
Microsoft Office

One of the major benefits of using Macintosh applications is that you can easily apply what you have learned about one program to another program. In the past when you moved from one Macintosh program to any other, there was no relationship between how the two operated. 

In the Macintosh environment the screen display, menus, toolbars, and dialog boxes are alike. For instance, the ways in which you start and quit programs, move between programs and files, move around within a document, use menus, type, edit, cut, or copy text, and use Help are the same.

The Mac lets you run more than one application at a time and easily transfer information between open applications. The graphical interface makes using your computer both easy and fun.

Microsoft designed its Office suite of applications to allow you to create documents with information from word processing, spreadsheet, graphics, and presentation programs integrated into a single document. You no longer have to spend hours trying to convert information from one file on your computer to access it for another application.

You can choose to open blank documents, templates, presentations, business forms, and other types of documents in the Project Gallery. It is also very easy to open a new application from the Project Gallery. The Project Gallery appears when you open an application.
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