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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use features of
Mac Office 2011 that are common to Word, Excel, PowerPoint & Outlook. Great companion product to
Word, Excel & PowerPoint Introduction guides. This guide is suitable as a training handout, or ssmply an
easy to use reference guide, for any type of user.

The following topics are covered:

Using the Ribbon

Opening a Recently Used File
Customizing Toolbars

Copying Formatting

Quick Accessto Paste Options

Using Themes to Format a Document
Adding SmartArt

Using Shape Styles

File Formats

Compatibility with Previous Versions
Working Anywhere (Office Web Apps)
Co-Authoring (Word/PowerPoint)

The Reference Tools Panel

Creating an Embedded Object from Another Office File
Linking to an Office Object

Creating a Hyperlink

Inserting Comments

Deleting Comments

Removing Personal Information
Saving as PDF

E-Mailing aPDF

Restricting Distribution

Using the Media Browser

Reducing the File Size

Showing Macro and Form Controls
Using the Scrapbook

Working with Multiple Windows.
Alsoincludes alist of keyboard shortcuts common to Word, Excel, PowerPoint, and Outlook.
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From reader reviews:
John Minnis;

This Office 2011 for Mac: Common Features Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) book is absolutely not ordinary book, you have after that it the world isin your
hands. The benefit you have by reading this book is actually information inside this reserve incredible fresh,
you will get datawhich is getting deeper a person read alot of information you will get. That Office 2011 for
Mac: Common Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) without we know teach the one who studying it become critical in contemplating and analyzing. Don't
end up being worry Office 2011 for Mac: Common Features Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) can bring any time you are and not make your carrier space
or bookshelves' turn out to be full because you can have it in your lovely laptop even telephone. This Office
2011 for Mac: Common Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) having good arrangement in word along with layout, so you will not really feel uninterested
in reading.

Jackie Lund:

This book untitled Office 2011 for Mac: Common Features Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) to be one of several books that best seller in this year, here
is because when you read this publication you can get alot of benefit ontoit. Y ou will easily to buy thiskind
of book in the book shop or you can order it by way of online. The publisher of this book sells the e-book
too. It makes you quicker to read this book, because you can read this book in your Smart phone. So thereis
no reason for your requirements to past this guide from your list.

Tyler Dean:

A lot of publication has printed but it differs. Y ou can get it by web on social media. Y ou can choose the
most effective book for you, science, comedy, novel, or whatever by means of searching from it. It iscalled
of book Office 2011 for Mac: Common Features Quick Reference Guide (Cheat Sheet of Instructions, Tips
& Shortcuts - Laminated Card). Y ou can contribute your knowledge by it. Without making the printed book,
it could add your knowledge and make anyone happier to read. It is most essential that, you must aware
about publication. It can bring you from one place to other place.

Jamie Har per:

A lot of people said that they feel bored when they reading a publication. They are directly felt the ideawhen
they get ahalf elements of the book. Y ou can choose often the book Office 2011 for Mac: Common Features
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) to make your
reading isinteresting. Y our skill of reading talent is devel oping when you including reading. Try to choose
easy book to make you enjoy you just read it and mingle the opinion about book and looking at especialy. It



isto be first opinion for you to like to open up abook and examine it. Beside that the book Office 2011 for
Mac: Common Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) can to be your brand-new friend when you're truly feel alone and confuse with what must you're doing
of thesetime.
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