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Microsoft office training

e PowerPoint

e Outlook
e Teams

e OneDrive
e OneNote

e Project
e \Visio

Microsoft Office

Explore the Microsoft Office applications suite. Learn to write documents, take
notes, create spreadsheets, and more. Microsoft Office training covers a wide
range of software titles including Excel, OneNote, Outlook, Word, Teams,
OneDrive, PowerPoint Project and Visio.

Each section offers specific training for different task

CTRL-Click on any application on the left to view the full content of the training
offered or view each section with the common training

Training and help on all Microsoft app can be found here
Office apps help and training

Quick start for all Office apps
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https://support.microsoft.com/en-us/office/word-for-windows-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae73
https://support.microsoft.com/en-us/office/excel-video-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://support.microsoft.com/en-us/office/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://support.microsoft.com/en-us/office/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.microsoft.com/en-us/office/onenote-video-training-1c983b65-42f6-42c1-ab61-235aae5d0115
https://support.microsoft.com/en-us/office/project-training-63f1db89-1ee0-4113-bedc-03fc5ec6223a
https://support.microsoft.com/en-us/office/visio-training-e058bcfa-1d90-4653-afc6-e84d54cf94a6
https://support.microsoft.com/en-us/office/office-apps-help-and-training-8b9042aa-7507-477b-b294-1b178b47c8e5?ui=en-US&rs=en-US&ad=US
https://support.microsoft.com/en-us/office/office-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e?wt.mc_id=otc_home
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Microsoft Word training

Quick start With Word on your PC, Mac, or mobile device, you can:

*Create documents from scratch, or a template.
Add and edit text *Add text, images, art, and videos.

*Research a topic and find credible sources.
*Access your documents from a computer, tablet, or phone with OneDrive.

Format text *Share your documents, and work with others.

*Track and review changes.

Insert tables

Insert pictures
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https://support.microsoft.com/en-us/office/create-a-document-in-word-aafc163a-3a06-45a9-b451-cb7250dcbaa1?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/add-and-edit-text-ed1e3147-a846-41ca-8087-49e324cb50bd?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/add-and-format-text-2e76a31b-a6d6-4b4e-95c2-fb780e3ac8d3?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/insert-a-table-a138f745-73ef-4879-b99a-2f3d38be612a?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/insert-a-table-a138f745-73ef-4879-b99a-2f3d38be612a?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/insert-pictures-3c51edf4-22e1-460a-b372-9329a8724344
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Microsoft Excel training

e Quick start

e Rows & colums

e C(Cells

e Formating

e Formulas & functions

e Tables

e Charts

This Microsoft Excel training is up to date with all the latest features and
enhancements.

Use the most popular and needed Excel skills

Create Rows & colums

Create and format cells

Create formulas and use built-in functions to perform calculations
Create and format a table to visually group and analyze data

Charts help you visualize your data in a way that creates maximum
impact on your audience. Learn to create a chart and add a trendline.
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https://support.microsoft.com/en-us/office/create-a-workbook-in-excel-94b00f50-5896-479c-b0c5-ff74603b35a3?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/insert-or-delete-rows-and-columns-6f40e6e4-85af-45e0-b39d-65dd504a3246?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/move-or-copy-cells-and-cell-contents-803d65eb-6a3e-4534-8c6f-ff12d1c4139e?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/available-number-formats-in-excel-0afe8f52-97db-41f1-b972-4b46e9f1e8d2?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664?wt.mc_id=otc_excel
https://support.microsoft.com/en-us/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2?wt.mc_id=otc_excel
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Microsoft PowerPoint training

e Quick start

e Slides & layouts

e Text & tables

e Pictures & graphics

e Present slideshows

e Animation, video & audio

With PowerPoint on your PC, Mac, or mobile device:

*Create presentations from scratch or a template.

*Add text, images, art, and videos.

*Select a professional design with PowerPoint Designer.

*Add transitions, animations, and motion.

*Save to OneDrive, to get to your presentations from your computer, tablet, or
phone.

*Share and work with others, wherever they are.
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https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-wordart-c5070583-1ebe-4dc4-a41f-5e3729adce54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-a-picture-in-powerpoint-5f7368d2-ee94-4b94-a6f2-a663646a07e1?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/start-the-presentation-and-see-your-notes-in-presenter-view-4de90e28-487e-435c-9401-eb49a3801257?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971?wt.mc_id=otc_powerpoint
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Microsoft Outlook training

e Quick start With Outlook on your PC, Mac or mobile device, you can:

e Setup up and customize *Organize your email to focus on the messages that matter most.
*Manage your calendar to schedule meetings and appointments.

e (Create and send email *Share files from the cloud so everyone always has the latest version.

*Stay connected and productive wherever you are.
e Manage email

e QOrganize your inbox

e Contacts and tasks

e (Calendar

uOttawa



https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-e9da47c4-9b89-4b49-b945-a204aeea6726?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/what-is-outlook-10f1fa35-f33a-4cb7-838c-a7f3e6228b20?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/welcome-to-your-email-c6c261e3-d50a-43a6-816f-35fe1e53acc6?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/set-up-auto-reply-cc0e480f-973e-4412-a27b-8a52108d6d51?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/set-categories-flags-reminders-or-colors-a894348d-b308-4185-840f-aff63063d076?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/add-a-contact-in-outlook-1ef8f35b-04be-4bd0-ac9c-6d6a146887ce?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/welcome-to-your-outlook-calendar-6fb9225d-9f9d-456d-8c81-8437bfcd3ebf?wt.mc_id=otc_outlook
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Microsoft Teams training

e Quick start With Microsoft Teams on your PC, Mac, or mobile device, you can:

e Set up and customize your team  <Pull together a team.

*Use chat instead of email.
e Collaborate in Teams and channels <Securely edit files at the same time.

*See likes, @mentions, and replies with just a single tap.
e Upload and find files -Customize it by adding notes, web sites, and apps.

e Start chats and calls

e Set up and attend live events

e Explore apps and tools
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https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/create-a-team-with-team-templates-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/upload-and-share-files-57b669db-678e-424e-b0a0-15d19215cb12
https://support.microsoft.com/en-us/office/start-and-pin-chats-a864b052-5e4b-4ccf-b046-2e26f40e21b5?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/plan-and-schedule-a-live-event-f92363a0-6d98-46d2-bdd9-f2248075e502
https://support.microsoft.com/en-us/office/use-apps-6e22a734-c002-4da0-ba63-681f155b142d
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Microsoft OneDrive training

e Quick start With Microsoft Teams on your PC, Mac, or mobile
device, you can:

e @Get started with OneDrive

*Access and edit your files from all your devices.
* Manage your files -Share inside or outside your organization.
*Work together in real-time on Office documents.
*Quickly find the files that matter to you.
*Keep your files protected and backed up.

e Share and sync
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https://support.microsoft.com/en-us/office/upload-and-save-files-and-folders-to-onedrive-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.microsoft.com/en-us/office/what-is-onedrive-work-or-school-10f5c3fd-b0f6-40e2-9059-04735ffe01b7?wt.mc_id=otc_onedrive
https://support.microsoft.com/en-us/office/upload-files-and-folders-in-onedrive-work-or-school-5bd927ad-d186-495c-93e8-7ca116fe7b83?wt.mc_id=otc_onedrive
https://support.microsoft.com/en-us/office/share-files-and-folders-with-microsoft-365-business-72f26d6c-bf9e-432c-8b96-e3c2437f5b65?wt.mc_id=otc_onedrive
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Microsoft OneNote training

e Quick start

e Take notes

e Format notes

e Draw and sketch

e Stay organized

e Share and sync

OneNote is a digital notebook that automatically saves and syncs your notes as
you work.

*Type information in your notebook or insert it from other apps and web pages.
*Take handwritten notes or draw your ideas.

*Use highlighting and tags for easy follow-up.

*Share notebooks to collaborate with others.

*Access your notebooks from any device.
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https://support.microsoft.com/en-us/office/create-a-notebook-in-onenote-6be33cf9-f7c3-4421-9d74-469a259952d3?wt.mc_id=otc_onenote
https://support.microsoft.com/en-us/office/video-take-notes-in-onenote-d3185d6e-1d35-4665-9849-d1013339052b?wt.mc_id=otc_onenote
https://support.microsoft.com/en-us/office/video-format-notes-801b5fd4-b2e2-46f7-a682-e3dcf281cfcf?wt.mc_id=otc_onenote
https://support.microsoft.com/en-us/office/video-draw-and-sketch-in-onenote-e5d9e43e-96a0-442a-85e9-298e029aa76c?wt.mc_id=otc_onenote
https://support.microsoft.com/en-us/office/video-search-and-find-notes-38dd270a-a7ef-4542-8e14-5af7aebb7fd7?wt.mc_id=otc_onenote
https://support.microsoft.com/en-us/office/video-share-your-notes-with-others-4f0bb642-27d0-46e7-b754-97a3dfce2e80?wt.mc_id=otc_onenote
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Microsoft Project training

e Quick start

e Use Project for the web

e Project home

e Road map

In Project, you can:

*Create project plans.

*Build project teams and allocate resources.

*See different views of task and resources.
*Measure progress.
Manage budgets.
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https://support.microsoft.com/en-us/office/create-a-project-a5b5e823-fb2e-45fd-be00-7d84422d9749
https://support.microsoft.com/en-us/office/create-a-project-a5b5e823-fb2e-45fd-be00-7d84422d9749
https://support.microsoft.com/en-us/office/get-started-with-project-home-a3b38418-35e7-4df4-8e4a-ba6a4fa0562a
https://support.microsoft.com/en-us/office/video-welcome-to-roadmap-57764149-51b8-468f-a50d-9ea6a4fd835a
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Microsoft Visio training

e Quick start Visio helps you visually communicate complex information from multiple data
sources:

e Create diagrams

*Quickly create professional flow charts, timelines, process maps, organizational

e Add shapes and connectors charts, IT architecture diagrams, floor plans, and more.
*Keep diagram data points current by connecting diagram elements directly to
e Add text, pictures, and tables data sources.
. . *Use data graphics to simplify and enhance the visualization of complex
* Design a diagram information.

e Share and protect

e Customize shapes and stencils
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https://support.microsoft.com/en-us/office/select-a-template-in-visio-75a50ce3-6f12-4cf6-9b96-5e2026b8a3fe?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-create-a-diagram-from-a-template-453ca3a8-3ae8-437b-88c7-38cd44e55d28?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-add-and-format-shapes-27fd220b-1086-471b-886d-4122b0aaf844?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-add-text-to-shapes-diagrams-or-connectors-d5ade80a-984b-44eb-874e-5775974fa785?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-align-and-position-shapes-9ad5e1f4-9f49-4189-8229-6503f6d76699?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-share-diagrams-on-sharepoint-5a94195f-5424-4e0a-80bc-12014e8df804?wt.mc_id=otc_visio
https://support.microsoft.com/en-us/office/video-import-shapes-f98769f9-8c63-4a0f-bdf1-2b5ee54e0eb0?wt.mc_id=otc_visio
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