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Introduction

icrosoft Office is by far the most popular suite of productivity

applications in the world, and with good reason. Its applica-

tions are powerful enough for business and professional use,
and yet easy enough that a beginner can catch on to the basics with
just a few simple lessons.

Depending on how you purchased Office, your version may be called
Office 365 or Office 2021. If you made a one-time purchase, it’s
Office 2021. If you are using Microsoft’s subscription service, paying
monthly or yearly for Office, it’s Office 365.

Which is better? That depends on your needs. Over the long run, the
cost is similar. Using Office 365 provides some extra benefits, though,
such as automatic software updates. Whenever Microsoft has new
features to add to Office, it rolls them out automatically to Office 365
subscribers over the Internet. Office 2021 users don’t get those new
features; their version remains static.

If you’re new to Office, this book can help you separate the essential
features you need from the obscure and more sophisticated ones you
don’t. For the four major Office applications I cover in this book —
Word, Excel, Outlook, and PowerPoint — I walk you through the
most important and common features, showing you how to put them
to work for projects in your job, everyday life, and home.

About This Book

This book is written specifically for mature people like you, who are
relatively new to using Office applications and want to master the
basics. In this book, I tried to take into account the types of activi-
ties that might interest you, such as investment planning, personal
finance, email, and documents and presentations that you might
need to prepare for work, clubs, volunteer opportunities, or other
organizations that you participate in.
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Part 1 begins by familiarizing you with Office and showing you how to
perform basic tasks. Here I explain some basics that apply to all the
Office applications generically, such as saving, opening, and printing
files. I also show you some features that all Office applications have
in common, such as selecting and formatting text, using the Clip-
board, and applying formatting themes.

Then we cover each of the four main applications:

Word (Chapters 4-6): Part 2 explores the most popular application
in the Office suite, Microsoft Word. This word processing program
helps you create letters, reports, envelopes, and myriad other text-
based documents. You’ll see how to format text, change page size
and orientation, insert graphics, and more.

Excel (Chapters 7-10): In Part 3, you can read about Excel, the Office
spreadsheet application. See how to enter text and numbers in a
worksheet, write formulas and functions that perform calculations,
and format worksheets attractively. You can also find out how to cre-
ate charts and use Excel to store simple databases.

Outlook (Chapters 11-13): Outlook is the email, contact management,
and calendar application in Office. In Part 4, discover how to send
and receive email in Outlook, and also how to use Outlook to track
appointments and store your personal address book.

PowerPoint (Chapters 14-17): In Part 5, I show you the basics of
PowerPoint, the Office presentation application. You can read how to
create presentations that include text and graphics, create cool ani-
mation and transition effects, add a musical soundtrack, and share
your presentation with others, either in a live-action show or on CD.

Part 6 provides some more advanced tips and tricks for getting the
most out of Office. You’ll learn how to integrate Office with other
applications, how to customize Office applications, and how to trou-
bleshoot some common problems.

Office For Seniors For Dummies



This book uses certain conventions to help you find your way:

» Wherever possible, | use labels on figures to point out what you
should notice on them. These labels reinforce something | say in
the text or contain extra tips and hints.

» When you have to type something, | put it in bold type.

» For menu and Ribbon commands, | use the>symbol to separate
the steps. For example, if | say to choose Home=> Clipboard >
Copy, that means you click the Home tab, find the Clipboard
group, and then click the Copy button in that group. In most cases,
| provide the group name as part of the path to help you find the
command more quickly. (Each tab has a lot of different commands
on it.)

Foolish Assumptions

This book assumes that you can start your computer and use the key-
board and mouse (or whatever device moves the pointer on-screen).
It also assumes your computer’s operating system is Windows 10,
and that you have either Office 2021 or Office 365.

If you’re using a computer for the first time, my book Comput-
@ ers For Seniors For Dummies shows you the essential skills that all
computer applications use.

TIP

Icons Used in This Book

@ Tip icons point out extra features, special insights and help, or
things to look out for.

If you don’t get anything else out of a particular chapter or sec-
tion, remember the material marked by this icon. This text usu-
ally contains an essential process or a bit of information that you
must know to use Office successfully.

REMEMBER

Introduction 3



@\ Technical Stuff icons mark paragraphs where I “geek out” a bit,
&/ providing a behind-the-scenes look at how something works.

TECHNICAL
STUFF

& Warning icons indicate potential problems to avoid, problems
that are difficult to fix or that make bad things happen.

WARNING

Beyond the Book

In addition to the material in the print or ebook you’re reading right
now, this product comes with some goodies on the web that you can
access anywhere. No matter how well you understand the concepts
of Office, you’ll likely come across a few questions where you don’t
have a clue. To get this material, simply go to www.dummies.com and
search for “Office 2021 For Seniors For Dummies Cheat Sheet” in the
Search box.

Where to Go from Here

This is your book; use it how you want. You can start at the beginning
and read it straight through, or you can hop to whatever chapter or
topic you want. For those of you who are pretty new to computers,
you might want to start at the beginning. If you’re new to Office,
the beginning part will give you a good foundation on what features
work similarly in all the programs.
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IN THIS PART ...

Learn what applications make up the
Microsoft Office suite and what each one does

Get familiar with the Office features that are
common to all the applications

Find out how to open, save, and print files



IN THIS CHAPTER

» Start an Office Application

» Start a New Document

» Explore the Office Ribbon
and Tabs

» Understand the File Menu
(Backstage View)

» Create a Document

» Type Text

» Insert a Picture

» Move Around in a Document
» Select Content

» Zoom In and Out

» Change the View

Chapter 1
The Two-Dollar Tour

tep right up for a tour of Microsoft Office, the most popular suite
of applications in the world!

Here are some of the things you can do with Office:

» Write letters, reports, and newsletters.

» Track bank account balances and investments.

CHAPTER 1 The Two-Dollar Tour 7



» Create presentations to support speeches and meetings.
» Send and receive email.

The Office suite consists of several very powerful applications (pro-
grams), each with its own features and interface, but the applica-
tions also have a lot in common with one another. Learning about
one application gives you a head start in learning the others.

In this chapter (and Chapter 2), I take you on a quick tour of some
of the features that multiple Office applications have in common,
including the tabbed Ribbon area. I also show you how to insert text
and graphics in the various applications, and how to move around
and zoom in and out.

In these first few chapters, I use Microsoft Word, PowerPoint, and
Excel as the example applications because all of them work more or
less the same way: They let you open and save data files that contain
your work on various projects. Microsoft Outlook works a bit differ-
ently, as I show you in chapters 11 through 13.

Start an Office Application

8

Follow these steps to start an Office application:

Click the Start button in the lower-left corner of the Windows desktop,
opening the Start menu.

Do any of the following (your choicel):

Look for a shortcut tile for the application on the right side of the
Start menu. If you see one, click it.

Scroll down in the Start menu'’s left pane until you get to the
section for the letter of the alphabet for the desired application
(for example, P for PowerPoint) and click the application name.

Start typing the first few letters of the application name (for exam-
ple, po for PowerPoint) and then click the application name on the
filtered list that appears.

PART 1 Getting Started with Office



Start a New Document

When you open Word, Excel, or PowerPoint, a Start screen appears
(no relation to the Windows Start menu), containing a list of recently
used documents and thumbnail images of templates you can use to
start new documents. To start a new blank document (which you’ll
want to do in order to follow along with this chapter), you can press
the Esc key, or you can click the Blank template. The template has
a slightly different name depending on the application; in Word it
is called Blank document, in Excel it’s Blank workbook, and so on.
Figure 1-1 shows the Start screen for Microsoft Word, for example.

Click here to open some other saved file
Click here to start a new blank document

Good mdrning

Word thewenpen AN O O 7 - o x

>

~| New

A
VL |
Blank document Modern chronological resu... Dum_Portable_Temp 020110 Springtime event flyer Party invitation flyer
More templates —>
P Search
Recent  Pinned  Shared with Me
[ Mame Date modified

o GaN For Dummies Chapter 3_FW

3] Thu at 1:08 PM
Faithe Wempen's OneDrive (Personal) » Books » GaN Technology FD

GaN For Dummies Chapter 2 FW T st 108 o0
Faithe Wempen's OneDrive (Persanal) » Baoks » GaN Technology FD

GaN For Dummies Chapter 1_FW ;
=] Thu at 1:08 PM
Faithe Wempen's OneDrive (Persanal) » Books » GaN Technology FD

b GaN For Dummies TOC Draft Wiley

=] Thu at 1:08 PM
Faithe Wempen's OneDrive (Personal) » Books » GaN Technology FD

&=t GaN Intro FW.

Select one of these recently used files to reopen it

To create an additional new blank document after the application is
already up and running, press Ctrl+N at any time.
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TIP

Office 2010 and earlier started a blank document automatically
in Word, Excel, and PowerPoint, without having to go through a
Start screen. If you want that old-style behavior back, click File
and then click Options. On the General page, scroll down to the
bottom and deselect the Show the Start Screen When This Appli-
cation Starts check box.

Explore the Office Ribbon and Tabs

10

All Office applications have a common system of navigation called
the Ribbon, which is a tabbed bar across the top of the application
window. Each tab is like a page of buttons. You click different tabs to
access different sets of buttons and features.

Figure 1-2 shows the Ribbon in Microsoft Word with the Home
tab displayed. Within a tab, buttons are organized into groups. In
Figure 1-2, the Home tab’s groups are Clipboard, Font, Paragraph,
Styles, Editing, Voice, and Editor.

This tab is currently active Type a question or a feature name here for help
T AN @c) Bl 5 Dowmentt - Word £ Search (Alt+Q) +I Ritewenpen M) @ & - & X
File ~Home Insert Draw Design Layout References Mailings Review View Help 0 Commen ts [©]
Calibri {Body) it v AA Aav A ; j:j ; V:;—: = Normt o Soncin Heading 1 - P \@J ﬁ. ’F]i
pafﬁ ) BT U- x ¥ A 2+ A~ ; 7;:— :Al ;T pacing €ading - EdTn; Dictate  Editor Rf.ﬁff
Undo _ Clipboard Font ] Paragraph E] Styles Edior _ Reusefiles ™

I
Click a different tab to activate it

Group names

Each Office application has a set of tabs for the tasks it performs. For
example, Word has a Mailings tab that holds the commands for doing
mail merges. Excel has a Formulas tab that holds the commands for
setting up calculations.

PART 1 Getting Started with Office



TIP

If you run Office applications on a device that has a touchscreen,
you get an extra tab on the Ribbon: Draw. This contains tools for
drawing with a finger or a stylus. You can also manually enable
this tab by customizing the Ribbon, as explained in Chapter 19.

You might find tabs that were added by third-party (non-
Microsoft) software. For example, if you have a program called
Adobe Acrobat installed, you might have an Acrobat tab in each
of the Office applications. Certain templates also add custom tabs
and buttons to the Ribbon.

The buttons and controls on the tabs operate in different ways.

Figure 1-3 points out some examples on Word’s Home tab.

» On/off toggles: Each time you click the button, it switches
between on and off. When a feature is on, the button’s appear-
ance changes (for example, it might look shaded in comparison
to the other buttons).

» Command buttons: When you click the button, the command
executes. If you click a command button again, the command
repeats.

» Connected button sets: In connected sets of buttons, selecting
a button deselects (cancels) the previous selection in the set.

For example, Figure 1-3 has four buttons in the bottom row for
paragraph alignment. The leftmost one is selected; if you click
one of the others, it's automatically canceled.

» Menu buttons: Buttons with arrows on them open menus or
color palettes.

» Galleries: A gallery is like a permanently open menu or palette;
click a selection directly from a gallery. Most galleries also have a
More button that shows more choices.

You can hover the mouse pointer over a button to see a pop-up box,

called a ScreenTip, which tells the button’s name and/or purpose.

CHAPTER 1 The Two-Dollar Tour
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A command button

Buttons that apply color These four buttons
open a palette when clicked | are a connected set A gallery
@ AutoSave @ o) Bl =  Documentt - Word £ Jsearch (Alt+Q) Fathe Wempen A @ & = (s X
File Home Insert Draw Design Layout Refefences fings  Re few  He © Commen ts ®
i oo UL g Normal NoSpacing  Heading 1 ~ I:d/\:; D\E])r F{g'- Tﬂ
*aj“‘\q l:u @ x, ¥ A £ & - claty || hase
8
+ Insi
15 Insic
-
O eor
Page1of1  uorts  Texteredctionson  FS T AccessibiityGoodto go . Focus H B -—8—+ o
An on/off  Dialog box More button
toggle launcher ... or click the arrow to open
. a menu of other settings
Properties button &

(a.k.a. dialog box launcher)  Click the button face to apply
the most recent setting ...

With some buttons that contain arrows, you can click anywhere on
the button face — directly on the arrow or not — to open the menu
or palette (an array of colored squares from which you can choose a
color). With others, the button face and the arrow are separate click-
able areas. Clicking the arrow opens the menu, but clicking the but-
ton face applies whatever setting was most recently chosen from the
menu.
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TIP

To tell the difference between the two types of menu buttons,
point the mouse at the button. If the button face and the arrow
are different colors or if there is a thin line between them, it’s
the type where you have to click directly on the arrow to get the
menu. If there’s no separation, you can click anywhere on the
button.

In the bottom-right corner of many of the groups is a small square
with an arrow. Clicking this square (called a dialog box launcher or a
properties button) opens a dialog box related to that group. For exam-
ple, the one for the Font group in Figure 1-3 opens the Font dia-
log box, which contains controls for every button in that group plus
more options not available on the Ribbon.

Not sure which tab contains the command you want, or what the
command is called? The Search box (shown in Figure 1-2) enables
you to ask questions in plain English. Just type your question in the
box and press Enter to see a list of relevant commands and help
information, and then click the one you want to issue that command.

When you resize the application’s window so the window is narrower
than normal, or when you run the application on a computer that has
low-resolution video settings, the controls on the Ribbon compress
(squeeze together). Some of the groups turn into single buttons with
drop-down lists for accessing the individual controls within that
group. For example, in Figure 1-4, the Editing group is compressed,
and has been opened as a drop-down list.

Above the main part of the Ribbon is a small toolbar called the
Quick Access Toolbar (QAT). You can add buttons for frequently
used commands here (as many as you can fit). To add a button
to the QAT, right-click any control from any tab and choose Add
to Quick Access Toolbar, as shown in Figure 1-5. To change the
position of the Quick Access Toolbar, right-click it and choose
Show the Quick Access Toolbar Below the Ribbon (or Above, if it’s
already below).

CHAPTER 1 The Two-Dollar Tour 13
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Customize the Ribbon...

Collapse the Ribbon

Depending on how your system is set up, it’s possible that the
. QAT might be below the Ribbon rather than above it. If it appears
below the Ribbon and you want it above, click the down arrow
at the right end of the QAT and choose Show Above the Ribbon.

TIP
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Check out Chapter 19 to learn more about customizing the QAT,
as well as the Ribbon itself.

In some Office apps, the QAT might not appear at all. If you don’t see
it but you want to, click the down arrow at the far right end of the
Ribbon to open a menu and choose Show Quick Access Toolbar.

Understand the File Menu
(Backstage View)

Clicking the File tab opens the File menu, also known as Backstage
view. Backstage view provides access to commands that have to do
with the data file you are working with — things like saving, open-
ing, printing, mailing, and checking its properties. The File tab is a
different color in each application. In Word, for example, it is blue.
To leave Backstage view, click some other tab or press the Esc key.

Backstage view lists top-level categories in a navigation pane at the
left; click one to see the commands available. The content to the right
of the category list depends on what you have chosen.

When a document is open and you enter Backstage view, the Info
category appears. It provides information about the current docu-
ment, and offers commands for protecting the document, checking
for issues, and managing versions. See Figure 1-6. In addition, if the
document uses a different file format than the latest one, a Convert
button appears, enabling you to upgrade to the newest format. (It
doesn’t appear in Figure 1-6.)

The bottom-most command in the navigation pane in Backstage view
is Options, which opens a dialog box from which you can control the
settings for the application. Chapter 19 explains some of the settings
you can change.

CHAPTER 1 The Two-Dollar Tour 15
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Create a Document

16

In Word, Excel, and PowerPoint, the Start screen appears when you
start the application, and from there you can create a new document (or
workbook, or presentation) by pressing the Esc key or clicking the Blank
template. You can then just start typing or inserting content into it.

You can also create additional new documents at any time. An easy
shortcut is to press Ctrl+N. You can also choose File=> New. That latter
method has the advantage of opening a selection of templates you can
use to jumpstart your work if you don’t want a totally blank document
to start with. Choose one of the templates that appears, or click in the
Search for Online Templates box, type a keyword, and then press Enter
to look for a certain kind of template. Let’s forego the templates for
now, though, and keep working in this chapter with a blank document.
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Type Text

Putting text on the page (or on-screen) is a little different in each of
the three major Office applications: Word, Excel, and PowerPoint

» Word: The main work area of the program is a blank slate on
which you can type directly. Just click in the work area and start
typing! Chapter 2 explains more about typing and editing text.
See Figure 1-7.

» Excel: The work area is divided into a grid of cells. Click any cell

to make it active, and type to place text into it, as in Figure 1-8.
Chapter 7 shows how to work with text in Excel cells.

» PowerPoint: The work area is divided into two panes. The larger
one, on the right, is where you insert content on a slide.

If a slide has a text placeholder on it, you can click in the place-
holder and type, as in Figure 1-9.

In Word, there is a single work area
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In Excel, text is entered in individual cells
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In PowerPoint, text is entered in placeholder boxes on slide layouts
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