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Windows 10 is being rolled out as a new operating system across Manchester Met. 

One of the bigger changes is that we now have the Office 2016 package instead of the 2013 version.  Office 

2016 introduces a number of quality of life changes that will make your working life slightly easier.  

The biggest change for Office 2016 is the new 

help system.  With the exception of OneNote, all 

of the office software now has a bar titled “tell 

me what you want to do”.    

Type what you’re trying to achieve into this 

search bar and Office will make suggestions and 

offer shortcuts to what it thinks is the best 

solution for your problem.  For example, type mail 

merge and the options for mail merging will 

appear.   

 

 

Office 2016 incorporates the share feature found in Office 

365.  This feature saves a copy of your work onto 

‘OneDrive for Business’, which then allows others to: 

 Access the file with no need for email attachments 

 Keep one master copy of the file and cut down on       

change control  

 Work on the file with your colleagues at the same time! 

 See you colleagues work/cursor/changes in real time 

 Access your files from anywhere (tablet/smartphone) 

via the OneDrive for Business app 

The Digital Business Skills team do a training session about 

OneDrive and collaboration.  Contact the team for more 

details. 

 

Figure 1: Tell me what you want to do 

Figure 2: the share button 
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The latest version of PowerPoint includes a Screen Recording feature 

that allows you to take quick captures of your PC screen.    

You can select the area you wish to capture, choose whether to 

include audio, and then hit record.  You capture will be dropped into 

your presentation as a video. 

This feature compliments a number of other capture options 

available at Manchester Met.  Have a look on the ISDS website or 

contact the Digital Business Skills team for more details about 

personal capture options 

 

 

 

 

The latest versions of Excel and PowerPoint 

have new chart types to help you visualise your 

data more effectively. 

Notable amongst these are the ‘treemap’ and 

the ‘sunburst’ – chart types that have 

previously only been available in PowerBI, the 

business analyst software. 

Contact the Digital Business Skills team for 

more information on Excel training workshops. 

 

 

 

 

 

Office 2016 is a lot more colourful than 2013.  

The ribbon colours now match the icon 

colours.   

However, there are also new accessibility 

options.  High-contrast and greyscale themes 

are available for those who have visual 

impairments.  

 

Figure 3: Screen Recording 

Figure 4: the new chart type options 

Figure 5: the new ribbons 
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Attachments are often files that we’ve just 

finished working on; with that in mind, when 

you attach a file to an email in the new 

version of Outlook, a drop down of recently 

used files will appear, saving valuable 

seconds. 

Contact the Digital Business Skills team for 

more information on Outlook training 

workshops. 

Figure 6: attaching a file to an email 


