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MS Office Tutorial for Beginners

In today’s work environment, knowing how to work in Microsoft Office is a basic skill. MS
Office, which comprises a series of programs such as Word, Excel, and PowerPoint, is
a vital tool in tasks such as writing professional documents, handling information, and
creating an impression during a presentation. Acquiring this skill will greatly improve

your efficiency and employability.

Are you ready to unlock your potential? Let’s take a look at our complete MS Office

course syllabus for learning deeper!

Mastering Microsoft Office is an essential part of career development for an individual.

Here’s why it is important for students and freshers to focus on this skill:
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e Universal Requirement: Most jobs, from junior to senior positions, require basic
to advanced knowledge of MS Office applications such as Word, Excel, and
PowerPoint.

e Academic Success: Apply Word for producing excellent reports and
assignments, Excel for handling large amounts of data and budgeting, and
PowerPoint for making outstanding class presentations.

e Increased Employability: Having MS Office skills highlighted in your resume will
definitely increase your prospects of getting an interview and succeeding in your
first job.

e Workplace Productivity: To produce professional documents, analyze data,
organize information, and present ideas effectively, resulting in increased work

performance.

Preparing for Your Interview? Get access to our resource on common MS Office

interview questions and answers to get you ready!

Take your Knowledge
Check your Score =~
Test Report i

Step-by-Step MS Office Tutorial for Beginners

Microsoft Office is recognized globally as the leading productiviity application that
people need in their personal and work lives. Here is a tutorial that will walk a beginner
through setting up and using these basic programs in Microsoft Office: Word, Excel,

PowerPoint, and Outlook.

Part 1 : Installation & Setup
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To start using Microsoft Office, which is sometimes called Microsoft 365, you will need a

license and internet access.

Step 1. Buying and Downloading

e Obtain a License: Buy a subscription to Microsoft 365 or make a one-time
payment for an Office copy such as Office 2021. Then you will link this to your
Microsoft Account, which can be personal, work, or school.

e Sign In: Go to the official site of Microsoft Office (Eg, m365.cloud.micro
soft.com/apps or office.com) and login with your corresponding Microsoft
Account.

e Look for the Install Button: Find where it says ‘Install apps’ or ‘Install Office’ on
your page and click on it.

e Downloading: Just click on the install option. A small setup file will be

downloaded in your computer.

Step 2. Running Setup

e Locate the File: The downloaded setup file will be present in your browser’s
downloaded files or in your computer’s allocated Downloads folder.

e Run the Installer: Double-click the downloaded file, such as Setup.exe. A
pop-up will appear with a User Account Control message stating “Do you want to
allow this app to make changes to your device?” Click Yes.

e Wait for Installation: Now, the installer will download and install all of Office.
This can take a few minutes. A box will appear with an animation and the
message: “You're all set! Office is installed now.”

e Activation: The first time you launch an application such as Word, you might be

asked to login with your Microsoft Account in order to activate your application.



Microsoft Word is a word processing tool used for making, editing, and refining

documents, letters, and other reports.

Step 3. The Word Interface

e Ribbon: The strip at the top of a page with all the commands, divided into tabs
such as “Home,” “Insert,” “Design,” “Layout,” and others.

e Quick Access Toolbar (QAT): A toolbar located above the Ribbon in which one
can personalize common functions such as Save, Undo, and Redo.

e File Tab (Backstage View): Opens a fullscreen menu for working with files
(New, Open, Save, Print, Share).

e Document Area: The core area in which you would type your content.

Step 4. Simple Documenting Tasks

e Opening a Document:
o Create a new document by opening Word and using the “Blank document”
option from the Start Screen.
o Alternatively, pick a Template if you want pre-formatted documents such
as a Resume or a Flyer.
e Typing and Editing: To type, simply click inside the document area, and you can
begin to type. To edit, you can highlight text by clicking and dragging your mouse.
e Saving: Go to File — Save As for the very first time. Select a location such as
OneDrive for cloud storage or This PC for storage on your own computer, name
your document, and hit Save. Saving Word documents is usually in .docx format.
e Opening a Document: To open a document, you need to go to the menu and

click on “File — Open”.

Step 5. Text Formatting

The Home tab is your workhorse for text formatting:

e Font Group:



o Font Face Changed (Arial, Calibri, for instance)
o Make Font Size Changes (for example, 12 pt).
o Use Bold (B), Italics (l), or Underline (U).
o Change Font Color.
e Paragraph Group:
o Changing the Alignment (Align Left, Center, Justify, Right)
o Make bulleted or numbered lists.

o Line Spacing Adjustment.

Step 6. Formatting the Page (Layout & Insert)

e Layout Tab: Through this tab, you can adjust the Margins (space around edges)
of your document, Orientation (either Portrait or Landscape), and Page Size
(such as Letter or A4).

e Insert Tab:

o Pictures: Add images from your computer.
o Tables: Use a grid of rows and columns to arrange information.
o Header & Footer: Text or graphics which appear at the top & bottom of

each page, used frequently for page numbers.

Microsoft Excel is a computer application used for creating and editing spreadsheets.

Step 7. The Excel Interface

e Workbook & Worksheet: Excel files have a Workbook which can have multiple
Worksheets, referred to by tabs at the bottom.

e Cell: Refers to where a row intersects with a column. A row is numbered, and a
column is lettered. Cell is a term used in referring to data storage.

e Cell Reference: A cell address in Excel, such as A1, which corresponds to

(Column A, Row 1)



e Formula Bar: Indicates the content or formula present in a given cell.

Step 8. Data Entry and Formulas

Data Entry: To enter a cell, click on an empty cell such as A1, type in your information,

and press Enter to go down or press Tab to go right.

Simple Calculation Examples
All formulas start with an equal sign (=).

e Addition: =2+4 or =A1+B1

e Subtraction: =5-2 or =C1-B1
e Multiplication: =2*3 or =E1*F1
e Division: =6/2 or =G1/H1

Using Functions
Functions are pre-built formulas.

e SUM: This function will add a series of numbers in a given cell range.
o Forinstance: =SUM(A1:AS5)

e AVERAGE: AVERAGE calculates an average based on a given range.
o Syntax = Average(B1 : B10)

e MAX/MIN: Returns the largest/smallest of a series of numbers.

o Forexample, =MAX(C1:C5)

Step 9. Formatting Data

The Home tab is very important in Excel formatting:

e Number Group: Use specific formats for numbers:
o Currency (e.g., $)
o Percentage (e.g., 10%)

o Date/Time



e Font/Alignment Groups: Like in Word, you can make text bold, change font
size, and align text in a cell.

e Borders: The Borders tool can be used to insert lines inside cells for better
organization.

e Quick Analysis (Analyze Data): A small icon will appear in the lower right
corner when you pick a range of data. Simply click on this icon to quickly execute

totals, formats, or charts.

PowerPoint is used for creating a visual presentation through a series of slides.

Step 10. The PowerPoint Interface

e Slides Pane: A slider containing all slide thumbnails is placed on the left side of
the presentation software.
e Slide Area: The working area where you can design your current slide.

e Ribbon: Same tab format (Home, Insert, Design, Transitions, Animations).

Step 11. Creating a Presentation

e Start New: To begin, simply open a new PowerPoint application and choose
“Blank Presentation” or pick a “Theme,” which is a pre-made design with a
coordinated set of color schemes, fonts, and effects.

e Add Slides: To do this, go to the tab labeled “Home,” and click on the bottom
half of “New Slide,” selecting a “Layout” option such as “Title Slide,” “Title and
Content,” or “Two Content.”

e Add Content: To insert your title and text inside these text boxes, simply click on
them.

e Insert Visuals: The Insert tab contains options such as Pictures, Shapes,
Charts, or SmartArt Graphics. SmartArt Graphics include visual text diagrams

such as flowcharts and organizational charts.



Step 12. Design and Delivery

Design Tab: Modify your presentation style with a different Theme or pick a
different Variant other than the one you have at present.

Transitions: On this tab, you can pick a transition such as Fade or Push in order
to control how a slide will transition into another when a show is being presented.
Animations: The Animations tab is where you can apply motion effects such as
Fly In or Wipe to elements, such as text or images, on a slide.

To Begin the Slideshow: Press the F5 key or click on “Slide Show” and choose
“From Beginning.” To go to the next slide, click on the mouse button or press the

spacebar/right arrow key.

Outlook is a personal organizer tool and is mainly used for emailing, organization of

calendars, contacts, and tasks.

Step 13. The Outlook Interface

Navigation Bar: Usually found on the left side or bottom left, where you can
toggle among main elements such as Mail, Calendar, People/Contacts, and
Tasks.

Folder Pane: Shows your mail folders such as Inbox, Sent Items, Drafts, and so
on.

Ribbon: Context-sensitive commands, which change depending on whether you

are in Mail, Calendar, and so forth.

Step 14. Mail Basics

Use a New Email: Use New Email, or press Citrl+Shift+M.
Compose: Enter the receiver’s email address in To, CC or Carbon Copy, or in
BCC or Blind Carbon Copy. Enter your subject and message.

Attachment: Attach File will allow you to attach documents or pictures.



e Send: Click Send.
e Reply/Forward: To respond to an open message, you can click on Reply, Reply
To All, or Forward via the Ribbon.

Step 15. Calendar And Tasks

e New Appointment/Meeting: Go to the Calendar view and click “New
Appointment” for a personal appointment or “New Meeting” if you want to invite
other people to join.

e Tasks: Navigate to the Tasks view. Use the “New Task” button to create a to-do
item, assign a due date, and follow progress.

e Reminders: Anything from an email to an event reminder can remind you not to

forget an important deadline.

To become proficient in these four apps, you need to have good mastery of the basic

operations in these apps because this will help you improve your digital productivity.

Prepared to take on common problems? Uncover common MS Office challenges and

solutions for a better way to work smarter!

Hands-on application of MS Office knowledge is the quickest way to master this
information. Here are some examples of how to apply these functions in MS Office

programs:

Project Report and Documentation (MS Word)

e The Task: A student is required to submit a 15-page academic paper with a
cover page, table of contents, and references.
e The Solution:

o Use MS Word to structure the document. Learners practice
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o Using Styles (Heading 1, Heading 2) for uniformity.
o Inserting a Professional Cover Page and Page Numbers.
o Create a dynamic Table of Contents with automatic generation using the
References tab.
o Integration with the Track Changes tool in collaborative work and peer
reviewing.
e Skill Acquired: Expertise in advanced document formatting, professional

structuring, and teamwork capabilities.

Budgeting & Data Analysis using MS Excel

e The Task: A fresher must cut a record of his expenditures and calculate savings
targets.
e Solution:

o Create a personal budget using MS Excel. Skills learners will master:

o Recording Expenses in Columns (Date, Category, Amount).

o Applying the SUM function to calculate total expenditure.

o Applying Currency and Conditional Formatting Based on Examples Like
Expenses Exceeding a Specific Amount. To make a simple Pie chart
representing expenditure categories.

e Skill Acquired: Data entry, basic financial calculations, creating graphs, and

conditional formatting.

Pitch Deck Presentation (MS PowerPoint)

e The Task: A team of entrepreneurs must come up with an interesting way to
present their idea to investors.
e Solution:
o Design a professional pitch deck using MS PowerPoint.
o The learners will practice: Selecting a Theme and Layoults.

o Applying SmartArt for creating organizational charts or process diagrams.



o Using Smooth Transitions between Slides.
o Embedding video clips or charts for dynamic content.
e Skill Learned: Skill in visual storytelling, professional design principles,

integration of multimedia.

Want to get started with creating your projects? Look at our list of MS Office project

ideas where you can apply your acquired skills!

1. How do | start MS Office step by step?
Log in to your Microsoft Account, download an installer, and install it. After installation,
launch any application such as Word and login to activate it.
2. What is the best way to learn MS Office?
One can master MS Office by practicing with projects, utilizing online learning help,
making full use of online tutorial channels such as YouTube, and practicing basic
application functions on a daily basis.
3. What are the 20 shortcut keys of MS Word?
Some of the shortcut keys are:

Ctrl+C (Copy)

Ctrl+V (Paste)

Ctrl+S (Save)

Ctrl+Z (Undo)

CtrlI+B (Bold)

Ctrl+l (Italic)
4. What is Ctrl+E in Word?
Ctrl+E in MS Word: Centers a selection or paragraph. Move the insertion point to the
paragraph you want to center, and then press Ctrl+E.

5. What are the 5 components of Microsoft Office?
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The five elements include Word (word processing application), Excel (spreadsheet
application), PowerPoint (presentation application), Outlook (email
application/organization tool), and OneNote (note application).

6. What are the 7 basic Excel formulas?

Seven basic formulas used in Excel are: SUM, AVERAGE, COUNT, MAX, MIN, IF
function, and VLOOKUP function.

8. What are the 7 tabs in Excel?

The seven main tabs in Excel are:

. Home

. Insert

. Page Layout

. Formulas

. Data

. Review

. View

. Who is the CEO of Microsoft?

© N O OO A ODN -

The present Chairman and Chief Executive Officer of Microsoft Corporation is Satya
Nadella.
10. What is MS Office Salary?

MS office salary for freshers varies based on designation, location, and experience

level. When in India, an individual with MS Office skill sets will have an average salary
of 21.8 lakhs per year.

11. What is the fastest way to learn Excel?

Learn Excel shortcuts and basic formulas such as SUM, VLOOKUP, and IF. Then

implement these in a project and make use of the Quick Analysis tool.


https://www.softlogicsys.in/ms-office-salary-in-chennai/

You have already taken the very first important steps towards learning these absolutely
essential tools offered by Microsoft Office. Being adept at using Word, Excel, and
PowerPoint is no longer an added advantage but a requirement because it will bring a
paradigm shift in your working, academic, and professional life. Want to become an

expert? Join our complete MS Office course in Chennai today!
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