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Chapter 1
Introducing Microsoft Office and Using Common Features
Overview
In this chapter, learners will use Excel to practice using features that are common across the Microsoft Office suite. Coverage includes describing similarities and differences between the various version of Office, describing the four main applications and their uses, discussion about the Ribbon and Backstage view, using the spell checker and other review features, using features that are common to Office applications, formatting text, making a screen capture, and searching for help within applications.
Chapter Topics
	Introduction to Microsoft Office
What Devices Will Microsoft Office Work With?
What Storage Does Microsoft Office Provide?
Which Microsoft Office Should I Use?
What Are the Microsoft Office Apps?
Microsoft Accounts
	Common Features in Microsoft Office Apps
The Ribbon
The Quick Access Toolbar
Common Features on the File Tab
Common Features on the Home Tab
Common Features on the Review Tab
Other Common Features


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Chapter #
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTALS

	1
	2 hrs
	N/A
	N/A
	N/A
	N/A
	N/A
	2 hrs


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 and an Internet connection are required for successful completion of this chapter.
A PowerPoint screen show is available to support this chapter. You can customize this file if desired.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Introduction to Microsoft Office
	· What Devices Will Microsoft Office Work With?
· What Storage Does Microsoft Office Provide?
· Which Microsoft Office Should I Use?
· What Are the Microsoft Office Apps?
· Microsoft Accounts
	Discussion
· Explain what the Microsoft Office Suite is.
· Explore the different Office packages and discuss differences.
· Explain subscription plan options and the number of devices supported.
· Show that some plans don’t include all of the apps.
· Explain the various apps available, including the additional apps
· Show how to create a Microsoft account online.
· Explain how the Microsoft account can be used to log in to all Microsoft services and software.
Questions/Activities
· Ask: Why would I want Microsoft Office on my phone or device?
· Ask: Which is better: a one-time purchase or a subscription?
· Activity: Have learners create a Microsoft account.




	Major Topic
	Subtopic(s)
	Notes

	Common Features in Microsoft Office Apps
	· The Ribbon
· The Quick Access Toolbar
· Common Features on the 
File Tab
· Common Features on the Home Tab
· Common Features on the Review Tab
· Other Common Features
	Discussion
· Explain the Ribbon, how it works, and how it is organized.
· Explain the Quick Access toolbar.
· Show how to add additional commands to the Quick Access toolbar.
· Show the Undo/Redo commands and their importance when working in Excel.
· Explain the File tab and Backstage View.
· Discuss how to save files and the difference between Save and Save As.
· Explain file formats and the default format for Excel.
· Show how to access the various program options in Excel.
· Discuss the importance of saving early and saving often as well as how AutoRecovery works.
· Explain OneDrive and cloud storage.
· Show how to open a file and use the Recent Files list.
· Demonstrate how to search for a file.
· Show how to send a file via email from within Excel and how to share a file using a OneDrive link.
· Explain how to print a document.
· Show how Print Preview works and describe the commands it contains.
· Explain the various options available when printing, including number of copies, orientation, and paper size.
· Show how to create and use a template.
· Explain the Office Clipboard.
· Show how to cut, copy, and paste text and objects from one slide to the next.
· Explain the concept of drag and drop. Show how to use it on a slide.
· Demonstrate how Format Painter works.

	Common Features in Microsoft Office Apps (continued)
	
	· Show how to launch the Font dialog box and make changes with it.
· Describe the Mini toolbar. 
· Show how to use the Find and Replace commands in a spreadsheet.
· Describe the Spelling & Grammar command.
· Show how to use the Thesaurus tool.
· Show how to use the “Tell Me What You Want to Do box” in Excel. 
· Show how to use Smart Lookup with the Insights pane. 
· Explain how to use the Take a Screenshot button.
Questions/Activities
· Activity: Have learners customize their Quick Access toolbar. 
· Ask: When might you use drag and drop instead of the clipboard?
· Ask: Why would you choose to share a OneDrive link with a colleague rather than email a spreadsheet to them?
· Activity: Have learners choose a word in their spreadsheet and then use the Thesaurus to replace it with a synonym.
· Activity: Have learners search for help on how to take a screenshot and insert it in Excel.
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