced overview

] Office



Word Preferences W

Just a sample of important preferences:

Use the Search field to find a preference while troubleshooting.

General: Increase recently opened documents in Open Recent.

General: WYSIWYG fonts and styles.

View: Controls what you see on the screen. For troubleshooting, make sure All is checked under Nonprinting characters.

Styles: To see styles applied in a document, set Window - Style area width to at 1”. Creates a gutter for viewing styles
in Draft and Outline view, useful in troubleshooting.

Edit: \When selecting, automatically select entire word may drive users crazy. Show Paste Options and Use smart cut
and paste provide more options for formatting of pasted text.

Security: when sharing a document, set the privacy options in Security by checking Remove personal information from
this file on save and Warn before pr/nt/ng, saving or sending a file that has tracked changes or comments.

] Office



Styles

Styles layer on top of templates

Most efficient method of formatting

Benefits of consistency, easy updating

Used to build tables of contents

Direct editing is time consuming and to be avoided

Base document structure on sections and styles.

] Office



Style Organizer

Format—-> Style—> Organizer

Sole Organizer

Styles: Paragraph preview
“[ Balloon Text
» 2 Default Paragraph Font
“l Envelope Address
“l Envelope Return

:TT :::g::g ;. Balloon Text Default Paragraph Font

i o o Default Paragraph Font Heading 1

# :::g::g 3 Envelope Address Heading 2

Character preview Envelope Return J Heading 3

N 2 Heading 1 Heading 4
== No List

“T Normal . Heading 2
Helvetica Heading 3 [m] Normal

*E Table Normal
vailable in:

pa Styles AutoText  Toolbars = Macro Project Items]

In Content-OffAcc.docx: To Normal.dotm:

List: Description
[ Styles in Use :]

[ Normal (global template) s ]

Close File

| Content-OffAcc.docx (Document) =

Close File

Indent: Left: 0.5, Don't add space between
paragraphs of the same style, Style: Quick Style,
Priority: 35, Based on: Normal

Description

Font:(Default) Lucida Grande, 9 pt, Style: Linked, Hide until used, Priority: 100, Based on: Normal

[ New... ] [ Modify... ] [ Delete ]

| cancel | [ Apply |

Add styles to documents
Remove styles from documents

Office




Style Palette/Style Ribbon

A Home

arts S

Font Paragraph

P ) Styles
0 | ﬁ | &= | i | ‘\
(;q(rent style of sglectgd text: [Arial

=z umm N

List Paragraph T

lBIIIUII*BeJ I.A.Il H-

Paragraph Iindents & Spacing

=0 [5: |

| =]

==

&
il i
E
l¢l
fi

Styles

A&v
Styles

Insert Ther

&v

Text Box @'

@ New Style...

Pick a style to apply:

I n Selectan

- Normal
\ Clear Formatting
3 Normal
‘ Normal bl
i Heading 1 a Normal
[ Normal
\ Heading 2 T
‘ Heading 3 ] ‘

Recommended

¥ Styles in Use
In Current Document ow Styles Guides Normal
All Styles Normal

show Direct Formatting Guides

3I ' 4

Nﬂau&mmawauameatqwstg&mm
consectetur, -adipisci-velit. .. “'

"There-is-no-one - who loves-pain-itself, who seeks-after-it- ar
because it-is-pain...” T

w

Lorem lpsum -is -simply -dummy -text -of -the - printing -and -1
lpsum - has -been - the - industry’s - standard- dummy - text-ever-
unknown-printer-took-a-galley-of type-and -scrambled-it-to-ma
has - survived - not - only - five - centuries, - but - also - the - leap -

remaining - essentially -unchanged. - It-was- popularised. in-the jatense Emph...

lLetrase: sheets -containing -Lorem - lpsum -passages, -and ‘n
publishing software-like Aldus-PageMaker-including versions-

w
It-is-a-long-established fact-that-a-reader-will-be distracted -by-
page - when-looking-at-its-layout.- The -point-of using - Lorem- lpsi

AaBbCcDdE

Normal

AaBbCcDd

Heading 4

{aBbCcDdE

AABrCcDbpE

Intense Refer...

AaBbCcDdE

No Spacing

AaBb

Title

AaBbCcDdl

Strong

AABeCcDbpE
Book Title

=

AaBbCc AaBbCcDd

Heading 1

AaBbCcD¢
Subtitle

AaBbCcDdEx«
Quote

AaBbCcDdE

List Paragraph

Multiple ways to access styles: know how to show your customers the one they will find most useful

— 4 - ™

Heading 2

1aBbhCeDdEx

Subtle Empha...

laBbCcDdE

AaBbCcDd

Heading 3

AaBbCceDdEx

Emphasis

AAaBrCcDDE

Intense Quote

Subtle Refere...




Word for Mac 2011

Visual Styles

. Easier and more reliable
than ever

- Instantly see the Styles
applied in your document

- Styles Visual Aids

- One-click checking for
potential errors
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Troubleshoot Styles

How can | see that the right style is applied?
Two ways to view styles

View the Style area (set width to 1”7 in preferences)
Or, Show Style Guides

Bt L d e D s T s s

.0.0 Styles [
- LR RN AR Y
. . Current style of selected text: o :
View - Toolbox—Styles, check box «
“0 @) Newswle.. I, selectal
IellsS. ™ ] Pick a style to apply:
mading 1 @ I':xperien(:eqr ”:a ‘ Clear Fonmatting -
List Bullet 2 e e —» Pcllcntcsquc-condimc 77 Contact lx.h;hl
Sed-facilisis.-Nullam-ac-mau * Education 2
List Bullet 2 e e — Ftiam -egestas,-urna-e rh.DsVivamusele Bl Do Details n.Aenean fermentu
ullamcorper-enim. vitae tristi % R
List Bullet 2 o e — Mauris-commodo-feu == i
Suspendisse-a-lorem- quis-arc B oo List: Styles in Use \:F
List Bullet 2 1 Experionce || Show Styles Guides
e Ftiam-cursus -sus P o - sz 3 B
Normal

*-Integer-eleifend-diam-eu-diam.-Nam -hendrerit. Nunc-id nisi.®  ®




Word for Mac 2011

Table of Contents

Index and Tables

| Index | urldeiel 0 Table of Figures | Table of Authorities }

- Insert 2 Index and Tables e — e

Cusic g r— | || .
- Built from assigned styles = )
- Assign styles with an eye

to Table of Content S -

@ Show page numbers @ Right align page numbers Tab leader: | ....... *

creation




Word for Mac 2011

Using Templates

- Design professional-looking
documents

- All the formatting is complete

- E.g. resumes, invitations, and

newsletters
. Get more at:

9 ONLINE TEMPLATES
Agendas

Books

Brochures and booklets
Budgets.

Business cards
Calendars.

Cards

Certificates

Charts and diagrams
Contracts

Envelopes.

Faxes

Flyers

Forms

Invitations

Invoices

Job descriptions

Labels

Letterhead

Letters

Lists and to-do checklists||

Memos.
Minutes

Planners
Plans and proposals
Projects
Receipts

Book club flyer

Newsletter

Word Document Gallery

(Q (‘search Online and Local Templates )

Business
newsletter

Business newsletter Class newsletter Family holi...newsletter

Business newsletter

Provided by: Microsoft Corporation

Newsletter..., 4 pages) ~ Newsletter...ve design)  Newsletter..., 4 pages) Domlo S 11007/x8

Newsletter..., 4 pages)  Newsletter..., 4 pages)

Don't show this when opening Word

i

www.microsoft.com/mac/templates

800 Office for Mac Templates: Look More Professional | Office For Mac

(<] + [ htp:/ /www.microsoft.com/mac/templates
e M

¢ J(Q~ Google )

##  Apple Yahoo! Google Maps YouTube Wikipedia News (20)v Popularv

\\ Word Gallery «

Look more
professional with every
docu

With the new Template Gallery in Office for Mac
2011, it's easy to produce great-looking, consistent
documents. Templates appear in a large format that
allows you to see layouts, graphics, and fonts at a
glance. You can even edit right in the Gallery to

quickly create families of customized documents.
Above, you can scroll through some of the top

templates you'll get when you buy Office for
Mac 2011.

Download Free Templates




Use Online Templates in Document Gallery \nf

TEMPLATES

rrrrr

FFFFF

:! Don't show this when opening Word

[ Cancel ] [ Choose

] pe

In the Document Gallery, scroll to the bottom, then click the disclosure triangle next to Online Templates to display the list

of online templates.

Click on a template to see a larger thumbnail and who provided the template.

Click Choose to open the file

The file will not download, it must be saved via the Save dialog

] Office



Word for Mac 2011

Creating Templates

. Start with new blank
document or existing
document

Certificates
sssssss

- Add/remove formatting =

. Save as Document
Template (.dotx)

Miscellaneous




Word for Mac 2011

Sharing Templates within workgroups

- Network location with limited
permissions to preserve
templates

- Mount at user login — always
available to Office apps

. Set location in Preferences/File
Locations

- Shows in alpha order in
Document Gallery

W

| W @ 3
Back/Forward Show All Search Word Preferenoes

Authoring and Proofing Tools

b
= e &
Save Pri Compatibility Track Changes Audio N
Persona | Setting
‘ jTCS
User Security
Information

| Cancel | | OK |

] Office



Templates vs. Save As

Problems with reused documents:

Pasted formatting metadata builds up

Different versions of Office
Edit View Insert

Project Gallery... 3P

New Workbook 3N
Open... #0
Open Recent =

® Excel

Shared between Win & Mac versions

Word crashing, document corruption

. . 1 First Name Close EW .
enefit to templates: L™ _save s
3 Jane
. 4 Bob
Fresh document each time - | Save as Web Page...
. jaq - Save Workspace...
Paste unformatted " Web Page Preview

Paste using destination styles

] Office




Start with Normal

~/Library/Application Support/Office/User Templates

Stored in Normal.dotm:

Default fonts
Default styles

Toolbar customizations

Customize fonts and styles

Change the Normal style
Add styles to Normal with the Style Organizer

Customize toolbars
Add any formatting users typically do multiple times.

Format once, reuse ﬂ Office



Backup Your Normal

Back up Normal.dotm

Copy to same directory
~/Library/Application Support/Microsoft/Office/User Templates

Troubleshooting

Quit Word
Make a copy prior to restoring
Move current Normal to Desktop

Rename Normal backup
Relaunch Word

] Office



Word for Mac 2011
Keyboard Shortcuts

To

Undo the last action

Cut text or graphics

Copy text or graphics

Paste the Clipboard contents
Choose the Save As command (File menu).
Go to the next window
Expand or minimize the ribbon
Go to the previous window
Run a macro

Copy a style

Paste a style

Press

¢ +Z orF1

3¢ + XorF2
$+CorF3

¥ +VorF4

#$ +SHIFT + S
¥ + F6
OPTION + & + R
3 + SHIFT + F6
OPTION + F8
#$& + SHIFT + C
¢+ SHIFT +V

] Office



Word for Mac 2011

Keyboard Shortcuts (cont.)

To

Center a paragraph

Justify a paragraph

Left align a paragraph

Right align a paragraph

Create a hanging indent
Remove a hanging indent
Change the font

Increase the font size

Decrease the font size

Increase the font size by 1 point
Decrease the font size by 1 point
Change the case of letters

Format in all capital letters

Press

¢ +E

3 +J

¢ +L

# +R

F$+T
#$+SHIFT+T
¢ +SHIFT + F
3 + SHIFT + >
¢ + SHIFT + <
3 +]

3 + [
SHIFT + F3
¢ + SHIFT + A

] Office



Word for Mac 2011
Keyboard Shortcuts (cont.)

To

Apply bold formatting

Apply an underline

Underline words but not spaces

Apply italic formatting

Format in all small capital letters

Apply subscript formatting (automatic spacing)
Apply superscript formatting (automatic spacing)
Apply strike-through formatting

The copyright symbol

The registered trademark symbol

The trademark symbol

An ellipsis

Press

¥ +B

3¢+ U

¢ + SHIFT + W
36 + |

¢ + SHIFT + K
3 +=

3 + SHIFT + '+
& + SHIFT + X
OPTION + G
OPTION + R
OPTION + 2
OPTION + SEMICOLON

] Office



Word for Mac 2011 W

CUStomiZing menus and Customize Keyboard

k b d - I t Categories: Commands:
ey Oa r eq u |Va en S FileCheckin
Edit FileCheckout
View FileClose
Insert FileCloseAll
Format FileCloseOrCloseAll
Tools FileConfirmConversions

C ustom ize Keyboa rd Table FileDocumentLayout

Current keys:

Create your own keyboard shortcuts Remove
or override expected ones

TOOlS 9 Customize Keyboard Press new keyboard shortcut: Assign

Description

Check in a Document.

Save changes in: Normal.dotm Reset All... m

] Office



Find Keyboard Shortcuts

Search for keyboard shortcuts
by application in Application

Help

Use the bookmark tool at
upper right to save

Disclose triangles to see
specific shortcuts

Review helpful
troubleshooting notes

® O © Help Center
‘ @ '/Q' keyboard shortcuts )
4% Help * Word Help I
Home > Preferences and Accessibility > Accessibility
Go online to see the full set of Help, tutorials, and videos. | Go Online |

W Wword keyboard shortcuts > Show All

About keyboard shortcuts

You can quickly perform tasks by using keyboard shortcuts — one or more keys that you
press on the keyboard to complete a task. For example, when you press 38 +P the Print dialog
box opens.

|| Notes
e Keyboard shortcut descriptions refer to the U.S. keyboard layout. Keys on other keyboard
layouts might not correspond to the keys on a U.S. keyboard. Keyboard shortcuts for laptop
computers might also differ.

e The settings in some versions of the Macintosh operating system and some utility
applications might conflict with keyboard shortcuts and function key operations in Office.
For information about changing the key assignment of a keyboard shortcut, see Mac Help
for your version of the Macintosh operating system or see your utility application.

e The following list includes keyboard shortcuts for only the most common tasks. To list all
Word commands and keyboard shortcuts, on the Tools menu, point to Macro, and then
click Macros. On the Macros in pop-up menu, click Word commands, and then in the
Macro name box, type ListCommands, click Run, and then select the options that you
want.

Moving the cursor
Selecting text and graphics
Selecting text and graphics in a table

Extending a selection

h A A OB SR

Editing text and graphics

] Office



Word for Mac 2011

Customizing the ribbon

U & Home I Layout l Document Elements i Tables l Charts SmartArt ] Re\(iew l

Styles
|Cambria (Body) MMJA .,Aa \|Ab| )

v
nsert : emes
L v ‘a, v @v —_— w
Se— || Ti= AaBbCcDdE¢| AaBbCcDt AaBbCcDdEe AaBb( o) : A v v v |l
1 BEER=E : _ . ~lA % :
| B I | U XABG A A 2 | |A lﬂl | | 4 |§ A [ P | Al Py ||Z<>‘ Normal Heading 1 Heading 2 Title TextBox Shape  Picture : Themes :

Rearrange tabs - Minimize or expand the ribbon
Hide tabs - Turn off or turn on the ribbon

- Show hidden tabs
- Show or hide groups on a tab

Reset the ribbon tab order to
default settings

- Hide or show group titles in the
ribbon ] Office

:(P
_||1||
|j|>||
T:]
(]
_;‘




Toolbars

Customize early tomizeToo =

Right-click end of the toolbar M
Go to View=>Toolbars-> Customize Z D° o
= =

Backup up Normal after customization

Can save in Normal.dotm or the current document

(") Show Icon and Text [T} Show shortcut keys in ScreenTips
C reate a n eW tOOI ba r E Show ScreenTips for toolbar commands E Show typefaces in font menus
Save in: [ Normal.dotm 3] ( Keyboard... ) 0K )

Known issues

If Word 2008 and 2011 are both installed on the
same computer, customizations made in 2011
will overwrite those for 2008.

] Office



Drop Down Menus

File ¥ Edit ¥ View~ Insert * Format~ Font ™ Tools * Table ¥ Window ~

Drag commands to menus o

| Toolbars and Menus lmg

Drag a command into a toolbar or menu bar.

Categories: Commands: (Drag to toolbars and menus)

All Commands AcceptAllChangesinDoc

Use caution when altering

Insert % AcceptChangesAndAdvance
Format

Fonts % AcceptChangesOrAdvance
Tools
Table % AcceptChangesSelected

Window and Help

Description

Always backup
Normal.dotm

Save in: | Normal.dotm +| | Keyboard...




AutoFormat Options

Apply

Word will automatically format "“Documentl” - Hending= (e, Aumomatic ballsted liotx
) 4 - ™ Lists

 Other paragraphs
(=) AutoFormat now Replace

() AutoFormat and review each change # “straight quotes" with “smart quotes™

@ Ordinals (1st) with superscript

g Fractions (1/2) with fraction character (%)

g Symbol characters (—-) with symbols (—)

g *Bold* and _italic_ with real formatting

B J g Internet paths with hyperlinks

g Spaces at beginning of paragraph with first-line indent

Please select a document type to help improve the formatting process:

[General document

Preserve

| Options... | [ Cancel | [sOKa- ™ styles

[ Cancel ] M

From the Format - Autoformat Menu




AutoCorrect Options

AutoCorrect: English (US)

Tools—=> AutoCorrect DXL —

A wide array of options

Math AutoCorrect
{ ) [
Replace as you type for common phrases

| Add | [ Delete |

E.G., fmp to FileMaker Pro e e




Excel for Mac 2011

Three essential components:

Functions (the calculation or operation to be performed), ex. SUM, COUNT, AVERAGE

- Can also be an operator like + or *
Arguments (the cell contents operated on), ex. a cell or range of cells, containing text or numbers

Syntax (the structure required for the formula to function), ex. =SUM(A6:C12)

Each function has its own requirements for syntax
All elements must be correct

All formulas start with =
] Office



Excel for Mac 2011

Best Practices

Custom Lists

(<] [a[x] @ J

Custom lists: List entries:
NEW LIST Planning
Sun, Mon,...hu, Fri, Sat Project
Sunday, M...y, Saturday Backup
Jan, Feb,...ct, Nov, Dec Updates
January, F..., December Su;_Jport

- = Maintenance

ing,...aintenance

Press RETURN to separate list entries.

Ws:

Description

List entries

Specifies the entries for a custom list. Click a list that you want to edit, or click New List
in the Custom Lists box to create a new list, and then type the entries in the List Entries
box. The first character cannot be a number. Press RETURN to separate each entry.

[ Cancel | [EOEN

Watch over selecting

Improve performance & time to calculate

Go to last cell = control+end

(Fn + Ctrl + Right arrow on a laptop)

Avoid links between workbooks
Easily broken, slow, not easy to fix
When needed, open linked workbooks prior to use

Try larger workbooks instead

Custom lists

Based on existing sheets and/or lists

] Office

Create lists in Preferences



Excel for Mac 2011

Best Practices

Templates

Create your own default workbook template
Ex: Change font
Ex. Change Page Setup to landscape
Store in /Applications/Microsoft Office 2011/Office/Startup/Excel

Remove filename extension

Styles

Don’t overload formatting by formatting empty cells
Set Normal style for new workbooks

Set standard font & size in Preferences

Watch selecting entire rows & columns for formatting
Use Style button in ribbon to apply & create styles ﬂ Ofﬁce



Excel for Mac 2011

Automatic calculation

Calculation

v Calculate sheets

® Automatically

O Automatically except for data
tables

() Manually

—# Always calculate before saving
~— workbook

v Iteration

(' Calc Now (Cmd+=) )

( Calc Sheet )

- Workbook options

[} Limit iteration

Maximum iterations: 100

Maximum change: 0.001

[ Set precision as displayed

") Use the 1904 date system

E Save external link values

X

- When not set to

Automatically, working with
large spreadsheets with lots
of complicated formulas can
be faster and easier.

If you turn off Excel's automatic
calculation capability, you need to
turn it back on again or Excel's
formulas won't calculate.

- This is especially important if you

turn off automatic calculation using
a macro.

] Office



Excel for Mac 2011

Date format settings

Calculation

- Verify unchecked
- Increases @ Automaticall (Calc Now (Cmd+=) )

O Automatically except for data

compatibility with rest S, (GlcShest )
Of Excel WOrId gal:'v’i\éso cc):;n(lculate before saving

Calculate sheets

Iteration Workbook options
[ Limit iteration () Set precision as displayed
Use the 1904 date system
Maximum iterations: 100 IQ ¥ I

8 Save external link values

Maximum change: 0.001

] Office



Outlook for Mac 2011 O

Seamless Integration

- Works together with favorite
features of Mac OS X (e.g.
Quick Look for attachments)

- Use Time Machine to back up
your Outlook data

- Messages database is
Spotlight searchable




Outlook for Mac 2011

Configuration

9

- Exchange Compatibility — es

[_Show All |
@ SynOIookdta hhAl dd s Book, iCal, and MobileM O e you"
’/\/ ned on Sync Services, you 0 tlook with mobile device b g‘T
OI’IS nc.
[ ] ] |

# [ Calendar Select the accounts to sync

- No integration with Apple  Zze
™ [] Tasks
™ | Notes

Contacts

Outlook folder to add new items to:
[ On My Computer / Tasks @

- Sync Services — Don't do it




Outlook for Mac 2011

Database

- Message storage

- Database Utility

- |dentities

- Switch users instead




PowerPoint for Mac 2011

Master slides

=
m

. Set elements in one location

Edit 7C%

=

A Home  Slide Master

Themes.

[=]=]
i Colors ~

AaFonts ~

n--=

© New Master New Layo!

Master View

Edit the master
v

rma rrang ools Slide Show Window He _—_— =} Wed 1:54PM Q
Normal #®1 ‘ —
82 1A Works Pptx =
:‘;(::nf:?\eliew 'i_fi = @ Q- (‘Search in Presentation ]
Slide Show QB Transitions ] Animations l Slide Show Review | A g2+

Toolbars
M Bar

- Repeated on each slide

- Can't edit an element? May

*Click to edit Master
title st

*Click to edit Master

“Click to edit Master

*Click to edit Master|

m Slide Master View

i
|
|
|

tyle

tithe style

Media Browser

Toolbox
+fr Custom Animation
& Scrapbook
il Reference Tools

9, Compatibility Report

Header and Footer...
Comments

Ruler
Guides
Zoom

Slide Mast {Edit Lavout Backaround
Master » v Slide Master X1 E
) _ Handout Master 082 i
v Ribbon \BGR» Notes Master X#$3 B

- Master View

®

Close

(_Close Master )

~8BM

v

*Click to edit Master text styles
*Second level
*Third level

* Fourth level
* Fifth level

*Click to edit Master
title style

1729114

e 4 p

82K e@mm— |

be on a master slide

] Office



PowerPoint for Mac 2011 P

Photo Editing
- Adjust exposure |
®N0 Our Awesome Class Trip.pptx )
Bﬁ@ﬂ@%@t}ﬁ@w =20l O (Q- J
- Add color =S g e ) e e Leane T e
M v wis] f Compress R A T Reorder » ight:  2.86" = v
]

- Special artistic filters
- Crop

- Remove background
- Compress photos




PowerPoint for Mac 2011

Remove Background

| Adventure Works Presentation.pptx (@)
Aﬁ Qv (Search in Presentation
A Home ~ Format Picture I Themes l Tables Charts SmartArt Transitions l Animations l Slide Show I Review l | A L
Adjust : Picture Styles : Arrange : Size e
m = \g‘v 3 = E E‘ + 1= Compress -7 Border ~ g Reorderv  Group - = Height: 1.35" % |
-'E.i H : /o) | - e AR S 3 L
: | el e - & . : — v
Corrections Recolor  Filters Bade(mnd Crop Reset : ’ ‘ L’ Effects v  Transparency |-= Align ~ @ Rotate v Width: 10 |

adventure works

Tortor liguta semper isi

Surround the foreground image by using the
selection rectangle. Background areas are shaded. nal park tou rs

Draw lines within the areas that you want to
include or exclude from the foreground image.

PrT PR

Thank you

= |N°m,wew Slide 1 of 4 8% =@ X|




PowerPoint for Mac 2011

Media Browser T
[ Photos

E=] Last 12 Months
¥ Last Import

- For iIPhoto, movies, audio, and more B rasge

- Know which movie & image formats
are cross-platform

- Always preview projection




PowerPoint for Mac 2011 P

Dynamic reordering

Reshuffle the order of
objects on your slide
simply by dragging the
layers.

] Office



PowerPoint for Mac 2011

\What if someone doesn’t have PowerPoint?

Broadcast Slide Show

Q1 2011

- Broadcast Slide Show

Q12011

P

Choose a service to host your presentation during the broadcast.

Broadcast service: | PowerPoint Broadcast Service )

- - The PowerPoint Broadcast Service is a public service for users of PowerPoint 2011. You will
O.ff O need a Windows Live ID to connect and broadcast, but anyone who receives a link to the
. ICe vnline

broadcast may watch it.

By clicking Connect, you agree to the following terms: Service Agreement

Learn about broadcasting a slide show...

( Cancel ) ( Connect... )

] Office



Introducing OneNote for Mac

* Freeform organization of your
notes, lists, tables, websites,
Images, and more.

* Sync automatically with
OneNote on iIOS and
Windows devices

« Share Notebooks with ease

OneNote for Mac requires OS X 10.9 or later. ﬂ Ofﬁce



OneNote for Mac

« Save website from within

Safari with OneNote Clipper EP% SneNeie Clispar

* OneNote speaks to:

EPSON

EXCEED YOUR VISION




OneNote for Mac
Demo



Break

] Office



PROFESSIONAL LOOKING
DOCUMENTS




Mail Merge

Mail Merge: #1 issue on support calls
Understand the workflow of a merge
Use Mail Merge Manager palette as guide

] Office



Merge Document

Placeholders must match header file in data source
Let Word create the document based on type

Convert existing document to merge doc

Duplicate to preserve original prior to conversion
If a document is open, it may be converted to merge document

unintentionally

Use Restore to normal Word document to break link

Form Letters
Labels...
Envelopes...
Catalog

Restore to Normal Word Document

w

By restoring Content-OffAcc.docx to a normal

Word document, the text of the docu
not change. However, Content-OffAc

will no longer be a mail merge main
document.

Do you want to continue?

Cancel

ment will
c.docx

| Restore |

] Office



Data Source

Office and Apple contact lists
FileMaker Pro data (if you have FileMaker installed)

A separate file with header row and data separated by commas

Excel file in .csv format

Be sure the correct worksheet/range is selected

Consider using text formats for zip codes

Input menu created in the data merge process
Additional data entered as the result of using advanced field codes such as
Ask, If, etc.

] Office



Data Source issues
Address books

Groups not created in Apple Contacts

Create groups and assign contacts prior to merge

Categories empty or missing in Outlook

Create categories and assign to contacts prior to merge

Data must be edited in the contact source

Any spaces or characters in the data will be inserted in the file
Spelling and capitalization errors

Edit data button only available if data file created within palette or separate
file

] Office



Insert <Placeholders>

Placeholders based on data source

Save time if possible

Full name vs First Name, Last Name
Address vs Street, City, State, Zip

Additional placeholders can query the user
Insert custom data

Data matching If-Then statements

] Office



Filtering

Apply groups or categories before merging
Filtering options will vary depending on data source

Ex: Apple Contacts will only show groups as filter options

Ex: Filter to show only results where state is WA

Sort results based on output

Ex: name badges sorted by last name

Incorrect query options can filter out needed data results

] Office



Edit Before Merging

W 5. Preview Results

Use Preview results on palette
Edit data in source

Insert or remove spaces, stray characters, etc.
in document

Move placeholders around

Use Edit Data Source button on palette

] Office



Merge Options

Merge to emaill

Limited or no ability to preview and correct

Mail.app may send immediately

Merge to printer

Limited or no ability to preview and correct

Know how to print specific sections only

Merge to document
Best results for preview & correct
Ability to easily select output

Merge and save for later

] Office



Troubleshooting

This article references Word 2003, but is generally useful:
http://tinyurl.com/If9r3t2

Check header record
Quit other running apps when data sources are large

] Office



Troubleshooting (cont.)

Problems with data
Incomplete or incorrect data
Format numbers as text in Excel to retain format
Note the location of your Excel data file
Be sure to close Excel file prior to merge
Each column must have a label in header row

No blank rows or columns in Excel

Problems with merge docs

Placement of placeholder fields
Correct spacing and punctuation
Don’t rely on spell check

Format using field codes in document if necessary

] Office



Office for Mac 2011 vs. Office 2013

Important Note

Note that with only two exceptions, documents created in Office
2013 and 2010 will display and function correctly in Office for
Mac 2011 even when certain features and functions differ
between the two.

The Exceptions:
- Voting Buttons — will not display in Outlook for Mac 2011
- PivotCharts — no interaction in Excel for Mac 2011

] Office



Office for Mac 2011 vs. Office 2013

Features in Office 2013 noft in Office for Mac 2011.

Office Applications

- Access
« Publish :
R Project
« ViSIO
- Project
VisIo

] Office



Office for Mac 2011 vs. Office 2013

Features in Office 2013 noft in Office for Mac 2011.

Suite-wide features

- Some Visual Basic function

- Support for ActiveX

- Right-to-left language support (i.e. Arabic)
- Support for ODF and XPF file formats

- Backstage

- Accessibility Checker
] Office



Office for Mac 2011 vs. Office 2013

Features in Office 2013 noft in Office for Mac 2011.

None of the new features in Office 2013, such as Read Mode in Word
2013 and Quick Analysis in Excel 2013.

Office 365 features

- Office Roaming and Office on Demand

- Performance monitoring

] Office



Office for Mac 2011 vs. Office 2013

Features in Office 2013 not in Office for Mac 2011.

El Word Excel @ PowerPoint Eﬂ Outlook u@ Lync ® SharePoint

Tag contacts -+ Track

* Open and  PivotCharts + Animation « Side-by side

Repair _ Painter calendars for status document
> AEIEE change alerts versions from
 Embed fonts Toolpak Ul * Video « Support for J i :
. within Office
: trimming all Exchange <« Share the
« Book Fold « Equations documents.
: : Server desktop
(booklet (typographica -+ Video/ :
. L versions « Keep
printing) lly correct Animation « Conduct polls :
: : : synchronized
: equations) triggers « Conversation : )
 Blog creation actions  Display copies of
and « High-end * Privacy recent SharePoint
L (Ignore and
publishing features of feature contacts Calendars,
. Clean Up)
. Diaital Ink PivotTables group Tasks, and
'gitat in (e.g. Slicers) Contacts in

Outlook.




Office for Mac 2011 vs. Office 2013

Features in Office for Mac 2011 noft in Office 2013.

W X e O

* Publishing * Automatic * Dynamic * Automatically
Layout View creation of a Reorder CC: or BCC:
. Dynamic PivotTable . Some aspects yourself
Reorder of Presenter  « Unified Inbox
View preference

 Visual Styles
My Day

] Office



Sharing Documents

- OneDrive & OneDrive ==

BROWSE FILES UBRARY

for Business !

.

¢

Molly Dempsey

Outlook Calendar

Documents

Welcome to your SkyDrive Pro, the place to store, sync, and share your work.

(® new document or drag files here

All  Shared with me <.« Find a file jel
My Documents v ] Name
- Followed Documents ca Shared with Everyone
. (0} Weekly meeting notes
HecenBDocliEnts @ Agenda for National Ice Cream Month Planning Committee *
We couldn't find any recently ) Company Sales for FY11 %
used documents for you.
Use Office 2013 (o)) Contact Information
& Expense Report
2 Ice cream sales trends over the last 5 years ¥
¥
| Marketing plan proposal *
o Premium Ice Cream vs. Novelties by Regions *
y Reg

- Microsoft Document
Connection

125

Project Backlog Analysis
Travel Arrangements

ZT1000 Beta Presentation

People

Newsfeed  Skyl

Il Nolly Dempsey - £ 2?2 @

Search This Site... v 0

Marketing plan proposal.pptx

Marketing Proposal

SLIDE10OF 1

Changed by you on 7/20/2012 6:40 PM

Not shared with anyone

https://spxcontoso-my.sharepoint.com/personal/mollyd_spy

EDIT SHARE FOLLOW

Wednesday at 11:24 AM 8% Molly Dempsey

] Office



WORKING BETTER TOGETHER



Information Rights Management

- Control access or use of emaill
content after it leaves the author’s
machine.

- Reading
compatib

RM content is fully
e with Office for Mac 2011

Creating IRM content is only
compatible with Office for Mac 2011
Enterprise

Requires a Windows Server
infrastructure — Office 365

127

Lore
Dolor
Conse

[~ Inventory.xltx

SmartArt  Formulas  Data | Review
otection

P B4 EE B @ §

ShowAll  Sheet Workbook Passwords Permissions '
ent Is confidential and proprietary information intended for full t:

Show

Canms |m D] E ]

®00
Lorem ipsum d¢ (=
[Street Address) [Stree

Financial Results - FY2010

Message | Options

HraL | Background Color % s = u‘
Tleml| - _ —& ‘—‘ﬁ
Format Bcc  Lwedl Background Picture ~ © permissions Security  Scrapbook Reference  Spelling

No Restrictions

From: g{lopifoe) { v Do Not Forward

To: | S Dimple Arya
Cc

. Manage Credentials...

Subject: Financial Results - FY2010

ﬂ Do Not Forward ~ Recipients can read this message, but cannot forward, print or copy content. The convers:

Adventure Works Financials

Total Revenues Total Profits Revenue By Month
Portiand 36458300 $64,543.00
San Francisco $478,209.00 $82,450.00

] Office



IRM Resources IRM Deployment Guide for Office for Mac
2011:

microsoft.com/en-us/download/details.aspx?id=20825

File formats that can be IRM protected: (all
the XML-based format, the older Office
2003 formats, and many others)

microsoft.com/en-us/mac-excel-help/file-formats-that-
work-with-irm-HA102927341.aspx

] Office




Troubleshooting &
Common Questions



Troubleshooting tips

Determine circumstances when issues arise

Can issues be replicated?
Examine logs

- By application
- By crash or hang report

Common issue: Office applications silently hang
130 ﬂ Office



Troubleshooting tips

- Isolate the issue to

- Document/file

- User

- Application
- Make sure your troubleshooting addresses the isolated issue
- Take steps one at time

- Document your steps

131 ﬂ Office



Troubleshooting tips: Document or file issue

- Does the application hang or crash when a particular file is
opened by any user?

- If any file crashes the application, it may not be a corrupt file
- Use /Users/Shared to share suspect files
- Open suspect files in another user account

- Did the issue begin after a file was shared with the user?
- File may be corrupted

- Corrupted font may have been used; try clearing formatting
132 ﬂ Office



Troubleshooting tips: Document or file issue

- Can the file be opened with an application that shares that file
type?

- If it can, the issue may be with the Office application
- If not, the file may be corrupted

- Attempt to extract data from the file
- Corrupt files may have to be deleted
- Restore from a known good backup

133 ﬂ Office



Troubleshooting tips: Issue with user

- Create a second user account with same rights
- Open the same files

- If issues disappear, suspect user account
- Clear ~/Library/Caches

- If an app unexpectedly quit, then hangs at relaunch:
- Move AutoRecover files from ~/Library/Application Support/Microsoft/Office

- Shift-launch the problem application

- If it works properly, suspect preferences or Normal

134 ﬂ Office



Troubleshooting tips: Issue with user

- Normal corruption

- Move Normal.dotm to Desktop
- Restore from a known good backup of Normal

- Move user preferences
- ~/Library Preferences

- ~[Library Preferences/Microsoft

135 ﬂ Office



Troubleshooting tips: Issue with user

Issues affecting all users

- Fully update Office
- Repair permissions
- Verify hard drive

- Rare, but sometimes the culprit
- Troubleshoot font issues
- Uninstall Office

- Reinstall Office

- Fully update Office prior to opening documents

- Verify Mac OS compatibility and install requirements are met ﬂ Off
Ice



Troubleshooting: Fonts

- Always install the fonts that ship with Office for Mac 2011
- Validate fonts in Font Book

- Check for duplicates in Font Book

- Office 2011 may disable some system fonts, or show them as duplicates

- Never disable or remove fonts in /System/Library

- Clear font caches for all users
- Safe boot

- Terminal: sudo atsutil databases —remove
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Office for Mac adds fonts?

MacOffice adds all the fonts available in Win Office to the Mac.

Increases document visual fidelity between MacOffice and WinOffice
renderings.

This includes the new Microsoft ClearType Font Collection:

Calibri, Cambria, Candara, Consolas, Constantia, Corbel, and
A41)7 (Meiryo).

ClearType is an integrated font collection in Windows Compatible
Fonts, even though they are also Windows Compatible Fonts
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WinOffice Compatible Fonts

Windows Font Collection: new, easy to find

M1 e R SAm S < wedi20d0mm m Q (1) =

Powerpoint _file Gt View insert Format Arrange Tools _Slide Show Window

PowerPoint _ File Edit View Insert Format Arrange Tools Slide Show Window s
Arial Black

= i - B = i >
(P Y & - @l- [ dh ook @) Al
i >
Themes Tables Charts SmartArt T iti i i Aol Namrow ‘
Font E Baskerville Old Face §
|catibri (Headings) [Flaa [~ | A~ A~ |2 L Bavhaus93 [ 3
e
. Fixed Width >
Font Coll > >
ont Collections e > | BemT @
< Modern »  Bernara MT Condensed =
Calibri (Theme Headings) PDF > .
. Book Anti
s (Theme Body) Traditional > o qua
Web »> Bookman Old Style >
Windows Office Compatible
Abadi MT Condensed Extra Bold g Bookshelf Symbol 7
Abadi MT Condensed Light Britannic Bold
Adobe Arabic > Brusk Seripr W7
Adobe Caslon Pro > Calibri >
Adobe Caslon Pro Bold > Calisto MT >
Adobe Devanagari > Cambria >
> dacs




Troubleshooting: Preferences

- Be familiar with preferences

- To configure for most usability
- Customize to make more suitable for users
- To quickly troubleshoot issues resolved by adjusting preferences

- Set key preferences at install

- Set by user
- Many can be managed via server
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Compatibility Report

One item that can greatly assist

your client (and indirectly, you) is
to check for compatibility issues

before shipping an Office doc to

a someone else.

Atool in Word, Excel, and PPT
that will help with this task is the
Compatibility Report.

v Normal £
Slide Sorter 3.2
Notes Page 3#3
Presenter View N
Slide Show 3L
Master | 3

+ Ribbon N #ER
Toolbars >
Message Bar
Media Browser ~EM
Toolbox

sfr Custom Animation

= Scrapbook

il Reference Tools

-.. Compatibility Report

Header and Footer...
v Comments

Ruler
Guides |
Zoom | 2
Enter Full Screen
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ompatibility Report (cont.

Compatibility Report (S

=

= | i | X

Check compatibility with:

| PowerPoint 97-2011 : |

Results:

( < Recheck Document ]

1.
2.

3.
4.

5.
6.

Transparency might be degraded

Shadows might look different in
other versions of Office

Transparency might be degraded

Shadows might look different in
other versions of Office

Transparency might be degraded
Shadows might look different in

Explanation:

Fix ~ K Ignore ~ (@) Help

Softer

shadows in versions earlier than Office 2004
for Mac and Office 2007 for Windows. For
more information about shadows, click the
Help button.

shadow styles will appear as hard

In addition to finding potential
compatiblility issues, the report can
sometimes fix the issue for the

user.
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Troubleshooting: Word for Mac 2011

Table of Contents

Table of Contents Optidns

- Assign levels properly —

- E.g. Heading 2 may be level 1, Heading 4 may be level 2. ?iw;m e
- Wrong format o e

- Use Insert > Index & Tables > Modify to change style formats '
- TOC won't update . -

- Insert cursor in TOC before updating S

| o | Reset | [ Cancel | [FOK )

- Print issues “ -

- Set preferences to update field before printing
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Troubleshooting: Excel for Mac 2011

- Excel unexpectedly quits

- Move preferences to Desktop from ~/Library/Preferences/Microsoft

- Move Microsoft Excel Toolbars from ~/Library/Preferences/Microsoft/Office 2011 to a different
location

- Excel hangs after unexpected quit

- Corrupted auto recovery files
- Shift-launch to bypass
- New location for auto recovery files

- ~/Library/Application Support/Microsoft/Office/

» I:I Office



Troubleshooting: Excel for Mac 2011

d-Ins

What happened to Solver? S

- Solver returned in Excel 2011
- Tools > Add-ins, check box for Solver.Xlam

Solver.Xlam

What about VBA?

- VBA returned to Excel 2011
- AppleScript an option
- MacTech’s VBA to AppleScript Transition Guide
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Troubleshooting: PowerPoint for Mac 2011
Application Preferences

Increase recently opened documents
Increase number of undo’s
Uncheck ‘automatically select entire word’

If you're planning a movie, set your movie options first

End with black slide
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Troubleshooting: Outlook for Mac 2011

@& Outlook NI

Consultants should already have
experience configuring email accounts

Gather all the data needed to set up an
account first

Know the account type (Exchange, IMAP,
POP)

Check the host’s website for any
application-specific notes

Have a backup
Set client expectations properly

147

Edit Vie

® O About Outlook
@ Preferences... i,
| & Work Offline — ;

Turn Off Office Reminders l;] [ Meeting , (2 Rutes~

ge Format Tools Window He

———
?\ =
E-mail  Services » Forward @ prachment oy [ Junk~
‘g "‘ i : Conversations + Newest Top
g Hide Outlook #¥H | M
It Hide Others N8H |
=s ire 2/4/10
= Show All bryant2009@live.com
I ‘ Quit Outlook seQ funds raised 2/4/10
v (i i\ Cannon
(] Deleted Items ‘ Next weekend 2/4/10
MU Chris Bryant
(] sent Items > Presentation to board 2/4/10
Ayca Yuksel, Katie Jordan
8 yunk E-mail [ Thank you dinner 12/30/09
» SMART FOLDERS justinhutchinson2009@live.com
v Next year's committee! 12/30/09
Katie Jordan, Chris Bryant &
Katie Jordan 12/30/09
Chris Bryant 12/30/09
I Committee thank you dinner 12/30/09
Dev Balasubramanian, Paul Canno...
> Celebration BBQ this weekend! 12/29/09
Ayca Yuksel, Chris Barry, Katie Jor...
() Mail > Publicity 12/22/09
m Calendar Justin Hutchinson, Katie Jordan
= > Fundraising goals 12/22/09
1=| Contacts Chris Bryant, Dev Balasubramania...
»  Logistics 12/21/09 .L
- Tasks Ayca Yuksel, Chris Barry, Dev Bala... b
LJ Notes »  Committee mee ting tomorrow 12/21/09 :
Il 38 items

] Office



Troubleshooting: Outlook for Mac 2011

Application Preferences

Folder display
Folder grouping (like Mail.app)
Folders by account

Hide on My Computer

Configure categories

Configure AutoCorrect/AutoFormat

Outlook has it's own list

Smart folders = Smart mailboxes
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Troubleshooting: Outlook for Mac 2011
Mail Account Preferences

Map server folders to Outlook folders

Junk = Junk E-malil

Trash = Deleted Items

Security

When to download pictures

Signatures

Able to use ‘random’ signatures

Certain Entourage ‘mark as read’ preferences no longer available

Color of unread messages
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Troubleshooting: Outlook for Mac 2011

Outlook NI View Message Format Tools Window He
About Outlook

Preferences...

[
o & Work Offline = — ;
u I 5.=  Turn Off Office Reminders ’[; EQ Meeting STk (2, Rutes~
E-mal  Services » Forward @ Attachment = pove %Junk =
. [o ] : :
AZ | ) : Conversations = Newest on Top v
é Hide Outlook #¥H | .
It Hide Others X®H | 214110 ]
B3  show Al k : 14l
E C bryant2009@live.com
. ‘ Quit Outlook 2Q funds raised 2/4/10
- Select Work offline " G E—
(] Deleted Items Next weekend 2/4/10
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. (] Sent Items > Presentation to board 2/4/10
- May take longer to quit normall -
y g q y (g yunk E-mail [ Thank you dinner 12/30/09
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- v Next year's committee! 12/30/09
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> Celebration BBQ this weekend! 12/29/09
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L; Notes »  Committee meeting tomorrow 12/21/09 :
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Support and resources

Office forMacBlog [ et

\
| B8 Microsoft
|

\
: \ Community \\
- Deployment Guides |
| Home

. Office for Mac help |
| Office for Mac

- Knowledge Base = - - |

. Office for Mac Forums

Rrowse by Vel

lll k a\/\jay
- http://answers.microsoft.com/en-us/mac | AS

r to?
: f d nswe
\ Have a questlol'\ yo "

- Training videos and resources e e g st
- Getting Technical Support

151

Office for Mac 2011

] Office



Microsoft

Best Practices For Working With Windows:

http://office.microsoft.com/en-us/mac-powerpoint-help/best-practices-for-working-with-windows-
HA102927242.aspx#BMwd

Microsoft support site:

https://support.microsoft.com/find-solutions/office/office-for-mac-2011
http://www.microsoft.com/mac/support

Deployment Guides:

http://www.microsoft.com/mac/support

Office for Mac Training:

http://www.microsoft.com/mac/how-to
http://mww.microsoft.com/mac/how-to/training

Built-in application help I:I
Office



Communities

Office for Mac Forums
http://www.officeformac.com/productforums

MVPs Most Valuable Professionals
http://www.office.mvps.org
http://word.mvps.org/Mac/

Diane Ross’ site (private MVP site)
http://officeformachelp.com

Google groups (monitored by a few MVPs):
https://groups.google.com/group/microsoft.public.mac.office

] Office



Business Customers

Microsoft Premier Support
http://www.microsoft.com/en-us/microsoftservices/premier_support.aspx
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Support for small business

- Mi '
crosoft Premier Customers

|
\
. Premier Online

VL

\
\ Home

M .
icrosoft Premier Online |

i
M'\crosoﬁ Premier Online

. Submit and manage your incidents online

. |\/|'
icrosoft Partner Network

|
l . pownload hotfixes

wers 10
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Today we covered

Meet the new

Trouble-
Top Tips for shooting &
Office for Mac § Common

Questions




Short break



Exam

http://aka.ms/mactech
Please select Post-event exam & survey

You may leave when you are done.

Mac Tech BootCamp tomormow.
Registration at 8:30am

] Office






