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ou can always count on a few things in life—death and taxes. I daresay we can add another thing

to the list—software upgrades. As computer technology advances, so does the need for faster,

stronger, newer, and more improved software. As computer users, we're often divided on how we
feel regarding software upgrades. On one hand, we're excited to see what new bells and whistles the
software developers have added, anxious to see if they’ve improved the speed and performance, or eager
to see if they've added the feature we’ve long been waiting for. Yet on the other hand, we're frustrated
with upgrades, annoyed about having to reinstall a program, and miffed with having to learn our way
around a new program, especially if they’ve made radical changes to how it looks and how it works. Are
we being unreasonable with our dual feelings on upgrades? Not really. It’s perfectly normal.

Computers have always carried with them the promise to make our lives easier, and on many levels they
have. After we manage to make it past the hump of learning a new program or upgrade, they generally
do turn out to be very helpful in the tasks we perform at home and at work. Isn’t that what we really
want anyway—to get our work done? Oh, sure, sometimes that “work” may look much more like “play,”
but you get the point. Down deep, we know the energy we expend learning a new program is worth it
in the end, as long as we see results. We're still entitled to be a little frustrated with the process of learn-
ing to use upgraded software, but that’s where a book like this can help smooth out the process.

Often, we're thrown into the chore of learning how to use software without much guidance. Software
products don’t come with manuals anymore, and the built-in Help systems are notoriously skimpy on
real help. That's why you need a book like this—a tome that covers all the ins and outs, explains how to
perform all the tasks from A to Z, acts as a reference point when we're stuck on a tool or feature, and
basically makes sense of it all. You'll find plenty of information about how to use all the Microsoft Office
2008 for Mac programs in this book, and perhaps the process of learning to use the upgraded software
will be a little less frustrating and a little more productive.

What’s in This Book?

The book is divided into eight parts. Here’s what you can expect to find in each part:

B Part I: The first part of the book covers the fundamentals of installing the software and finding
out what improvements have been made since the last release. If you're new to the Office
suite, you find a chapter in this section to help you learn program basics, such as opening and
exiting programs, working with program windows, and using suite-wide features like menus
and toolbars. You can find a chapter on how to utilize the Help system if you ever need it.

B Part II: This section of the book covers how to use Microsoft Word 2008. Chapters in this
part show you how to navigate the program window, how to start creating documents, and
how to improve their appearance with formatting. You also learn how to add tables, utilize
citation and proofing tools, and share documents with others utilizing the tracking and
reviewing features. Learn how to use Word’s new Publishing Layout view to create profes-
sional-looking publications.
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W Part III: The third part of the book shows you how to use Excel 2008. You'll learn how to create
formulas, apply functions, build worksheets and workbooks, add charts and graphs, and make
your data look professional. Find out how to protect workbooks with passwords, work with
Excel’s database tools, and define print areas.

B Part IV: Learn all about Microsoft’s presentation program, PowerPoint, in this section of the
book. You gain important knowledge on how to create slide shows, add text and graphics, cus-
tomize transition effects, add sound or narration, and turn it all into a powerful presentation. You
also learn how to use the Presenter tools when giving a presentation.

W Part V: This section of the book covers how to use Entourage 2008, a personal information man-
ager for keeping track of daily tasks like schedules, contacts, e-mail, and projects. You learn how
to set up your e-mail account, send and receive e-mail, schedule appointments and events, build
an address book, organize to-do lists and notes, and manage projects.

B Part VI: If your edition of Office 2008 includes the Expression Media software, this section of the
book shows you how to use this valuable software to catalog and manage all the digital media files on
your computer. Learn how to import digital media, create catalogs, apply filters, and export media.

B Part VII: This section of the book covers graphics, Web content, and Microsoft Messenger. Learn
how to use clip art, photos, SmartArt, and other graphic elements throughout the Office pro-
grams. You also find out how to create Web content using the Office applications. Lastly, you
learn how to use Microsoft Messenger to chat online.

B Part VIII: This final section of the book shows you how to coordinate and customize the various
programs to suit the way you work. You learn how to use the Projects Gallery and Scrapbook fea-
tures and how to customize the individual programs. You also learn a little about using
AppleScripts to help speed up common tasks.

That's just the tip of the proverbial iceberg when it comes to coverage. By the end of the book, you should
be extremely acquainted with the Office 2008 suite of programs and know how to use them to get your
work—or play—done.

Who Should Read This Book?

This book is for anyone who uses the Microsoft Office 2008 for Mac programs and wants to learn them pro-
ficiently or just have a handy reference when needed. Whether you're new to Office or a long-time user,
this book can help you navigate the ins and outs of the upgraded software. It covers everything from basic
startup tasks to more complex features like creating mass mailings or making use of the Excel database and
analytical tools. You also find information to help you customize the Office suite to suit the way you work.

How to Use This Book

You do not necessarily need to read this book from one end to the other; rather you can jump into finding
out the information you want to know directly if you want. However, if you're new to Office, starting at the
beginning and working your way through will help you learn and build on important tools and features for
each program. The book is written progressively, which means each section builds on the basics of using a
program and then progresses into more complex features.

The book also will come in handy as a reference guide to keep around for refreshing your memory about
certain procedures or tasks, or as a tool for looking up new features you tackle.
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