
Inspired Computer Institute (ICI LMS) 

Visit site: www.icilms.com 

Email: admin@icilms.com 

1 | P a g e  
Affiliated from Security and Exchange Commission of Pakistan 

INSPIRED COMPUTER INSTITUTE 

 

Microsoft Office Complete Short Notes  

Microsoft Word: 
• Basics:  

o Interface overview: Learn about the different parts of the Word interface, such as the ribbon, 

toolbar, and status bar. 

o Creating and saving documents: Understand how to create new documents, open existing ones, 

and save them in different formats. 

o Formatting text: Learn how to format text using fonts, styles, alignment, indentation, and 

spacing. 

o Working with paragraphs: Understand how to create, format, and indent paragraphs. 

o Inserting images and tables: Learn how to insert images and tables into your documents and 

format them. 

• - Interface: Ribbon, Quick Access Toolbar, Backstage View. 

• - Document Creation: Creating, opening, saving, and printing documents. 

• - Text Formatting: Fonts, styles, alignment, indentation, spacing. 

• - Paragraph Formatting: Bullets, numbering, alignment, line spacing. 

• - Page Layout: Margins, orientation, page breaks, headers, footers. 

 

• Intermediate:  

o Styles and templates: Learn how to use styles and templates to create professional-looking 

documents. 

o Mail merge: Understand how to use mail merge to create personalized documents, such as letters 

and emails. 

o Track changes and comments: Learn how to track changes and add comments to your documents 

to collaborate with others. 

o Working with references: Understand how to create citations and bibliographies in your 

documents. 

• - Tables: Creating, formatting, and modifying tables. 

• - Graphics: Inserting images, shapes, SmartArt. 

• - References: Table of contents, citations, footnotes, endnotes. 

• - Mail Merge: Creating form letters, envelopes, labels. 

o  

Advanced Features: 
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- Collaboration: Track changes, comments, sharing documents. 

Key Features: 

- Word Processing: Create, edit, format, and enhance text-based documents. 

- Formatting: Styles, fonts, alignment, bullets, numbering, etc. 

- Insertions: Images, tables, headers, footers, page numbers, hyperlinks, etc. 

- Review Tools: Spell check, grammar check, track changes, comments, etc. 

 

Shortcut Keys: 

- Ctrl + C: Copy 

- Ctrl + X: Cut 

- Ctrl + V: Paste 

- Ctrl + B: Bold 

- Ctrl + I: Italic 

- Ctrl + U: Underline 

- Ctrl + S: Save 

- Ctrl + Z: Undo 

- Ctrl + Y: Redo 

- Ctrl + F: Find 

- Ctrl + P: Print 

 

 

Microsoft Excel: 
• Basics:  

o Interface overview: Learn about the different parts of the Excel interface, such as the cells, rows, 

columns, and formulas bar. 

o Entering and editing data: Understand how to enter and edit data in cells. 

o Creating formulas: Learn how to create formulas to perform calculations on your data. 

o Formatting cells: Understand how to format cells using fonts, borders, and shading. 

o Creating charts and graphs: Learn how to create charts and graphs to visualize your data. 

• - Interface: Ribbon, cells, columns, rows, sheets. 

• - Data Entry: Entering, editing, deleting data. 

• - Formulas and Functions: Basic arithmetic, SUM, AVERAGE, IF, VLOOKUP. 

• - Formatting: Cell styles, number formats, conditional formatting. 

•  
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• Intermediate:  

 

o Functions: Learn how to use functions to perform complex calculations on your data. 

o Conditional formatting: Understand how to use conditional formatting to highlight important 

data. 

o Pivot tables: Learn how to create pivot tables to summarize and analyze your data. 

o Macros: Learn how to create macros to automate tasks in Excel. 

• - Charts and Graphs: Creating, customizing, and formatting charts. 

• - PivotTables: Creating summaries, analyzing data. 

• - Data Analysis Tools: Goal Seek, Solver, Scenario Manager. 

• - Data Validation: Ensuring data accuracy, dropdown lists. 

•  Microsoft Excel: 

•  

Key Features: 

• - Spreadsheets: Organize, manipulate, and analyze data using cells. 

• - Formulas & Functions: Perform calculations, create formulas, and use built-in 

functions. 

• - Charts & Graphs: Visual representation of data through various chart types. 

• - Data Analysis: Sorting, filtering, pivot tables, etc. 

 

Shortcut Keys: 

• - Ctrl + C: Copy 

• - Ctrl + X: Cut 

• - Ctrl + V: Paste 

• - Ctrl + Z: Undo 

• - Ctrl + Y: Redo 

• - Ctrl + A: Select All 

• - Ctrl + S: Save 

• - Ctrl + F: Find 

• - Ctrl + H: Replace 

• - Ctrl + Home: Move to cell A1 

• - Ctrl + Arrow Keys: Navigate between data regions 
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Microsoft PowerPoint: 
• Basics:  

 

 

o Interface overview: Learn about the different parts of the PowerPoint interface, such as the 

slides, slide master, and notes pane. 

 

o Creating and saving presentations: Understand how to create new presentations, open existing 

ones, and save them in different formats. 

o Adding text and images: Learn how to add text and images to your slides. 

o Formatting slides: Understand how to format slides using themes, layouts, and animations. 

o Adding transitions and animations: Learn how to add transitions and animations to your slides to 

make your presentations more engaging. 

• Interface: Ribbon, slides, placeholders. 

• - Slide Creation: Adding, duplicating, rearranging slides. 

• - Text Formatting: Fonts, styles, alignment, bullet points. 

• - Adding Multimedia: Images, videos, audio. 

• Transitions and Animations: Slide transitions, object animations. 

• - Master Slides: Customizing slide layouts and design. 

• - Speaker Notes: Adding and using notes for presentations. 

• - Collaboration: Comments, sharing, co-authoring presentations. 

 

• Intermediate:  

o Working with charts and graphs: Learn how to add charts and graphs to your slides to visualize 

your data. 

o Using speaker notes: Understand how to use speaker notes to prepare for your presentations. 

o Collaborating on presentations: Learn how to collaborate on presentations with others. 

• Keyboard shortcuts: Learn some of the most common keyboard shortcuts for each of the Office 

applications. 

• Troubleshooting: Learn how to troubleshoot common problems in each of the Office 

applications. 

• Best practices: Learn some best practices for using each of the Office applications. 
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I hope these notes are helpful! 

Key Features: 

- Presentation Creation: Design slideshows for various purposes. 

- Slide Designs: Templates, themes, layouts, backgrounds, etc. 

- Media Integration: Images, videos, audio, animations, transitions. 

- Presenter Tools: Speaker notes, slide show options, rehearse timings, etc. 

 

 Shortcut Keys: 

- Ctrl + N: New presentation 

- Ctrl + O: Open presentation 

- Ctrl + S: Save 

- Ctrl + C: Copy 

- Ctrl + V: Paste 

- Ctrl + Z: Undo 

- Ctrl + D: Duplicate 

- Ctrl + P: Print 

- F5: Start slideshow from the beginning 

- Shift + F5: Start slideshow from the current slide 

 

 

Absolutely! Here's a condensed overview for a Microsoft Office course, covering Word, Excel, 

and PowerPoint along with some important shortcut keys: 

 

 

 

 

  

 


