
Advanced Features in Microsoft Office

1. Introduction

Advanced Office features improve efficiency, automation, and document quality.

They build on core skills across Word, Excel, and other applications.

2. Templates and Styles

Templates: pre-designed files that speed up repetitive document creation.

Styles and themes ensure consistent, professional formatting.

3. Automation with Macros

Macro: a recorded sequence of actions that automates repetitive tasks.

Macros use Visual Basic for Applications (VBA) for customisation.

4. Advanced Excel Tools

PivotTables: summarise and analyse large data sets quickly.

Lookup functions: such as VLOOKUP, retrieve data from tables.

Conditional formatting highlights important values.

5. Mail Merge and Collaboration

Mail merge: combines a document with a data source to produce personalised letters or

labels.

Track Changes and comments support reviewing and teamwork.

6. Summary

Advanced Office features such as templates, macros, PivotTables, and mail merge

automate tasks and enhance productivity and presentation.
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