www.travelteachings.com

Microsoft Office

An Introduction

By
Dr. Renu Malra KUK




www.travelteachings.com

Navigating the Cockpit: Interface & View Controls

The Ribbon
(Home, Insert,
Layout Tabs)

The Ruler

Status Bar
(Page Counts)

[

File Home Insert Draw Design Layout References Mailings Review View Help
i ""g" Peoo|ooadons o Pog v oo oo o hooe|voolos s QNN
The
Workspace
Page1of1  Owords [3 B B B -—§—+ 100% )
=i T foi
10% 50% 100% 200% 500%

Q Pro Insight

Shortcut: Hold Ctrl +
Scroll Mouse Wheel to
zoom in/out instantly.

Zoom Slider
(10% to 500%)
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Setting the Canvas: Page Layout & Dimensions

O

Orientation

Portrait to
Landscape.

+—— Width —

Letter A4
(Default) (Standard)
8.5 x 11 inches 8.27 x 11.69 inches

Narrow (0.5 inch)

.....

i\ Margins
i i| Normal (1inch) vs

A 0,0,0,0 Custom Margins triggers
Printable Area Warning.

<«—— Height

Columns

Requires Justify
Alignment for clean
edges.
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The Art of Typography: Content Generation & Styling

Content Generation

I|=r‘and(50, 50) » \/

Developer Trick:
(Slate Grey (#333333)

Generates 50 paragraphs
of 50 sentences instantly.

Selection & Styling Secrets
D
6 Double-click: Select Word
Triple-click: Select Paragraph

Ctrl + A: Select All

Clear Formatting:

Resets style to default.

The quick brown fox

The quick brown fox

The quick brown fox

A NotebookLM



www.travelteachings.com

Controlling Flow: Alignment & Lists

= Left Align (Ctrl + L)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut

enim ad minim veniam, quis nostrud exercitation ullamco laboris.

Centre Align (Ctrl + E)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua.
Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris.

=| Right Align (Ctrl + R)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed
do eiusmod tempor incididunt ut labore et dolore magna aliqua.
Ut enim ad minim veniam, quis nostrud exercitation ullamco

laboris.

Justify (Ctrl + J)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut
enim ad minim veniam, quis nostrud exercitation ullamco
laboris.

Lists & Spacing

* ltem 1
ltem 2
* ltem 3
ltem 4

1. Step One
2. Step Two
3. Step Three
4. Step Four

“Tight” Spacing “Loose” Spacing

Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Sed oo totyr adipiscing elit. Sed
do eiusmod tempor incididunt ) R

ut labore et dolore magna do eiusmod tempor incididut ut
aliqua. labore et dolore magna aliqua.

A NotebookLM
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Editing Superpowers: Clipboard & Navigation

The Clipboard Workflow / Format Painter
Cut (Ctrl + X) Copy (Ctrl + C) STYLE
Source A V Destination B | ' Source A ‘ {Destination B : E
N ;
» =) mp [= text - STYLE
‘ E X ’ Visual showing a blue bold word
Item disappears from Source A, Item remains in Source A, transferring its style to a plain
appears in Destination B. appears in Destination B. black word.
Time & Task Travel

Undo Redo el
(Ctrl + 2) (Ctrl +Y)
Switch between open documents instantly.
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Search and Rescue: Managing Large Documents

Navigation vooX

Results: 668 matches L~

Al Results  Results Lorem ipsum solor sit amet, consectetur adipifliaslef=1gle M2(=Tol TN (@ {{ RN 2 )! g X

eiusmod tempor incididunt ut labore et dolo
B s\ A magna aligua. Ut enim ev eniam, quis nostrud| _. 1
fRgeinen ullamco V?deo ex ea commodo consequat. Li Find what: 20221 e
Page 3: Video commodo consequat. Video orute acce intun
B Page 12: Video consectetur adipiscing elit. Seden satur nomiw
g : nish est:aiantnot culonnmecceprier. iulant ang
% Page 12: Video consouts, sum dolore miura volupat. Video eu| Replace with: 2023 v
favoun. Ut wmi dolor eit enam, cormsman no
Page 19: Video lanenest ipsum dolor sit amet, consectetur adi
N . eiusmod tempor incididunt ut labore et dolore
Page 21: Video magna. Ut enim ad Video enuma commodo cg
3 . : Find Next Replace \\ Cancel
B Page 26: Video Lorem ipsum dolgr sit amet, consectetur adi L
isrizibrt. Video euismod tempor incidunt lata )
B Page 29: Video magna magna aliquar. Ut cnmeosuat minimm.ut aliquip ex ea commodo
o commod. Video evit, consectetur adipiscing elit. Seden satur nomnriractivwrutis
Page 32: Video nish, rontus nomicolur. niat:noren ea commodo consequat. Duis aute rantenmt
E] Page 31: Viideo en'labore replerehendient of faverice uropont officeia magna. Video ex ea
commodo consequat. Duis aute irure dolor in raumprehenderit in ieltoripsum.
: " Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed diam Video Pro Tip: Update hundreds of
Page 32: Video nulnvn euismod tenpor incididunt ut labore et dolore magna aliqua : - P .
Lt y : : = = O instances in a single click.
Page 57: Video incididunt ut l:vet dolore magna aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamcoss laboris nisi ut aliquip ex ea commodo Consolas font
@ Page 58: Video Lorem ipsum dolor sit amet, consectetur ax consequat. Video. Duis aute irure
. dolor situr reprehendalor nns conmodo consequat. Duis auteirure dolor in
B Page 57: Video mehenderis in voluptate fax occensor quit aute irun dolons in cuppariadot a
S 5 compos au rarat eute ormon xmt Innmov zuipat sint occusennt dianniius
Page 65: KIS noseamt rilunt dolore reprehenderit. Extencrent ret consodo ultrmcunt, Video
Page 72: Video offlia at toluit prast wali at officis largent nonn censeut: Dus nosmt ud A NotebookLM
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Professional Polish: Headers, Footers & Watermarks

- 8 Watermark: Toggle
i . ‘Washout' for visibility.
R Locate in Design Tab.

Header/Footer:
Double-click top or
bottom to activate.
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Visual Storytelling: Images & Shapes

Wrap Text v | ¢—

In Line with Text

1| I

In Front of Text

Tight

Top and Bottom
Behind Text
Through

ol M

Before: In Line with Text After: Tight Wrap
. Lorem ipsum dolor sit amet, consectetur Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed diam nonummy nibh adipiscing elit. Sed diam nonummy nibh
euismod tincidunt euismod tincidunt -
& ut laoreet dolore ut laoreet dolore

magna aliquam magna aliquam

Remove Background: Create erat volutpat. erat volutpat.

cutouts eaSIly. Ut wisi enim ad

minim venlam,
quis nostrud

Pro Tip: Hold ‘Ctrl' and drag an

” Ut wisi enim ad minim veniam, quis nostrud exerci tation im to create a quick
+ == exerci tation ullamcorper suscip lobortis nisl ullamcorper suscipit lobortis nisl ut aliquip du?,%ﬁate_ Uesae tr?eq'F:rmat
ut aliquip ex ea commodo consequat. Duis ex ea commodo consequat. Duis autem vel Picture' pane for advanced
Shift + Line Tool: Draw perfectly autem vel eum iriure dolor in hendrerit in eum iriure dolor in hendrerit in vulputate shape and image effects.
straight lines or constrain angles. vulputate velit esse molestie consequat. velit esse molestie consequat.



Creation Methods

BH 1. Insert Grid

¢ 2. Draw Table
(Pencil Tool)

B2 3. Quick Tables

Organizing Data: Mastering Tables

Name

Contact

City

Shah Rukh Khan

555-0199

Mumbai

Use ‘Layout Tab' to insert or delete columns.

www.travelteachings.com

Press TAB key
to instantly
create a new
row.

A NotebookLM
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Security & Output: Saving and Printing

The Save Workflow

Shortcut: F12

Gl Save As

1t > Decuments » v | &

Organize v New folder

~

3 Thiz PC Name
¥ 30 Objects
B Desktop
|# Documents
& Downleads
D Music
= Pictures
B Videos
‘e Local Disk (C)

B Mehwmrk M 1S

File gamez [

X
Search D
Date modified Typ)

Save as type: | Word Wrant (.docx)

~ Hide Felders Tools +

Formati...
General Options
Edit Screen
Preview Kame
Sheet...

Print Settings

Save As Dpstwos...
Save Homeinrack,

Properties...

Export & Print

Lock formatting for sharing.

Ctrl + P: Always preview
margins before printing.

A NotebookLM
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Project Showcase: The Resume (Structure)

Don’t type on the lines.
Use Text Boxes for precise
placement.

Pro Tip:
Style Setting: Set Text
Text Box Fillto ‘No Fill'
Boxes and Outline to 'No
Outline’.

Shape
(No Outline)
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Project Showcase: The Resume (Design)

Crop to Shape
> Circle
(Hold Shift for
Aspect Ratio)
/l Line Shape
(Hold Shift for
\l straightness).

Experience

Satish
Dhawale
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The Ultimate Shortcut Cheat Sheet

Selection & Formatting Workflow & System
Ctrl + A : Select All Ctrl + C / X / V :Copy / Cut/ Paste
Shift + Arrow : Select Text Ctrl + Z / Y :Undo / Redo

Ctrl + B / I / U :Bold/ Italic/ Underline |Ctrl + F / H : Find / Replace

Ctrl + L / E / R : Alignments F12 : Save As

Ctrl + Scroll Wheel : Zoom

A NotebooklLM



