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Try this:  Insert any of the items from the Element 
Gallery to your document 

 

Try this:  Go to View on the Menu Toolbar and select 
Publishing Layout.  Choose Publication Templates and 
select a template 

 

Version 1.1 

Getting up to speed with Office 2008 is designed to help users understand the differences in Office 2008 

compared with previous versions.   Unlike Office 2007, Mac Office 2008 uses the traditional Office look 

and feel with added elements to enhance your experience. 

The Ribbon 

 

Elements Gallery (Ribbon Items) 

 

Elements Gallery includes: 

Document Elements ς design options that includes, 
cover pages, table of contents, headers, footers and 
bibliographies 

Quick Tables - quick setup and design options for tables 

Charts ς chart options ŦƻǊ ŀ ǾŀǊƛŜǘȅ ƻŦ ŎƘŀǊǘǎ όŀǊŜŀΣ ōŀǊΣ ōǳōōƭŜΣ ŎƻƭǳƳƴΣ ŀƴŘ ƳƻǊŜΧύ 

SmartArt Graphics ς organizational charts, flowcharts, diagrams and lists that may your document 
colorful and dynamic 

WordArt ς various designs for WordArt 

Publishing Layout (Word) 

Create professional materials including 
newsletters, flyers, brochures and more. 
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Preferences 

Preferences look has changed to look like System Preferences.  The only exception is in PowerPoint.  

PowerPoint retains the old look. 

 

 

Changing File Save Settings 

You can change file save settings in Word, Excel and PowerPoint by selecting the menu option between 

the apple and File.                                          In this example we are using MS Word. 

 

Click Word and select Preferences, if using 

Excel or PowerPoint you would select the 

respective menu options.   

Next select the Save button to take you to 

the save options. 

 

 

 

New Old 
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To change the save setting select Word 97-2004 Document (.doc) next to the Save Word files as: 

 

File Formats 

All Office 2008 programs (Word, Excel, PowerPoint and Access) can open files from previous versions of 

Office (i.e. 2004).  Files open in the old format will be saved under that format (example ς Word 2004 

documents will be saved as .doc file).  Files opened in the new format will be saved under that format 

(example ς Word 2008 will be save as a .docx file).  Office allows you to save file to a previous version 

(example ς a Word 2008 document .docx can be saved as a Word 2004 document .doc). 

When saving to an old format a Compatibility Checker will run.  The Compatibility Checker will alert you 

ǘƘŀǘ ȅƻǳǊ ŘƻŎǳƳŜƴǘ ƛƴŎƭǳŘŜǎ ŦŜŀǘǳǊŜǎ ǘƘŀǘ ŀǊŜƴΩǘ ŎƻƳǇŀǘƛōƭŜ ǿƛǘƘ ǘƘŜ ƻƭŘŜǊ ǾŜǊǎƛƻƴΦ 

Suggestion ς Save files using the old file system that is currently being used by Office 04. 

Word - .doc 

Excel - .xls 

PowerPoint - .ppt 


