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What you can expect é 

Å Here are some tips which can ease your work in Office and also at home.  

 

Å In my opinion there is really no need to always upgrade to the latest versions of 

Office applications, because the features are more or less same. Across 2007 to 

2013 versions of MS Office, many features have been added but for usual office 

work, 2007 version is good enough and does every possible thing in a neat way.  

Thus 2007 version has been explained and it applies to the later versions also.  

 

Å Use of PDF is increasing and is now a standard in documents, some handy tips on 

PDF usage have been shown. 

 

Å Cloud storage, mobile applications, internet based applications, come in handy.  

 

Å PowerPoint presentation consumes most of the office time and thus some very neat 

tips like creating PPT from Word outline, have been shown. For a document 

containing 10 pages, it would have meant at least fifty copy and paste actions, and 

also writing the title slide, bulleting the lists etc. etc. This tip can drastically reduce 

number of actions and as well as a phenomenal amount of irritation.  

 

Å To comply with law of the land, writing in Hindi is imperative, thus some very useful 

Hindi applications have been discussed.  

Every page/tip has a corresponding hyperlink for honing the skill. 
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Convert Word file to PPT 

OPEN New Word File. 

 

For each slide, the line to be the 

slide title use the Heading 1 style, 

and the remaining lines of text for 

each slide the Heading 2 style.  

 

 

(PowerPoint 2007 can only convert 

text formatted with a heading 

style, but you can use any of 

Word's built-in heading styles.) 

 



Convert Word file to PPT é.2 

To convert this text into PowerPoint 

slides, follow these steps: 

 
Open PowerPoint 2007. 

On the Home Ribbon, in the Slides 

group, click the arrow below New 

Slide. 

Click Slides From Outline, then 

navigate to the Word document 

containing your slides. 

Click Insert. 

Click the Design tab. 

Click the theme of your choice. 

Add a title to your title slide and save 

the file. 

http://www.techrepublic.com/blog/microsof

t-office/convert-your-word-documents-into-

powerpoint-2007-presentations/ 
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Convert PPT file to Word 

Å Go to Publish 

Å Create handouts in 

Word 



Inserting chart table etc. 

If you open a new 

slide, all options 

are also available 

on the blank 

portion. 



Embedding a chart from other files 

Å See the options choose option 2, Excel Chart (entire workbook) for 

embedding the file on your PPT. 

Å This will ensure that you can edit the chart when needed. 

0 

2 
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6 

Series 1 

Series 2 

Series 3 

Often, in PPT the data file is missing when the PPT is sent by mail or through pendrive. 

This is because the excel sheet is not embedded in PPT, please see the options carefully 

on the clipboard icon on bottom right of chart after insertion, click on it 



Smart Art 

 

Smart Art is a real smart tool for creating hierarchy charts, process, cycle, matrix etc. 



Setting up a show 

Å Define slides to be 

used. 

Å No animation 

Å Advance slides 

manually etc. 

For the final show, you may not be allowed time to go through slides, you can easily limit 

the show by the following option. 

For all animation in slide to be hidden just select ñshow without animationò from SET UP 

SHOW option in Slide Show tab. 



Setting up a showé.2 - Slide Sorter 

Click here for sorting sliding, moving them, hiding etc., check this link  

For the final show, you may need specific slides to be hidden, an easy way is to use SLIDE 

SORTER 

Right click a slide 

Click on hide option 

To unhide click again 

http://office.microsoft.com/en-in/help/when-and-how-to-use-views-in-powerpoint-2007-HP010067043.aspx


Hyperlinks 

Å To a slide in the same presentation 
Å To a slide in a different presentation 
Å To an e-mail address 
Å To a page or file on the Web 
Å To a new file 
From online Microsoft help 
 
Tip: Do not use Commas in Title for hyperlink within the 

PPT 

 

Right click on selected text 

Ease your presentation by incorporating hyperlinks 
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How to Print slides ï efficiently with least amount of ink 

Go to Home Tab 

Print Preview 

On Options tab, click Color Grayscale 

The dark 
portion 

becomes 
white, thus 
saving ink 



Managing the live presentation ï note taking and navigation 

Right click anywhere on the live presentation  

Go to slide will 
easily take you the 
required location 
and come back 

using last viewed 

Pointer option gives 
you a pen to note and it 
can be saved to the PPT 



Save as PDF in WORD itself 

For this youôll have to download the add-on 

from 

http://www.microsoft.com/en-

in/download/details.aspx?id=7 

 

To install this download:  

 

Download the file by clicking 

the Download button (above) and saving the 

file to your hard disk. 

 

Double-click the SaveAsPDFandXPS.exe   

program file on your hard disk to start the 

Setup program. 

 

Follow the instructions on the screen to 

complete the installation. 

 

http://www.microsoft.com/en-in/download/details.aspx?id=7
http://www.microsoft.com/en-in/download/details.aspx?id=7
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Compare and combine documents 

You can compare two 
documents and 
have a three pane 
view of the 
documents. 

It comes very handy 
when two or more 
people have 
worked on same 
document.  

On REVIEW TAB, click 
Compare 

https://support.office.com/en-us/article/Compare-and-combine-documents-in-Word-2007-420236df-c0a1-4f05-8962-03c7a1827074 
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Creating professional documents with TABLE of Contents Figures etc. 

 

For any professional document it is very important to have a table of contents, figures, 

tables etc. Word has a very convenient method for creating this automatically. This 

link is useful,  http://support.microsoft.com/kb/285059 

 

 

http://support.microsoft.com/kb/285059


Creating professional documents with TABLE of Contents  Figures etcéé2 

 

Chapter 1- Enter Your Chapter Title Here 

Makes use of feature in Word called ñstyles.ò  A ñstyleò is a named set of formatting 
characteristics.  For example, the heading above is in ñChapter 1 ï Heading 1ò style and is 
used for each chapter heading.   

Using styles, particularly in a long document, has many benefits: 

Table of Contents is created automatically 

  

First-level Subhead (Heading 2 style) 

All first-level subheads in the template use Heading 2 style.  If you need to add another subhead 
level within Heading 2, use Heading 3 as shown below.   

  

Second-level Subhead (Heading 3 style) 

All second-level subheads in the template use Heading 3.  If you need to add another subhead 
level within Heading 3, use Heading 4 as shown below. 

 

Third-level Subhead (Heading 4 style) 

If you need a third-level subhead in your document, use Heading 4. 

  

 

 



Creating professional documents with TABLE of Contents Figures etcéé3 

Read here for more tips on table of figures, tables and equations. 

http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx 

Click here in REFERENCES TAB for creating a table of contents automatically from STYLES 

You can 

modify the 

numbering 

style etc. by 

using the 

insert option 

here 

http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx


Making COMPLEX TABLES 

Using the Draw and Eraser commands a complex 

table as shown below can be easily made. 

Just move the pencil from start point to end point and 

a line is created dividing  the cell. 

 

Check this 

https://www.youtube.com/watch?v=I1JkfpQ10rg 

The columns or rows 

can be aligned with 

equal spacing also, 

using layout tab in Table 

tools 




















































