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MICROSOFT 101

Welcome to Microsoft 101! In this Module, we familiarise you with one
of the most widely used software package suites, outlining its most
used applications, what they do, and how to use them.

WHAT IS MICROSOFT 365?

Understanding Microsoft 365

Even if you have little or no experience with Microsoft 365 applications (such as
Microsoft Word, Microsoft PowerPoint, and Microsoft Excel), we will provide you with
a step-by-step guide to how each one works. You don't need to be tech-savvy to
understand how Microsoft 365 works!

What is Microsoft 365

Microsoft 365 is a cloud-based subscription service designed by Microsoft for both
home and business users. It includes Office applications, Cloud Storage, and other
features that are dependent on how much you pay for your plan.

The applications Word, Excel, PowerPoint, and Outlook are all included in Microsoft
365 subscriptions.

Microsoft 365 vs Office 365

Most people find it difficult to understand
the difference between Microsoft 365 and
Office 365. Some years ago, Microsoft
designed Microsoft 365 as a business
product in which Office applications were
included. At that time, Microsoft 365 was
the highest level of business plan, with
Office 365 Business Essentials and Premium
plans beneath it in the hierarchy. In April
2020, Microsoft merged Office 365 Home
and Personal plans with Office 365 Business
plans to become Microsoft 365. So, you
could say that Office 365 is a subset of
Microsoft 365.
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HOW TO USE MICROSOFT 365 APPLICATIONS

What is Microsoft Word?

Microsoft Word helps you to effectively organise, write, and design professional-quality
documents. Whenever you create a document in Word, you can either choose to start
from a blank document or select a template that sets out some of the work for you.

Basic Tasks in Microsoft Word
How to Create a Document in Microsoft Word

When creating a document in Microsoft Word, it's easier to select a template rather
than a blank page, because Microsoft Word templates come with pre-set themes and
styles that are ready to go. When using a template, all you need to do is add content.

If you don't like an available template in the gallery, you can click a category to see
more templates, or search for even more templates online.

However, when you don’t want to use a template, you can simply click on the “Blank
document” to start.

Good evening
Click Here to Start
v New /
i3 @. €~ :\::;)I\WE
Sy —
Bs « A\ B
Blank document Numbers coloring book Invitation celebration card Traditional newspaper

More templates —>

£ Search

Recent  Pinned Shared with Me

Pin files you want to easily find later. Click the pin icon that appears when
you hover over a file.

More documents —>
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HOW TO USE MICROSOFT 365 APPLICATIONS

How to Open a Document in Microsoft Word

When you want to work on Microsoft

Word, you can see a list of your recent Word
documents. When you don't see the

document you are searching for in Recent

the recent documents list, click “Open

other documents.” O Oren Ot DOCaRE T

How To Save a Document

There are two instances where you will need to save a document in Microsoft Word:

a. When you are working on the document for the first time, and you want to save it for
the first time.

b. When you want to save a document that you have saved before, as you continue
working on it.

Case 1: When you are working on the document for the first time, and you want to save
it for the first time.

When you want to save a document that you are working on for the first time, click on
the “File” tab and then click on “Save as.” Then, choose the location that you'd like to
save your document.

Case 2: When you want to save a document that you have previously saved as you
continue working.

Click "Save” in the quick access toolbar to save the document as you continue to work on it.

.docx is the file format in which your document is saved by Microsoft Word. You can
change the format by clicking “Save as” and then selecting your file format of choice.

Save (Ctrl+S) Insert Design

Vo~
o Cut
Copy

Paste B I U ~ak x, X° -
= ¥ Format Painter = : A

Clipboard P Font
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HOW TO USE MICROSOFT 365 APPLICATIONS

How to Track Changes Using Microsoft Word

When you are editing a document, either by yourself or with others, you can use
Track Changes to see every change that is made: the additions, deletions, moves,
and formatting will be marked.

S -
Review
a. Start by opening the

] N By -
document to be reviewed. E‘i 55)| All Markup
. . ¢ E Show Markup ~
b. Click “"Review” and then e Previous Next  Shov [ rack o g
choose the “Track Changes” Comm¢ |Changes (2| Reviewing Pane ~
button. Comments B Trﬁk Changes F
— E e [“ Lock Tracking 1 :
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TEAM MANAGEMENT USING MICROSOFT TEAMS

Objectives: At the end of this section, you will be able to understand and use
Microsoft Teams to manage your team.

What Is Team Management?

Team management is the activity of managing the relationships among team members
and between teams in their organisations. Typically, a team manager provides
leadership to a team, helping to coordinate the efforts of various staff members,

and delegates responsibilities to appropriate staff.

Team management can be tedious, but Microsoft Teams is a great new tool that helps
teams stay connected and productive across devices. The application can manage your
team'’s projects, announcements, email, files - and more - to make sure that everyone

is up to date on the latest project status with live conversations. With features such as
OneNote integration, video calling, telephony, and conference calls, you'll be able to
communicate with your team anytime, anywhere.

How To Manage Your Team Using Microsoft Teams

This step-by-step guide explains how to use Microsoft Teams to manage your team!

Microsoft Teams is an online collaboration tool that enables users to communicate with
one another and share information in real time. It's often used for video conferencing by
remote teams, but it does much more than that.

Teams can help you accomplish tasks by: creating dedicated channels for specific projects;
recording audio and video meetings; sharing your screen with other members of a team to
provide explanations; and quickly searching through archives using a command box.
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TEAM MANAGEMENT USING MICROSOFT TEAMS

A. How to get started with Microsoft Teams
Before you can manage your team using Microsoft Teams, you need to create an account:

1. Go to the Microsoft Teams webpage and click on the profile icon at the top-right
corner of the screen.

2. To set up a new account, click on the “Create one!” link in the “Sign in” page.

3. Enter your email address on the “Create account” window and click on the “Next”
button.

4. To create a password, follow the on-screen instructions and enter your details on the
pages that follow.

5. Visit the Microsoft Teams homepage to start using the web app once you have
entered all your details and verified your email.

[ ION ] B¥ Video Conferencing, Meetings, - X e
= g, g
<« > C O 8 &2 https://www.microsoft.com/en-us/microsoft-teams/group-chat-software 80% ¥ Yy 1 =
=. Microsoft | Teams Products «  Solutions «  Resources ~ Pricing  More Microsoft 365

Microsoft Teams

Make amazing things
happen together at home,
work, and school.

See plans and
Sign up for free pricing

Signin >
B® Microsoft B® Microsoft
Sign in Create account
Email, phone, or Skype gsomeone@example.com
No accountzicreats onet Usoaphonemumberinstead
Can't access your account? Get a new email address
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TEAM MANAGEMENT USING MICROSOFT TEAMS

B. How To Create Teams and Channels

Channels are segregated conversations, where each one can be dedicated to a
department, project, or task. Here are the steps needed for you to create a team to manage:

Creating a team

1. Starting by opening the Microsoft Teams app and click on the “Join or create a team”
option at the bottom of the team's sidebar located on the left.

2. Click on “Create team” on the new screen that appears.

3. After clicking to “Join or create a team,” you can decide to choose on the following
page whether to build a team from scratch, or create a team from an existing Office
365 group or team.

4. The next step is defining who is part of the team - you'll make this choice based on
how you wish to organise your platform:

a. Private - select this option if you want the team to have only a few specific
members.

b. Public - suitable for teams with changing members.

c. Org-wide - the ideal option for when you want to host your entire organisation
as one “team” on the platform and use channels to divide departments.

Q —

7, chat = o @
Templates
Chat
@ Family Welcome to Teams!
o Connect with loved ones
s Here are some things to get going...
& Workplace
= Collaborate with co-workers
G
Calendar

@ Friends
* Bring your friends together >

Qpﬂ S © , s
by “ N
Invite people you know Start chatting Meet now

It's easy to bring everyone Send instant messages, share Skip the calendar and create an
together on Teams. files, and more over chat. instant meeting with just a click.

| What kind of team will this be? ke

ﬂ Private
Create a team 1 People need permissian to join

. . . O Public

W Anyone in your org can join

Bring everyone together and get to work!
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TEAM MANAGEMENT USING MICROSOFT TEAMS

Creating a team

5. After selecting the type of team you want, you then give it a name - make sure you
choose an appropriate team name, i.e., Marketing.

6. The new team will now appear on the left sidebar of the Teams app. To add members
to the team, click on the three dots next to the team’s name and select "Add member.”

7. Type in the name of the members you want to add, and in instances where these
members are guests (i.e., external users from outside your organisation), you can
provide them with guest access through their email address.

Some quick details about your private team X MA Marketing ‘
Team name General ® Hide
Marketing| ©

€§3 Manage team
—

Description
/@ Add channel
Let people know what this team is all about

[¢ Leave the team
£ Edit team
& Getlink to team

) Manage tags

Delete the team

oo =

Add members to Marketing

Start typing a name, distribution list, or security group to add to your team. You
can also add people outside your organisation as guests by typing their email
addresses.

Close
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TEAM MANAGEMENT USING MICROSOFT TEAMS

Creating a Channel

Once you have set up your team, it's time for you to add channels. Microsoft Teams
will, by default, create a general channel for all the team members, but you can create
additional channels by following these steps:

1. Click the three dots close to the team you want to create a channel for, and choose
the "Add channel” option.

2. In the pop-up window that appears, select a channel name, add a channel
description, and change privacy settings to allow access to every member or only
selected members.

3. Click on the "Add"” button to create the channel once you've chosen these settings.

MA  Marketing ‘

General = Hide I

€§3 Manage team

& Add member nor
[& Leave the team
/’  Edit team

& Get link to team

Manage tags

Delete the team

Create a channel for "Marketing" team
Channel name

Letters, numbers, and spaces are allowed

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Everyone on the team has access v @

|:| Automatically show this channel in everyone's channel list

Cancel
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TEAM MANAGEMENT USING MICROSOFT TEAMS

C. Video Conferencing in Microsoft Teams

Setting up video conferencing with Microsoft Teams is extremely simple:

1. Open the Microsoft Teams app and go to the team or channel you want to hold a

video conference with.

2. Add a subject to the video conference if you wish to, and click the “Meet now”

button to start.

3. During the video conference, you can turn your camera and microphone on and off

in the toolbar that appears on the video screen.

Teams

Your teams

MA  Marketing

General

g& Join or create a team

€3

el —

MA General Posts Files Wiki + Ot Meet

Welcome to the team! Sehedule ameeting

Here are some things to get going...

w~ 2

3 P,

Add more people Create more channels Open the FAQ

@ New conversation

Meeting in "General"

eo settings for

General"

) .
«) Computer audio

Internal Mic and Speakers

B

Your camera is turned off ¢ @ H ———

O Room audio

&\ Don'tuse audio

Cancel Join now
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TEAM MANAGEMENT USING MICROSOFT TEAMS

D. How to Schedule Meetings with Your Team on Microsoft Teams
When scheduling meetings using Microsoft Teams:

1. Select “Schedule a meeting,” located below the “Compose” box.

2. Locate the "Calendar” on the left pane, and click on “New meeting,” located at the
top right.

3. Aform will open to help you select a time range in the calendar.

4. Write a title for the meeting and invite participants. The scheduling assistant will help
you check everyone's availability.

5. Click “"Save” to complete the process, and an invitation will automatically be sent to
each participant’s Outlook Inbox.

< el m

Teams = MA  General Posts Files Wiki + O Meet ~ (D -
O Meet now
Your teams . . . h .d. ‘ ...........
. @ Schedule ameeting
| e Merketino Welcome to theteam!  :.............00.0..0
l Senerel Here are some things to get going...
l n 0 ‘
r . @
Add more people Create more channels Open the FAQ
8 Join or create a team I
< Q search Q_ search
E Calendar O Meetnow ew a New meeting Details  Scheduling Assistant

& Today < > June2022 v

Show as: Busy \ Category: None “ Time zone: (UTC+10:00) Canberra, Melbourne, Sydney ~ -

24

£ Addtitle
Friday

S  Addrequired attendees + Optional

12 pm

©  24/06/2022 130 pm

24/06/2022 2:00pm ~ 30m @  Allday

@ Does not repeat

©  Add channel

® Add location

B I U S V & M raagaphy A = T

Type details for this new meeting
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MICROSOFT CLOUD COMPUTING

Objective: At the end of this section, you will know about Microsoft Cloud Computing.

What Is Microsoft Cloud Computing?

Microsoft Cloud Computing delivers computing power, storage capacity, and other
services over the Internet as a self-service, enabling you to lower your operating costs
and to scale as your organisational needs change. Typically, you'll only pay for the cloud
services you use.

Benefits Of Using Cloud Computing

1. Cost - Eliminates the capital expense of buying hardware and software.

2. Speed - Services are typically sold as self-service products, enabling customers to
provision their computing resources, thereby reducing overheads, and enabling
businesses to scale their computing resources up or down as required.

3. Global-Scale - The ability to scale elastically, delivering computing power, storage,
bandwidth, or other IT resource, as needed.

4. Productivity - Reduces capital expenditure and maintenance costs.

5. Performance - Services are provided by data centers that are connected to a
worldwide network, reducing network latency for applications, and offering
economies of scale.

6. Reliability - It's easier and less expensive to back up data, recover from disasters, and
maintain business continuity because data can be mirrored at multiple redundant
sites on the cloud provider’s network.
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MICROSOFT CLOUD COMPUTING

Uses Of Cloud Computing

Here are a few examples of how you can use cloud computing:

1.

Create cloud-native applications: You can build, deploy, and scale web, mobile, and
APl applications quickly.

. Test and build applications: Developers can reduce the time and cost associated with

application development by using cloud infrastructures.

. Store, back up, and recover data: Cost-effectively protect data in a secure offsite

cloud storage system.

Analyze data: Unify data across teams and divisions, so you can employ machine
learning and artificial intelligence to make better decisions.

. Stream audio and video: Reach an audience anywhere, anytime, and on any device

with HD video and audio.

. Embed intelligence: Leverage intelligent models to help you engage your customers,

using the insights you gather to make smart business decisions.

. Software on demand: SaaS, or software-as-a-service, is a subscription model that

offers the latest software versions and updates.
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MICROSOFT FORMS

Objectives: At the end of this section, you will understand and know how to create
Microsoft forms.

Understanding your customers is key. Whether you are using surveys to measure
stakeholder satisfaction or understand their needs, Microsoft Forms can help.

What Are Microsoft Forms?

With Microsoft Forms, you can create and distribute surveys and quizzes to better
understand how your stakeholders feel about your services. It is an interactive, cloud-
based tool that enables you to customize questions to get your audience to participate,
and it includes analytics tools so that you can evaluate the responses you receive.

How To Create Microsoft Forms

Here, we'll explain how you can harness Microsoft Forms to meet your need, by creating
forms for surveys and quizzes.

1. The first step is to open your browser and visit forms.microsoft.com.

2. Create or sign into your Office 365 account.

@ @ =. Microsoft Forms | Surveys, Polls X +
&~ > C O 8 = https://www.microsoft.com/en-us/microsoft-365/online-surveys-polls- 1 © v B =
=I Microsoft | Microsoft 365 Products v Resources v More v m All Microsoft ~ O @

Microsoft

Forms

Collect better data
and make better
decisions.

Try for free
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MICROSOFT FORMS

3. Go to the "My forms” icon on your account page and click on “New form” to start
working on the form.

4. Fill in the form name and details. You can add a description (subtitle) so that your
audience knows what to expect. There is a character limit of 90 for the form name
and 1000 for the description.

Questions Responses

&< My forms

Team Event @

|§=I6 New Form I'Eﬂle New Quiz Help us decide what to do for our upcoming team event
-+ Add new

5. Add a question to your form by clicking on "Add Question” to get started.
The available question formats are a choice between a written response,
a rating/poll, or a date-based question.

a. Choice: This is a straightforward multiple-choice format that enables you to
write up a question, specify multiple options for each question, and customize
the look of your form. The app will recommend pre-written survey options to help
you create your form.

@ Choice I Text I /Y Rating I Date | v/

b. Text: You can request a response from the community by submitting your
question in the text box.

c. Rating: Users can select from a predefined list of answers or enter their own value.
For example, you could configure the question so that answers range from 1 to 5.

d. Date: This type of question requires answers in a date format.

C w

3

1. What day of the week should we go?

Add all Sunday Tuesday Thursday Saturday

Monday
Wednesday
Friday

-+ Add option  Add "Other" option

@ Multiple answers @ Required
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MICROSOFT FORMS

6. Preview the form to make sure it looks good and that its functionality works.
Click the “Preview” icon at the top of the design window. You can insert answers
to test how the form works.

7. Accessibility is one of the most important criteria for any form. Your form should
display properly on computer and laptop screens as well as on mobile devices so
users aren't limited to just one or two options. You can verify that your form displays
properly on a mobile device by selecting “Mobile” in the top-right corner of the
testing screen.

8. Test the form to ensure that it works properly and that you can submit it. Then,
you can share the form with others and invite viewers to submit responses to the
questions posed in the form.

& Back LJ Computer  [J Mobile & Back &J Computer  [J Mobile

Team Event
Team Event

Help us decide what to do for our upcoming team event

Help us decide what to do for our upcoming team event

1. Where should we go?
O Museum
O Art Exhibit -
1. Where should we go?
O Aquarium
O Museum
2. What day of the week should we go?
O vondar O Art Exhibit
O Wednesday O
Aquarium
O Friday q
2. What day of the week should we go?
O Mo nday
This content is created by the owner of the form. The data you submit will be sent to the form owner. Microsoft is not responsible for
the privacy or security practices of its customers, including those of this form owner. Never give out your password.
Powered by Microsoft Forms | Privacy and cookies | Terms of use
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MICROSOFT POWERPOINT

Objectives: At the end of this section, you will know how to create a professional
PowerPoint presentation.

What Is Microsoft PowerPoint?

A PowerPoint presentation is a group of slides that contains information you want to
share. It can be created either from scratch or from a template. PowerPoint presentations
are an effective and impressive way to deliver information.

Steps To Create a Professional PowerPoint Presentation

1. Choose a Theme

Themes enable you to harmonize the design of your PowerPoint via backgrounds, fonts,
SmartArt, graphics, and tables... Themes look great, and can also save you a lot of time!

In the Themes section, hover over the different themes to preview them, then click to
apply them.

Presentation1

Home Insert Draw Design  Transitions Animations Slide Show ~ Review  View  Acrobat Q Tell me 12 Share  [J Commen ts

Aa Aa Aa m Aa Aa Ba ) 8- ¢ |
- - m——— eeeEeT  mmsman. DOESRSE =mme== ¢ e | m—— Side Format - Design
(=== ) 28 Backgroun oot

Click to add title

Click to add subtitle

Click to add notes

Slide 10f 1 English (United States) Y% Accessibility: Good to go = Notes W Comments FNEN 22 B - o+ 128% [
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MICROSOFT POWERPOINT

2. Slide Layouts

When you create new slides, it is essential to use layouts. They:

® save time.
e organise your presentation effectively.
e give information to your audience.

e differentiate new chapters or sections in your
presentation.

On the "Home" tab, in the “Slides” section, click “Layout” and choose the appropriate
type of slide.

Whenever you change chapters, use the “Section Title” layout to clearly show the
sequence of parts to your audience.

AutoSave @ oFF (1) Presentation1
Home Insert Draw Design Transitions Animations Slide Show Review View Acrobat  Q Tell me 12 Share J comments
e Layout v - » A B | Om 7
o (- A Bl - P a &
Paste New! (R Convertto  Picture Arrange  Quick Sensitivity  Design  Create and Share
Slide. SmartArt Styles Idea: Adobe PDI
Title Side Title and Content  Section Header Two Content Comparison

Title Only Blank Content with Caption_Picture with Caption

Click to add subtitle

Click to add notes

Click to add title

Slide10f 1 English (United States) T Accessibility: Good to go = Notes B Comments =z [ —

+ 122% [
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MICROSOFT POWERPOINT

3. Apply a transition

Transitions are not essential to a presentation. Much of the time, they are too long, and
will cause you to stop speaking, which breaks the rhythm and disturbs concentration

- both yours and the audience’s! However, if you want to use transitions, click on the
“Animations” tab, and choose one of the first 4 (Fades) from the list.

) AutoSave @oFF () Presentation1
Home Insert Draw Design Transitions Animations Slide Show Review View Acrobat Q Tell me & Share || CJ Comments
% - - ! % .,/ - - mllmlmm . , (© Duration: 0200 L v/ OnMouse Click r'@
Preview None Morph Fade Push Wipe Spiit Revesl cut Random Bars Shape Effect g Sound: [NoSound] 3 After: 0000 " Apply
Options & . v oAl

1

Click to add title

Click to add subtitle

Click to add notes

slide1of 1 English (United States)  ¥% Accessibility: Good to go = Notes W Comments :: B = e o+ 81% [

4. Employ SmartArt

SmartArt is a great way to make a complicated part of your presentation understandable
in seconds. These “diagrams” are varied and fully customizable. To insert one, click on
the “Insert” tab, and then in the “Illustrations” section, click on “SmartArt.” Make your
choice and click on "OK"

AutoSave @oFF (1) Presentation1
Home Insert Draw Design Transitions Animations  Slide Show Review View Acrobat Q Tell me 2 share | [ 2 Comments
e . | — N = ’
B B &gl Bewen B Q300 - ED- [ 4-F@Eal TU- O
e Table Pictures Screenshot ) iy pdd-ins v Shapes leons 3D p— s — _ ation Symbol Video  Audio
9 Process > || == 00 = = =
1 . = = = =
T2 Cycle > == B
&2 Hierarchy > - _—
s = = =7
[ Relationship  »  =—— = iﬂ
=] =
&5 Matrix >
A Pyramid > e Lo 1™
= RE e
B Picture > S cee q .i q Ba =
- = =
B QQ_; = = =
.................... - =
== o= BE= =

mm
L
i/
"]
=

Click to add notes

Slide 10f1  English (United States) 5% Accessibility: Good to go = Notes WM Comments as B - e ot 81% [
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MICROSOFT POWERPOINT

5. Graphs
A graph is a visual tool for analyzing trends, statistical data, and turnover... but it must be
employed wisely:

Essential preliminary questions: Is it useful? Does it bring something to your
presentation? Does it clarify your words? Take the time to weigh the pros and cons.

Simplify numbers, remove commas, and round off to avoid drowning the viewer.

Avoid 3D, which distorts the data. Opt for classic but effective appearances that
everyone understands, such as histograms, pie charts, curves.

e No unnecessary overloads (additional grids, legends, and duplicates).

To insert a chart, click the “Insert” tab, then in lllustrations, click “Charts.” Choose from
those offered in the list and click "OK.”

AutoSave @OFF (1) Presentation1 Q éD

Home Insert Draw Design Transitions Animations Slide Show Review View Acrobat Q Tellme 12 Share CJ Comments

e [ & gy B B Qe[ E©- [ B A-Eowa T IO
New Table  Piewres Sereenshol ) yadgins v Shapes leons 3D Smavmn P Equation Symbol  Video  Audio
q X Line >

@D Pie >

D;I Hierarchy >
il Statistical >
»>

>

>

>

dn =R | BB

3-D Column

h B

|2 X Y (Scatter)
1l Waterfall

[t Combo

@ Maps

E Manage Templates...

Click tc

2-D Bar

Click to

I
i
W

Click to add notes

slide 10f 1 English (United States) % Accessibility: Good to go = Notes M Comments HH B - e m— t 113%
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MICROSOFT POWERPOINT

6. The Footer

Footers are useful to your audience, as they list the name of an author, the date, or the
slide number.

To insert one, click "Header and Footer” on the “Insert” tab. Once the different options
have been chosen, validate by clicking on “OK.”

To give a professional look, you can insert your organisation’s logo. Unfortunately, there
is no automated technique; you'll need to insert an image using the “Insert” tab, then
scale it down and move it to the bottom of the slide.

7. The Written Content of a Slide

When formatting your presentation’s content, keep the following in mind:

e Don't write complete sentences.

e Make lists.

* Make shortlists (1 to 6 bullet points).

e Write BIG (18 minimum).

e Use neutral colors, such as black, white, and shades of gray.
e |essis better - the less there is to see on a slide, the better.

e No "exotic” fonts that are incomprehensible - use the standards: Courier New,
Times New Roman, Verdana, Arial, Georgia, Myriad, Lucida Grande.

AutoSave @ o () Dov (O e Presentation1

Home Insert Draw Design Transitions Animations Slide Show Review  View Acrobat Q) Tell me 2 Share [J Comments

= E R T [ Get Add-ins . [ Date & Time
v v v v - v i ,q v e v v ) v
[l 514 O Header and Footer Slde Number d )
bl i h e i h d,
gm Table Pictures Screenshot ] My Add-ins v | Shapes 1| : RerdArt ] object
Slide  Notes & Hand-outs 3

Equation Symbol Video  Audio

1

Preview:

Date and time

tle

Header

Footer

Page number

Cancel Apply to All
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MICROSOFT EXCEL

Objectives: At the end of this section, you'll be able to create charts in Excel.

What Is Microsoft Excel?

Part of the Microsoft Office suite, Microsoft Excel is software that enables you to
organise, format, and calculate data with formulas using a spreadsheet.

How To Create Your Charts in Excel

1. Insert Multiple Rows or Columns at Once

To insert multiple rows or columns into a worksheet, select the same number of existing
rows or columns as the number you want to insert. Then right-click and select “Insert”.

(] AutoSave @OFF () 1] G e Book2 Q &
Home Insert Draw Page Layout Formulas Data Review  View Acrobat  Q Tell me & Share [J Comments
ﬁ”] v & calibri (Body) vz v A A General g Lo Coiedremming © | e o /O o I}
IE%% [Z Format as Table v T2 Delete v -~ O
Paste < B I Uwv @ $v% 9 SiopE 57 cell tyles v i Format v Editing Aréaal{ase Sensitivity cre:;igzigpare
Copy 8 C
Al - fx Paste 8V v
~  Paste Special S
A B c G H 1 J K L M N o P Q R s T

1 Smart Lookup... ~RL
2 Thesaurus. AX3%R
o e
4
5 ~ Delete...
6 Clear Contents
7 Filter >
8 Sort >
9
10 New Comment
11 New Note
o Format Cells...
) Choose from Drop-down List...
! Define Name...
S Hyperlink... 8K

Sheetl + Services >

Ready ‘E [ - e e+ 100%

2. Add Filters

If your spreadsheet contains a very large set of data, it's rare that you'll need to look at all
the rows at once: you often see data that matches specific criteria.

Filters allow you to reduce the amount of visible data by displaying only certain rows at a
time. In Excel, you can add a filter to each column and then select the cells you want to view.

Add a filter by clicking on the Data tab and then selecting the Filter option. Click the
arrow in the column header. You can then choose whether you want to sort your data in
ascending or descending order and whether you want to display specific rows.

Tip: If you want to perform additional analysis, you can copy values from one filtered
worksheet to another.
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3. Remove Duplicates

Large datasets often contain duplicates. If you have a list of several contacts in an
organisation and you want to display only the number of companies, the function of
removing duplicate values will be very useful for you.

To remove duplicates, select the row or column you want to process. Then go to the
“Data” tab and click “"Remove Duplicates” in the “Data Tools” group.

A pop-up window appears and asks you to confirm the data you want to process. Select
“Remove Duplicates” to remove duplicate values.

4. Create a Custom Cell Format

To create a custom cell format, start by going to the cell or range of cells you want, then
select part or all of it, as needed. Then right-click and go to Format Cells. A window
opens, offering you many categories of formats:

e Standard. e Percentage.
e Number. e Fraction.

* Monetary. e Scientific.

e Accounting. * Text.

e Date. * Special.

e Hour. e Personalized.

By going to this last field, you can then choose a format adapted to your data (such as a
telephone number in which to create spaces for example).
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5. Add Conditional Formatting

Conditional formatting lets you change the color of a cell, based on the information
it contains.

For example, if you want to highlight certain numbers that are above the average or
in the top 10% of your spreadsheet, you can use this feature. Excel also allows you
to colour the common points between different lines. Thereby, you can display the
information that matters to you more clearly.

Select the group of cells to which you want to apply conditional formatting. Then
click “Conditional Formatting” on the "Home" tab and select an option from the
drop-down list. You can also create your own rule. A window will appear and

ask you to specify your formatting rule. Click “OK" to set it up. It will be applied
automatically.
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6. Insert a Drop-Down List

To insert a drop-down list in Excel, you must first have a list of variables aside to make it
the future drop-down list of your spreadsheet. Once it is created, click in the cell where
you want to insert your list, then go to “Data” and then the “Data validation” command.

A pop-up window opens on your screen. Select “List” in “Allow,” within the “Options”
tab and check the “Drop-down box” in the cell. Next, go to the “Input” message tab and
uncheck the “"When a cell is selected” box if you don't want a message to appear. In the
last “Error alert” tab, you can personalize your list by adjusting whether a message is
present in the event of an input error.
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