We've upgraded the Microsoft Suite on
your computer to Office 2016.

Hello!

We hope you like it.

All of Government's computers run Microsoft Office 2016.

Included in Microsoft Office 2016 are programs such as Outlook, Word, Excel, PowerPoint and other commonly
used Microsoft software. Skype for Business is also included in the Microsoft upgrade.

Upgrading the Microsoft Suite modernizes Government's computers, and ensures that they remain fully
supported in our IT environment.

Here are some useful tips to help you get started in Microsoft Office 2016.

Top Toolbar

Similar to previous versions of Office, Office 2016 applications have a top toolbar for quick access to various
application options.

The top toolbar background colour matches the colour of the application icon to make it easy for you to know
which application you are working in.
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To change the top toolbar colour, find Options under File in the application.
In the General tab Personalize your copy of Microsoft Office and select one of the
options under Office Themes: colorful, dark gray or white.
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Top Toolbar continued

Tell Me

To make searching the top toolbar easier, a “Tell me what you want to do..."field is available for you to type what
you are looking for eliminating the need to search.
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Smart Loopup

A smart lookup feature is available in Outlook, Word,
Excel and PowerPoint.
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Outlook 2016

The new Microsoft Office comes with Outlook 2016. Use this guide from Microsoft to learn some basics.

Explore the ribbon
See what Outlook can do by selecting the
ribbon tabs and exploring available tools.

Quick Access Toolbar
Keep favorite commands
permanently visible.

Find whatever you need
Enter a keyword or phrase to look up Outlook
commands, get Help, or search the Web.
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Customize the ribbon display
Choose whether Outlook should auto-hide
the ribbon.
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To learn more about Office 2016, visit http://aka.ms/office-2016-guides.



http://aka.ms/office-2016-guides

Word 2016

The new Microsoft Office comes with Word 2016. Use this guide from Microsoft to learn some basics.

Quick Access Toolbar
Keep favorite commands
permanently visible.
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Status bar shortcuts

Select any status bar indicator to
navigate your document, view word
count statistics, or check your spelling.
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Explore the ribbon
See what Word can do by selecting the
ribbon tabs and exploring available tools.
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Navigate with ease

Use the optional, resizable sidebar to
manage long or complex documents.

Discover contextual commands
Select tables, pictures, or other objects
in a document to reveal additional tabs.

Find whatever you need
Look up Word commands,
get Help, or search the Web.
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To learn more about Office 2016, visit http://aka.ms/office-2016-guides.
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Excel 2016

The new Microsoft Office comes with Excel 2016. Use this guide from Microsoft to learn some basics.

Explore the ribbon
See what Excel can do by selecting the
ribbon tabs and exploring available tools.

Quick Access Toolbar
Keep favorite commands
permanently visible.
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Switch or create sheets

Select the + next to thee sheet
tabs to switch between workbook
sheets or to create new ones.
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Discover contextual commands
Select tables, charts, or other objects
in a workbook to reveal additional tabs.

Find whatever you need
Look up Excel commands,
get Help, or search the Web.
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Show or hide the ribbon
Select the pin icon to keep the
ribbon displayed, or hide it
again by selecting the arrow.

Change your view

Select the status bar buttons to
switch between view options,
or use the zoom slider to
magnify the sheet display to
your liking.
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To learn more about Office 2016, visit http://aka.ms/office-2016-guides.
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PowerPoint 2016

The new Microsoft Office comes with PowerPoint 2016. Use this guide from Microsoft to learn some basics.

Discover contextual commands
Select text, pictures, or other objects in
a presentation to reveal additional tabs.

Explore the ribbon
See what PowerPoint can do by selecting the
ribbon tabs and exploring available tools.

Quick Access Toolbar
Keep favorite commands
permanently visible.
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Rotate objects in place
; Freely control the placement and
ES orientationof text boxes, pictures,
and other selected objects.

Navigate and organize
Select a slide thumbnail to
switch to it or drag a slide to
move it up or down in the list.

Add notes and comments
Track feedback while drafting
your deck and keep important
facts handy while presenting.
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Find whatever you need
Look up PowePoint commands,
get Help, or search the Web.
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Editing

Show or hide the ribbon
Select the pin icon to keep
the ribbon displayed, or hide
it again by selecting the
arrow.

Start the show

Select to present from the
current slide, or select the
Slide Show tab on the ribbon.

Change your view

Select the status bar buttons
to switch between views, or
use the zoom slider to magnify
the slide display to your liking.
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To learn more about Office 2016, visit http://aka.ms/office-2016-guides.
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Skype for Business

The new Microsoft Office comes with Skype for Business. With Skype for Business you can:

instant message;

voice or video call:

schedule and join meetings; and

present your screen during meetings, or give control to others.

This guide will help you learn some basics.
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To learn more about Office 2016, visit http://aka.ms/office-2016-guides.
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If you need help with any of the information in this document, or if you have
any type of IT related questions, please contact the IT Service Desk.

Government
of

@ 306-787-5000 N ServiceNow IT Self-Service ' /d Saskatchewan

Property of the Government of Saskatchewan, Ministry of Central Services Information Technology division
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