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	Have you ever imagined a computer without Word, Excel, or PowerPoint? If you were born after 1990, probably not since that is when the suite was launched by Microsoft to be used with Windows. Since its release, the programs have been installed with floppy disks, CD-ROM, and finally, downloading from the internet with a serial number. The programs have evolved since then, going through several upgrades and changes until what we use today.

	While Microsoft started with the aforementioned three main programs, it soon started adding more software options for different areas of activity. It has migrated from a hardware-based program to the cloud, where there is an online integration between each one of them. This is one of the most important features of what is known as the Microsoft Suite—the communication between each of the tools that enables a cross-use of each of their functions. You can, for example, apply an Excel worksheet to a Word document to illustrate a calculation or to a PowerPoint presentation that you are creating.

	Because of all the features and advantages that these programs provide, they have been the base for other programs that are used today, such as Google Documents. If you look closely at the buttons available in each of these similar programs, you will notice that they are almost the same. The reason for this is that the Office Suite became the standard and the only software available for some time and, thus, established the parameters for what was to come. As the toolbar on top of the page is known today, the ribbon became the standard for using these programs.

	However, while you are not here to learn the history of Microsoft Office, its importance must be highlighted since almost every job done today requires the knowledge of how to use these programs. And while many people manage to easily work around intuitively with these basic functions, many remain undiscovered unless there is further dedication to exploring each one of them. But you do not need to worry—this book will teach you everything there is to know to become a pro user with these tools.

	Did you know, for example, that Excel has more than 1,000 calculation functions among other features, or that Word is more than just a document writing program that can offer more possibilities to the user? Not to mention the possibility of having dynamic presentations in PowerPoint or creating easy-to-use programs in Access. The Microsoft Suite presents a world of possibilities to the user and, with its incremented features, still dominates the market when compared to others—it is still the most used package for business and personal use.

	Shortcut Features

	One of the main advantages that led to the success of Microsoft Office was implementing the shortcut features. Before they were implemented, when it was created, users had to place code to format their documents on a program called WordPerfect. There was also the fact that many people who used computers did not own a mouse—they were a piece of hardware that was costly and available to few. Because of this, the presentation of the shortcut feature was a big hit when the product was launched: It provided users with an alternative to the mouse and created an automated process that attracted many.

	Did you know that you can use more than 100 keyboard shortcuts with these programs? If you are using Microsoft Windows on a PC, it can be accessed by pressing the Ctrl button on the keyboard and the other additional keys according to the function that you want to perform. If you own a MacOS, the access to the shortcut is a little different—it is used by pressing the Cmd or Command button plus the key related to that function. In both cases, the additional keys can be a number, a letter, or even an additional key such as Shift.

	If you were not aware of this, or do not know how it works, do not worry. As you read through each section, you will find a list with some of the most common shortcuts for that specific program. Apart from that, you will learn the features that make each program special—from basic to advanced, everything is here. Now, are you ready to start your learning process and become a professional in managing these programs?
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Chapter 1: Microsoft Word

	If you want to create a document, prepare a report, or even prepare labels to be printed, Microsoft Word is the software Suite that you should use. It is a common tool used by students for doing a thesis, for example, and to generate and edit text-oriented files. However, this does not mean that it can only do this. This tool offers those who use it a plethora of possibilities that can range from business reasons, such as creating CVs and restaurant brochures, to personal motifs like invitations, appointment books, and party flyers.

	If you were unaware that Word could do all of this, do not worry. This first chapter teaches you how to make the best of it. We will start with the basics and move on to more advanced features. Read on to learn some more!

	Starting With the Basics

	When you click to open the program, the first thing you will see is a window asking what you want to do. The options include opening a new blank document (if you do not want any formatting) and other templates that it will suggest. It will also allow you to have access to the most recent documents opened and refer to those that are pinned. So here is the first important thing you should know: If this is a document that you will access constantly, it is interesting to click on the pin that appears next to the last modification date of the document so that it will always show on this list. The main reason for this is that, as you open more and more documents, only the most recent ones will be shown on the initial screen; therefore, it might be useful to have a link to the ones you use the most.

	[image: Graphical user interface, application  Description automatically generated]

	To the left, on the blue vertical bar, the following options will be available: Home, which is the page on which you are now, New, to open a new blank document, and Open, which will allow you to search your computer for compatible files to open. At the bottom of this bar, you will have three other links: Account, Feedback, and Options. By clicking on the first link, you can view your account settings and see if any updates need to be done. It also has minor configuration options, such as changing the background and theme options.
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	Next, you have the feedback link, which is rather simple. It allows you to ‘like,’ ‘dislike,’ or suggest something to improve the program. Finally, the options button will enable you to customize your preferences for when you use Word. Here, you can add your name, determine if and how you want proofing to be performed in the documents you open, choose your language preferences, and choose the extension you want your files to be saved to by default. Another advantage is that it will allow you to personalize the ribbon, which is the name for the toolbar at the top of the window, but we will talk more about it in a bit.
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	For this first example, we will select the option of starting a ‘new’ document. Once you do, a blank page with a toolbar on top will appear. This is how the process of creating a new file will start. To start, let’s take a look at what is referred to as the ribbon and everything that can be done using this tool.

	 

	The Ribbon

	You will now have a quick overview of what is in each part of the Word ribbon. This will be an introduction as each of them will be further addressed in the next sections of this chapter. It is also important to mention that most of these functions that you will see along the chapter have shortcuts, and how to use them will be available to you at the end of the chapter for easier reference.

	Once you open the new document, you will notice a bar on top that will give you several options. If this does not appear, pass your cursor on the top of the page (in the blue menu), and it should drop down. Word allows you to fix this so that it is always visible. To do this, all you need to do is click on the pin located on the far right corner of the ribbon. If you wish the contrary and want to hide it, you can click on the arrow located in the same place.
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	The first option you will be able to select refers to the file. The page that will open is similar to the home page, although it offers more options. It will allow the possibility of starting, opening, saving, exporting, or printing a document. Since these are options that we have already looked at in the previous section, we will move on and continue to the next features.
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	The next option is the home part of the ribbon. This will allow you to format the document as you wish. It is usually divided into five sections: clipboard, font, paragraph, styles, and editing. In the clipboard area, you can paste something to the file, cut, copy, or use format painter. The last one is a tool that will allow the user to format any part of the text and make it similar in formatting to another. 
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	In the font section, you can format your font while writing. This section allows you to select the font that you want to use. You can also change the font to make it bold, italic, underlined, or highlighted, and you can change the color and size. The paragraph feature will allow you to set numbered or bullet point lists, adjust the indentation of the text, sort it in alphabetical order in the case of lists, determine the spacing between the lines, and even configure table design. The following section is the style section that will allow you to standardize your text’s titles and subtitles and will also prove to be a valuable resource when creating tables of contents. Finally, in the last part, the editing area, the user will be able to find words or phrases, replace content, or select certain words in the text.

	The next item on the tab is insert  . As the name might suggest, this will allow you to add certain things to your documents. This includes a header and footer, images, and shapes. It is divided into ten sections: pages, tables, illustrations, add-ins, media, links, comments, header and footer, text, and symbols. The user will find the means to add a video to their document or edit links. It also allows equations to be written and edited without needing to do them by hand. This feature is interesting for those looking to add value to their document and bring in elements that are not native to the software.
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	In the design feature, Word will allow you to create a file that has a specific design based on its set standards. Here, you can format the document faster without needing to do it by hand. There is also an added feature of adding color to the page background or to its borders. Finally, this tab also presents something useful for those who want to issue controlled documents: the watermark feature. The user here can determine what they want to be written in the watermark and what format they want it to have, adding value for drafts, for example.
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	The layout item on the menu refers to all the configurations you want to set for your document page. You will be able to determine if you want it to be in a landscape or portrait layout, if you want to divide your text into columns, and allows more detail to the paragraph section that we first saw in the home button, allowing the user to determine the specific length they want on the indentation or what is the space that will be given between the lines. If you add an image to the text, it is also here that you will determine where it should be aligned and if it should be in front or in the background of the text in the arranged area. 
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	If your idea is to write a book, for example, or a thesis, the references section will certainly facilitate your job. This section is divided into a table of contents, footnotes, research, citations and bibliography, captions, index, and table of authorities. As you will see later in this chapter, creating a table of contents will be easier if you use the title feature that was presented to you in the home area. Another interesting addition is that it will format your citations and bibliography within 12 different styles, including APA and Harvard. It will also allow you to add indexes, create a table of authorities regarding the subject, or insert captions within the document.
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	Now, if you are going to use Word as a business tool, then the next feature, mailing, can be especially interesting. This is because it will give you the necessary help to create mailing lists and labels to make your process easier. This part of the ribbon is divided into create, start mail merge, write and insert fields, preview results, and finish. Could you imagine that you could write labels with the addresses of all your friends to whom you wish to send a Christmas card? With Word, this will be made much easier and faster, leaving you just to print and paste them!
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	Suppose you have finished the document—the next item in the toolbar will help you edit and review it. Tools available in this part are divided into proofing, accessibility, language, comments, tracking, changes, compare, protect, ink, and the possibility of integrating the content with OneNote. By using what is available in this tab, you will be able to, for example, proofread a document and make tracked changes so that the author sees where you modify it, add comments without disrupting the text, or even translate it into your preferred language. Another interesting feature you will find here is the possibility of comparing one document to another. This means, for example, that if the person who read and edited the file you sent them hasn’t tracked their changes, you will be able to see them by comparing the original and the received document.
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	Finally, the view option is the last item on the tab before the help feature. This will allow you to determine how you want to visualize the document on your computer. For this, it is divided into seven sections: views, page movement, show, zoom, window, macros, and the possibility of integration with SharePoint. Here, the user can also determine if they want to see the ruler on the top and on the side of the page, how much zoom they want to apply to the document, and even split the view into two windows so they can look at two parts of the same file simultaneously. 
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	Although these are the functional items of the ribbon, there is one final item we could mention that is self-explanatory: the help button. It gives the user the option to call for support, provide feedback, and ask questions about their doubts about using the program or how to perform certain actions. There is also a small training feature that can be accessed in case you have any doubts about how to use certain features. This is the last item on the top toolbar. However, you might have noticed that when you open the document, there is a thin gray line at the bottom with some information. Let’s take a look at what it means.
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	Status Bar

	This bottom part is called the status bar, giving you access to some of the most relevant information in your document. The first item that you can see will be the number of pages. You will be informed not only of the total number of pages that your file has but also of what page you are in, in the format page x out of x. This allows the user to quickly reference the size of their document.
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	The next bit of information that appears is also rather useful, especially for those who are writing within a limit: the total number of words in the document. At first, you may think that this is a simple feature that tells you how much you have written. However, it will give you added value to determine how many words are within a section out of the total document. If you select with your cursor a whole part of the text, for example, this information will change from the total number of words to x of x words, meaning that it will tell you how many words the highlighted part has regarding the total file.

	After this comes the image of a small book with either a checkmark or an ‘x’. This is the indication of the proofreader. If it has a checkmark, it means that there are no mistakes to be corrected in the document. If it has an x, as you might imagine, it means that corrections are necessary. You can view the corrections needed by clicking twice on this book at the bottom of the page. However, this is connected to the next thing you will be able to see, which is the program's language to correct your document. This will appear with the language and the country it refers to in between parentheses since the grammar and spelling of some words might change according to the country, even if they speak the same language. To change this, all you need to do is click on it twice, and a window will open for you to select the preferred idiom.

	Starting Off

	Now that you know what each tool is for, let’s start a new document. If you are already on Word and want to start a fresh new file, all you need to do is click on the File button and select New Document. This is the same button that you would use to save the document or Save As, which would be used when you want to save it with another extension such as .pdf or with another name. 

	However, if your option is to open a document that has already been saved, you can also go to the file tab, where you will see a list of the recent documents that have been opened and the ones that are pinned. You can select a document from this list or click on the button Open on the left-hand toolbar to search your computer for the document you want.

	As you will see when you both open the file tab or the software, the top of the page will provide you with the option of using a template. These are pre-defined standards that Word will give you to facilitate creating useful documents. If your idea is to start one that fits into the list, then it might be handy to use the models and make minimum changes to them once the file is open.
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	Using a Template

	Word will naturally identify the documents that you use the most and suggest them to you when you go to the home page. However, if what you want to do is not on the list, you can always click on the far-right link that says More templates. Here, the software will give you a list of all the template models it has according to the category. They range from a simple resume and cover letter format to party invitation flyers and certificate models. You can always use the search bar on top to look for online templates if you want them not shown. Even if the option you search for is there, such as a business card model, you can always search for more options—the software’s online database has several options that it will bring you, depending on your desire.
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	Formatting the Text

	When you write a document, there are several ways that you can present it from the color of the font that you will use to the alignment of the text. This may make a huge difference in the presentation of a resume, for example; therefore, it is important to make all the necessary adjustments before giving it to someone else. In this chapter section, you will learn how to format the text to have the best results when defining your document.

	Working With Words

	Suppose you have started a new document. Here, you might want to define the type of font, the size, and the color you want to use. All this can be done under the Home tab in the font section. Here, you can go about it in two ways: You can type the text, select each section you want to change, click on the buttons, or set up the formatting from the start. As you will notice, next to the word font, there is a little box with an arrow—by clicking on it, you will have access to more font tools for your document.
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	The advantage of clicking on this button and using the feature is that you will have an anticipated visualization of what will happen to your text according to your selection. Here, the user can visualize the font in the selected text and set the style—if it is bold, italic, or underlined—the font size, color, and special effects, such as superscript, all caps, or strikethrough. Most of these features are also available in the ribbon; therefore, either option could be used.

	However, the advanced text features that are not on the ribbon are presented in a tab next to the Font when you open the dialogue box. This section also allows the user to determine what each of the changes will look like when applied to the text, similar to what happens in the font tab. However, here you will be able to determine the spacing between characters, their position, and the style that you want to apply to the selected portion of the file.

	If you opt not to use the dialogue box, Word makes the letter choice easier by showing in the drop-down menu what each of these fonts looks like. The same fonts are available in both places, but access through the ribbon is faster and easier to use. You will also have the font size in a drop-down menu from which you can select a size or type the number straight away to see how much the text will increase. Other options regarding font size include clicking on the ‘A’ with an arrow pointing up to increase the font size or on the ‘A’ with the arrow pointing down to decrease the font size. 

	The button that presents an uppercase and a lowercase ‘A’ will determine the capitalization of your sentence. For example, suppose that you have written something in a normal sentence case, but now you want to make it evident by making it all uppercase. You do not need to delete it to change. All you need to do is select the part of the text you want to change, click on this button, and select UPPERCASE to make them all capital. 
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	The user will also easily access the highlighting function (the ‘ABC’ with a yellow bar), the font color (the ‘A’ with a red bar), superscript, under script, and strikethrough. However, you must have noticed that there was one button that wasn’t mentioned. This is the ‘A’ with a small pink square next to it—this is one of the best tools to use! It is the erase formatting button. Suppose you have formatted a text and do not like how it looks or want to change it. You can select the text you want to modify and then click on this button to clear the formatting, and you can start over. This proves an easier and faster way to undo what you have done than pressing the button.

	Pro tip: You will notice in the home tab of the ribbon that there is a paintbrush. This paintbrush is used to format sections of the document in a similar format to the selected one. To use it, you first select the text from which you want the style to be copied. Next, you click on the paintbrush and go to the section of the text that you want to be formatted. Select the text, and once you are done, you will see that it has been formatted the same way. This will avoid you from having to manually format all the sections of the document. However, once you are done with the selection, the paintbrush will automatically be deactivated. If you want more than one section to be formatted this way, click twice on the paintbrush, and it will only deactivate once you click on it again.

	Styling the Paragraph

	Now that you have already formatted the words according to your desire comes the part where you will format the paragraph. Word generally sets a left alignment to the text as a default, but this can be changed. Similar to the font function, the paragraph function has a box with an arrow next to it that opens a dialogue box with more options to select. While the buttons in the ribbon are more intuitive, you can use the dialogue box to access other tools. Similar to the font function, this box will let you visualize at the bottom what will happen to the selected text, depending on your chosen option.
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	Pro tip: To control the spacing and visualize how many spaces you have used to separate each paragraph, use the paragraph symbol button on the top right-hand corner of the paragraph section. This is only for visualization and will not be printed in your document or visible if you save it as a PDF. This is just for visualization purposes while you use the document and can be an asset if you are critical of the formatting of your document. This tool will also enable you to visualize the page breaks you add, the number of tabs placed, and other functions you apply to the file.
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	For example, suppose you are writing a letter, and you want the address to be in the top right-hand corner. In this case, you would choose the right button. To have a title in the center, you would click on centered, and for a text that is aligned on both sides, you would apply the justified feature. The options are all available in the ribbon, with lines representing what would happen to the text if they were selected.

	You can also choose to indent the first sentence of a paragraph by using the indentation button or determining the spacing between the lines. To determine the spacing between the lines, you need to click on the button that has one arrow pointing up and one arrow pointing down, where you will be able to determine if you want to have a simple space of 1 between them, 1.5, or so on. You will click on line spacing options to have personalized spacing between the text or to add only a space before or after the paragraph.
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