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THE INDISPENSABLE Office Tool 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

Foreword IX
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THE INDISPENSABLE Office Tool 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.

Introduction

THE INDISPENSABLE Office ToolX
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PART

IV MICROSOFT 

POWERPOINT

1  What is Microsoft PowerPoint and 

When Should It Be Used?

2  Creating a New Presentation

3  Applying a Theme to a Slide Show

4  Inserting Animations, Pictures and 

Hypertext Links
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6  Adding a Transition Between Slides
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Microsoft PowerPoint 103
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Microsoft PowerPoint 103

The table of 
contents is clear 
and detailed. 

At the beginning of each of 
the seven parts identified 
with Roman numerals, you 
will find the name and 
summary of the software or 
subject covered. 

Each part is subdivided into 
several subparts, for which the 
statement is formulated as a 
question or using an action 
verb to describe the task that 
will be put into practice. 

Introduction XI
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This section 
contains additional 
information or explan-
ations of certain 
concepts. 

Explanations presented 
as a series of steps are 
illustrated by numer-
ous screen captures. II

4 From the Choose commands from option, select the Main Tabs category. 

5 Select the Developer option in the list on the le� , then click the Add button. Check the 

Developer (Custom) option in the list on the right.

6 Click OK. 

7 The tab is displayed in the ribbon (main menu) and you will be able to create a macro.

What Is a Macro?

A macro is a series of automated tasks in the O�ce software suite. Among other 

things, it can help you avoid having to continually enter the same information, such 

as a date, signature, etc. By creating a macro and running the tasks in the correct 

order, you no longer have to rewrite the same information all the time. This concept 

will be covered later in this book.

Microsoft Word 21
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VI

3 
Logging In to OneDrivefor Business

Before you can log in, you should check with the IT department to determine whether 

you have a Microsoft O�  ce 365 account. After this, just follow the steps below: 1 Open your Web browser and, in the address bar, 
enter www.onedrive.live.com/about/en-ca/business/, 
then press the Enter key. 

2 In the upper right corner of the page, click Sign in. 3 Enter your Offi ce 365 username (for example, 
your_name@name_company.com) and then click Next.

4 Below your username, enter the password associated with your Offi ce 365 account, then click Sign In. 

You will be directed automatically to your OneDrive for Business space. A window 

may be displayed asking if you want to “stay connected.” This option means you will 

not have to enter your login information as often. However, only choose this option 

if you are the only person using this computer. Defi nitely do not activate this func-

tion on your home computer or on a computer shared by several people. 

TIP

The method may di�er slightly depending on the instructions from your IT department. 

OneDrive for Business 161
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Tabs make it 
easy to locate 
the parts. 

The Tip section 
presents a shortcut 
or advice to help the 
user complete a task. 

THE INDISPENSABLE Office ToolXII
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This icon refers to a 
modelling that can be 
found in the portal. 
These video clips 
make the modelling 
experience more 
explicit. 

The contents are illustrated 
in diagrams or presented in 
the form of a table to make 
the material easier to 
understand. 

1
What Is Antidote and

When Should It Be Used?

VIDEO 6

Antidote is software designed to help you write better. It consists of numerous dic-

tionaries (defi nitions, synonyms, combinations, conjugation, etc.), linguistic guides, 

including a writing guide and a grammar checker, as well as a corrector that analyzes 

and corrects text. The corrector also contains a number of tools to help with revision.

Who Should Use Antidote?

With its many functions, Antidote is useful for anyone who writes documents, from 

simple email messages to detailed reports. It integrates with several software pack-

ages, such as Word, Outlook and PowerPoint.

When Should You Use Antidote?

Antidote software is used to write email messages, letters, minutes, reports, presenta-

tions or any other type of document. 

Dictionaries are used to eliminate doubts, fi nd the right word or to ensure grammat-

ical accuracy. Among other purposes, the guides help you format a letter that com-

plies with recognized standards. Finally, the corrector and revision tools help you 

deliver a clear, concise document that is free of spelling and grammatical errors.

Why Should You Use Antidote?

To ensure 
the quality and 

effectiveness of 

texts that reflect 

the image of a 
company.

To write more 

quickly, without 

neglecting the 
quality of the 

document.

To remedy 
editorial 

weaknesses or 

support attention 
to detail.

180 THE INDISPENSABLE Office Tool
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Solving Print Problems
5
Although every e� ort has been made to reduce the amount of paper used over many years, it is

sometimes necessary to print certain documents. This is why it is important to ensure that your 

traditional printers, photocopiers and high-volume printers are functioning correctly.
Below is a table to help you solve printing problems:Printing Problems and Their SolutionsIssue Question to Ask Yourself SolutionNo documents are coming out of the printer

Should the cartridges or drum be replaced? Replace the cartridges or drum.Is the document displayed in the print queue on the computer?
Print the document again or empty the print queue.Have I selected the right printer? Check the name of the printer to be selected with a colleague or your IT department.Is there any paper jammed in the printer? Turn off and unplug the printer, and then remove the paper safely. Call the technician if necessary.Is an error message displayed on the computer or printer? Read the message and take the necessary actions. If necessary, restart the computer or printer.

Blank pages 
are coming out of the printer

Should the cartridges or drum be replaced? Replace the cartridges or drum.Does the document contain blank pages? Delete the blank pages from the document to be printed.Is the correct paper size selected? Select the correct paper size from the computer or on the printer. 
The printer 
does not 
turn on 

Is there electricity?
Check that the device is plugged in and that, if connected to a power bar, the switch is “ON.”Is the power wire cut or in poor condition? Contact your IT department.Is the printer's power switch “ON”? Turn the power on using the button or power switch.
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Index

 A
Accept the modifi cation 38
Access

– quick 20, 26-27
Accounting 73, 77
Add 75-77, 99-101
Add a digital signature 12
Address 56, 58-60, 63, 127-128, 132, 177Agreement 180, 194, 200, 203, 207, 213Alert 185-186, 204-205, 208, 215-216Alphanumeric 97

Animation 113
Annotating a document 36
Anti-Oops 217
Application 125, 126-127, 156-158, 160, 168-169– Web 156

Appointment 125, 138-139, 141Audio 
– audio on my PC 117– audio tools 28, 117-118– audio wire 122

– record the audio 118
Auto Answer

– sending replies automatically 151Automate 136
– automate (Excel) 72, 86– tasks 3, 5

Auxiliary 200
Average 77

 B
Backup 24, 160

– automatic 69
– data 160

Bar
– address 70
– menu 26, 83
– quick access 27, 85– spreadsheet 90– task 29

– title 31, 83
– tool 20, 26-27, 33

Best practice 2-3
Breadcrumb 166
Break

– inserting a page break (Word) 24– types of breaks (Word) 24Break mark 184, 208
Browser 

– navigation arrow 188-189– navigation problem 102– Web browser (Excel, PowerPoint) 72Bug 102
Byte 157-159

 C
Calculation 77

– display the calculation steps 99– statistical calculations 73Calendar 138, 140-141
Caption 

– inserting a caption (Word) 44-45Cell 31-32, 74, 94-96, 98, 100-102– cell format 100
Changing colors (Excel) 83
Chart 72-73, 86, 95

– all charts 83
– creating a chart 80-84, 87-88– moving a chart 83– recommended chart 82– sales 80

– vertical bar chart 83
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The alphabetical 
Index at the end 
of the document 
makes it easier to 
find the subjects 
covered, names 
and sections. 

Technical terms 
that might be 
difficult are 
defined at the 
end in the 
Glossary. 

Glossary

 A
active sheet Worksheet currently in use or being 

edited. This refers to the selected tab.

address bar (Outlook, OneDrive for Business) 

Field in a Web browser into which a Web address is 

entered.

administrator rights Rights that allow full control 

over the configuration of software or a computer. 

adverb of degree Adverb describing quantity or 

intensity (e.g. very, enough, much).

alignment Setting that defi nes whether the edges 

of the text are equal on the left, right or both sides 

(justifi ed) and whether the text is centred.

anti-oops Antidote technology that automatically 

triggers the corrector on sending an email message 

and notifi es the user if attachments seem to be 

missing.

antidote toolbar Frame containing the icons for 

accessing the three Antidote windows: Corrector, 

Dictionaries and Guides. The toolbar is available in 

the software programs into which Antidote 

integrates itself. In the Microsoft O�  ce suite, it is 

displayed when you click the Antidote tab in the 

ribbon.

application Program usually used with a Web 

browser.

axes Vertical and horizontal lines on certain types 

of charts, such as histograms.

 B
best practice Good work methods to be applied, 

regardless of the fi eld.

breadcrumb Horizontal structure of a set of 

folders.

break mark In the corrector window, underlined 

black dashed line that is displayed under a group of 

words. This underline indicates that the corrector is 

unable to perform the grammar analysis.

 C
caption Short text to describe a picture, chart or 

any element of content in a document.

cartridge Container fi lled with ink or ink powder 

used to print on paper.

cell (Excel) An area that can contain information or 

in which information can be entered using numeric 

and alphanumeric coordinates (A1, B2, etc.).

cell (Word, Outlook) Field in a table in which 

information can be written or inserted.

cell format Type of value the cell is to produce 

(e.g. a numeric value, text).

classifying adjective (Antidote dictionary of 

combinations) Relational adjective (e.g. forestry 

operations) or adjective that establishes a sub-

category (e.g. polar bear). 

cloud Location on the Web referring to servers 

that contain information.©
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THE INDISPENSABLE Office Tool is a valuable
resource that addresses common features of applications and 

software currently used in most workplaces: Microsoft Word, Excel, 
PowerPoint, Outlook, OneDrive for Business and Antidote. 

The most useful current features of these office tools 
are presented in a step-by-step modellized approach  

making it easy to see how to apply them. 

The clear, easy-to-understand explanations,  
 supported by examples and numerous illustrations, 

 meet the expectations of various audiences.
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