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1. Introduction

¢ Microsoft Office is a collection of productivity applications for documents, data, and
communication.
e It is widely used in education, business, and administration.

2. Core Applications

e Word: word processing for letters, reports, and documents.
e Excel: spreadsheets for calculations and data analysis.

e PowerPoint: software for creating slide presentations.

e Outlook: managing email, calendar, and contacts.

3. Common Interface Elements

e Ribbon: the tabbed toolbar holding grouped commands.
e Quick Access Toolbar: shortcuts for frequently used commands.
e Shared features such as Save, Copy, Paste, and Undo work across all programs.

4. File Management

e Files are created, saved, opened, and organised in folders.
e Office supports formats like .docx, .xIsx, and .pptx, plus PDF export.

5. Benefits of Integration

e Data and content can be shared between applications, such as charts from Excel into Word.
e Cloud storage through OneDrive enables access and collaboration anywhere.

6. Summary

e The Office suite provides integrated tools for documents, data, presentations, and email,
sharing a common interface that simplifies learning.
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