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Section 1: Introduction to Microsoft Office

History, versions, and the Office ecosystem

What is Microsoft Office?

Microsoft Office is a suite of productivity software applications developed by Microsoft Corporation. First
introduced in 1990, it has grown to become the world's most widely used productivity suite with over 1.2 billion

users globally. The suite

integrates word processing, spreadsheets, presentations, email, database

management, and collaboration tools under a unified interface.
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Figure 1.1 — Microsoft Office Application Suite

Word, Excel, PowerPoint bundled

First 32-bit version, Windows 95 integration

Smart Tags, XML support, better collaboration
Ribbon Ul introduced, OOXML format (.docx/.xIsx)
64-bit support, improved graphics, cloud basics
Cloud-first design, touch support, SkyDrive integration
Real-time collaboration, Tell Me feature, Groups

Dark mode, better inking, improved functions
Co-authoring, XLOOKUP, Teams integration

Al-powered Copilot, continuous cloud updates

Table 1.1 — Microsoft Office Version History

Office Editions & Licensing

Microsoft Office is available in multiple editions to suit different users and organizations:

« Microsoft 365 Personal/Family: Subscription-based, always updated, cloud storage included

* Microsoft 365 Business: Business email, Teams, advanced security, admin controls

« Office 2021 (One-time): Perpetual license, no subscription, no cloud updates

» Office LTSC: Long-term support for enterprises with strict environments

Microsoft Office Suite | Complete Notes
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¢ Microsoft 365 Education: Free for students and educators, Teams EDU included

KEY FACT: Microsoft 365 Copilot (2024) brings Al-powered features to all Office apps,
enabling automatic document drafting, email summarization, and data analysis with natural language.

The Ribbon Interface
The Ribbon interface was introduced in Office 2007 and replaced traditional menu bars. It organizes commands

into tabs, groups, and buttons, making features more discoverable. Each application has a customized ribbon

tailored to its functions.

Documentl - Microsoft Word

File Home Insert Design Layout Reference Review View
Clipboard Font Paragraph Styles Editing

Figure 1.2 — Microsoft Word Ribbon Interface Anatomy

Quick Access Toolbar
Title Bar

Tabs

Groups
Buttons/Galleries
Dialog Launchers

Status Bar

Microsoft Office Suite | Complete Notes

Customizable buttons always visible
Shows document name & app controls
Top-level categories of commands
Related commands clustered together
Individual command icons

Opens full settings dialog

Document info at bottom

Table 1.2 — Ribbon Interface Components

Save, Undo, Redo
Document1 - Word
Home, Insert, Design
Font, Paragraph, Styles
Bold, Bullets, Colors
Font dialog box

Word count, language
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Section 2: Microsoft Word

The world's leading word processing application

Overview of Microsoft Word

Microsoft Word is a word processor that allows users to create, edit, format, and print documents. It supports a
rich set of formatting tools, templates, collaboration features, and export options. Word documents are saved in
.docx format (Office Open XML) and are compatible with LibreOffice, Google Docs, and other word processors.

Key Features of Microsoft Word
O Text Formatting: fonts, sizes, colors, bold/italic/underline, text effects

0 Paragraph Formatting: alignment, indentation, spacing, borders, shading

O Styles & Themes: predefined style sets for consistent document appearance
[0 Tables: create, format, and calculate within tables

O Images & Graphics: insert pictures, shapes, SmartArt, charts, icons

00 Headers & Footers: page numbers, date/time, document title

O Track Changes & Comments: collaboration and revision tools

O Mail Merge: create personalized letters, labels, and emails in bulk

O Table of Contents: auto-generated from heading styles

O Spelling & Grammar: real-time error detection and autocorrect

O Macros: automate repetitive tasks with VBA

O References: footnotes, endnotes, bibliography, citations

Document Views

Print Layout Shows document as it will print General editing

Draft View Shows text only, no margins/graphics Long documents, speed
Read Mode Optimized for reading, no editing Reviewing documents
Web Layout Shows document as webpage Web publishing

Outline View Shows heading hierarchy Organizing structure
Focus Mode Full-screen, distraction-free Concentrated writing

Table 2.1 — Microsoft Word Document Views

Text Formatting in Depth

Formatting in Word operates at three levels: character-level (individual characters), paragraph-level (entire
paragraphs), and document-level (entire document themes). Understanding these levels is key to producing
professional documents.

Character Formatting:

Microsoft Office Suite | Complete Notes
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Font Family Calibri, Times New Roman, Arial, etc.
Font Size Points (pt) — typical body text: 10-12pt
Bold / Italic / Underline Ctrl+B, Ctrl+l, Ctrl+U

Strikethrough Used for deleted text in edits
Subscript / Superscript Hm O, x?, footnote references
Character Spacing Kerning and tracking adjustments

Text Effects Shadow, reflection, glow, 3D effects
Highlight Color Mark text with colored background

Table 2.2 — Character Formatting Properties

Paragraph Formatting:
« Alignment: Left, Center, Right, Justified (Ctrl+L/E/R/J)

« Indentation: First line, hanging, left/right margins

« Line Spacing: Single (1.0), 1.5 lines, Double (2.0), Exact, Multiple
« Paragraph Spacing: Space Before and Space After (in pt)

* Borders & Shading: lines around paragraphs, background fill

« Tab Stops: Left, right, center, decimal, bar tabs

* Keep Together / Keep with Next: prevents awkward page breaks

« Widow/Orphan Control: minimum lines at top/bottom of page

Styles in Microsoft Word

Styles are named sets of formatting that can be applied to text with one click. Using styles ensures consistency
and enables features like automatic Table of Contents generation, document navigation, and accessibility. Word
includes built-in styles that can be customized.

Style Name Typical Use Default Formatting

Normal Body text Calibri 11pt, justified
Heading 1 Chapter titles Calibri Light 16pt, blue
Heading 2 Section headings Calibri Light 13pt, blue
Heading 3 Subsections Calibri Light 12pt, dark blue
Title Document title Calibri Light 28pt

Subtitle Document subtitle Calibri Light 14pt, gray
Quote Block quotations Italic, indented

List Paragraph Bullet/numbered lists Indented body

Table 2.3 — Common Word Styles

Word Shortcuts

Microsoft Office Suite | Complete Notes Page 6
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t Key Action

New document
Open document
Save document
Print document
U

Redo

copy

cur

paste

Select All

Fing

Find & Replace
Bol

Italic

Underline

Insert page break
Spelling & Grammar
Insert date field

Figure 2.1 — Microsoft Word Keyboard Shortcuts

Mail Merge

Mail Merge allows you to create multiple personalized documents from a single template combined with a data
source (Excel spreadsheet, Access database, or Outlook contacts). Common uses include form letters, address
labels, envelopes, and email campaigns.

Open MS Word

Choose Template

Create Content

Review & Edit

Figure 2.2 — Mail Merge Process Flow

STEP-BY-STEP

MAIL MERGE STEPS: 1) Open Word > Mailings tab 2) Select document type
3) Select recipients (Excel/CSV) 4) Insert merge fields 5) Preview 6) Finish & Merge

Microsoft Office Suite | Complete Notes Page 7
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Tables in Microsoft Word
Tables in Word organize data in rows and columns. They can be inserted, formatted, and sorted. You can

perform basic calculations using the Formula feature (=SUM(ABOVE), =AVERAGE(LEFT), etc.). Tables support
merge/split cells, borders/shading, and auto-fit options.

« Insert Table: Insert tab > Table > choose grid size or Insert Table dialog

e Convert Text to Table: Select delimited text > Insert > Table > Convert Text to Table

» Table Properties: Right-click table > Table Properties for size, alignment, wrapping

e Formula in Table: Layout tab > Formula (e.g., =SUM(ABOVE) totals a column)

« Table Styles: Design tab provides pre-styled table formatting themes

« Sort Table: Layout tab > Sort to sort by one or more columns alphabetically/numerically

Track Changes & Collaboration
Track Changes is an essential collaboration feature that records every edit made to a document. Insertions are

underlined, deletions show as strikethrough, and formatting changes are noted. Comments can be added
alongside the text. The document owner can accept or reject each change.

Track Changes Review > Track Changes (Ctrl+Shift+E) Record all edits
Accept/Reject Review > Accept or Reject Finalize changes
Comments Review > New Comment (Ctrl+Alt+M) Add notes/annotations
Compare Documents Review > Compare Merge two versions
Restrict Editing Review > Restrict Editing Protect document
Co-authoring Save to OneDrive/SharePoint Live collaboration

Table 2.4 — Collaboration Features in Word

Microsoft Office Suite | Complete Notes Page 8
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Section 3; Microsoft Excel

The world's most powerful spreadsheet application

Overview of Microsoft Excel

Microsoft Excel is a spreadsheet application that allows users to organize, analyze, and visualize data. It is
widely used in finance, accounting, data analysis, project management, and scientific research. Excel supports
over 400 built-in functions, pivot tables, charts, and VBA macros.

~ | N N N A

1 Product Q1 Q2 Q3 Q4 Total

. I T S N N N N
8 Bananas 800 950 870 920 3540

4 Cherries 300 280 320 310 1210

5) Dates 550 600 580 620 2350

6 Total 2850 3230 2870 3200 12150

7

Figure 3.1 — Excel Spreadsheet Interface with Sample Data

Excel Workbook Structure

Workbook The Excel file (.xIsx) — contains one or more sheets

Worksheet A single spreadsheet tab — up to 1,048,576 rows x 16,384 columns
Cell Intersection of a row and column — identified by address (e.g., Al)
Row Horizontal group of cells — numbered 1 to 1,048,576

Column Vertical group of cells — labeled A to XFD

Range A selected group of cells (e.g., A1:D10)

Name Box Shows the active cell address — can be used to navigate

Formula Bar Displays and edits the content of the active cell

Table 3.1 — Excel Workbook Components

Data Entry & Cell Types

Excel cells can hold different types of data, each with distinct formatting and behavior. Understanding data types
is fundamental to building accurate spreadsheets.

Number Integer or decimal values 42,3.14,-100 Right
Text (String) Alphanumeric characters Product Name Left
Date/Time Serial number formatted as date 15-Jun-2024 Right

Microsoft Office Suite | Complete Notes Page 9
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Boolean TRUE or FALSE logical values =Al1>B1 Center
Formula Calculated value starting with = =SUM(A1:A10) Right
Error Result of invalid formula #VALUE!, #DIV/0! Center

Table 3.2 — Excel Cell Data Types

Essential Excel Formulas & Functions
A formula always starts with = and can reference cells, use operators (+, -, *, /), and call functions. Functions are

built-in formulas that perform specific calculations.

Math & Statistics

=SUM(A1:A10) Sum of a range

=AVERAGE(B1:B20) Average of a range
=MIN(C1:C50) / =MAX(C1:C50) Minimum / Maximum value
=COUNT(A1:A10) Count numeric cells
=COUNTA(AL1:A10) Count non-empty cells
=ROUND(A1,2) Round to 2 decimal places
=ABS(Al) Absolute value

=SQRT(A1) Square root

Lookup & Reference

=VLOOKUP(value,range,col,FALSE)
=HLOOKUP(value,range,row,FALSE)
=XLOOKUP(lookup,array,return)
=INDEX(array,row,col)
=MATCH(value,array,0)

=OFFSET(ref,rows,cols)

Logical Functions

Vertical lookup

Horizontal lookup

Modern flexible lookup (Excel 365)
Return value at position

Find position of value

Return offset reference

=IF(condition,true,false)
=IFS(cond1,vall,cond2,val2)
=AND(A1>0, B1<10)

=OR(A1=1, Al=2)

Microsoft Office Suite | Complete Notes

Conditional value
Multiple conditions
All conditions must be true

Any condition can be true

Page 10



UNIVERSITY

MS OFFICE — Comprehensivd Academic Reference Guide
OSAM|

=NOT(condition) Reverse a logical value

=IFERROR(formula,value) Handle errors gracefully

Text Functions

=CONCATENATE(AL," ",B1) Join text (old method)
=Al&""&B1 Join text (modern method)
=TEXTJOIN(",",TRUE,AL:A5) Join with delimiter
=LEFT(A1,5) Extract left characters
=RIGHT(A1,3) Extract right characters
=MID(A1,3,5) Extract from middle
=LEN(A1) Count characters
=UPPER/LOWER/PROPER(A1) Change text case
=TRIM(A1) Remove extra spaces
=SUBSTITUTE(AL,"old","new") Replace text

Table 3.3 — Excel Function Reference

Charts & Data Visualization
Excel offers over 20 chart types for visualizing data. Charts are dynamic and update automatically when source

data changes. Choose the right chart type based on what story your data tells.

Sales Performance Chart
3500 3230 3200

2850 2870
2625
1750
875
Q1 Q2 Q3 Q4

Figure 3.2 — Sample Excel Bar Chart (Sales by Quarter)

Column / Bar Compare categories Sales by region, monthly revenue
Line Show trends over time Stock prices, temperature change
Pie / Doughnut Show proportion of whole Market share, budget allocation
Area VVolume over time Cumulative sales, traffic growth
Scatter (XY) Show correlation Height vs weight, cost vs quality

Microsoft Office Suite | Complete Notes Page 11
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Bubble
Histogram
Waterfall

Box & Whisker

Funnel

Microsoft Office Suite | Complete Notes

3-variable relationship Sales, profit, and market size
Frequency distribution Exam score distribution
Running totals Cash flow, profit/loss analysis
Statistical distribution Test scores, performance data
Process stages Sales pipeline, conversion rates

Table 3.4 — Excel Chart Types and Use Cases

Academic Reference Guide
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PivotTables

Academic Reference Guide

A PivotTable is one of Excel's most powerful features for summarizing, analyzing, and exploring data. It allows

you to reorganize and group data interactively without altering the original dataset.

1. Select your data range (include headers)

2. Go to Insert tab > PivotTable

3. Choose where to place the PivotTable (new or existing sheet)

4. Drag fields to Rows, Columns, Values, and Filters areas

5. Change value summarization (SUM, COUNT, AVERAGE, MAX, etc.)

6. Apply filters, slicers, and timelines for interactive analysis

7. Right-click > Refresh to update when source data changes

POWER BI

POWER FEATURES: Power Query (Get & Transform) allows importing and cleaning data from
any source. Power Pivot adds a data model with DAX formulas for advanced analysis.
Power Bl Desktop extends these capabilities for professional dashboards.

Conditional Formatting

Conditional Formatting automatically applies formatting (colors, icons, data bars) to cells based on their values

or formulas, making patterns and exceptions visually obvious.

Highlight Cell Rules
Top/Bottom Rules
Data Bars

Color Scales

Icon Sets

Formula-based

Excel Shortcuts

Microsoft Office Suite | Complete Notes

Values > 1000 - Red fill Flag overbudget items

Top 10 values — Green fill Identify best performers
Gradient bars in cells Visual comparison without chart
Red-Yellow-Green gradient Heatmap of performance
Traffic lights, arrows, stars Quick KPI status at a glance
=MOD(ROW(),2)=0 - gray Alternate row shading

Table 3.5 — Conditional Formatting Rules
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Ctrl+; Insert today's date

Ctrl+Shift+; Insert current time
Ctrl+D Fill Down
Ctrl+R Fill Right

Ctrl+ Toggle formula view

-
N

Edit active cell

P
N

:'.
I

Repeat last action / Toggle $ in references
Alt+= AutoSum selected range
Ctrl+Shift+L Toggle AutoFilter
Ctrl+T Create Table
Ctrl+Shift+$ Currency format
Ctrl+Shift+% Percent format
Alt+F1 Insert chart

Ctrl+Page Up/Down Move between sheets

Figure 3.3 — Microsoft Excel Keyboard Shortcuts
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Section 4: Microsoft PowerPoint

Professional presentation design and delivery

Overview of Microsoft PowerPoint

Microsoft PowerPoint is the industry-standard presentation software. It enables users to create visual
slideshows combining text, images, charts, animations, and multimedia. PowerPoint files are saved as .pptx and
can be presented on-screen, printed, or exported as PDF or video.

1 2 3 4 5

Figure 4.1 — PowerPoint Slide Deck Preview

PowerPoint Interface

Slide Panel Thumbnail view of all slides on the left

Slide Canvas The main editing area — what the audience sees
Notes Panel Speaker notes area below the slide

Ribbon Context-sensitive commands for formatting

View Options Normal, Outline, Slide Sorter, Reading, Presenter
Status Bar Slide number, language, zoom level

Table 4.1 — PowerPoint Interface Elements

Slide Layouts & Masters

Slide Layouts define the arrangement of placeholders on a slide. The Slide Master controls the default design of
all layouts. Editing the Slide Master ensures consistent branding across all slides. To access: View > Slide
Master.

« Title Slide — for opening slide with title and subtitle

« Title and Content — most common layout with title + body placeholder

* Two Content — side-by-side content areas

* Comparison — labeled columns for comparing two items

« Title Only — large title with free content area

 Blank — no placeholders, full creative freedom

« Content with Caption — image/chart with descriptive text

« Picture with Caption — photo-focused layout

Microsoft Office Suite | Complete Notes Page 15
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Animations & Transitions
Animations apply movement effects to individual objects on a slide. Transitions apply visual effects between

slides. Both should be used sparingly in professional presentations — clarity always beats complexity.

Category Effect Examples Timing Control

Entrance Appear, Fade, Fly In, Zoom On Click, With Previous, After Previous
Emphasis Pulse, Spin, Color Change, Grow Duration, Delay settings

Exit Disappear, Fly Out, Shrink Trigger: bookmark, click

Motion Path Custom path, Arc, Line Direction, smooth start/end

Transitions Morph, Fade, Push, Reveal Duration, sound, advance slide

Table 4.2 — Animations and Transitions in PowerPoint

PRO TIP

MORPH TRANSITION: PowerPoint's Morph transition (Office 365+) creates seamless animations
between slides automatically. Name objects with !! prefix on both slides to control morphing.
Great for zooming into details or smoothly repositioning elements.

SmartArt & Graphics

SmartArt provides pre-designed graphic layouts for lists, processes, hierarchies, cycles, relationships, matrices,
and pyramids. Each layout is data-driven and fully editable. Access via Insert > SmartArt.

List Bullet-point style visual lists Feature lists, requirements
Process Sequential steps with arrows Workflows, procedures

Cycle Continuous repeating process Product lifecycle, PDCA
Hierarchy Org charts, tree diagrams Company structure, taxonomy
Relationship Overlapping, connected shapes Venn diagrams, cause/effect
Matrix Four-quadrant grid SWOT analysis, priority matrix
Pyramid Stacked layers showing proportion Maslow's hierarchy, priorities

Table 4.3 — SmartArt Layout Categories

Presenter View & Delivery
Presenter View (accessed during slideshow with a dual-monitor setup) shows the speaker notes, next slide

preview, timer, and navigation controls — while the audience only sees the slides. Use Slide Show > Presenter
View or press Alt+F5.

Microsoft Office Suite | Complete Notes Page 16
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Shift+F5

Ctrl+P
Ctrl+E
Ctrl+M
N/ Space
P/ Backspace
Ctrl+D
Ctrl+Shift+G

Alt+Shift+Left
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Start slideshow from beginning
Start from current slide
End slideshow

Black screen

White screen

Pen tool during slideshow
Eraser tool

Hide/show ink annotations
Next slide

Previous slide

Duplicate slide

Group objects

Promote outline

Figure 4.2 — PowerPoint Keyboard Shortcuts
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Section 5: Microsoft Outlook

Email, calendar, contacts, and tasks management

Overview of Microsoft Outlook

Microsoft Outlook is a personal information manager that primarily serves as an email client but also includes
calendar, task, contact, and note management features. It is tightly integrated with Microsoft Exchange Server
and Microsoft 365 for business email environments.

Outlook Interface Components

Switch between Mail, Calendar, People,

Navigation Pane Left sidebar with module icons Tasks

Folder Pane Email folder tree Inbox, Sent, Drafts, custom folders
Message List Emails in selected folder Sort, filter, categorize messages
Reading Pane Preview email content Read without opening separately
Ribbon Context-sensitive commands Compose, format, schedule, flag
Status Bar Connection and sync status Online/offline indicator

Table 5.1 — Outlook Interface Layout

Email Management Features
O Rules & Alerts: Automatically move, flag, forward, or delete emails based on conditions

O Quick Steps: One-click multi-action automation (e.g., reply and archive)

O Sweep: Automatically delete or move emails from a specific sender

0 Focused Inbox: Al separates important emails from newsletters/notifications

0 Categories: Color-coded tags for organizing emails by project or priority

O Flags & Reminders: Mark emails for follow-up with due dates

0 Delayed Send: Schedule emails to be sent at a specific time

0 Recall Message: Attempt to retrieve sent email (works within same Exchange server)
O Out of Office Reply: Automatic reply when you're away

O Clutter/Junk Filter; Machine learning-based spam management

Outlook Calendar
The Outlook Calendar is used for scheduling appointments, meetings, and events. It integrates with Teams for

virtual meetings, Exchange for room booking, and SharePoint for shared team calendars.

Appointments Personal events visible only to you

Meetings Events with invitees — sends meeting requests

Microsoft Office Suite | Complete Notes Page 18
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Recurring Events Daily, weekly, monthly, yearly patterns
Calendar Sharing Share view with colleagues (availability, details)
Room Finder Book meeting rooms when scheduling

Teams Meeting One-click virtual meeting integration

Calendar Overlay View multiple calendars simultaneously

Time Zone Support Schedule across global time zones

Table 5.2 — Outlook Calendar Features

Outlook Shortcuts

Shortcut Key Action

Ctrl+N New email / item
Ctrl+R Reply
Ctrl+Shift+R Reply All

Ctrl+F Forward email

Ctrl+Enter Send email
Delete Delete selected
Ctrl+1 Switch to Mail
Ctrl+2 Switch to Calendar
Ctrl+3 Switch to Contacts

Ctrl+4 Switch to Tasks

.
©

Send/Receive all
Ctrl+Shift+A New appointment
Ctrl+Shift+Q New meeting request

Ctrl+Shift+K New task

Figure 5.1 — Microsoft Outlook Keyboard Shortcuts
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Section 6: Microsoft Access

Desktop relational database management system

Overview of Microsoft Access

Microsoft Access is a database management system (DBMS) that combines a graphical user interface with
software-development tools. It allows users to create and manage relational databases, build forms and reports,
and run queries to extract and analyze data. Access uses .accdb file format.

Core Access Objects

Tables Store raw data in rows and columns Design view or wizard
Queries ] Extract, filter, and calculate data QBE grid or SQL
Forms [ ] User-friendly data entry interface Form wizard or design
Reports [ ] Formatted printable summaries Report wizard or design
Macros [ ] Automate actions (no code needed) Macro designer
Modules | VBA code for advanced automation Visual Basic Editor

Table 6.1 — Microsoft Access Database Objects

Database Design Principles
Good database design follows normalization principles to eliminate data redundancy and ensure data integrity.

There are three primary normal forms:
1INF — First Normal Form: Each column holds atomic (indivisible) values; no repeating groups
2NF — Second Normal Form: All non-key attributes fully depend on the primary key

3NF — Third Normal Form: No transitive dependencies — non-key fields depend only on the key

SQL Queries in Access
Access supports SQL (Structured Query Language) through its Query Design view. The four main SQL

statement types used in Access are:

SQL Statement Example Syntax

Retrieve records from

SELECT tables SELECT * FROM Customers WHERE City="London’
INSERT INTO Add new records INSERT INTO Orders VALUES (1,'Apples',500)
UPDATE Modify existing records UPDATE Products SET Price=9.99 WHERE ID=5
DELETE Remove records DELETE FROM Old_Data WHERE Year < 2020

Table 6.2 — SQL Query Types in Microsoft Access

Table Relationships

Microsoft Office Suite | Complete Notes Page 20
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Relationships link tables together based on matching key fields. Access enforces referential integrity to prevent
orphaned records.

Each record in Table A matches exactly one

One-to-One (1:1
(&:1) record in Table B

Employee and EmployeeDetails tables

One record in Table A can match many records
in Table B

One-to-Many (1:) Customer and Orders tables

Multiple records in each table can relate —
Many-to-Many (co:c0) ) ) Students and Courses tables
needs junction table

Table 6.3 — Database Relationship Types

Microsoft Office Suite | Complete Notes Page 21
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Section 7: Microsoft OneNote

Digital notebook for capturing and organizing notes

Overview of Microsoft OneNote

Microsoft OneNote is a digital notebook application that allows free-form note-taking, drawing, audio recording,
web clipping, and collaboration. Unlike Word, content can be placed anywhere on the page. Notes sync across
devices via OneDrive.

OneNote Structure

Notebook Physical binder Top-level container for a subject or project
Section Tab divider Groups of related pages within a notebook
Section Group Folder of tabs Organizes multiple sections together

Page Notebook page Individual note page with unlimited canvas
Subpage Indented page Subsection beneath a parent page

Table 7.1 — OneNote Organizational Structure

Key OneNote Features
m Free-form layout: Place text, images, and drawings anywhere on the canvas

m Ink & Drawing: Write or draw with a stylus/mouse, convert handwriting to text

m Audio & Video Recording: Record meetings or lectures directly in a note

Web Clipper: Browser extension clips web pages, articles, or screenshots

Tags: Mark notes with To-Do, Important, Question, Highlight tags

Search: Full-text search including handwritten notes and image text (OCR)

Templates: Apply layouts for meeting notes, project planning, weekly planners

Math: Insert and solve equations using Math Assistant (Office 365)
m Shared Notebooks: Real-time collaboration with team members

m Integration: Embed Excel tables, PowerPoint slides, and Outlook tasks

Microsoft Office Suite | Complete Notes Page 22
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Ctrl+N New page

Ctrl+Shift+N New subpage
Ctrl+T New section
Ctrl+G Open notebook list
Ctrl+F Search all notebooks
Ctrl+1 Toggle To-Do tag
Ctrl+2 Toggle Important tag
Ctrl+3 Toggle Question tag
Alt+Shift+D Insert date
Alt+Shift+T Insert time

Ctrl+= Toggle subscript

Ctrl+Shift+= Toggle superscript

Figure 7.1 — OneNote Keyboard Shortcuts
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Overview of Microsoft Teams

Microsoft Teams is a collaboration hub that integrates chat, video conferencing, file sharing, and app integration.
It replaced Skype for Business as Microsoft's enterprise communication platform and is deeply integrated with
Microsoft 365 applications.

Teams Structure

Organization The company tenant

Team Group of people working together
Channel Topic-specific conversation space
Chat Private 1:1 or group messaging
Meeting Video/audio call with options
Apps/Tabs Integrated tools in channel

Contoso Inc.

Marketing Department
#general, #campaigns, #social
Direct messages

Scheduled or ad-hoc calls

Planner, SharePoint, Forms

Table 8.1 — Microsoft Teams Structure

Meeting Features

Background Effects: Blur, virtual backgrounds, custom images
Breakout Rooms: Split large meeting into smaller focused groups
Live Captions & Transcription: Al-generated real-time captions
Whiteboard: Collaborative drawing canvas during meetings

Polls & Quizzes: Interactive audience engagement tools
Recording: Record meetings to Stream for later viewing
Presenter Mode: Share content professionally with layout options
Raise Hand: Non-disruptive way to request to speak

Together Mode: Place participants in a virtual shared background

Copilot in Teams: Al meeting notes, summaries, and action items

Microsoft Office Suite | Complete Notes
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Ctrl+Shift+M Mute/Unmute microphone
Turn carmera onlof
Ctrl+Shift+Space Background blur
Show keyboard shortcuts
New chat
Search
Focus search box
Acceptincoming cal
Ctrl+Shift+D Decline call
Ctrl+Shift+P Start/stop screen sharing

Figure 8.1 — Microsoft Teams Keyboard Shortcuts
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Universal Office Shortcuts

These shortcuts work across all Microsoft Office applications and are fundamental to efficient use of the entire

suite:

Action

Shortcut Key

New file

Ctrl+N

Ctrl+O

Ctrl+S

Ctrl+Shift+S

Ctrl+W

Ctrl+Z

Ctrl+Y

Ctrl+C

Ctrl+X

Ctrl+V

Ctrl+Shift+V

Ctrl+A

Ctrl+F

Ctrl+H

Ctrl+P

Ctrl+K

n
iy

-
iy
N

Alt+F4

Ctrl+F4

Open file

Save

Save As

Close file

Undo

Redo

Copy

Cut

Paste

Paste Special

Select All

Find

Replace

Print

Insert Hyperlink

Open Help

Save As

Close application

Close document/tab

Figure 9.1 — Universal Microsoft Office Shortcuts

Mindmap: Microsoft Office Ecosystem
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Figure 9.2 — Microsoft Office Application Mindmap

File Format Quick Reference

Application Default Format Also Supports

Word Office Open XML docx .doc, .odt, .pdf, .rtf, .txt, .html
Excel Office Open XML Spreadsheet xlsx Xls, .csv, .ods, .pdf, .xml
PowerPoint Office Open XML Presentation pptx .ppt, .odp, .pdf, .mp4, .png
Outlook Outlook Message msg .eml, .ics, .vcf, .pst

Access Access Database accdb .mdb, .accde, .csv, .xIsx
OneNote OneNote Package one .onepkg, .pdf, .docx, .html

Table 9.1 — Office Application File Formats
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Word Best Practices

O Always use Styles: Never manually bold/size headings — use Heading 1, 2, 3 styles for consistency and
auto-TOC

O Track Changes for Reviews: Enable Track Changes before reviewing others' documents to preserve audit trail
O Use Templates: Build document templates (.dotx) for recurring formats — saves time and ensures branding

O Avoid hard returns: Use paragraph spacing instead of pressing Enter multiple times between sections

O Use Section Breaks: Use Next Page breaks for different headers/footers per chapter or section

O Autocorrect & Autocomplete: Customize AutoCorrect to expand abbreviations — type 'addr' to insert full
address

00 Format Painter: Double-click Format Painter (Ctrl+Shift+C) to apply formatting to multiple selections

O Find & Replace with Formatting: Use Ctrl+H > More > Format to find/replace specific formatting styles

Excel Best Practices

00 Use named ranges: Name key ranges (Insert > Name > Define) — =SUM(Sales) is clearer than
=SUM(B2:B50)

0 Lock reference cells: Use $ to fix rows/columns — =B2*$C$1 keeps C1 fixed when copying formulas

O Format as Table: Ctrl+T converts data to a Table — structured references, auto-expand, slicers

0 Validate data entry: Data > Validation restricts input types — prevents errors before they occur

O Separate data from presentation: Keep raw data on one sheet, analysis on another, charts on a third

0 Use IFERROR: Wrap formulas in IFERROR() to display friendly messages instead of error codes

O Comment & document formulas: Add cell notes (Shift+F2) explaining complex formulas for future users

O Protect sheets: Review > Protect Sheet prevents accidental changes to formulas and key cells

PowerPoint Best Practices

0O 6x6 Rule: Maximum 6 bullet points per slide, 6 words per bullet — keep slides visual not textual

O Consistent fonts: Use maximum 2 font families — one for headings, one for body text

O High contrast: Ensure text-to-background contrast ratio of at least 4.5:1 for accessibility

O Use Slide Master: Define all design elements in Slide Master — never format individual slides manually
00 Meaningful animations: Only use animations that enhance understanding — not decorative distractions
0 Embed fonts: File > Options > Save > Embed fonts ensures correct display on other computers

0 Compress images: Picture Tools > Compress Pictures reduces file size without visual quality loss

O Rehearse timings: Use Slide Show > Rehearse Timings to practice and auto-advance slides

PRODUCTIVITY TIP: The Microsoft Office 'Tell Me' feature (Alt+Q) lets you type what you
want to do in plain English and instantly find the right command — no menu hunting needed!
Works in Word, Excel, PowerPoint, Outlook, and Access.
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Security & Cloud Best Practices
m Enable Auto-Save: Always save to OneDrive/SharePoint to prevent data loss

m Use Version History: OneDrive keeps 30-day version history — restore any previous version

m Apply Document Passwords: File > Info > Protect Document > Encrypt with Password

Manage Sharing Permissions: Use Share > Manage Access to control who can edit vs view

Enable Two-Factor Authentication: Protect your Microsoft 365 account with MFA

Regular Backups: Use OneDrive backup to automatically sync Desktop, Documents, Pictures

Information Rights Management (IRM): Prevent forwarding or printing sensitive documents

m Sensitivity Labels: Apply classification labels (Public, Internal, Confidential) via admin policy

Audit Logs: Admins can track who accessed or changed documents in Microsoft 365 compliance center

Microsoft Copilot Al Features (2024+)

Microsoft 365 Copilot integrates Al across all Office apps, powered by large language models combined with
your Microsoft Graph data (emails, documents, meetings, chats).

Word Draft documents, rewrite/summarize content, adjust tone

Excel Generate formulas, analyze data, create charts from descriptions
PowerPoint Create presentations from Word docs, add slides, summarize
Outlook Summarize email threads, draft replies, schedule meetings
Teams Meeting summaries, action items, follow-up tasks

OneNote Organize notes, create to-do lists, summarize pages

Table 10.1 — Microsoft 365 Copilot Al Capabilities

Summary

Microsoft Office “is a comprehensive productivity ecosystem that spans word processing, data analysis,
presentations, communication, database management, note-taking, and collaboration. Mastering these
applications requires understanding both their individual capabiliies and how they work together as an
integrated suite. The key to proficiency is consistent practice, learning keyboard shortcuts, leveraging templates
and styles, and staying current with Al-powered features introduced through Microsoft 365 Copilot.

Office Suite Integration Overview

Word Excel Embed live tables, linked charts

Word PowerPoint Export to slides, paste content

Excel PowerPoint Paste charts as linked objects

Outlook Teams Schedule Teams meetings from calendar
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Outlook Word Mail Merge uses Word as editor
OneNote Outlook Send emails to OneNote, task sync
Teams All Apps Open/edit all Office files within Teams
SharePoint All Apps Central document storage for all apps

Table 10.2 — Microsoft Office Integration Matrix
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