
MS OFFICE TIPS







WORD



Page Colour

• FILE – ACCOUNT –
DARK MODE



Individual Page Colour

• DESIGN – PAGE 
COLOUR



Copy Paste

• HOME – open 
CLIPBOARD



Copy Paste

• HOME – open 
CLIPBOARD



Read Aloud

• KEYBOARD Shortcut - Control, Alt and Spacebar

• OR REVIEW – READ ALOUD



Calculations in Word

• Put equation in Table 

• Click in the table where you want the sum to go

• Choose LAYOUT

• Click on Formula



SORT in Word

• HOME – Paragraph section – A-Z



SORT in Word

• HOME – Paragraph section – A-Z



PIN important documents



Avoid first person writing.

1. File

2. Options 

3. Proofing



Researching and 
Referencing.

1. References

2. Manage Sources 

3. New



Add a Reference List



Headings to create a Table of Contents



Headings to create a Table of Contents



Headings to create a 
Table of Contents



POWERPOINT



Slide Master





Power Point

• Record Slide Show



Animations in PowerPoint

• This is how

• You make words appear

• One line at a time in a presentation

• You can also add images

• And you can take them away….





Screen Recording



EXCEL











Email Signature
Using Online OFFICE 365



Email Settings



Email Settings



Email Signature should look like this:

• Salutation (optional)

• FirstName Surname

• Positon (Student/Parent)

• Contact Details (Email, Phone etc..)


