REFERENCE GUIDE

THE INDISPENSABLE

O fice Jool




REFERENCE GUIDE

THE INDISPENSABLLE

Office Jool




THE INDISPENSABLE @ffice Joot

This document was published by the SOFAD
(Société de formation a distance des commissions
scolaires du Québec).

ORIGINAL FRENCH EDITION

Publishing Director
Diane Pageau

Editor
Andrée Thibeault

Project Manager
Brigitte Trudel

Writers
Audrey Shink (Parts | to VI)
Dolores Tam (Part VII)

Editorial Support
Audrey Shink

Content Consultants
Dominique Drapeau
Michel Dupuis

Florence Thibeault-Boily
Chantal Toutant

Copy Editor
Nadia Leroux

Proofreaders
Nicole Blanchette
Danielle Maire

Rights Management
Michele Thibaudeau

Cover and Book Design
Myléne Choquette

Book Layout
Marquis Interscript

© SOFAD 2019

All rights for translation and adaptation, in whole or in part,
reserved for all countries.

Any reproduction by mechanical or electronic means, includ-
ing microreproduction, is prohibited without the written
permission of a duly authorized representative of the SOFAD.
Any use by hire or loan is prohibited without written permis-
sion and a corresponding licence from the SOFAD.

In this production, the masculine is used without discrimina-
tion and solely with the aim of simplifying the text.

Legal Deposit — 2019

Bibliotheque et Archives nationales du Québec

Library and Archives Canada

ISBN: 978-2-89798-196-9 (printed)

ISBN: 978-2-89798-197-6 (PDF)

August 2019

ENGLISH EDITION

Project Manager
Ali K. Mohamed

Translation
Documens

Proofreader
My-Trang Nguyen



—

Table of Contents J /
FOY@WOKM .........ooooooeeseseeesssssesesssssss s IX
INEFOAUCTION ...........ccooooie oot es s seesssssens X

e,

PART SECRETARIAL TOOLS | 1

I 1 Adopting an Effective Working Method ... 2

BEST PraCliCe ..ottt 2

Establishing PriOFLIES ... sesieessessnesessesnseses s 3

.-.‘ MODELLING ESTABLISHING PRIORITY RATINGS ..........ooooocoomrerceirnneeeeeeisseneeeseinnns 4
AULOMALTING TASKS  .ooorriieireiecre e 5

Delegating Certain Tasks ... 5

2 Communicating and Collaborating ... 6

Controlling the Uncontrollable ... 7

Resolving an Interpersonal Conflict ... 7

3 Selecting the Appropriate TOOIS ... 9

4 Protecting YOUr DOCUMENTS .............oovviriiiiiiiiiiiiisecccenensnnnenneses s 11

MODELLING MARKING AS FINAL ..........ooorceeiinsenecceeiseeeessssssscssssssssesssssssssssssonns 13

MODELLING ENCRYPTING WITH PASSWORD ..........ccoomimmeccesinsenseessesseneesssennns 14

MODELLING RESTRICTING EDITING ........oooooiiicrere e cessesessisesssssssessens 15

5S0Iving Print Problems ... 16
MICROSOFT WORD 17

g I I 1 What Is Microsoft Word and When Should It Be Used? ... 18
:% 2 Customizing the Microsoft Word Interface ... 20
E 3 Inserting Elements in @ DOCUMENT ... 22
g Inserting Special Characters or Symbols Manually ..., 22
Inserting Page and Section Breaks ... 23

4 Hyphenating Words and Adding Shortcuts ..., 25

Hyphenating Words at the End of @ Line ... 25

Using and Modifying the Menu Bar ... 26

5 Changing the Page Orientation ... 28

Comparing Documents Side by Side ... 29

Table of Contents |l



6 Creating and Formatting a Table ...,
Changing the Appearance of a Table ...

7 Creating and Formatting a Header and Footer ...
MODELLING ANNOTATING AND REVIEWING A DOCUMENT ..........
8 Inserting a Picture or a Video ...
INSErting @ PICLUIE ......ocoiieessse s
INSEItING @ VIAEO .oovvrvvccoiccrrrrrscssiccerenesesssneessessssesssssssss s
9 Inserting a Footnote and a Caption..............cocovvrricsnccrrersccsnnnen
Inserting a Caption for a Picture, Video or Graph ...

10 Creating and Modifying a Style ...
Creating @ StYIe s

MODELLING MODIFYING A STYLE .......coooooormnrcrnnnecseiesseseesivensen

11 Changing Margins and Creating Columns ...
Arranging Text in ColUMNS ...

MODELLING CREATING A TABLE OF CONTENTS ...,

12 Creating Personalized Letters and Envelopes (Mass Mailing) .....
Personalizing an Existing Letter (Merge) ...
Creating Personalized ENvelOpes ........rrmcrrnressssssicnnenns
Creating Personalized Labels ...

13 Troubleshooting in Microsoft Word ...
A Corrupted File ...

The Text Does not Align Correctly or the Characters Are Partially Cut ........

Word Does not Start, With or Without an Error Message ...
Retrieving a "Lost” File in the Office Suite Software .........c.......

MICROSOFT EXCEL

I I I 1 What Is Excel Spreadsheet Software and When Should It Be Used? ...................

Procedure for Adding a Row or Column ...,

Customizing the INterface ...
g 2. CommON FOrMUIAS ...

Using the Most Common FOrmulas ...
ApPIYINg FOrMUIAs ...

MODELLING CREATING AND CUSTOMIZING A CHART OR GRAPH

IV THE INDISPENSABLE @ffice Joot

30
31

34
36

40
40
43

44
44

46
46

49

51
52

53

56
57
59
61

64
64
67
67
69

71

72
74
74

75
77
78

80

© SOFAD - Reproduction prohibited.



3 CrEAtING @ IMACKO......ooooooooccesee s 85

Displaying the Developer Tab ... 85

Creating @ MACKO ... 86

Checking and Testing @ MAcrO ..o 88

4 Managing @ WorkbooK ... 89

Creating @ NeW SHEEt ..o 89

RENAMING @ SNEET .oooooocericrr s 89

DUplicating @ SNEet ... 90

MOVING @ SREET ..o 90

5 Managing the Layout ... 91

Changing the Orientation of @ DOCUMENT oo 91

SEEEING MATZINS ..ot 92

Printing @ DOCUMENT ... 93

6 Creating @ TabIe ... 95

Creating @ PivOt Table ..o 96

7 Troubleshooting in Microsoft EXcel ... 98

FOIMUIA EFTOT oo sssesss s siess s nessness 98

Unexpected RESUIL ... ssssesns s ssessesss s 100

Problem Navigating With ArfOWS........ccooeirrrriooicerresssicesessesssssiessess s 102

MICROSOFT POWERPOINT 103

1 What Is Microsoft PowerPoint and When Should It Be Used? .............cccccoccccee 104

2 Creating a New Presentation ... 105

_ UsiNg Various VIEW MOES.........cccoevrrmeerrmniernssssoiesssssssiessssessesssssssssesssssssessesses 106
g MODELLING INSERTING, MOVING, DUPLICATING AND DELETING A SLIDE .......... 108
§ 3 Applying a Theme to a Slide SROW ... 110
:g) MODELLING CUSTOMIZING AN EXISTING THEME ..............ccooomnecernseeceneennne 111
g? 4 Inserting Animations, Pictures and Hypertext Links ...............ccccooiciic. 113
g Inserting a Picture in @ Slide SNOW ... 114
o Adding Hypertext LINKS ... sessscsessesne 114
5 Adding a Video and Sound File.............oooooiiiiicscen e 116

Inserting a Video From the INternet ... 116

Inserting a Video From @ COMPULEN....ccccoccvvrrrroooiicerrnresssssccerenessessseessness s 117

Inserting an Audio File From a COMPULET ... 117

Recording Your Voice and Adding It to a Slide Show ... 118

Table of Contents  V



6 Adding a Transition Between SIides ... 119

7 Distributing @ Presentation ... 120
Customizing the FOrmat of Sides.......cccoiririicccecenes s 121
8 Troubleshooting During a Presentation..............ooccissns 122
Advice for the Presentation ... 122
TrOUDIESNOOTING .oooosocc s 122
MICROSOFT OUTLOOK 123
1 What Is Microsoft Outlook and When Should It Be Used?..................ccccocccovurnc. 124
Distinguishing Between Outlook, Outlook.com
and Outlook 0N the WED ... 125
2 PrOCE@SSING IMESSAZES .........oooommmiieieeeee s 128
Creating @ MESSAZE ... 128
REPIYING 10 @ MESSAZE ......ccovvrvcmeerrrcccieeensssieeesssssesss s ssessss st neneeess 130
Creating @ CoNTACT ..o 132
Attaching a File t0 @ MESSAZE ... 134
Grouping Messages INtO FOIAENS ... 135
MODELLING CREATING A RULE WITH CUSTOM ACTIONS..........ccooooovrrrcerernnecenennnne 136
3 Scheduling a Meeting or Appointment...............coooooiiccciiiiiinecee 138
Options Available for INVItations..........eeneee s 140
Adding an Appointment to the Calendar.......cennns 141
Customizing the INTErface ... 142
MODELLING CREATING A SIGNATURE ............occcoommreieeinneeeeinsnsccssisessesssssssssessesnnns 144
4 Creating Tasks and FOHOW-UP ... 147
5 Creating @ NOTE .........ooooioiicccc s 149
6 Configuring an AbSENCe MESSAZE.................coooooicrrrrrirsosiierrrreessesiessesssssssesssese s 150
7 Troubleshooting in OULIOOK ... 152
Outlook Does not Start or Displays an Error Message..........ccoecerrrreesesninee 152
An Error Message Is Displayed After Starting Outlook
Or When RUNNING @ TaSK c.occcooiccrrrrrreceiicrrrresssncensessessssssssssssssssssssesssessssssssnsssssesssses 153
EMail Messages Are MISSING ... 154

ONEDRIVE FOR BUSINESS 155

‘ ; I 1 What Is OneDrive for BUSINESS? ..o 156
Distinguishing OneDrive From OneDrive for Business 157

@ SEOFAZE SPACE oo 158

VI THE INDISPENSABLE @ffice Jool

© SOFAD - Reproduction prohibited.



© SOFAD - Reproduction prohibited.

et

2 Why Use OneDrive for BUSINESS? ... 160
BackUp MELNOMS ..o s 160
3 Logging In to OneDrive for BUSINESS .................riecrrriecssesssssssnsenseees 161
4 Creating New FOIders..................cee e 162
Filing Existing Files and Folders on Your Computer
IN ONEDIIVE FOr BUSINESS ....cooviriiiiiiiicerrrrerreereeeeeeeeesssssssssisesssssssssssess s 163
5 Navigating in OneDrive for BUSINESS ... 166
Breadcrumb NaVigation ... 166
THE LEFE IMENU oo 166
6 Creating a New File Using OneDrive for Business ... 168
7 Downloading a File From OneDrive for Business to Your Computer ... 170
File and Folder OPtioNns ... 171
File Types in OneDrive for BUSINESS ........cccrrrmierrierresssneseessssseeessssnenseeses 173
& Sharing and Protecting Files ... 174
MODELLING SHARING A FILE OR FOLDER WITH A
COLLEAGUE IN YOUR COMPANY ........ccommirmmneceinmnnecessisessesssssssssesseennas 175
ACCESS VEITICATION .ooooivvoeeeeeeeveiceieiieiiisssmsssississs s 178
............................................................................................................................ 179
What Is Antidote and When Should It Be Used? ..., 180
Adjusting the SEttiNGS ... 183
USING DICHIONANIES .........ooooooooooeeceececeiiiieeinniin s 187
Using the Search Field ... 187
FInding @ HOMOZIaph ..ccccccccioiiieiriicicenneeen s sesssessssesseses s sessnenseess 188
USING FAVOUIIEES i 188
Finding a Previously Viewed ENtry ... 189
Viewing the Definition of a Word in Dictionaries ... 189
Quickly Finding the Desired Meaning ... 190
Finding a Word’s Plural Form, an Expression or a Solution to a Difficulty..... 191
Quickly Finding an 1diom or ProVerb ... 192
DIVERSIFYING YOUR VOCABULARY USING
THE DICTIONARY OF SYNONYMS ... sescsennneens 193
Finding the Right Word Using the Dictionary of Combinations ... 195
FINDING A WORD FROM THE SAME FAMILY ... 197
Finding the Correct Conjugated FOrm ... 198

Table of Contents VI



MODELLING USING ANTIDOTE GUIDES ................oooomrirnnnnensesssessesssssseseesssessesssns 201

A USING the COMTECLON ... 204

Obtaining Information on the Role of a Filter in the Corrector ... 204

Distinguishing the Levels of INformation ... 205

Analyzing Text in Different Software Programs ... 206

REVISING @ TEXT oo 207

Correcting a Text With Antidote: Where to Start? ... 215

Sending an Email With ANtidOte ... 217

GIOSSANY ...ttt e 219
INA@X ..k 225
PROTO Credits ...........oooocoooioceceecieeec s sissss s s s s 233

VIl THE INDISPENSABLE Qffice Jool




© SOFAD - Reproduction prohibited.

THE INDISPENSABLE @ffice Jo0t is a very useful reference that will answer your
thousand-and-one questions as they come up at work. The first part, which covers
secretarial tools, summarizes the knowledge that someone should have when they
are just starting out in the field. It can be used as a reminder if your training was
completed a few years ago. It covers tips and knowledge that will help you to provide
quality work and be efficient to meet the requirements of any employer.

The subsequent sections, which cover Microsoft Word, Excel, PowerPoint, Outlook,
OneDrive for Business and Antidote respectively, detail the main functions of these
tools, which are essential to master and frequently evaluated in the form of hiring
tests. Clear and accurate explanations will guide you while you explore these func-
tions one step at a time. People who are unfamiliar with the 2016 version of Micro-
soft Office will also benefit since many employers use this version.

Finally, you can learn more about OneDrive storage, an important resource that is
increasingly used by companies, as well as Antidote software, an essential tool for
improving the quality of your documents for work or training purposes.

_“
¥ |

Foreword

IX



Introducti |

THE INDISPENSABLE @fice Jool is divided into seven main parts and focuses on
the most commonly used applications in the Microsoft Office 2016 suite, which is still
widely used. These include Word, Excel, PowerPoint and Outlook. This document also
includes a section on OneDrive for Business, a very popular tool in the Microsoft Office
365 suite. The last section covers Antidote 9. Until there is a mass roll-out of Microsoft
Office 2019, Antidote 10 and a new edition of this book, online add-ons will be avail-
able to users at portailsofad.com. Do not hesitate to consult them.

The purpose of this simple and accessible reference tool is to present certain office
software functions in a step-by-step and example-based approach, which enables read-
ers to visualize how they are used.

You can quickly identify what you need thanks to clear illustrations. Explanations are
straight to the point and the contents match the reality of the office tools employees
use as part of their work.

Modelling facilitates comprehension and provides relevant examples of how various
functions are applied in the context of realistic tasks. Videos on portailsofad.com
make the modelling experience more explicit.

This guide deals with software functions, as well as methods to be adopted for working
more effectively. The first part of the guide is devoted to methods that will make you
more effective in the main aspects of your work or studies, such as adopting best
practices, automating or delegating certain tasks, communicating effectively, etc.

You will learn how to create tables and graphs, and how to format them in Excel.
Several sections are devoted to software and computer troubleshooting.

Very few guides cover the technical issues of cloud computing and computer security.
These issues must be addressed, since many office workers, learners of all ages and the
general population face them in their everyday experience.

This is an innovative tool for people who want to master the main software programs
used in education and business, or for those who want to learn how to use these
software programs on a daily basis.

X THE INDISPENSABLE @ffice Tool
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