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In case you're not familiar with the terminology, 
Read Me First is quite often the name given to a 
computer file that contains important information 
for people to know prior to using an application. 

This section contains some important information to 
help you use this book so we thought we'd start 
with a Read Me First section. 

 

What skills and knowledge 
you will acquire... 

The skills and knowledge acquired in Microsoft Office Online are 

sufficient to be able to use and operate the applications in the Microsoft 
Office Online suite effectively including how to access the applications, 
create and share files, use the applications in conjunction with other 
programs and services and much more. 

What you'll need to know 
before beginning this 
course... 

Microsoft Office Online assumes little or no knowledge of the software. 
However, it would be beneficial to have a general understanding of 
personal computers and internet browsers. 

The objectives of this guide… At the completion of this course you should be able to: 

 understand what Office Online is and how to access it 

 understand and access Office Online to create, save and edit 
common Microsoft Office documents 

 understand Word Online and how to use it 

 work with more advanced features of Word Online 

 understand Excel Online and how it can be used 

 work with more advanced features of Excel Online 

 access and navigate PowerPoint Online 

 work with the advanced features of PowerPoint Online 

 understand and work with OneNote Online 

What you get in a chapter... Each chapter begins with a summary page listing the topics covered in 
that chapter. The chapter then consists of single-page topic sheets 
pertaining to the theme of the chapter. 

What you'll need to have 
before commencing this 
course... 

Many of the topics in this learning guide require you to open an existing 
file with data in it. These files can be downloaded free of charge from our 
website at www.watsoniapublishing.com. Simply follow the student files 
link on the home page. You will need the product code for this course 
which is INF1421. 

As you work through this 
guide… 

It is strongly recommended that you close all open files, if any, prior to 
commencing each new chapter in this learning guide. Each chapter, 
where relevant, has its own set of exercise files and any from a previous 
chapter are no longer required.  

Where to from here... Have a look at the next page which explains how a topic page works, 
ensure that you have access to the exercise files (see above), and you're 
ready to make a start. 
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The majority of this book comprises single-page 
topic sheets. There are two types of topic sheets: 
task and reference. The layout of both is similar 
– an overview at the top, detail in the centre and 

additional reference (optional) material at the 
bottom. Task sheets contain a Try This Yourself 
step-by-step exercise panel in the detail area as 
shown below. 

3 
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Topic name 

 
General topic overview provides an introduction to the topic 

 
Try This Yourself (task-based topic sheets) is a detailed step-by-step practice 
exercise for you to work through. In Reference topic sheets this is usually replaced 
by a box with reference information. 

 
In Task topic sheets screen shots and graphics provide a visual clue as to what will 
happen when you work through the Try This Yourself practice exercise. In 
Reference topic sheets the screen shots and graphics are used to visually represent 
information and concepts. 

 
The For Your Reference (optional) element provides a quick summary of the steps 
required to perform a task. These usually only appear in task-based topic sheets. 

 
The Handy To Know (optional) element provides additional information such as 
alternative ways of accomplishing a task or further information providing handy tips.  
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In this session you will: 

 gain an understanding of the cloud 

 gain an understanding of Office Online 

 gain an understanding of how Office Online is integrated 
into Office 365 

 learn how to access Office Online from the home page. 

Office Online is a cloud-based, free-to-use suite of applications 
designed to make it easy for you to work on the go using multiple 
devices. You can use these applications to access and work on all 
kinds of documents, even if you don’t have the Microsoft Office 
desktop applications installed. All you need is a supported web 
browser. 

INFOCUS 
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Cloud computing, in very simple terms, refers to 
internet-based computing (cloud is a metaphor 
for the internet) where different services like 
storage and applications are provided to 

computers and devices through the internet. Office 
365 is a primarily cloud-based service allowing you 
to access your work from any compatible device 
with an internet connection. 

What Is The Cloud? 

The cloud is a computer term for off-site storage and hosting. This means that files and software can be 
stored in another location (i.e. on Microsoft’s servers), and you can access them online. An example of 
cloud storage is OneDrive, which allows you to store files online and access them from almost any 
device with an internet connection – your computer, tablet or even your smartphone.   

Advantages Of Working In The Cloud 

Working in the cloud means that you are able to save your files to the cloud (i.e. OneDrive) and you can 
access them from any compatible device as long as it has an internet connection. This saves you from 
relying on using USB drives, portable hard drives and email to transport files or share them with other 
people. Cloud sharing capabilities mean that several people can work on one file at the same time, 
eliminating issues that arise with having several versions of the same file. You can also save files to both 
the cloud and your hard drive, ensuring you have backup copies in case of emergencies such as 
computer failure. 

Another advantage of working in the cloud is the unlimited storage space. If you run out of storage space 
on your computer, you need to either free up space by permanently deleting files or add more space by 
purchasing and installing additional hard drives. However, if you run out of storage space in your 
OneDrive you can simply pay an annual fee to receive more. 

Disadvantages Of Working In The Cloud 

There are some disadvantages to consider before you commit to working in the cloud, chiefly in the 
areas of security and reliability. While using cloud-based services means you can access your work from 
anywhere as long as you have an internet connection, it also means that someone else can too. Having 
all of your work online rather than on your company’s server means that you need to be extremely 
careful to protect your login details, such as your password. You also need to be aware of the terms and 
conditions of using services such as OneDrive, and that your files may be scanned by Microsoft without 
your knowledge or consent. 

Reliability is an aspect of working with the cloud that is largely out of your control. Most Microsoft cloud 
services such as Office 365, Office Online and OneDrive come with a 99.9% uptime guarantee, meaning 
that Microsoft has committed to ensuring you can access them at any time, with virtually no downtime or 
crashes. However, if a crash does occur you may lose access to your files and services until the problem 
is fixed. You also need to make sure your internet connection is reliable for the same reason; it is difficult 
and frustrating to work in the cloud if your connection drops in and out. If you are concerned about 
reliability, you might like to keep copies of the files you are currently working with on your hard drive so 
that you can access them without being connected to the cloud if need be. 

OneDrive 

OneDrive is a cloud storage system hosted by Microsoft. When you save files to your OneDrive, they are 
saved in the cloud and you can access them from virtually any device with an internet connection. When 
you sign up for a Microsoft account (for example, if you have a Hotmail or Outlook.com email address) 
you automatically receive a OneDrive account with a certain amount of space for free. If you have an 
Office 365 business subscription you will have access to OneDrive for Business – a version of OneDrive 
specifically designed for use in a work environment. 

Using OneDrive is an important aspect of working with Office Online as all of your Office Online files are 
automatically saved to your OneDrive. It is also a main point of access for the Office Online applications. 
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Office Online is an online suite comprising web 
browser-based versions of Microsoft Office 
applications. You can use Office Online to create 
and edit documents on a range of devices 

without needing access to the desktop applications. 
Office Online works in conjunction with OneDrive 
and is incorporated into Office 365. 

What Is Office Online? 

Office Online is a suite of online applications that is designed to make it easy to work in a range of 
different situations and from a range of different locations.  You can access Office Online from any 
device with an internet connection, including a desktop or laptop computer and a tablet.  

You can use Office Online for free with a Microsoft account or you can use it as part of your Office 365 
subscription. Office Online as part of an Office 365 for business subscription has increased functionality 
as files created in Office Online can be used across other Office 365 services such as Sites and the like.  

Office Online is run entirely in the cloud and automatically saves your files to your OneDrive (if using with 
a Microsoft account) or OneDrive for Business (if using with Office 365). 

The applications included in Office Online are: 

 

Word Online Word Online is a word processing application that can be used to create, view 
and edit Word documents and PDF files. There is a large range of documents 
you can create in Word Online including meeting agendas, long documents, 
resumes and much more. 

Excel Online Excel Online is used to create, view and edit spreadsheets. Using Excel 
Online you can store, sort and analyse data using a variety of different 
methods such as charts or tables. 

PowerPoint Online PowerPoint Online is used to view, create and edit slide show presentations.  

OneNote Online 

 

OneNote Online is used to view, create and edit notebooks. Notebooks are a 
useful way of organising information such as study notes, project data, 
recipes, craft ideas and so on. 

 

As well as creating new files, you can use Office Online to view, edit and share existing Microsoft Office 
documents whether they were created in Office Online or a desktop Office application. 

Office Online Vs. Microsoft Office Desktop Applications 

Office Online is designed to be used in conjunction with the Microsoft Office desktop applications rather 
than as a replacement for them. While the Office Online applications are very useful for quickly viewing, 
editing and sharing documents, they have limited functionality compared to their desktop counterparts. 
Their main purpose is to enable you to access your documents when you aren’t using your regular 
device – i.e., a computer that has the Microsoft Office desktop applications installed. 

Within Office 365, the Office Online desktop applications are very useful for working collaboratively. 
Several people can edit the same document at once, meaning everyone is always working with the most 
up-to-date file. It is also easy to share files and keep them organised using OneDrive and team sites. 

Office Online System Requirements 

All you need in order to access and use Office Online is a supported web browser such as Internet 
Explorer or Safari. You are not required to have the Microsoft Office desktop applications installed. 
Office Online can be accessed from a range of different devices including computers, tablets, iPads and 
smartphones. 
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While you don’t need an Office 365 account in 
order to use Office Online, Office Online is 
integrated into Office 365 and can greatly 
enhance your experience of Office 365. For 

instance, Office Online makes sharing documents 
and collaborating with colleagues within the 
OneDrive for Business and Sites services much 
easier. 

Outlook 

One of the ways in which Office Online is integrated into Office 365 is in the Outlook email service. While 
there are now many methods for sharing files online, sending them as email attachments remains a 
popular and efficient option. Office 365 makes it even more efficient by detecting if an attached file is 
compatible with Office Online, and if so, opening it in the appropriate application in the same browser 
window. For example, if a colleague sends you a Word document as an email attachment, it is no longer 
necessary to download the document and view it in the Microsoft Word desktop application; you can 
simply click on the attachment to open it in Word Online in the same browser window. The email to 
which the file is attached will continue to be displayed in the Reading pane, so you can see both the 
document and the email side-by-side. Outlook will display any attachments that have a compatible file 
type in Office Online – for instance, PDF files are treated as documents and are opened in Word Online 
– however it is important to remember that not all file types will have a compatible Office Online 
application and therefore some attachments will still need to be downloaded and opened in the 
appropriate program. 

Sites 

Office Online also comes in handy when you are working with sites in Office 365. Amongst many other 
things, sites include document libraries where you can upload files to share and work on with your 
colleagues. You can choose to download files from a site in order to save them to your computer and 
work on them privately; however, if you just open a file in Office Online directly from the site, you and 
your colleagues can edit the file at the same time and the changes will be saved automatically. This 
means that everyone is always working with the most up-to-date version of a file and eliminates issues 
that arise when different versions of a file are being shared. 
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Try This Yourself: 

 

Before starting this exercise 
ensure you are signed in to 
Office 365… 

 
Click on Office 365 on the 
navigation bar to display 
the Office 365 home page if 
it is not already displayed 

 
Click on the tile for Word 
Online as shown to open a 
new document 

Notice that Word Online 
opens in a new browser 
tab… 

 
Click on the name 
associated with your Office 
365 account at the top of 
the screen, next to the 
Word Online logo 

You are directed to your 
OneDrive, where the new 
document is automatically 
saved… 

 
Select the document you 
just created 

We don’t need this 
document, so let’s delete 
it… 

 
Click on manage, select 
Delete, then click on [OK] 
to delete the document 

 
Click on Office 365 I the 
navigation pane to return to 
the Office 365 home page 

 

For Your Reference… 

To access Office Online from the home page: 

1. Click on the Office 365 logo in the navigation 
bar to display the home page 

2. Click on an Office Online tile to open a new 
file in the relevant online application 

Handy to Know… 

 Every time you open a new file in Office 
Online from the home page, the file will be 
saved to your OneDrive even if you don’t 
make any changes to the file. You may find it 
beneficial to check your OneDrive every now 
and then, and delete any blank files you have 
created inadvertently. 

While you will probably find that you usually 
access the Office Online apps in Office 365 from 
your OneDrive for Business service, you might 
also find it useful to use the Office 365 home 

page. You can click on the relevant tiles on the 
Office 365 home page to open new documents in 
Word Online, Excel Online, PowerPoint Online and 
OneNote Online. 
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In this session you will: 

 learn how to access OneDrive for Business 

 gain an understanding of the OneDrive screen 

 learn how to upload files to OneDrive 

 learn how to open files from OneDrive 

 learn how to rename files in OneDrive 

 learn how to delete files and folders 

 learn how to sign in to Office Online 

 gain an understanding of the Office Online screen 

 gain an understanding of the backstage 

 learn how to save a document 

 gain an understanding of Reading View and Edit View 

 learn how to open an existing document 

 gain an understanding of working collaboratively in Office 
Online 

 learn how to access desktop version from Office Online 

 gain an understanding of how to use the 'Tell me what 
you want to do' feature. 

The Office Online applications can be very useful for working on the 
go and across a range of devices. Before you get started, however, 
there are some basic concepts and skills to learn that apply to all of 
the applications. 

INFOCUS 
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In order to access OneDrive for Business you 
must be signed in to your Office 365 account. 
Once you have signed in to your Office 365 
account, accessing OneDrive for Business is 

easy. From the OneDrive for Business screen, you 
can create new documents, open existing 
documents, share documents with others in your 
organisation and much more. 
 

Try This Yourself: 

 

Before starting this 
exercise ensure you 
have an internet 
browser open… 

 
Ensure you are signed 
in to your Office 365 
account 

Depending on your 
settings and your 
permissions, your 
screen may appear 
differently to the Outlook 
Web App screen shown 
in the example… 

 
Click on the app 
launcher in the 
navigation bar, then  
click on the OneDrive 
tile to display the 
OneDrive screen  

Depending on how big 
your screen is you may 
have to click on the 
more menu icon in the 
navigation bar to display 
a menu of options and 
then select OneDrive 

 

1 

For Your Reference… 

To access OneDrive for business: 

1. Sign in to Office 365 

2. Click on OneDrive in the navigation bar  

2 

Handy to Know… 

 Once you have synced your files between 
desktop and OneDrive you can access 
OneDrive using File Explorer. Simply right-
click on the OneDrive folder under 
Favourites, point to OneDrive for Business 
and select Open in browser to display your 
personal OneDrive in the browser window. 
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The OneDrive for Business screen contains 
many tools that you can use to add, create and 
manage your files. Whether you want to upload 
existing files from your device, create new files in 

Office Online or sync files from OneDrive with your 
device. 
 
 

4 

 
By default OneDrive for Business will open with the BROWSE tab selected, ensuring you can view 
and access all of your files. If you click on the FILES tab, a ribbon will display with options relating 
to individual files. If you click on LIBRARY, a ribbon will display with options specific to modifying a 
library. 

 
Search OneDrive for files stored in various places within Office 365. 

 
This is the default list of folders that OneDrive for Business provides you with. My Documents 
contains any documents you have uploaded, Followed Documents contains documents that you 
have elected to follow, Shared With Me contains documents that others have chosen to share with 
you, Site Folders contains folders that you have created as part of a Team Site and the Recycle 
Bin contains any files you have deleted from the OneDrive for Business screen. To permanently 
delete a file from OneDrive for Business you must delete it from the Recycle Bin folder. 

 
Groups allows you to create new groups and join existing ones so as to share and collaborate with 
specific colleagues more effectively. 

 
Clicking on the Select or deselect all items icon will either select or deselect all of the files in the 
list. If you click in this column next to an individual file, the individual file will be selected. 

 
Clicking on the Open Menu icon displays a preview pane containing a thumbnail preview of the 
selected file. There are also options for viewing, editing, sharing and managing the fil 

 

1 
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3 
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Click on new to create a new file, upload to upload an 
existing file and sync to sync files from other devices 

These options become available when 
a file is selected. 
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Uploading files to OneDrive is very easy. You 
can even upload files by simply selecting them in 
File Explorer and dragging them across into the 
OneDrive for Business screen. Once you have 

uploaded files to OneDrive you can access these 
files from any device that has an internet 
connection.  
 

Try This Yourself: 

 

Before starting this exercise 
you MUST ensure you are 
signed in to OneDrive for 
Business… 

 
Click on upload as shown 
to display Choose File to 
Upload dialog box 

 
Navigate to the course files 
folder, click on OF1304 
OneDrive For 
Business_1.docx, then 
click on [Open] 

 
Click on [OK] to upload the 
file 

Let’s upload multiple files… 

 
Repeat step 1 and 2 to 
select OF1304 OneDrive 
For Business_2.xlsx 

 
Hold down , then click 

on OF1304 OneDrive For 
Business_4.docx to select 
the three files 

 
Click on [Open], then click 
on [OK] 

 

1 

For Your Reference… 

To upload files to OneDrive 

1. Click on Upload 

2. Select the file, then click on Open 

Handy to Know… 

 You can add documents to OneDrive for 
Business by opening your OneDrive folder in 
File Explorer and moving files from your 
device to this folder.  

6 
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In OneDrive for Business you can choose to 
open your files in either the online version of the 
relevant application or the desktop version. The 
option you choose depends on what you want to 

do with your file. Generally if you want to perform 
more complex tasks with your file you should 
choose to open the file with the desktop version as 
it has more functionality. 

Try This Yourself: 

 

Before starting this exercise 
ensure you have completed 
the previous exercises in this 
chapter… 

 
Point to the file name of the 
file OF1304 OneDrive For 
Business_1 

Notice that when you point to 
the name of the file it 
appears underlined… 

 
Click on the file name to 
open the file in Word Online 

If you wanted to edit the 
document you would have to 
click on EDIT DOCUMENT 
and select Edit in Word 
Online… 

 
Click on your name to return 
to the OneDrive screen 

 
Click on the More menu (the 
ellipsis next to the file name) 
for OF1304 OneDrive for 
Businees_1.docx to display 
a menu of options 

 
Click on EDIT to open the file 
in Word (desktop) 

You could make changes to 
the file here and save it so 
that next time you open the 
file in Word Online the 
changes appear… 

 
Click on Close, then return 
to the OneDrive window 

 

2 

5 

For Your Reference… 

To open a file from OneDrive: 

 Click on the title of the file to open in Office 
Online 

 Click on the More menu for the file, then 
select EDIT to open the file in Office 
(desktop) 

Handy to Know… 

 You can create new files in OneDrive by 
clicking on new, then selecting the type of 
file you wish to create. This will open a new 
blank document in the relevant online 
application. 
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EDITING ONEDRIVE FILES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

You can edit files in either Office Online or the 
desktop version of the relevant application. 
Depending on the device you are using and the 
kinds of tasks you wish to perform it may be 

easier to edit the file in Office Online as any 
changes will automatically be saved. 
 
 

Try This Yourself: 

 

Before starting this exercise you 
MUST ensure you are signed in 
to Office 365 and OneDrive is 
active … 

 
Upload the files OF1305 
Managing Files In 
OneDrive_1.docx, OF1305 
Managing Files In 
OneDrive_2.xlsx and OF1305 
Managing Files In 
OneDrive_3.pptx 

 
Select OF1305 Managing Files 
In OneDrive_3.pptx, then click 
on edit, as shown to open the 
file in PowerPoint (desktop) 

 
Click on slide number 4, then 
press  to add one more 

slide 

 
Click on Save in the Quick 
Access Toolbar, as shown  

 
Click on Close in the top right 
corner of the screen to close the 
PowerPoint (desktop) window, 
then return to the OneDrive 
browser window 

 
Ensure OF1305 Managing 
Files In OneDrive_3.pptx is still 
selected, then click on manage 
to display a menu of options 

Notice you can select to edit or 
view the file in the browser – 
meaning Office Online… 

 
Click outside the menu to close 
it 

 

2 

4 

For Your Reference… 

To edit files from OneDrive: 

1. Select the file 

2. Click on edit, or 

Select the file, click on manage and select 

View in browser or Edit in browser 

Handy to Know… 

 If you display the file preview pane and click 
on EDIT at the bottom of the pane, the file 
will open in the default desktop application. 

6 
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DELETING FILES AND FOLDERS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 

4 

Try This Yourself: 

 

Before starting this 
exercise ensure you 
have completed the 
previous exercises in 
this chapter… 

 
Select the file OF1305 
Managing Files In 
OneDrive_2.xlsx 

 
Click on manage 

 
Select Delete  

A message will appear 
asking you to confirm 
that you wish to send 
this item to the Recycle 
Bin… 

 
Click on [OK] 

 
Click on Recycle Bin in 
the folder pane to view 
the document that was 
just deleted 

You could choose to 
restore the deleted file 
or delete it permanently 

 

For Your Reference… 

To delete files and folders: 

1. Select the file or folder 

2. Click on manage 

3. Select Delete 

When you delete a file or folder from the main 
screen in OneDrive, these items are not 
permanently deleted but rather stored in a folder 
called the Recycle Bin. Items are stored in here 

for 93 days before they are permanently deleted 
unless you choose to delete the items from the 
Recycle Bin yourself. You can also restore items 
from here if you change your mind. 

3 

7 

Handy to Know… 

 You can delete multiple files at once by 
selecting all of the files to be deleted, clicking 

on manage, then selecting Delete. 
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CREATING A NEW DOCUMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In order to access Office Online for Office 365 
you must be signed in to Office 365 with your 
Office 365 account details. The easiest way to 
access Office Online from within Office 365 is to 

navigate to and open your OneDrive for Business. 
From here you can choose to either open or create 
a file in the online application of your choice. 
 
 

Try This Yourself: 

 

Before starting this 
exercise ensure you are 
signed in to Office 365… 

 
Click on the app launcher 
in the navigation bar, then 
click on the OneDrive tile 
to display your personal 
OneDrive screen 

 
Click on new to display a 
menu of options 

From here you can 
choose to create a file in 
any of the available 
online Office applications, 
or you can create a new 
folder for your 
OneDrive… 

 
Select Word document 
to create a new blank 
document in Word 
Online 

Leave this document 
open for the next exercise 

 

2 

3 

For Your Reference… 

To access Office Online: 

1. Sign in to Office 365 

2. Click on the app launcher in the navigation 
bar, then click on the OneDrive tile 

3. Click on new and select an option   

Handy to Know… 

 If you access Office Online using a personal 
Microsoft account there will be some 
differences in the interface. As well as that, 
you cannot link your OneDrive for Business 
account with your personal Microsoft Office 
account so it can make it difficult to view 
work files. 
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THE OFFICE ONLINE SCREEN 
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Each online office program appears slightly 
differently, however, Word Online, Excel Online 
and PowerPoint Online all share the same 
elements that are described on this page. Each 

online application contains a ribbon similar to the 
desktop versions of the application, plus a title bar 
containing various links and additional information. 
 

1 2 3 4 5 

 The application name appears in the top left corner. 

 
Clicking on your user name for your Office 365 account will display your OneDrive for Business 
where all files created in Office Online are saved to automatically. 

 
The title of the document appears in the title bar. Clicking on this title places it in edit mode so that 
you can simply type a new title and press  to rename the file. 

 
Clicking on Share displays the Share pane with options that allow you to share the file with others 
in a number of different ways. 

 
The name you have associated with your Microsoft account will appear in the middle menu bar so 
you know what account you have signed in with. 
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UNDERSTANDING THE BACKSTAGE 
 

 

 

 

  

 

 

 

 

  

The Backstage in Office Online is slightly 
different from the one seen in Microsoft Office 
(desktop) due to the fact that there are less 
options in the Office Online Backstage view. For 

instance, there is no option to Save your document 
because, in Office Online, Microsoft automatically 
saves your document to your OneDrive for 
Business account. 

Accessing Backstage 

The Backstage can be accessed by clicking on 
the FILE tab. However unlike in Microsoft 
Office (desktop) where the Backstage is a full 
screen view, the Backstage in Office Online is 
a pane that displays on the left side of the 
screen. 

Info 

Info in Office Online simply provides you with 
the option to open the document in the 
desktop version of the online application. 

New 

Create a new blank document or create a 
document from a template. Unlike in the 
desktop version, you can only choose a 
template from a limited range of thumbnails. 

Open 

Open documents that you have opened 
recently in Office Online. Note that you cannot 
open documents from your device. Click on 
More on OneDrive for Business to return to 
OneDrive where you can select from any of 
the documents you have stored in OneDrive. 

Edit 

You can choose to edit the document in Office 
(desktop) or continue editing it in Office Online. 
This option only appears if the document is in 
Reading view. 

Save As 

One of the main advantages of Office Online is 
that Microsoft automatically saves documents 
for you. Therefore in Office Online there is no 
Save option in the Backstage, only Save As. 
Clicking on Save As provides you with the 
option to save a copy of the file to your 
computer. 

Print 

Selecting Print will convert your document to a 
PDF that can then be printed. 

Share 

Invite other people to view the document or 
embed the document into your blog or website. 

Help 

Access Word Online Help, send feedback to 
Microsoft or access Accessibility mode. 
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SAVING A DOCUMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Saving documents in Office Online is slightly 
different to saving documents in the desktop 
versions of Microsoft programs. Unlike the 
desktop versions, Office Online applications 

automatically save your document to your personal 
OneDrive. To name your document, all you need to 
do is click on the default name in the title bar, type 
the new name and press .  

1 
Try This Yourself: 

 

Before starting this 
exercise ensure that 
a blank document is 
open in Word 
Online… 

 
Type This 
document was 
created using 
Word Online. 

 
Click on FILE 

Notice there is no 
Save option, only 
Save As…  

 
Click on Save As to 
view the options 

 
Click on the Back 
arrow to return to 
the Word Online 
screen 

 
Click on Document 
in the title bar 

 
Type Office Online 
Document_1, then 

press  to 

rename the file 

 

3 

5 

For Your Reference… 

To save a document with a name other than the 
default: 

1. Click in the title bar  

2. Type a new name 

3. Press  

Handy to Know… 

 You can save a copy of a document to your 
PC by clicking on FILE > Save As > 

Download a Copy. 
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EDITING VIEW VS READING VIEW 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Whenever you open a document in Office 
Online, the document is opened in Reading 
View by default. In order to make changes to the 
document, you must click on EDIT DOCUMENT 

(or EDIT WORKBOOK/PRESENTATION 
depending on the online application), then select 
Edit in Word Online (or the application name) to 
access Editing View. 
 

Editing View  

In all of the Office Online applications there are two main views. It is important to understand the 
purpose behind both views as you will need to use both of them to get the most out of editing and 
viewing documents in Office Online. Editing View displays the whole ribbon and all of the tabs so that 
you have access to all of the commands and features you need to make changes to a file. However 
there are some disadvantages to this view. For instance in Word Online, you cannot see certain 
elements of a document such as page breaks, page numbers or headers and footers in Editing View. 

Reading View 

Reading View has different tabs along the top of the page to those available in Editing View and there 
are no commands on the ribbon. Instead, clicking on a tab will perform an action or display a pane, 
dialog box or menu. For instance, in Word Online clicking on the SHARE tab displays the Share dialog 
box while clicking on the COMMENTS tab displays the Comments pane.  Reading View is ideal if you 
want to see what your file will look like when it is printed. In Reading View you can see all elements of a 
document such as page breaks, page numbers, headers and footers and the like. You cannot make 
changes to a file in Reading View. 
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OPENING AN EXISTING DOCUMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

You cannot open existing files in Office Online 
unless they have previously been saved to your 
OneDrive. To access existing files in OneDrive by 
accessing the Backstage and clicking on Open. 

You can click on a file in this list to open it or click 
on More on OneDrive for Business to return to 
OneDrive where you can select another file. 
 

1 
Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Ensure Office Online 
Document_1 is still 
open, then click on the 
FILE tab to display the 
Backstage pane 

 
Ensure Open is 
selected, then click on 
More on OneDrive 
for Business  

 
Click on Office 
Online Document_1 
to open this document 
again 

 
Click on EDIT 
DOCUMENT, then 
select Edit in Word 
Online 

 

2 

3 

For Your Reference… 

To open an existing document: 

1. Ensure the OneDrive screen for your Office 
365 account is displayed 

2. Click on the title of the file you wish to open 

Handy to Know… 

 If you sign in to Office Online with a personal 
Microsoft account, you will find the 
Backstage has slightly different options, 
including the option to open a new template 
from within Office Online. 
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WORKING COLLABORATIVELY 
 

 

 

 

  

 

If you have files saved in a cloud location that 
other people also have access to (such as a 
team site in Office 365) more than one person 
can access and work on a file at the same time. 

Collaborating on a file by working on it 
simultaneously with your colleagues can save time 
and prevent issues that arise when there are 
multiple versions of a file in circulation. 

Collaborating On A File 

Working collaboratively in an Office Online application is similar to co-authoring in an Office desktop 
application, in that it involves two or more people working on a file at the same time. However, while a 
co-authored file updates each time the authors save their changes, Office Online files are saved 
automatically and you can see the changes as they are made. 

To collaborate on a file, simply open the file in the relevant Office Online application and begin editing. If 
another person opens the file and switches it to Editing view, their name will appear on the ribbon. You 
will be able to see their changes as they make them to the file, and a flag will mark their current location. 
If you have several people working on a file at the same time, each person will be allocated a colour so 
that you can differentiate between the flags. 

Advantages And Disadvantages 

Working on a file simultaneously can be a useful and efficient way of collaborating with your colleagues; 
however, it does have its disadvantages and things to look out for. 

 

Advantages Disadvantages 

You can see where people are working and see 
the changes as they make them. 

People can make changes to the same 
information at the same time, which can be 
confusing and frustrating as they may overwrite 
changes you are making. 

Everyone is always working with the most up-to-
date version of the file. 

You must be connected to the internet to 
collaborate with others; you can only work 
alone offline. 

There is only one official file – you do not have 
several versions of the file in circulation due to 
having to share it by email or save it to portable 
storage devices such as USB sticks. 

Because the file is more accessible there is a 
chance that others may view the file who 
should not have access to it. 

You can check out a file if you need to work on 
it alone and prevent other people from 
accessing it until you check it back in again. 

 

You can restore a file to a previous version if 
required – for example, if changes are made to 
information that should not have been changed. 
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ACCESSING DESKTOP VERSIONS IN OFFICE ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In all of the Office Online applications there is the 
option of opening the file in the desktop version 
of the application (as long as you have the up to 
date desktop version installed on your device). 

This is very handy if you want to make more 
complex and involved changes to a file. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on OPEN IN 
WORD to open the 
document in Word 
(desktop) 

If a dialog box displays 
asking if you wish to 
launch the application, 
follow the prompts, then 
click on [OK] 

 
Select the text then 
press  +  to make 

the text bold, then click 
on Save to save the 
changes 

 
Click on Close to close 
the document, then 
return to the document 
in the browser 

 
Click on the name 
associated with your 
Office 365 account to 
return to your OneDrive  

 
Reopen the document 
to view the changes 
made in Word (desktop) 

 

2 

5 

For Your Reference… 

To access desktop versions in Office Online: 

1. Open the required file and ensure it is in 
Editing View  

2. Click on OPEN IN WORD (or the application 
name) 

Handy to Know… 

 In OneDrive, you can open a file in the 
desktop version of the relevant application by 
selecting the file and clicking on edit. 
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USING TELL ME WHAT YOU WANT TO DO 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Office Online contains a very useful feature for 
quickly finding tools and commands. Simply type 
a word or term into the Tell me what you want 
to do search box and Office Online will begin 

displaying options based on what you have 
entered. It’s a great way of finding out how to do 
something if you are not sure where the tools to do 
it are located. 
 

Tell Me What You Want To Do 

Tell me what you want to do is located at the end of the ribbon in Office Online (for Office 365), when 
the file is in Editing view. 

To use Tell me, begin typing a word or term into the search box and Microsoft will automatically display 
results based on your search term in a drop down menu, as shown below. If you have selected text, 
clicking on an option in the drop down menu will automatically apply that function to the selected text. 

Alternatively, an option may appear with a small arrow beside it. Pointing to this option will display either 
a menu or a gallery of additional options. 
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CHAPTER 3 STARTING WITH WORD ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 learn how to perform basic editing 

 gain an understanding of font formatting 

 learn how to apply basic font formatting 

 learn how to create lists 

 learn how to apply styles to text 

 learn how to print a document in Word Online. 

Word Online can be used in a similar way to Word (desktop) as it 
contains many of the same commands. However there are 
significantly less features than in Word (desktop) and some of the 
features appear or work differently. Therefore the purpose of this 
chapter is to provide you with the skills needed to create a simple 
document in Word Online. 

INFOCUS 
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PERFORMING BASIC EDITING  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is a rare event if you are able to type an entire 
document and not make a single mistake. 
Luckily, basic changes are almost as easy to 
accomplish as using an eraser. Typically, as long 

as the insertion point is positioned in the correct 
place within the document, you should have no 
problems performing tasks such as copying, 
pasting and deleting text. 

Try This Yourself: 

 

Before starting this exercise you 
MUST upload OF1307 Starting 
With Word Online_1.docx and open 
it in Word Online… 

 
Ensure the document is in Editing 
View, click at the beginning of the 
fourth paragraph, hold down , 

then click at the end of the 
paragraph to select it, as shown 

 
On the HOME tab, click on Cut in 
the Clipboard group, then click on 
[Allow access] to allow the 
webpage to access the clipboard 

If your browser won’t allow access 
to the clipboard use your keyboard 

shortcuts instead -  +  to cut 

and  +  to paste… 

 
Click at the end of the last 
paragraph, then press  to 

position the insertion point 

 
On the HOME tab, click on Paste in 
the Clipboard group 

 
In the second line of the last 
paragraph, click after environment 
and but before the comma, hold 
down  then click at the end of 

in particular, to select the text, as 
shown 

 
Press  to delete the selected 

text 

 
On the HOME tab, click on Undo in 
the Undo group to undo the 
deletion 

 

1 

2 

7 

For Your Reference… 

To copy and paste text: 

 Select the text, click on Copy in the 
Clipboard group, position the insertion point 
then click on Paste in the Clipboard group 

To delete text: 

 Select the text, then press   

Handy to Know… 

 You can use the keyboard shortcuts 
 +  to copy,  +  to cut and  +

 to paste. 

 If you need to perform a spell check, you can 
click on Spelling on the REVIEW tab or 
alternatively, right-click on the required word 
to see any spelling suggestions. 

5 
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UNDERSTANDING FONT FORMATTING 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Word Online provides a range of font formatting 
tools that can be used to change the appearance 
of the text to suit the type of document you are 
creating. These tools are easy to access as they 

are all located on the ribbon. You can also locate 
some font formatting tools from a mini toolbar. 
 

Font Formatting Tools 

Font tools appear in the Font group on the HOME tab (as shown below in the first image) and in the mini 
toolbar that appears when text is selected or when you right-click on text to display a shortcut menu (as 
shown in the second image). 

The tools work as: 

 toggles, such as Bold, which turn a tool either on or off 

 single-use buttons such as Grow Font which only ever do what their tool tip says 

 buttons to display a menu of choices, such as Font size 

 multi-purpose tools such as Font Colour  which can be used to either apply the displayed colour 
or to display a menu of alternatives. These have two-part buttons which usually consist of an icon 
and a drop down arrow. 

The HOME tab 

To find out what each tool icon represents, point to the icon to see a tool tip which displays the tool’s 
name and a brief description of what it does. The names of some of the commonly used font tools are 
shown below. 

Font Font Size 

Clear formatting 

Shrink font 

Bold, Italic, Underline 

Grow font 

Highlighting 

Font colour 

The Mini Toolbar 

An even quicker and easier way to access common font formatting tools is to use the mini toolbar. You 
can display the mini toolbar by selecting text. The toolbar contains a few of the most popular font 
formatting tools as well as tools from other groups on the HOME tab including (from left to right) Font, 
Font size, Grow Font, Shrink Font, Bold, Italic, Underline, Text Highlight Colour, Font Colour, 
Bullets (from the Paragraph group), Numbering (from the Paragraph group) and Styles (from the 
Styles group). 
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BASIC FONT FORMATTING 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are a number of ways you can change the 
appearance of a font. For instance you can 
change the typeface of the font, apply bold or 
italics to it or increase or decrease the font size. 

You can perform all of these actions very easily 
using the tools in the Font group on the HOME tab. 

 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Press  +  to select all of 

the text in the document  

 
On the HOME tab, click on the 
drop arrow for Font in the 
Font group, as shown, then 
select Arial to apply this font 
type to all of the text 

 
Click outside the text to 
deselect it, then select the text 
Alpheius Global Enterprises 
in the first sentence of the 
fourth paragraph  

 
Click on Italics in the Font 
group to apply italics to the 
selected text 

 
Select the first line of text in 
the document – Frog 
Population Studies 2013, 
then click on Grow Font in the 
font group to increase the font 
size by one point 

 
Select the second line of text 
in the document – Caring, 
Responsible and Attentive to 
Frogs Today and Yesterday 
and click on Bold in the Font 
group to apply bold to this text 

Leave this document open for 
the next exercise 

 
 

2 

For Your Reference… 

To perform basic font formatting: 

1. Select the text you wish to apply formatting 
to  

2. Click on a command in the Font group on 
the HOME tab 

Handy to Know… 

 You can access some of the font formatting 
commands in the shortcut menu. To access 
the shortcut menu simply right-click on the 
selected text. 

6 
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CREATING LISTS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8 

There are three types of lists that you can create 
in Word Online: bulleted, numbered and 
multilevel. Items in a bulleted list are preceded 
by a bullet ● or other symbol. Items in numbered 

lists are preceded by a number or letter. Multilevel 
lists are hierarchical and items may be preceded by 
a symbol, number or letter. This page discusses 
the differences between them. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Position the insertion point, 
as shown 

 
Press , then type  In 

the past the following 
species of frogs have 
been recorded: 

 
Press , then click on 

Numbering in the 
Paragraph group 

 
Type Southern Brown 
Tree Frog, then press   

 
Continue the list, as shown, 
pressing  after each 

entry except the last 

As this is a list of data in no 
particular order, it would be 
more appropriate if it was a 
bulleted, rather than a 
numbered list so let’s apply 
bullets instead… 

 
Select the list 

 
Click on  the drop arrow for 
Bullets in the Paragraph 
group 

 
Select Square Bullet to 
apply these bullets to the 
list 

 

1 

2 

5 

For Your Reference… 

To create a list: 

1. Click on the HOME tab, then click on 
Numbering or Bullets in the Paragraph 
group 

2. Type a list, pressing  after each entry 

Handy to Know… 

 You can apply bullets or numbering to text 
that has already been typed. Simply select 
the text, then click on Bullets or Numbering 
in the Paragraph group to apply bullets or 
numbering to the selected text. 



Microsoft Office Online 

© Watsonia Publishing Page 28 Chapter 3 - Starting With Word Online 

APPLYING STYLES TO TEXT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Using styles ensures a consistent and 
professional look and feel across your 
documents, and saves time in document 
production.  A style is a set of stored formatting 

attributes that can be applied to text in a single 
click. Rather than applying the same formatting to 
text throughout a document over and over, you can 
apply a style that contains the required formatting. 
 

1 
Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Select the text Frog 
Population Studies 2013, 
as shown 

 
On the HOME tab, click on 
the More Styles arrow in 
the Styles group to display 
a gallery of options 

 
Select Heading 1 to apply 
this style to the selected text 

 
Select the text Caring, 
Responsible… then repeat 
the above steps to apply the 
Heading 2 style to the 
selected text 

Notice the style overrides 
the previous formatting… 

 
Click once on the text 
Summary, then repeat the 
above steps to apply 
Heading 3 style to the 
selected text 

 
Select the text Summary, 
click on the More Styles 
drop arrow  in the Styles 
group and select Clear 
Formatting 

Notice nothing happens 

 
Click once on the text 
Summary and repeat step 6 
to remove the style 
formatting 

 

2 

7 

For Your Reference… 

To apply styles to text: 

1. Select the text you wish to apply the style to 

2. Click on the HOME tab, then click on the 
More Styles arrow in the Styles group  

3. Select a style 

Handy to Know… 

 There are more styles available than appear 
in the Styles gallery. To access more styles 
click on the More Styles arrow, then click on 
Apply Styles to display the Apply Styles 
dialog box. Select a style, then click on [OK] 
to apply that style to the selected text.  
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PRINTING A DOCUMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Technically you cannot print from Word Online. 
Instead Word Online creates a PDF version of 
your Word document which you can then either 
open or save to your computer. Depending on 

what internet browser you are using, the document 
will open in Reader by default. You can then print 
the document using Reader. 

 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the FILE tab to 
display the Backstage 
pane 

 
Click on Print 

 
Click on [Print]  

After a few moments the 
Microsoft Word Online 
dialog box will appear 
informing you that your 
PDF is ready… 

 
Click on Click here to 
view the PDF of your 
document 

 
If a message appears in 
your browser window 
asking if you want to open 
or save the document, 
select Open 

The document will open in 
Reader by default. 

Note that if you are not 
using Internet Explorer the 
document may open in a 
different program… 

 
Right-click to display 
options, then click on Print 

 
Select your printer, adjust 
the setting as desired, 
then click on [Print] 

 

3 

6 

For Your Reference… 

To print a document: 

1. Click on FILE > Print > Print 

2. Click on Click here to view the PDF of your 
document 

3. In Reader, right-click to display the options, 
then click on Print 

Handy to Know… 

 If you were using a computer that had the 
desktop version of Office installed, you could 
choose to open the document in Word 
(desktop) and then print it from there if you 
wanted to specify more advanced printing 
options. 
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CHAPTER 4 WORKING WITH WORD ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 learn how to insert pictures in Word Online 

 learn how to insert clip art in Word Online 

 learn how to insert headers and footers 

 learn how to insert page numbers 

 learn how to format page numbers 

 learn how to remove page numbers 

 learn how to insert page breaks 

 learn how to insert and select tables 

 learn how to work with columns and rows 

 learn how to format tables 

 learn how to work with footnotes 

 learn how to work with endnotes 

 learn how to insert comments 

 learn how to work with comments. 

Once you know how to create a basic document in Word Online you 
are ready to use some of the more advanced features such as 
applying headers, footers, footnotes and endnotes. This chapter will 
show you how to perform these tasks and more. 

INFOCUS 
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INSERTING PICTURES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In Word Online you can access pictures that are 
stored in a file on your device using the same 
method you would use in the desktop version of 
Microsoft Word. Once you have selected the 

required image from the desired file location you 
can insert the picture anywhere within your 
document.  

1 
Try This Yourself: 

O
p

e
n

 

F
il

e
 

Before starting this exercise you 
MUST upload OF1308 Working 
With Word Online_1.docx and 
open it in Word Online... 

 
Ensure the document is in 
Editing View, then position the 
insertion point, as shown 

 
Click on the INSERT tab, then 
click on Picture in the Pictures 
group to display the Choose File 
to Upload dialog box 

 
Ensure the Course Files for 
Microsoft Office Online 2013 
folder is selected, then click on 
Coffee Beans.jpg and click on 
[Open] to open it 

 
Click on the PICTURE TOOLS: 
FORMAT tab, then click on 
Shrink in the Image Size group 
four times to resize the image 

 
Right-click on the image to 
display a shortcut menu, select 
Cut, then click on [Allow 
access] to allow the webpage to 
access the clipboard 

Use the keyboard shortcuts if 
your browser doesn’t allow 
access to the clipboard… 

 
Scroll down and click to position 
the insertion point  at the end of 
the second paragraph  

 
Right-click to display a shortcut 
menu then select Paste to paste 
the image, as shown 

 

3 

4 

7 

For Your Reference… 

To insert pictures 

1. Click on the INSERT tab  

2. Click on Picture in the Pictures group 

3. Select an image, then click on [Open] 

Handy to Know… 

 You can reposition an image on a page by 
right-clicking on the image, then selecting 
Paragraph to display the Paragraph dialog 
box. You can then select alignment options 
as you require. 
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INSERTING ONLINE PICTURES 
 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

In the Microsoft Word desktop application you 
can insert online pictures which include both 
photographic images and vector images by using 
the Online Pictures command in the 

Illustrations group on the INSERT tab. In Word 
Online you can access the same kinds of pictures 
by clicking on the Online Pictures command in the 
Pictures group on the INSERT tab. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Scroll down to the heading 
Coffee Leaves, then 
position the insertion point 
at the end of the last 
sentence of the paragraph  

 
Click on the INSERT tab, 
then click on Online 
Pictures in the Pictures 
group to display the Insert 
Pictures dialog box 

 
Type coffee in the search 
box, then press   

 
Click on Coffee beans and 
a cup of coffee or a similar 
image to select it  

 
Click on [Insert] 

 
Right-click on the image 
and click on Shrink twice 
to resize the image 

 
In the shortcut menu, click 
on the drop arrow for 
Styles to display a gallery 
of options 

 
Click on Centre Shadow 
Rectangle to apply this 
style 

 

2 

For Your Reference… 

To insert online pictures: 

1. Position the cursor at the required insertion 
point 

2. Click on the INSERT tab, then click on 
Online Pictures in the Pictures group 

Handy to Know… 

 You can delete images by clicking on the 
image and pressing .  

6 
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INSERTING HEADERS AND FOOTERS 
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3 

2 

Headers are located in the margin area at the 
top of the page. Footers are located in the 
margin area at the bottom of a page. Headers 
and footers generally contain document 

information such as the file name, author, date 
created, page numbering and the like. This 
information is repeated on each page and enables 
the reader to easily navigate the document. 

Try This Yourself: 

 Continue using the previous 
file with this exercise... 

 
Click on the INSERT tab, then 
click on Header & Footer in 
the Header & Footer group 

 
Click on Options and ensure 
Same across Entire 
Document is selected 

 
Click in the right box in the 
header, then type Coffee 
Fact Sheet, as shown 

 
Click in the right box in the 
footer, then type Quality 
Coffee Australia, as shown 

 
Click in the document to close 
the Header & Footer view 

 
Click on the VIEW tab, then 
click on Reading View and 
scroll though the document to 
view the headers and footers 

 
Click on EDIT DOCUMENT 
and select Edit in Word 
Online 

 
Repeat step 1 to activate 
Header & Footer view 

 
Select the text in the header, 
click on the HOME tab, click 
on Shrink Font in the Font 
group until the font is 9 pts, 
repeat this step for the footer 
text so that it too is 9 pts, 
then click in the document to 
close the view 

 

For Your Reference… 

To insert headers and footers: 

1. Click on the INSERT tab 

2. Click on Header & Footer in the Header & 
Footer group 

3. Add content to the header and footer areas 

Handy to Know… 

 To delete headers and footers, ensure the 
document is in Edit View and the headers 
and footers are displayed, then click on 
Options and select Remove Headers & 

Footers. 
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INSERTING PAGE NUMBERS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page numbers are important as they help 
readers to easily navigate a document. This is 
especially crucial for larger documents. Word 
Online lets you insert page numbers that update 

sequentially. Simply choose the location, select the 
desired page numbering design from the gallery, 
and Word will insert the page numbers into the 
header or footer of the document. 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the INSERT tab, 
then click on Page 
Numbers in the Header & 
Footer group 

 
Click on the checkbox for 
Include Page Count 

 
Click on Add page number 
to the centre of the 
header, as shown 

The Header & Footer view 
will be activated and a note 
will appear informing you of 
where the page numbers 
will appear… 

 
Click once in the document 
to close the Header & 
Footer view  

The page numbers won’t 
appear while the document 
is in Editing View… 

 
Click on the VIEW tab, then 
click on Reading View to 
display the document in 
Reading View and view the 
page numbers 

 
Click on EDIT DOCUMENT, 
then select Edit in Word 
Online to view the 
document in Editing View 

Leave this document open 
for the next exercise 

 

1 

3 

For Your Reference… 

To insert page numbers: 

1. Click on the INSERT tab 

2. Click on Page Numbers in the Header & 
Footer group 

3. Select an option 

Handy to Know… 

 To exit from header and footer mode you can 
click on Header & Footer in the Header & 
Footer group.  

6 
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Formatting page numbers is very simple and you 
can format page numbers using the available 
commands on the ribbon just as you would with 
normal text. You can also choose if you want 

page numbers to appear on every page, or only on 
certain pages such as every page except the first 
page or on odd or even pages. 

Try This Yourself: 

 Continue using the previous file 
with this exercise… 

 
Click on the INSERT tab, then 
click on Header & Footer in the 
Header & Footer group to 
activate the Header & Footer 
view 

 
Click on Options to display a 
menu of options 

 
Select Different First Page 

 
Click on the Other Pages tab to 
display the page numbers for all 
pages except for the first page 

 
Select the placeholder for the first 
number in the header, as shown, 
then click on the HOME tab 

 
Click on Bold in the Font group 
to make the numbers bold, then 
repeat steps 6 and 7 to make the 
second number bold 

 
Click in the document to close 
Header & Footer view, then click 
on the VIEW tab and click on 
Reading View in the Document 
Views group 

 
Scroll through the document – 
notice how the page numbers are 
formatted and the fact that there 
are no page numbers on the first 
page 

Leave this document open for the 
next exercise 

 

2 

4 

For Your Reference… 

To format page numbers: 

1. Click on the INSERT tab, then click on 
Headers & Footers in the Header & 
Footers group 

2. Select the page number, then click on the 
HOME tab and select the required formatting 
commands 

Handy to Know… 

 In Header & Footer view you can click on 
Options and select Different Even & Odd 
Pages or Different First, Even & Odd 
Pages to specify which pages the page 
numbers appear on.  
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For whatever reason there may be times when 
you wish to remove page numbers from your 
document. Fortunately removing page numbers 
in Word Online is very quick and easy. 

Remember to double-check that the numbers have 
been removed by viewing the document in 
Reading View. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise... 

 
Click on the EDIT 
DOCUMENT tab, then 
select Edit in Word 
Online to view the 
document in Editing 
View 

 
Click on the VIEW tab, 
then click on Header & 
Footer in the Header & 
Footer group 

 
Click on Options to 
display a menu of options 

 
Select Remove Page 
Numbers 

 
Click on the Other Pages 
tab 

Notice the number 
placeholders no longer 
appear in the header… 

 
On the VIEW tab, click on 
Reading View in the 
Document Views group, 
then scroll through the 
document to view the 
results 

Leave this document 
open for the next 
exercise 

 

For Your Reference… 

To remove page numbers: 

1. Click on the INSERT tab, then click on 
Headers & Footers in the Headers & 
Footers group 

2. Click on the drop arrow for Options, then 

select Remove Page Numbers 

Handy to Know… 

 You can remove page numbers by activating 
Header & Footer view, then deleting the 
number placeholders in the header or footer. 
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When a page fills with text, Word automatically 
inserts a page break at the end of the page. A 
page break is a code that tells the computer to 
display and print the text following the code on 

the next page. Sometimes you may want to 
override Word and manually insert your own page 
breaks. For instance you may want to ensure text 
and the image it refers to remain together. 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Scroll down to view the 
second image 

Notice there is a paragraph 
directly beneath it. We want to 
move the paragraph so it 
appears on the next page…  

 
Click on the EDIT 
DOCUMENT tab, then select 
Edit in Word Online to view 
the document in Editing View 

 
Scroll down and click to the 
left of the heading Growing 
Coffee Beans at Home to 
position the insertion point 

 
Click on the INSERT tab, then 
click on Page Break in the 
Pages group 

 Notice that in Editing View, 
page breaks do not appear 
therefore we must display the 
document in Reading View to 
display the page breaks… 

 
Click on the VIEW tab, then 
click on Reading View in the 
Document Views group to 
display the document in 
Reading View 

 
Scroll down to the second 
image to view the page break 

 

For Your Reference… 

To insert page breaks: 

1. Position the insertion point 

2. Click on the INSERT tab 

3. Click on Page Break in the Pages group 

Handy to Know… 

 You cannot add other types of page breaks 
such as section breaks in Word Online. 
However, if you open a document with 
existing section breaks, Word Online will 
retain the formatting.  
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The only way to insert a table in Word Online is 
by using the Table command. This command 
opens the Insert Table dialog box from which 
you can specify the number of columns and rows 

you require as well as the column width. When you 
use this command, Word will create a table with 
equally spaced columns and rows based on your 
settings. 

Try This Yourself: 

 Continue using the previous 
file with this exercise... 

 
Ensure the document is in 
Editing View, then position 
the insertion point to the right 
of the first image in the 
document, as shown  

 
Click on the INSERT tab, 
then click on Table in the 
Tables group 

 
Point to the cells in the graph 
to highlight them, then click 
once when you have 
highlighted a 3x4 Table 

 
In the second cell, type 
Arabica 

 
Press , then type 

Robusta 

 
Press , then add the rest 

of the content, as shown  

 

1 

For Your Reference… 

To insert a table: 

1. Click on the INSERT tab 

2. Click on Table in the Tables group 

3. Select a size 

Handy to Know… 

 It’s important to position the insertion point in 
the correct place; otherwise, the table can 
take the font formatting from styles attached 
to headings in the document. 

5 

6 
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WORKING WITH COLUMNS AND ROWS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

It may be necessary to perform certain actions 
with your table in order to create the most 
suitable table for your needs. For instance you 
may need to make your table bigger or smaller. 

You can also change the way your table appears 
and the content you can add to it by performing 
actions such as aligning text or inserting and 
deleting rows or columns. 
 

Try This Yourself: 

 Continue using the previous file 
with this exercise 

 
Ensure the cursor is positioned 
in the cell containing the text 
Round 

 
Click on the TABLE TOOLS: 
LAYOUT tab, then click on 
Insert Right in the Insert group 

We actually need a row rather 
than a column so let’s delete 
this column… 

 
Ensure the cursor is positioned 
in the new column, then click on 
Delete Column in the Delete 
group 

 
Click in the cell containing the 
text Round, click on Insert 
Below in the Insert group to 
insert a new row, then add the 
content as shown 

 
Click to the left of the heading 
Arabica, then drag across and 
down 

Notice this selects all the text 
and we only want to select the 
last two columns 

 
Click in the text Arabica, click 
on Select Column in the Select 
group, then click on centre in 
the Alignment group 

 
Repeat step 6 to centre the text 
in the Robusta column 

 

2 

3 

4 
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For Your Reference… 

To insert columns and rows: 

 Click in a cell, then click on the TABLE 
TOOLS: LAYOUT tab and click on an option 
in the Insert group 

To select columns or rows: 

 Click on an option in the Select group 

Handy to Know… 

 You can right click on any part of a table to 
display a shortcut menu. From this shortcut 
menu, you can perform actions such as 
selecting, inserting and deleting. 
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FORMATTING TABLES 
 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise... 

 
Click on the TABLE 
TOOLS: DESIGN tab, 
then click on the More 
Styles arrow in the 
Table Styles group to 
display a gallery of 
options 

 
Click on Grid Table 5 
Dark – Accent 1 under 
Grid Tables to apply 
this table style 

 
Click on Banded Rows 
in the Table Style 
Options group to turn 
the banded rows off  

 
Click on Change 
Colours in the Table 
Styles group and select 
Orange Accent 2 to 
apply this colour to the 
table 

 

For Your Reference… 

To apply a table style: 

1. Click on the TABLE TOOLS: DESIGN tab, 
then click on the More Styles arrow  

2. Click on an option 

Table styles provide you with a series of stylistic 
templates that can be applied to a table. These 
styles control the type and nature of the borders, 
colours, shading, banding, style of text, 

alignment, paragraph spacing, and the like. There 
are many styles from which you can choose and 
you can even customise the existing settings of a 
style to suit your own tastes. 
 

1 

Handy to Know… 

 You can resize columns and rows by pointing 
to the relevant border between columns or 
rows then clicking and dragging to the left or 
right, depending on whether you want make 
the cell/row bigger or smaller. 

3 

2 

4 



Microsoft Office Online 

© Watsonia Publishing Page 42 Chapter 4 - Working With Word Online 

WORKING WITH FOOTNOTES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6 

7 

1 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise... 

 
Double click on the 
word Rubiaceae in the 
first paragraph of the 
document, as shown to 
select it 

 
Click on the INSERT 
tab, then click on Insert 
Footnote in the 
Footnotes group 

 
Type the text, as shown 

 
Click in the document 
to close the footnote 
area 

 
Click on Show 
Footnotes in the 
Footnotes group 

 
Click on [Format 
Footnotes] 

 
Click on the drop arrow 
for Font, then select 
Franklin Gothic Book 
and click on [Apply]  

 
Click in the document 
to close the footnote 
area 

 

Footnotes are used to expand upon or provide 
further information for text in the document. For 
example, if you are writing an essay, you might 
insert a footnote to provide further commentary 

about a point made in the document. A footnote will 
always appear at the bottom of the page on the 
same page as the text that it is referring to. 

3 

For Your Reference… 

To insert footnotes 

1. Click on the required word, then click on the 
INSERT tab 

2. Click on Insert Footnote in the Footnotes 
group 

3. Type the footnote text 

Handy to Know… 

 If you have more than one footnote you can 
choose to apply formatting to all or just one 
of your footnotes. In the Format Options 
dialog box for footnotes simply click on 
[Apply] to apply to that one particular 
footnote or [Apply to All] to apply to all 
footnotes in the document. 
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By default, endnotes appear at the end of a 
document. Endnotes, like footnotes, provide 
additional information to the reader. Endnotes 
are commonly used to compile a bibliography. As 

soon as you create an endnote, Word will place a 
reference mark in the text and then jump to the end 
of the document so that you can enter the relevant 
endnote information. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click to position the 
insertion point as shown 

 
Click on the INSERT 
tab, then click on Insert 
Endnote in the 
Footnotes group 

 
Type the text, as shown 

 
Click on [Format 
Endnotes] 

 
Click on the drop arrow 
for Font and select 
Franklin Gothic Book, 
then click on [Apply]  

 
Click on the VIEW tab, 
then click on Reading 
View in the Document 
Views group 

 
Scroll through the 
document to view the 
footnote (from the 
previous exercise) and  
the endnote 

 

1 

For Your Reference… 

To insert endnotes: 

1. Click to position the insertion point 

2. Click on the INSERT tab 

3. Click on Insert Endnote in the Footnotes 
group 

Handy to Know… 

 To delete an endnote, select the reference in 
the body of the text, then press . 

3 
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Editing or reviewing a document typically 
involves printing out the document and then 
marking-up the hard copy. This includes making 
comments and suggestions, or providing 

feedback, for example. With the Comment tool, 
you can insert comments into a document, which 
will appear in the Comments pane, making it 
possible to edit or review a document on-screen.  
 

Try This Yourself: 

 Continue using the previous file 
with this exercise… 

 
Switch the document to 
Editing View, then click on the 
REVIEW tab 

 
Click on New Comment in the 
Comments group to display 
the Comments pane 

 
Select the word dicotyledon in 
the first paragraph, then type 
Please define this word in the 
Comments pane 

 
Click on [Post] 

 
Select the heading The 
Difference between Arabica 
and Robusta Coffee Beans, 
then click on New Comment in 
the Comments pane 

 
Type Please include some 
information on the countries 
coffee is grown in, then click 
on [Post] 

 
Click in the document to 
deselect the comments in the 
Comment pane  

Notice that a small balloon 
appears next to the paragraphs 
that contain comments… 

 
Scroll across if necessary, then 
click on the balloon icon next to 
the first paragraph to select the 
first comment 

 

2 

6 
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For Your Reference… 

To insert comments: 

1. Click on the REVIEW tab 

2. Click on New Comment in the Comments 
group 

3. Type your comment in the Comments pane, 

then click on [Post]  

Handy to Know… 

 You can insert comments by selecting text 
within the document, right-clicking and 
selecting New Comment. This will display 
the Comments pane where you can type the 
comment and click on [Post] to insert the 
comment into the document. 
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Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the first 
comment in the 
Comments pane to 
select it 

Let’s reply to this 
comment… 

 
Click on the Reply icon, 
as shown to insert a new 
comment box 

 
Type It’s a type of 
flowering plant, then 
click on [Post]  

 
Click on the first 
comment so that the 
icons appear, then click 
on Mark As Done, as 
shown 

Your reply comment will 
be greyed out 

 
Click on the third 
comment, then click on 
the Delete icon to delete 
the comment 

 
Point to the two 
comments to display the 
time they were inserted 

 
Click on Close in the top 
right corner of the 
Comments pane to close 
the pane 

 

In Word Online you there are several useful 
actions you can perform on comments. For 
instance you can delete comments from the 
Comments pane that are no longer necessary, 

reply to comments that others have posted or mark 
comments as done to notify others that you have 
completed any tasks they have asked you to do. 
 

For Your Reference… 

To reply to comments: 

 In the Comments pane, click on reply then 
type a reply and click on [Post] 

To delete comments: 

 Click on delete 

Handy to Know… 

 To display comments again click on the 
REVIEW tab and click on Show Comments 
in the Comments group. To close the 
Comments pane click on Show Comments 
again. 
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CHAPTER 5 STARTING WITH EXCEL ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 gain an understanding of the Excel Online screen 

 learn how to select cells and ranges in Excel Online 

 learn how to apply basic font formatting 

 learn how to apply alignment to data in cells 

 learn how to apply number formatting to data 

 gain an understanding of editing data 

 learn how to insert and delete cells 

 gain an understanding of formulas 

 learn how to edit formulas in a workbook. 

Excel Online can be used to perform tasks such as creating and 
editing workbooks in the browser. While it does not have all of the 
functionality of the Excel desktop application, it can be very useful 
for simple spreadsheets such as a basic family budget or a class 
timetable. 

INFOCUS 
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THE EXCEL ONLINE SCREEN 
 

 

 

 

  

 

 

 

 

 

  

  

The Excel Online screen is very similar to the 
other main Online Office applications such as 
Word Online and PowerPoint Online and you 
can navigate to and from Excel Online in much 

the same way. However there are a few minor 
differences and additional features that it is handy 
to be aware of. 
 

1 2 3 4 5 

6 

 

 
The application name appears in the top left corner of the screen. 

 
Clicking on your user name for your Office 365 account will display your OneDrive for 
Business where all files created in Office Online are saved to automatically. 

 
The title of the document appears in the title bar. Clicking on this title places it in edit mode so 
that you can simply type a new title and press  to rename the file. 

 
Clicking on Share displays the Share pane with options that allow you to share the file with 
others in a number of different ways. 

 
The name of the account you are signed in with appears in the top right corner. 

 
Clicking on the Customise Status Bar arrow will display a menu of options for customising 
the status bar. For instance you can choose to display or hide information such as the Min or 
max related to data within your workbook.  
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Unlike the Excel desktop application, in Excel 
Online you cannot select non-contiguous cells or 
ranges. Additionally, there is no way of selecting 
the active area of a worksheet or the entire 

worksheet. However you can select contiguous 
cells and there are a number of different methods 
for doing so including using the keyboard and the 
mouse.  

Try This Yourself: 

 

Before starting this exercise you 
MUST upload OF1309 Starting 
With Excel Online_1.xlsx and 
open it in Excel Online... 

 
Ensure the workbook is in 
EDITING view, then click in cell 
A7 to select it 

As cell A7 is the only cell 
selected it is the active cell… 

 
Hold down  and click in cell 

E10 

Even though a range has been 
selected, the active cell is still 
cell A7 – it is different in colour 
and its contents appear in the 
Formula Bar. You can keep the 
range selected yet change the 
active cell by using the 
keyboard… 

 
Press  several times to 

change the active cell 

 
Click in cell A12, then click and 
drag to cell N12 to select the 
range A12:N12 

You can also use the keyboard 
to deselect cells… 

 
Hold shown , then press  

six times to change the 
selection 

 
Press  +  to deselect the 

cells and make cell A1 active 

 

For Your Reference… 

To select a cell: 

 Click in a cell 

To select a range: 

 Click in a cell, press , then click in 

another cell, or 

 Click in a cell, then drag to another cell 

Handy to Know… 

 You can click on a column header (such as 
A) to select that entire column. You can also 
click on a row header (such as 1) to select 
that entire row. To select several rows (or 
columns) click on one header and drag 
across or down to the required header. 
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APPLYING BASIC FONT FORMATTING 
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You can greatly improve the readability of your 
worksheets and emphasise key data by 
formatting the cells in the worksheet. Formatting 
refers to changing the appearance of data 

without changing the underlying value of it. Excel 
Online provides a number of tools for applying 
formatting to the data within your workbooks. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click in cell A1 to make the 
main heading the active cell 

 
On the HOME tab, click on 
the drop arrow for font in 
the Font group and select 
Arial Black to apply this 
font style to the text 

Let’s make the font size 
bigger… 

 
Click on the drop arrow for 
Font Size in the Font 
group and select 18 to 
change the heading to 18 
point 

 
Click in cell A2, hold down 

, then click on cell A21  

 
Click on Bold in the Font 
group to make the text bold 

 
Repeat steps 4 and 5 to 
make the range B5:N5 bold 
too 

 
Click in cell A6, then click 
on Italics in the Font group 
to make the text italic 

 
Repeat step 6 for cell A14 

 

For Your Reference… 

To apply basic font formatting: 

1. Select the required cells 

2. Click on the HOME tab 

3. Click on a command or select an option from 
the Font group 

Handy to Know… 

 To apply underline to text simply select the 
text, then click on Underline in the Font 
group (or Double Underline). 

 You can apply colour to text by selecting the 
text, clicking on Font Colour in the Font 
group and selecting a colour. 
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APPLYING ALIGNMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Excel Online provides you with a number of ways 
to align data within a cell. For instance you can 
choose to align cell to the left, right or centre of 
the cell or to the top middle or bottom of a cell. 

Alignment can help to create a more readable 
workbook and provide your data with a more 
polished appearance. 

Try This Yourself: 

 Continue using the previous file 
with this exercise… 

 
Click in cell B2 

Notice that though it appears as 
if the heading Annual Sales is 
spread across cell A2 and cell 
B2, the text is actually solely 
contained in cell A2… 

 
Hold down , then click in 

cell A2, to select both cells  

 
Click on Merge & Centre in the 
Alignment group 

Now cell A2 and cell B2 are 
merged together and the text is 
centred within the merged cell… 

 
Click on Align Text Left in the 
Alignment group to align the 
text with the left margin of the 
cell 

 
Click on cell A3, then click on 
Wrap Text in the Alignment 
group 

The text wraps to the next line 
so that it fits in to the cell 
dimensions… 

 
Click in cell B7, press , click 

in cell N10 

 
Click on Middle Align in the 
Alignment group 

 
Repeat step 7 for the range 
B12:N21 

 

1 

For Your Reference… 

To apply alignment to data: 

1. Select the required cells 

2. Click on the HOME tab 

3. Click on the required option in the 
Alignment group 

Handy to Know… 

 To undo alignment in a cell, select the cell or 
cell range and click on Clear, then select 

Clear Formats. 

3 

7 
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The Number Format tool in the Number group 
on the HOME tab contains a drop arrow that 
displays a gallery of some of the more commonly 
used general number formats. You can apply 

these formats quickly and easily to a selected cell 
or range within a worksheet. Unlike in the Excel 
desktop application, there is no option to create 
custom number formats. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click in cell B7, hold 
down , then click in 

cell N10 to select the 
range 

 
On the HOME tab, click 
on Number Format in the 
Number group to display 
a gallery of options 

 
Select Currency to apply 
this format to the data 

Because of the 
formatting, the data no 
longer fits in to the 
column widths… 

 
Select columns B to N, 
then click on and drag the 
border of any of the 
selected columns to the 
right to make all of the 
columns larger, as shown 

Now the numbers are 
displayed… 

 
Repeat steps 1 to 3 to 
apply the currency 
formatting to the range 
B12:N21 

 

For Your Reference… 

To apply number formatting: 

1. Select the required cell(s) 

2. Click on the HOME tab 

3. Click on Number Format in the Number 
group 

4. Select an option, then resize the columns or 
rows if necessary 

Handy to Know… 

 You can format numbers as dates, times, or 
even percentages. When formatting dates, 
note that Excel Online reads dates in the 
American format of month, date, year; for 
example, if you choose to format 05/09/14 in 
the Long Date format, it will be displayed as 

Friday, May 9, 2014. 
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UNDERSTANDING DATA EDITING 
 

 

 

 

  

 

In computer jargon editing means changing – 
when you edit data, you are changing it. There 
are many ways in Excel Online that you can 
change your data – you can overwrite it and 

replace it with something entirely new; you can 
delete it entirely or; you can perform an Excel edit 
on the data where you change only a part of it. 

Overwriting Data 

Overwriting is by far the easiest way to change existing data. To overwrite, you simply click on the cell 
that you want to change, type the new values, and then press  – the data that was there before is 

completely replaced by the new data you’ve typed. 

Editing Data 

Each cell in a worksheet can hold thousands of characters. Even though it is unlikely that you’ll ever use 
that many characters in a cell, there will be times when you have longer text entries or complex formulas 
that would be a pain to have to retype. In these situations you can use Excel’s editing features. 

You can edit the data in a cell either in the formula bar or in the cell itself. To edit in the formula bar, 
simply select the cell, then click in the formula bar to place the insertion point. To open a cell for editing, 
double-click on it, or select it and press  on the keyboard. When a cell is in edit mode the insertion 

point will appear in the cell allowing you to choose which characters you want to change. Once the 
changes have been made you can press  to finish editing and record the changes. 

Deleting Data 

There are two operations for removing unwanted data from a worksheet – you can either clear data or 
delete it entirely. 

When you clear data from a worksheet you are emptying the cell or cells of their contents. 

When you delete data from a worksheet you are emptying the cell or cells of their contents, but you also 
have the option of changing the layout of the worksheet by shifting data from adjacent cells into the one 
or ones that have been deleted. 

At first, the difference between clear and delete may not be very clear. However, consider an annual 
budget that is showing forecasts on a monthly basis. You’ll have a column of figures for each month of 
the year (January, February, March, through to December). If you clear the data for March you’ll end up 
with an empty column. However, if you delete the data for March all of the columns to the right (April, 
May, etc.) will shift one column to the left so that April occupies the column previously occupied by 
March, May that of April, June that of May, and so on. 

You can edit the data in a cell 
either in the formula bar or in 
the cell itself. 
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Occasionally you’ll need to insert some data into 
your worksheet that can’t be inserted as a new 
column or row. For example, you may have 
information further down the worksheet which 

makes it important not to insert entire columns or 
rows. You can achieve this by inserting cells 
instead, moving the existing cells either down or to 
the right. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on row header 21 
to select the row, as 
shown 

 
On the HOME tab, click 
on Insert in the Cells 
group to display a menu 
of options 

 
Select Insert Rows to 
insert a new row above 
row 21 

 
Click on the row 
headers for row 11 to 
select it, then click 
Delete in the Cells 
group and select Delete 
Rows 

 
Click in the row header 
for row 16 to select it, 
then right-click to display 
a shortcut menu 

 
Select Delete Rows to 
delete this row 

 

2 

For Your Reference… 

To insert or delete rows or columns: 

1. Click on the HOME tab 

2. Click on Insert in the Cells group, then 
select the required option or, 

Click on Delete in the Cells group and select 
the required option 

Handy to Know… 

 If you wish to insert multiple rows at a time, 
select the same number of rows that you 
wish to insert, right-click, then select insert 
rows. You can use the same method to insert 
multiple columns. 
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UNDERSTANDING FORMULAS  
 

 

 

 

  

Formulas are the key to using Excel practically 
and efficiently. Formulas, like text, numbers and 
dates, are entered into a cell in a worksheet. 
Unlike the other data, however, formulas must 

begin with an equal (=) sign. In addition, formulas 
in Excel adhere to the basic rules of arithmetic 
known as BODMAS – so this is one maths lesson 
you must understand to master Excel formulas. 
 

How Formulas Work 

In Excel every formula that you create must start with an equal sign ( = ). The equal sign informs Excel 
that the data entered in that cell will be a formula and that Excel must therefore perform a calculation. 

For instance, if you type 5+6 in a cell Excel will display 5+6 in that cell. Excel treats this entry as text and 
that is why the numbers are aligned to the left of the cell.  

However, if you type =5+6 in a cell Excel will perform the calculation and display 11 in that cell in the 
worksheet. When that cell is active, the formula =5+6 will be displayed in the Formula Bar. When 
working with formulas, it is important to look at the Formula Bar as well as the cell in the worksheet so 
that you know whether the cell contains a formula or normal data. 

Cell Referencing For Perfect Formulas 

Though typing a formula such as =5+6 into a cell is an easy way to find the solution to a simple equation, 
it can make things more complicated later on. For example, if the data changes or you have mistyped a 
number, it can be time-consuming to enter the formula again. This is why it is better to type the numbers 
into their own separate cells, then type the cell addresses that refer to those numbers in the formula 
instead of typing numbers straight into a formula. This is especially useful when working with large 
amounts of data. 

In the example shown to the right, the value 5 has been typed into cell B2, the value 6 has been typed 
into cell B3, and the formula =B2+B3 has been typed into cell B4. This might seem like a lot more typing 
than you might otherwise do, but the real gain lies in the functionality of what is done here. For example, 
if you need to know what 6 plus 6 equals, you simply type 6 in cell B2, and the formula in cell B4 will 
instantly update to show you the answer. 

This occurs because Excel interprets the formula in cell B4 and calculates that cell B4 must equal the 
data in cell B2 plus the data in cell B3. If the data in either of the two referenced cells is changed, this 
formula is immediately recalculated and provides the latest result. 

Rules For Using Formulas 

There are four main arithmetic operations that can be performed in an Excel formula. Excel adheres to 
the BODMAS rules of arithmetic to determine the order in which calculations in any given formula are 
performed. The order is – Brackets, then Orders (otherwise known as Powers, or Roots, or Exponents, 
or Indices), then Division, then Multiplication, then Addition, then Subtraction. For example, the equation  
3 + 2 x 10 could equal either 50 or 23. Using BODMAS the correct answer is 23: 2 x 10 = 20 + 3 = 23. 

Computers do not have the standard arithmetic symbols that we are accustomed to. The keys on the 
keyboard that you will use to perform the four main arithmetic operations are shown below: 

 Addition  Subtraction 

 Multiplication  Division 

Understanding Filling 

Excel Online enables you to quickly populate cells that follow a series, like fortnightly dates, months of 
the year, days of the week etc. This process is known as filling and requires you to indicate the first part 
of the series, before dragging the contents across or down to the other cells using the Fill handle. The 
Fill handle is the small green square located in the bottom right corner of a selected cell. By pointing to, 
then clicking and dragging the fill handle across or down to other adjacent cells, you fill these cells with a 
series. 
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There will be times when you need to edit the 
formulas that you have included in a workbook. 
Formulas can quickly become wrong or invalid 
when you insert rows or cells, and you may find 

that you need to update formulas to reflect changes 
you have made to the workbook. It is quite easy to 
edit a formula without having to delete it all and 
start again. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click in cell B20 to view 
the formula in the 
Formula Bar 

Notice there is an error 
in the formula – 
signified by REF!... 

 
Click at the end of the 

formula and press  

until you reach the plus 
sign 

 
Click in cell B16 to add 
it to the formula 

 
Press  to calculate 

the new formula 

 
Click in cell B20, then 
point to the fill handle, 
as shown 

 
Click and drag to cell 
N20 to fill the cells with 
this formula 

 

1 

For Your Reference… 

To edit a formula: 

1. Click in the cell containing the formula 

2. Make changes to the formula in the Formula 
Bar 

3. Use Fill to fill the formula to adjacent cells if 
necessary 

Handy to Know… 

 You can press  +  to fill a formula down 

a cell in a column or  +  to fill a formula 

to the right of a row. 

2 

5 
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CHAPTER 6 WORKING WITH EXCEL ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 learn how to create tables in Excel Online 

 learn how to create charts 

 learn how to work with chart labels and axes 

 learn how to create surveys 

 learn how to share surveys 

 learn how to edit surveys 

 learn how to insert comments 

 learn how to work with comments. 

Though Excel Online does not have as many features as Excel 
(desktop) you can still perform some fairly advanced tasks with your 
data. For instance you can insert and format charts and tables 
allowing you to organise and analyse your data.  

INFOCUS 
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CREATING TABLES 
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Planning is a key aspect of database design. 
While tables are generally created in Excel from 
existing lists of data, you can create an empty 
table first, then add data to it later if you prefer. In 

this case it would be advisable to have a clear idea 
of what will be required of the table to avoid having 
to make complex alterations later on. 

Try This Yourself: 

O
p

e
n

 

F
il

e
 

Before starting this exercise you 
MUST open the file OF1310 
Working With Excel 
Online_1.xlsx… 

 
Ensure the workbook is in Editing 
View, then select the range A3: D8 

This is where we’ll start the new 
table… 

 
Click on the INSERT tab, then click 
on Table in the Tables group to 
display the Create Table dialog 
box 

Excel Online automatically inserts a 
header row into the table unless 
you select My table has headers… 

 
Click on [OK] to create a new table 
with six data rows and four columns 

Notice that the table goes down to 
row 9 because Excel automatically 
added a header row … 

 
Click in cell A3, then enter the data, 
as shown 

 
Click on the drop arrow for Reg No 
and select Sort Ascending to sort 
the data in ascending order 

Let’s insert a new column… 

 
Select the range E3:E8, click on 
Table in the Tables group, then 
click on [OK]  

 
Enter the data, then resize the 
column by double clicking on the 
border between columns E and F, 
as shown 

 

2 

4 

5 

For Your Reference… 

To create a table: 

1. Select the required range  

2. Click on the INSERT tab 

3. Click on Table in the Tables group, then 
enter the data as desired 

Handy to Know… 

 If you click on the drop arrow for a header 
column you can select to apply a text filter, or 
to only apply a filter to some of the data 
entries. 

7 
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Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Select the range A3:E9 

 
Click on the INSERT tab, then 
click on Column in the Chart 
group to view a gallery of 
options 

 
Click on Clustered Column to 
insert a clustered column chart 
based on the selected data 

 
Ensure the CHART TOOLS: 
CHART tab is active, then click 
on Switch Row/Column in the 
Data group 

This switches the data on the x 
axis to the y axis and vice 
versa… 

 
Repeat step 4 to switch back 
to the original view 

 
Click on Select Data in the 
Data group to display the 
Select Data Range dialog box 

 
Click at the end of the 
reference in the Chart data 
range box, as shown 

 
Press  once, then type 7 

to change the chart data range 
to A3:E7, then click on [OK] 

The chart adjusts to reflect the 
changes 

 

Charts are used to summarise data in a 
worksheet, reflecting proportions, trends and 
anomalies in your data far more effectively than 
words or tables of numbers could ever do. In 

Excel Online you can choose from a range of 
different chart types and choose the one that best 
suits your requirements. 
 

For Your Reference… 

To create a chart: 

1. Select the data 

2. Click on the INSERT tab, then click on an 
option in the Charts group and select a chart 
type 

Handy to Know… 

 Your data does not have to be in a table in 
order to create a chart. 
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Microsoft Excel provides a range of chart 
elements that can be added to the layout or used 
to modify the layout so that the chart is easier to 
interpret. Charts can be used to communicate a 

range of ideas, and chart layout elements help 
you emphasise particular ideas, information and 
trends.  
 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
On the CHART TOOLS: 
CHART tab, click on Chart 
Title in the Labels group to 
display a menu of options 

 
Select Edit Chart Title to 
display the Edit Title dialog 
box 

The dialog box may display 
with a message about the 
title being based on a 
formula. Just ignore this 
message and continue with 
exercise… 

 
Edit the title so that it reads 
Kilometres as of March 
2014 

 
Click on [OK] 

 
Click on Legend in the 
labels group and select 
None 

 
Click on Gridlines in the 
Axes group, point to 
Primary Horizontal 
Gridlines and select Minor 
Gridlines 

 

4 
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For Your Reference… 

To edit chart labels and axes: 

1. Click on an option in the Labels or Axes 
group   

2. Select the required option 

Handy to Know… 

 You can add titles to the axes in your chart. 
Simply select the chart, click on Axis Titles 
in the Labels group of the CHART TOOLS 
tab, then point to an option and select Edit 

Horizontal/Vertical Axis Title. 
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One of the new features of Office Online and 
Office 365 is the ability to quickly and easily 
create surveys in Excel. You can use these 
surveys to ask a range of different kinds of 

questions and the responses are automatically 
entered into an Excel spreadsheet. 

Try This Yourself: 

O
p

e
n

 

F
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Before starting this exercise 
you MUST open the file 
OF1310 Working With Excel 
Online_2.xlsx... 

 
Ensure the workbook is in 
Editing View, then click in cell 
A3, click on the INSERT tab, 
then click on Survey in the 
Tables group 

 
Select New Survey to display 
the Edit Survey dialog box 

 
Click in Enter a title for your 
survey here 

 
Type Locations for End of 
Year Party 

 
Click in Enter a description 
for your survey here and type 
Please let me know your 
preference for the location of 
the end of year party 

 
Click on Enter your first 
question here to display the 
EDIT QUESTION pane 

 
Click in Question and type 
Which location would you 
prefer? 

 
Click in Response Type, 
select Choice, then edit the 
text in the Choices box to 
appear as shown  

Leave this window open for the 
next exercise 

 

4 

6 
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For Your Reference… 

To insert a survey: 

1. Click on the INSERT tab 

2. Click on Survey in the Tables group 

3. Select New Survey, then fill in the required 
information 

Handy to Know… 

 You can create Excel Online surveys from 
OneDrive. Simply click on Create then select 

Excel Survey. 
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In order for a survey to be successful, you must 
have people provide responses to your survey 
question(s). In order to do that, you must first 
share the survey with others so they have a 

chance to respond. Sharing surveys in Excel 
Online involves the generation of a link which 
respondents can then use to paste into the address 
bar in their browser and access the survey. 
 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on [Done] in the EDIT 
QUESTION pane 

 
Click on [Share Survey] to 
display the Share Survey 
dialog box 

 
Click in the link, ensure the 
whole link is selected, then 
press  +  to copy it 

You can then share this link 
by pasting it into an email, a 
Lync conversation or in the 
newsfeed… 

 
Click on [Close] to close 
the dialog box 

Notice that Excel Online has 
automatically created a 
table… 

 
Open a new browser 
window and paste the link in 
the address bar, then press 

 to display the survey 

 
Click on the drop arrow and 
select Angelo’s (Carlton), 
then click on [Submit]  

 
Navigate back to the Excel 
Online browser window and 
notice your response has 
been added to the 
spreadsheet 

 

2 

3 
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For Your Reference… 

To share a survey: 

1. Click on [Share Survey] 

2. Copy the link 

3. Paste the link in the desired location 

Handy to Know… 

 Anyone who opens the survey link generated 
by Excel Online can access the survey; 
however, they cannot see the workbook with 
the results unless you give them specific 
permission. 
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Try This Yourself: 

 Continue using the previous file 
with this exercise… 

 
Click on Survey in the Tables 
group, select Edit Survey to 
display the Edit Survey dialog 
box 

 
Click on Add New Question, 
fill out the details, as shown 
Click on [Done] 

 
Point to the question Should 
partners be invited? so that 
the cursor appears as a four-
headed arrow 

 
Click on the question, drag up, 
then release the mouse button 
when it is positioned above the 
first question so it appears as 
shown 

 
Click on Locations For The 
End Of Year Party, then edit it 
so it reads The End Of Year 
Party 

 
Click in Please let me know 
your preferences… and edit it 
so it reads Please let me know 
your preferences for the end 
of year party 

 
Click on [Save and View] 

 
Click on [Share Survey], copy 
the link, then click on [Close]  

You can now use the link to 
share this survey with others 

 

You can edit a survey in a few different ways. For 
instance you can add more questions, change 
the content of existing questions or existing 
response types, and more. You can also edit an 

existing survey at any time. Just remember that if 
you make changes to a survey you will need to 
generate a new sharing link. 
 
 

For Your Reference… 

To edit a survey: 

1. Click on the INSERT tab, then click on 
Survey in the Tables group 

2. Select Edit Survey, then make the changes 
as required 

3. Click on [Save and View], [Share Survey] 
or [Close] 

Handy to Know… 

 You can delete the workbook contents by 
selecting the table, right-clicking and 
selecting Delete Table. 

 You can stop the sharing link from working 

by clicking on Stop sharing this survey. 
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Try This Yourself: 
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 Before starting this 

exercise you MUST 
open the file OF1310 
Working With Excel 
Online_3.xlsx… 

 
Ensure the workbook is 
in Editing View, then 
click on the REVIEW tab 

 
Click in cell A5 

 
Click on New Comment 
in the Comments group 
to display the 
Comments pane 

 
Type It looks like The 
Bar is the most 
popular choice. Can 
you please put this 
data in a chart so it’s 
easier to see the 
results? 

 
Click on [Post] 

 
Click in cell B1, then 
click on New Comment 
in the Comments pane 

 
Type I’m still not 
convinced we should 
invite partners. What 
do you think?, then 
click on [Post] 

 

For Your Reference… 

To insert comments: 

1. Click in a cell 

2. Click on the REVIEW tab, then click on New 
Comment 

3. Type a comment, then click on [Post]  

Comments are notes that are added to cells. 
They don’t appear in the cell themselves, but are 
indicated by a small green triangle at the top 
right-hand corner of the cell. Comments can be 

used for a variety of reasons such as recording 
feedback for other users or explaining a 
complicated formula.  
 

3 

Handy to Know… 

 You can insert a new comment by right-
clicking on a cell and selecting Insert 

Comment from the shortcut menu. 

4 

7 
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WORKING WITH COMMENTS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click in cell B1 

 
Click on Edit Comment 
in the Comments group 

 
Delete the first 
sentence, then type I 
think inviting partners 
will make the costs too 
high 

 
Click on [Post] 

 
Click on Minimise to 
hide the Comments 
pane 

 
Click in cell A5, then 
click on the Show 
Comment icon to 
redisplay the 
Comments pane 

 
Click on the second 
comment in the 
Comments pane, then 
click on Delete to delete 
the comment, as shown 

 

For Your Reference… 

To edit comments 

1. Click on the comment in the Comments 
pane 

2. Click on Edit Comment in the Comments 
group 

3. Make the changes then click on [Post] 

Though you cannot reply to comments in Excel 
Online, there are still quite a few things you can 
do with them to make them worth your while. The 
Comments pane can be expanded and 

minimised to improve your working space. Cells 
with comments attached appear with green Show 
Comment icons. 
 

2 

Handy to Know… 

 You can delete or edit a comment by right-
clicking on a cell that has a comment 
attached and selecting either Remove 

Comment or Edit Comment. 

4 

8 
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CHAPTER 7 POWERPOINT ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 gain an understanding of the PowerPoint Online screen 

 learn how to create a presentation 

 learn how to work with slides 

 learn how to add text to slides 

 learn how to add a theme to a presentation. 

PowerPoint Online is a useful application for creating quick, basic 
presentations or for reviewing and making minor changes to 
existing presentations. It features a range of design and formatting 
options which enable you to create and present visually appealing 
presentations. 

INFOCUS 
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THE POWERPOINT ONLINE SCREEN 
 

 

 

 

  

 

You will notice that the PowerPoint Online screen 
is similar to that of PowerPoint (desktop). The 
two main differences you may notice when you 
first access PowerPoint Online is that it does not 

have the SLIDE SHOW or REVIEW tabs that 
PowerPoint (desktop) has. You can still access 
some of the features contained on these tabs 
though, just using different methods. 
 

2 

 

 
The slides pane displays a thumbnail preview of every slide in the presentation. From within the 
slides pane you can reorder slides, add new slides, and more. 

 
Your name here is actually a link that will take you back to your OneDrive if you click on it. If you have 
opened an Office Online application from somewhere other than OneDrive such as from a team site, 
the link may be named something different such as the name of the team site. In that case, clicking 
on the link would lead you back to the document library you opened the file from. 

 
The first blank presentation you open will be titled Presentation. To rename a file click in the title and 
type a new title, then press . This will indicate which slide is selected out of the total number of 

slides in the presentation. 

 
Clicking on Share will display the Share dialog box where you can set permissions and choose to 
share the presentation with others. 

 
The name of the account you are signed in to Office 365 with will appear here. 

 
From left to right: The Notes icon is a toggle button which will display or hide the Notes pane, 
clicking on the Editing View icon activates Editing View, clicking on the Reading View icon 
activates Reading View, clicking on the Slide Show icon will present the slide show. 

 

3 4 5 

1 

6 
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CREATING A PRESENTATION  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 

 

Ensure you are signed in to 
Office 365 and the 
OneDrive screen is 
displayed… 

 
Click on new in the 
OneDrive screen, then 
select PowerPoint 
Presentation to open a 
blank presentation 

 
Click on Presentation in 
the title bar, type My First 
Presentation, then press 

  

 
On the HOME tab, click on 
New Slide in the Slides 
group to display the New 
Slide dialog box 

 
Click on Two Content to 
select this slide layout, then 
click on [Add Slide] 

 
Click on slide 2, then press 

  to insert a new slide 

with the same layout 

 
Ensure slide 3 is selected, 
then press  again to 

insert a fourth slide with the 
Two Content layout 

 

When you create a presentation for the first time 
there are a few things you will need to know how 
to do. For instance, it is important that you know 
how to name the presentation file and add more 

slides. Both of these tasks can be completed 
quickly and easily. 
 

2 

3 

For Your Reference… 

To create a presentation 

1. Click on new in the OneDrive screen, then 
select PowerPoint presentation 

2. Click in the title bar, type a name then press 
 

Handy to Know… 

 At the time of publishing you cannot create a 
presentation from a template in PowerPoint 
Online. However if you open an existing 
presentation that has been created from a 
template it will retain the formatting when 
being opened in PowerPoint Online. 

5 
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WORKING WITH SLIDES 
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6 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on slide 2 in the 
Slides pane 

 
Click on Layout in the 
Slides group to display the 
Slide Layout dialog box 

 
Click on Content with 
Caption to select this 
layout, then click on 
[Change Layout] to apply 
this layout to the slide 

 
Click on slide 3, then right-
click to display a menu of 
options 

 
Click on Layout to display 
the Slide Layout dialog 
box, click on Title and 
Content, then click on 
[Change Layout] to apply 
this layout to the slide 

 
Click on slide 2, then drag it 
down to below slide 4 and 
release the mouse button to 
reposition it, as shown 

 

For Your Reference… 

To change the slide layout: 

1. Click on the relevant slide 

2. Click on Slide Layout 

3. Select an option 

Slide layouts provide a range of placeholder 
combinations to suit most situations. One of the 
great things about slide layouts is that once a 
layout has been applied to a slide, it is not fixed. 

You can easily change the layout of an existing 
slide whenever required. This is useful, for 
instance, if you decide one of your slides would 
look better with a photo. 

Handy to Know… 

 If you right-click on a slide in the Slides pane 
you can choose to hide a slide. 
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ADDING TEXT TO SLIDES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 

Try This Yourself: 

 Continue using the same 
file with this exercise… 

 
Click on slide 1, then click 
on the text CLICK TO 
ADD TITLE  

 
Type Environmental 
Issues 

 
Click on slide 2, click on 
Click To Add Title, then 
type Global Warming 

 
Click on slide 4, click on 
Click To Add Title, then 
type Water Pollution 

 
Click on slide 1, select 
the text Environmental 
Issues, then click on the 
drop arrow for Font in the 
Font group 

 
Select Batang to apply 
this font style to the 
selected text 

 
Click on Bold in the Font 
group to apply bolding to 
the selected text 

 
Click outside the text to 
view the result 

 

For Your Reference… 

To add text 

 Click on the text placeholders in the slide, 
then type the required text 

To format text: 

 Select the text, then click on the options in 
the formatting group on the HOME tab 

Fortunately, adding text to a presentation is very 
simple – all you have to do is click on a 
placeholder in the slide and type. Alternatively 
you can insert a text box and type in the text box. 

Once inserted, text can be easily formatted. In this 
exercise you will type text, then apply a different 
font style. 
 

Handy to Know… 

 You can create lists in PowerPoint Online by 
positioning the insertion point on a slide and 
clicking on Bullets or Numbering in the 
Paragraph group. 

 You can also align text left, right or centre by 
clicking on the appropriate alignment option 
in the Paragraph group. 

8 
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ADDING A THEME 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 

2 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the DESIGN 
tab to view the available 
themes and variants 

 
Click on the More 
Themes arrow in the 
Themes gallery to 
display more options 

 
Click on Savon to apply 
this theme 

 
Click on Variant 3 in the 
Variants group to apply 
this variant to the 
presentation 

 
Click on each slide to 
see how it appears with 
the new theme applied 

 

Applying a theme to a presentation can 
dramatically improve the appearance of your 
presentation. Each theme comes with a set of 
colour variations or schemes called Variants. 

You can choose the desired variation either when 
you preview the theme in Backstage via the 
variant thumbnails available in the preview, or you 
can select a variation later on via the DESIGN tab. 
 

For Your Reference… 

To apply a theme: 

1. Click on the DESIGN tab 

2. Click on the More Themes arrow in the 
Themes group 

3. Click on a theme  

Handy to Know… 

 It is advisable to choose a theme that 
matches the content of your presentation; for 
example, you may find that the Dividend 
theme is more appropriate for a business 

presentation than the Celestial theme. 
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CHAPTER 8 MORE POWERPOINT ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 gain an understanding of shapes in PowerPoint Online 

 learn how to insert pictures and clip art 

 learn how to format pictures and clip art 

 learn how to insert SmartArt 

 learn how to format SmartArt 

 gain an understanding of transitions and animations 

 learn how to change the view 

 learn how to present a slide show 

 learn how to insert and reply to comments 

 learn how to work with comments. 

Once you have learnt the basics of how to work with PowerPoint 
Online you can begin to use PowerPoint Online to complete more 
complex tasks such as working with shapes, SmartArt, transitions 
and animations. 

INFOCUS 
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INSERTING SHAPES 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

PowerPoint Online provides many ready-made 
shapes that you can insert onto your slides, 
including lines, icons, arrows and the like. By 
drawing shapes, you can communicate plans, 

processes and much more. Or, you can draw 
shapes to highlight or to embellish a particular point 
or aspect of a slide. Shapes can also be edited and 
formatted like any other object in PowerPoint. 

 

Creating Shapes 

To insert a shape in a PowerPoint Online presentation simply click on the INSERT tab and click on a 
shape in the Illustrations group. The shape will automatically be inserted for you a default size. 
Alternatively you can click on the HOME tab and click on an option in the Drawing group. The difference 
between the options on the HOME tab and the options on the INSERT tab are that the options on the 
HOME tab include options to arrange and add formatting whereas the options on the INSERT tab don’t. 

Selecting And Moving Shapes 

Selecting and moving shapes is very simple. Just click on the shape in the PowerPoint presentation to 
select it, then drag it to the new position and release the mouse button. Alternatively once the shape is 
selected you can use the keyboard shortcuts to move it - , , , . 

Adding Text To Shapes 

To add text to a shape, click on the shape once, then click on the shape again. Alternatively right-click 
on the shape and select Edit Text. You can then type the text straight into the shape and format the text 
as you would normally. 

Resizing Shapes 

Select the shape and ensure the resizing handles are visible. Point to a resizing handle to display a 
double headed arrow, then click and drag outwards (as shown below) to make the shape bigger or click 
and drag inwards to make the shape smaller. 

 

The DRAWING TOOLS FORMAT tab 

Using the DRAWING TOOLS FORMAT tab you can insert more shapes from the Inserting Shapes 
group. You can choose to apply shape styles from the Shape Styles gallery or you can add a coloured 
outline or fill to a shape. In the Arrange group you have the option to Bring Forward, Send Backwards 
or Rotate. 
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INSERTING PICTURES  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are several ways you can insert pictures in 
PowerPoint Online. You can click on the 
placeholder icon in the actual slide, or you can 
click on an option in the Images group on the 

INSERT tab. You can choose to insert an image 
from your device or from the Microsoft Office 
library.  
 

2 
Try This Yourself: 

 

Continue using the previous 
file with this exercise, or 
upload and open the file 
OF1312 More PowerPoint 
Online_1.pptx... 

 
Click on slide 3 in the Slides 
pane, then click on the left 
insert picture placeholder 
to display the Choose File 
to Upload dialog box 

 
Navigate to the Course 
Files for Microsoft Office 
365 folder, select the file 
environment.jpg, then click 
on [Open] to insert the 
picture 

 
Click on slide 2, click on the 
INSERT tab, then click on 
Clip Art in the Images 
group to display the Clip Art 
dialog box 

 
Type earth in the search 
box, then press  

 
Click on one of the images 
to select it and display the 
details in the right pane 

 
Click on [Insert] to insert the 
image 

 

6 

For Your Reference… 

To insert pictures: 

1. Select the slide in the Slides pane 

2. Click on the insert picture placeholder 

3. Select an image, then click on [Open]  

Handy to Know… 

 You can insert pictures by clicking on the 
INSERT tab, then clicking on Insert Picture 
in the Pictures group. 
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FORMATTING PICTURES  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you insert a picture or clip art image into a 
PowerPoint Online presentation, the contextual 
PICTURE TOOLS: FORMAT tab becomes 
active. Using the commands available on this tab 

you can perform a variety of actions on the images. 
For instance you can apply different picture styles, 
rearrange multiple images or make images bigger 
or smaller. 
 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on slide 3 in the 
Slides pane, then click 
on the image to select it 

 
Click on the PICTURE 
TOOLS: FORMAT tab 

 
Click on the More Styles 
arrow for the Styles 
gallery in the Picture 
Styles group to display 
all of the style options 

 
Click on Soft edge oval 
to apply this style to the 
image 

 
Click on Reset Picture 
in the Adjust group to 
return the image to its 
original state 

 
Click on slide 2 in the 
slides pane, then click on 
the image to select it 

 
Point to the top left 
corner to display a two-
headed arrow 

 
Click and drag up to 
resize the image as 
shown 

 
Click on the image, then 
drag it to reposition, as 
shown 

 

8 

For Your Reference… 

To format pictures and clip art: 

1. Select the image 

2. Click on the PICTURE TOOLS: FORMAT 
tab 

3. Click on an option in the Adjust, Picture 
Styles, Arrange or Size group 

Handy to Know… 

 If you right click on an image and select 
Change Picture, the Choose file to upload 
dialog box will appear allowing you to choose 
an alternative image from your device. This 
is the case even if the original image was a 
clip art image. 

9 
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INSERTING SMARTART 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 
Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on slide 4 in the 
Slides pane, then click 
on the INSERT tab 

 
Click on SmartArt in the 
Illustrations group to 
display a gallery of 
options  

 
Click on Basic Pyramid 
to insert this shape 

 
Click in the text 
placeholder that is 
positioned at the base of 
the pyramid 

Notice the SmartArt 
graphic disappears and 
three bullet points are 
displayed… 

 
Type Pollution 
Prevention 

 
Click outside of the text 
box to view the result 

 
Repeat steps 4 to 6 to 
complete the SmartArt 
graphic, as shown 

 

To create diagrams using SmartArt graphics, 
you first need to open the SmartArt gallery. You 
can then select a layout from one of the eight 
categories that will best depict the information 

you want to convey. Once you insert the graphic, 
you can then insert text and format the shapes as 
required. 

For Your Reference… 

To insert SmartArt: 

1. Click on the relevant slide to select it 

2. Click on the INSERT tab 

3. Click on SmartArt in the Illustrations group 
and select an option 

Handy to Know… 

 You can insert SmartArt by clicking on the 
SmartArt placeholder on a slide (if available). 

7 
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FORMATTING SMARTART 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There is a vast range of SmartArt formatting 
options available. Not only can you change the 
layout and colour scheme of your SmartArt to a 
style that suits your presentation, you can also 

apply styles to your SmartArt. Styles differ to 
layouts in that they include a range of effects for 
shapes, such as 3D effects, thereby enhancing the 
look of your graphic. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the SmartArt 
graphic on slide 4 

 
Click on the SMARTART 
TOOLS: DESIGN tab 

 
Click on Change Colours 
in the SmartArt Styles 
group to display a menu of 
options 

 
Select Gradient Loop – 
Accent 5 under Accent 5 
to apply this colour theme 
to the SmartArt 

 
Click on the More Styles 
arrow in the SmartArt 
Styles group to display a 
menu of options 

 
Click on Brick Scene to 
apply this style to the 
SmartArt 

 

4 

6 

For Your Reference… 

To format SmartArt: 

1. Select the SmartArt 

2. Click on the SMARTART TOOLS: DESIGN 
tab 

3. Select an option 

Handy to Know… 

 You can change the layout of a SmartArt 
shape at any time by simply selecting the 
SmartArt shape, then clicking on a layout 

option in the Layout group. 
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TRANSITIONS AND ANIMATIONS 
 

 

 

 

  

 

In PowerPoint Online there are limited options for 
transitions and animation. You can animate text, 
pictures, shapes, tables, SmartArt graphics and 
other objects to add flair to your presentation. 

Adding animation simply means to add a special 
visual or sound effect to an object including 
entrance and exit effects, changes in size and 
colour, and even movement. 

The ANIMATIONS tab 

The options on the ANIMATIONS tab will appear greyed out until you select an object that animation can 
be applied to, such as a shape. There are four animation options available in the Animation group. 
Once you have selected an animation effect, you can click on Effect Options and choose whether you 
want to the animation applied as one object or as a paragraph. You can also choose to reorder the 
animation by choosing from a limited number of options in the Timing group. 

 

The TRANSITIONS tab 

The transitions tab contains three types of transitions in the Transition to This Slide group. When you 
apply a transition there is no way of previewing how the transition will appear. Before you apply a slide 
transition the Effect Options are greyed out. Once you have applied a transition you can click on Effect 
Options in the Transition to This Slide group and you can choose which direction the transition will 
appear from. You can also choose to apply the transition to all slides in the presentation by clicking on 
Apply To All in the Transitions group. 
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CHANGING THE VIEW 
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3 

2 
Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the VIEW tab, then 
click on Reading View in the 
Presentation View group 

The presentation will display 
in Reading View. 

Notice the tabs change and 
the screen becomes black… 

 
Click on Next Slide at the 
bottom of the view to 
navigate to the next slide in 
the presentation 

 
Click on the Editing View 
icon to return to the Editing 
View  

 
Click on the VIEW tab again 
and click on Notes in the 
Show group 

 
Repeat step 5 to hide the 
Notes pane again 

 

For Your Reference… 

To change the view:  

 Click on the VIEW tab, then click on an 
option in the Presentation Views group, or 

 Click on an icon in the bottom right corner of 
the screen 

Handy to Know… 

 In PowerPoint the Reading View 
background is dark so that your presentation 
stands out. 

There are several different ways to view your 
presentation, depending on the task at hand. The 
default view is Editing View, and you will spend 
most of your time creating your presentations in 

this view as it is the only view you can edit your 
slides in. However, sometimes you wish to view 
work in Reading View so you can see what the 
presentation will look like when it’s presented. 



Microsoft Office Online 

© Watsonia Publishing Page 81 Chapter 8 - More PowerPoint Online 

PRESENTING A SLIDE SHOW 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the VIEW tab, then 
click on Slide Show in the 
Presentation Views group 

Alternatively you could click 
on the Slide Show icon at 
the bottom of the task bar. 
The presentation will display 
in slide show view with a 
black screen… 

 
Click to navigate to the next 
slide 

 
Point to the bottom left 
corner of the slide to display 
some icons 

 
Click on the Next arrow as 
shown to move to the next 
slide 

 
Keep clicking until you reach 
the end of the slide show, 
then the message End of 
slide, click to exit   

 
Click to exit the slide show, 
then click on [Yes] 

Note that this will close the 
entire browser window and if 
you wish to continue working 
on your presentation you will 
have to navigate back to 
your OneDrive and open the 
presentation again 

 

4 

Slide Show view is the view you should choose 
when presenting your slide show as it contains 
many handy features you can use while 
presenting.  Once in Slide Show view, point to 

the bottom left corner of the screen to display a 
toolbar. Using this toolbar allows you to perform 
many functions including annotating and moving 
backwards and forwards between slides. 

1 

6 

For Your Reference… 

To present a slideshow: 

1. Click on the VIEW tab 

2. Click on Slide Show in the Presentation 
Views group 

3. Navigate between the slide by pressing  

or clicking on the Next or Previous arrows 

Handy to Know… 

 If you have a very long presentation you may 
wish to use the Go To feature. Simply right-
click on any slide, select Go to Slide, type 
the slide number in the Go To dialog box, 

then click on [OK]. 
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INSERTING AND REPLYING TO COMMENTS 
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3 

2 
Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the INSERT tab, 
then click on Comment in 
the Comments group 

 
Type We need to include 
some statistics., then press 

  

Notice a balloon now 
appears on the first slide… 

 
Click on slide 2, then click on 
NEW in the Comments 
pane 

 
Type What should the title 
for this photo be?, then 

press   

Let’s practise replying to 
comments. In this exercise 
we will reply to our own 
comments, but in reality you 
would be replying to 
comments made by others in 
a shared document… 

 
Click on slide 1, click in the 
Reply box under the existing 
comment, type Yes, Hannah 
is doing some research at 
the moment., then press 

  

 

For Your Reference… 

To insert comments 

1. Click on the INSERT tab 

2. Click on Comment in the Comments group 

3. Type a comment and press  

Editing or reviewing a presentation typically 
involves printing out the document and then 
marking-up the hard copy. This includes making 
comments and suggestions, or providing 

feedback, for example. With the Comment tool, 
you can insert comments into a presentation, which 
will appear in the margin, making it possible to edit 
or review a document totally on-screen. 

Handy to Know… 

 You can click on the small black Collapse 
arrow to the left of the commenter’s name to 
collapse an individual comment or a 
conversation (if the comment has any 
replies). To expand the comment(s) again 
simply click on the arrow again. 
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WORKING WITH COMMENTS  
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6 

3 
Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the VIEW tab, then 
click on the top half of 
Show Comments  in the 
Show group to hide the 
Comments pane 

 
Repeat step 1 to display the 
Comments pane again 

 
Click on slide 2, then click 
on the bottom half of Show 
Comments in the Show 
group to display a menu of 
options 

 
Click on Show Markup so it  
doesn’t appear highlighted  

Notice the Comments Pane 
disappears, as does the 
balloon from slide 2… 

 
Repeat step 1 to display the 
balloon and Comments 
pane again, then click on 
slide 1 

 
In the Comments pane, 
point next to the second 
comment so a black cross 
appears, then click on the 
cross to delete the 
comment 

 
Click on Close at the top 
right corner of the 
Comments pane to close 
the pane 

 

For Your Reference… 

To hide and display the Comments pane: 

 Click on the VIEW tab, then click on the top 
half of Show Comments in the Show group 

To delete comments: 

 Point to the comment 

 Click on the Delete icon 

You can manage comments in PowerPoint 
Online using the Comments pane. The 
Comments pane is a useful way of keeping all 
comments together. If markup is turned on, a 

small orange balloon will appear on any slides that 
have comments associated with them. 

Handy to Know… 

 If you haven’t inserted any comments yet, 
clicking on Show Comments in the Show 
group will display the Comments pane with 
the New icon so you can start inserting new 
comments. 
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CHAPTER 9 ONENOTE ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this session you will: 

 learn how to create a new notebook 

 gain an understanding of the OneNote Online screen 

 learn how to work with sections and pages 

 learn how to organise pages 

 learn how to add text in note containers 

 learn how to insert content in OneNote Online 

 learn how to insert pictures in OneNote Online 

 learn how to print in OneNote Online. 

You can use OneNote for a range of different purposes – whether 
it’s planning a house, overseas trip or making grocery lists. 
OneNote is now more useful than ever as it can be downloaded for 
free to any device whether it’s an Android, Apple or Windows 
product. You can then sync your notebooks between different 
devices so you can access them all the time, no matter where you 
are or what you are doing. 

 

INFOCUS 
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CREATING A NEW NOTEBOOK 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unlike the other Office Online applications, you 
cannot rename a file when you have it open in 
the OneNote application. Instead, you must name 
every new notebook you create before you open 

it. The notebook is then saved automatically to your 
OneDrive. 

1 
Try This Yourself: 

 

Before starting this 
exercise you MUST 
ensure you are signed 
in to Office 365 … 

 
In OneDrive, click on 
new, then select 
OneNote notebook to 
display the Create a 
new document dialog 
box 

 
Type My First 
Notebook, then click 
on [OK] to open 
OneNote Online 

 
Click on Expand 
pane, as shown if 
necessary 

 
Right-click on Untitled 
Section, then select 
Rename to display the 
Section Name dialog 
box 

 
Type Appetisers, then 
click on[OK] 

 
Click in the page and 
type Curry Puffs to 
name the page, then 
click on Expand 
again, if necessary 

 

3 

4 

6 

For Your Reference… 

To create a new notebook: 

1. In OneDrive, click on new 

2. Select OneNote notebook 

3. Type a name and click on [OK] 

Handy to Know… 

 You can use Undo to undo any changes you 
have made to a page, but you must first 
ensure that page is selected. Using Undo 
will never undo the actual creation of a page 
– so no matter how many times you click on 
Undo, once the page is returned to Untitled 
Page, you will have to delete it to remove it. 
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1  

The way your OneNote Online screen appears 
when you first open it will depend on the kind of 
device you are using. If you are using a 
middle/low resolution small screen device or a 

small browser window the navigation area at the 
left of the screen will appear with a collapse/expand 
icon. Clicking on this allows you to collapse or 
expand the navigation area. 

1 

 
Click on a tab to view the commands specific to that tab. Click on a command to perform an action. 
The exception to this is PRINT - though it looks like a tab it is actually a command. Clicking on 
PRINT will display the Print dialog box for your browser. You can then select the required settings 
from what is available then click on [Print]. 

 
The sections in the active notebook appear as coloured tabs at the left of the selected page. To 
navigate to the desired section of the active notebook, click on its tab. The tab that is currently 
selected appears darker than other tabs. To add a new section click on the plus icon to the left of 
Section. 

 
You can type a term in Find on this Page and OneNote Online will find it for you. 

 
The pages listed under Page are those that are part of the currently selected section. The page 
tabs are indented to show whether they are pages or sub-pages (of which there can be up to two 
levels). You can also create new pages and sub-pages, delete and re-order pages, and more. 

 
The currently selected page appears below the ribbon and takes up the largest portion of the 
OneNote screen. This is the page that you are currently working on. When you open a section, it 
will open to the last page that had been opened, or if the section had not been opened before, a 
new page will display. When you type a title in the selected page, OneNote automatically names 
the page. 

 

4 

Clicking on the 
menu icon as shown 
will display a pane 
containing the 
sections and pages 
of your notebook. 
Using this pane you 
can edit and create 
new sections and 
pages. 

2 

3 5 
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6 

3 

1 

It is vital to have a thorough understanding of 
sections and pages and how to work with them in 
order to get the most out of using OneNote 
Online. This exercise will demonstrate the basics 

of working with sections and pages such as adding 
new sections and pages and renaming them. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the plus icon to 
the left of Section in the 
section pane, as shown to 
display the Section Name 
dialog box 

 
Type Main Meals, then 
click on [OK] 

Notice a colour is assigned 
to the section by default. 

The section is also 
selected meaning the 
page that’s selected is 
new… 

 
Type Salmon to name the 
new page 

 
Click on Page in the pages 
pane to insert a new page 
in the Main Meals section 

 
Click on Page in the pages 
pane to insert a new 
untitled page 

 
Type Beef Bourguignon 
to name the new page 

 
Click on Appetisers in the 
sections pane to view the 
Curry Puff page 

 

For Your Reference… 

To insert pages and section: 

1. Click on Section or Page in the navigation 
pane 

2. Type a name for the new section or page 

Handy to Know… 

 If you right click on a section and point to 
Section Colour you can choose a section 
colour rather than accepting the default one. 

 You can add new sections and pages by 
clicking on the INSERT tab and clicking on 
New Page or New Section in the Notebook 
group. 
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5 

4 

It is very useful to be able to organise your pages 
in your OneNote Online notebook. There are a 
number of ways you can do this. For instance, 
you may wish to change the order of the pages in 

your workbook, or you may want to create 
subpages. 

Try This Yourself: 

 Continue using the previous 
file with this exercise… 

 
Click on the Main Meals 
section tab 

 
Click on Page, then type 
Fish 

We want to make Fish a 
heading page with fish 
dishes as subpages… 

 
Click on Salmon in the 
pages pane to select the 
page 

 
Click and drag to move the 
Salmon page beneath the 
Fish page as shown, then 
release the mouse button to 
position it 

 
Right-click on Salmon to 
display a shortcut menu 

 
Select Increase Indent to 
make Salmon a subpage of 
Fish 

 

For Your Reference… 

To create a subpage: 

1. Click and drag the subpage to below the 
heading page in the pages pane 

2. Right-click on the subpage, then select 

Increase Indent 

Handy to Know… 

 You can move sections by clicking on them 
and dragging them up or down. To reposition 
the section in the new location simply release 
the mouse button. 
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6 

4 

3 
Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on the Appetisers 
section tab 

 
In the page, click under 
the title Curry Puffs to 
position the insertion 
point  

 
Type Ingredients, as 
shown 

 
Click in a blank part of 
the page, then point to 
Ingredients to display 
the note container 

 
Double-click to insert a 
note container, then type 
Method 

 
Point to the top bar of 
the note container so the 
cursor changes to a four-
headed arrow, then click 
and drag to position the 
note container, as shown 

 
Double-click on 
Ingredients to select the 
text, click on the HOME 
tab, then click on Bold in 
the Basic Text group 

 
Repeat step 7 to apply 
bold to Method  

 

Once you have created some sections and 
named some pages you are ready to start adding 
text to your notebook. When you begin typing 
text in OneNote Online it is automatically inserted 

into a note container – just like in OneNote 
(desktop). This note container can then be treated 
similarly to an object and selected and moved 
around the page. 

For Your Reference… 

To insert text: 

1. Click in the page 

2. Type the required text 

Handy to Know… 

 You can resize a note container by pointing 
to the right border, then clicking and dragging 
outwards to make the note container bigger. 
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As well as adding text there are many other kinds 
of content that you can insert into a page in a 
OneNote Online notebook. For instance, you can 
insert a table and apply basic formatting to it. You 

can also insert links either to other pages in the 
notebook, another notebook, a website or much 
more. 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Double-click under 
Ingredients on the 
Curry Puffs page to 
position the insertion 
point 

 
Click on the INSERT 
tab 

 
Click on Table in the 
Tables group, then 
point to a 2x3 table 
and click once to insert 
it 

 
Click in the first cell of 
the table and type 1  

 
Press , then type 

brown onion 

Notice the cell 
automatically resizes to 
fit the text… 

 
Press  again, type 

500 grams, then 
complete the rest of 
the table as shown, 
pressing  to move 

to the next cell 

 

3 

5 

For Your Reference… 

To insert a table: 

1. Click on the page 

2. Click on the INSERT tab, then click on Table 
in the Tables group 

3. Select the desired size of the table to insert it 

6 

Handy to Know… 

 You can insert a link by clicking on the 
INSERT tab, then clicking on Link in the 
Links group. You then simply type the text 
you want to be displayed in Display text, 

and add the URL of the link in Address. 
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6 

Notebook notes don’t have to just be comprised 
of text. You can also insert pictures anywhere 
onto a page. When you insert a picture, it will be 
inserted at its original size so be aware that you 

may need to resize the image once you’ve inserted 
it. After inserting the image, you can also move it to 
other areas of the page, just as you can move other 
notes.  

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on expand to 
expand the sections and 
pages panes 

 
Click on the Main Meals 
section tab, then click on 
Salmon to display this 
page 

 
Position the insertion 
point, as shown 

 
Click on the INSERT tab, 
then click on Picture in 
the Pictures group to 
display the Choose File 
to Upload dialog box 

 
Navigate to the Course 
Files for Microsoft 
Office 365 folder 

 
Click on Salmon.jpg, 
then click on [Open] to 
insert the picture 

 

3 

5 

For Your Reference… 

To insert pictures: 

1. Position the insertion point on the page 

2. Click on the INSERT tab, then click on 
Picture in the Pictures group 

3. Select a picture, then click on [Open] 

Handy to Know… 

 In OneNote online there are limited options 
available on the PICTURE TOOLS: 
FORMAT tab. You can increase or decrease 
the size, adjust the scale or insert Alt-Text. If 
you right-click on the image to display a 
shortcut menu you can increase or decrease 
the size. 
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You can print a page at a time from your 
notebook using the print function that is part of 
your browser. Depending on what type of internet 
browser you are using, you may or may not be 

able to select certain settings. If you wish to use the 
print setting available in the full version of OneNote, 
then you must open the notebook in OneNote 
(desktop). 

Try This Yourself: 

 

Continue using the 
previous file with this 
exercise… 

 
Click on PRINT to 
display the Print dialog 
box 

 
Ensure the correct 
printer is selected under 
Selected Printer  

 
Click on [Print]  

 

1 

2 

For Your Reference… 

To print a notebook: 

1. Click on PRINT 

2. Adjust the settings as required, then click on 

[Print] 

Handy to Know… 

 You can use the keyboard shortcut  +  
to display the Print dialog box. 
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CONCLUDING REMARKS 

 

 

 

 

 

 

 

 

Congratulations!  

You have now completed Microsoft Office Online. Microsoft Office Online was designed to get you 
to the point where you can competently perform a variety of operations.  

We have tried to build up your skills and knowledge by having you work through specific tasks. 
The step-by-step approach will serve as a reference for you when you need to repeat a task. 

 

Where To From Here? 

The following is a little advice about what to do next: 

 Spend some time playing with what you have learnt. You should reinforce the skills that you 
have acquired and use some of the application's commands. This will test just how much of 
the concepts and features have stuck! Don't try a big task just yet if you can avoid it – small 
is a good way to start. 

 Some aspects of the course may now be a little vague. Go over some of the points that you 
may be unclear about. Use the examples and exercises in these notes and have another go 
– these step-by-step notes were designed to help you in the classroom and in the work 
place! 

Here are a few techniques and strategies that we've found handy for learning more about 
technology: 

 read computer magazines – there are often useful articles about specific techniques 

 if you have the skills and facilities browse the internet, specifically the technical pages of 
the application that you have just learnt 

 take an interest in what your work colleagues have done and how they did it – we don't 
suggest that you plagiarise, but you can certainly learn from the techniques of others 

 if your software came with a manual (which is rare nowadays) spend a bit of time each day 
reading a few pages. Then try the techniques out straight away – over a period of time 
you'll learn a lot this way 

 and of course, there are also more courses and books for you to work through. 

Hungry for More? 

We live in an ever-changing world where we all need to review and upgrade our 
skills. 

If you have received this course book on a training course, why not ask the tutor or 
trainer for other courses that may be of benefit to you. If you are attending a 
college ask for one of their brochures. 

Alternatively, if you’ve enjoyed using this course book you can find others that 
cover a wide range of topics at our website www.watsoniapublishing.com. 

 

http://www.watsoniapublishing.com/
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