TECHNOLOGY TRAINING CENTRE

All training files are available on our website
uab.ca/training under course resources.

Students can receive support on concepts covered in this course via email or
telephone within six months of course completion.

Technology Training Centre
B-11 Cameron Library tel. 780.492.1397
University of Alberta fax. 780.492.7487

training@ualberta.ca
www.ttc.ualberta.ca
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Technology Training Centre

Windows
« Search
« Task bar
o Jump list

«  Windows keys

Combination of Keys

Windows Key + D

Windows Key + L

=L

Windows + Tab

== g Tab_

Windows Key + Left arrow or
Windows Key + Right arrow

0-G-

B-11 Cameron Library, University of Alberta

Action

Clear window clutter

Quickly access the desktop window
behind all other windows that hosts
computer icons for files and folders.

Lock Your Computer

Open the Task view

Display and switch between open
windows or multiple workspaces. See
activities across your devices for the

past 30 days with timeline.

Snhap windows side by side

Perfectly snap windows to the sides
without the need to resize and position
them manually.

780.492.1397 | training@ualberta.ca | ualberta.ca/technology-training
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https://support.microsoft.com/en-ca/help/17190/windows-10-search-for-anything
https://support.microsoft.com/en-ca/help/17190/windows-10-search-for-anything
https://www.howtogeek.com/225568/how-to-configure-and-customize-the-taskbar-in-windows-10/
https://www.howtogeek.com/225568/how-to-configure-and-customize-the-taskbar-in-windows-10/
https://www.youtube.com/watch?v=irOTNukkuKQ
http://www.dummies.com/computers/operating-systems/windows-10/how-to-use-taskbar-jump-lists-in-windows-10/

Technology Training Centre

Excel

Excel Default text settings
Selecting Cells
o Navigation in data and selecting rows or columns

Transpose
Apply the Same Formatting and Data to Multiple Sheets at the Same Time

Group data
Display Formulas
Get more information from Excel's status bar
Drop down list
Table
o https://support.office.com/en-us/article/Video-Use-Excel-tables-to-
manageinformation-1¢3d9852-4b0b-4496-a1fc-30c5121fb05e
Pivot Tables
o https://support.office.com/en-us/article/Video-Create-PivotTables-
74ce8afc-24464816-80ee-20ca/fb71793
FlashFill (Best to help clean up Text)
View Two Sheets Side-by-Side in the Same Workbook

B-11 Cameron Library, University of Alberta

780.492.1397 | training@ualberta.ca | ualberta.ca/technology-training



mailto:training@ualberta.ca
https://www.youtube.com/watch?v=SJ7BTNfg468
https://support.office.com/en-us/article/Select-cells-ranges-rows-or-columns-on-a-worksheet-23f64223-2b6b-453a-8688-248355f10fa9
https://support.office.com/en-us/article/Select-cells-ranges-rows-or-columns-on-a-worksheet-23f64223-2b6b-453a-8688-248355f10fa9
https://www.youtube.com/watch?v=Zs1AmYFImeg
https://support.office.com/en-us/article/Transpose-rotate-data-from-rows-to-columns-or-vice-versa-3419F2E3-BEAB-4318-AAE5-D0F862209744
https://support.office.com/en-us/article/Transpose-rotate-data-from-rows-to-columns-or-vice-versa-3419F2E3-BEAB-4318-AAE5-D0F862209744
https://support.office.com/en-us/article/Select-one-or-multiple-worksheets-096b40c9-0ee7-4980-bac6-cc92aec7b266
https://support.office.com/en-us/article/Select-one-or-multiple-worksheets-096b40c9-0ee7-4980-bac6-cc92aec7b266
https://support.office.com/en-us/article/Outline-group-data-in-a-worksheet-08CE98C4-0063-4D42-8AC7-8278C49E9AFF
https://support.office.com/en-us/article/Outline-group-data-in-a-worksheet-08CE98C4-0063-4D42-8AC7-8278C49E9AFF
https://support.office.com/en-us/article/Display-or-hide-formulas-F7F5AB4E-BF24-4EFC-8FC9-0C1B77A5356F
https://support.office.com/en-us/article/Display-or-hide-formulas-F7F5AB4E-BF24-4EFC-8FC9-0C1B77A5356F
https://support.office.com/en-us/article/Excel-status-bar-options-6055ECD9-E20F-4A7A-A611-4481BD488C55
https://support.office.com/en-us/article/Excel-status-bar-options-6055ECD9-E20F-4A7A-A611-4481BD488C55
https://support.office.com/en-us/article/Create-a-drop-down-list-7693307A-59EF-400A-B769-C5402DCE407B
https://support.office.com/en-us/article/Create-a-drop-down-list-7693307A-59EF-400A-B769-C5402DCE407B
https://support.office.com/en-us/article/Overview-of-Excel-tables-7AB0BB7D-3A9E-4B56-A3C9-6C94334E492C
https://support.office.com/en-us/article/Overview-of-Excel-tables-7AB0BB7D-3A9E-4B56-A3C9-6C94334E492C
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
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https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Video-Use-Excel-tables-to-manage-information-1c3d9852-4b0b-4496-a1fc-30c5121fb05e
https://support.office.com/en-us/article/Create-a-PivotTable-to-analyze-worksheet-data-A9A84538-BFE9-40A9-A8E9-F99134456576
https://support.office.com/en-us/article/Create-a-PivotTable-to-analyze-worksheet-data-A9A84538-BFE9-40A9-A8E9-F99134456576
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.office.com/en-us/article/Video-Create-PivotTables-74ce8afc-2446-4816-80ee-20ca7fb71793
https://support.microsoft.com/en-us/office/using-flash-fill-in-excel-3f9bcf1e-db93-4890-94a0-1578341f73f7
https://www.youtube.com/watch?v=Hx6aFo7okCc

Technology Training Centre

Word

Quick Access Toolbar

Start Screen

Tell me what you want to do (Now also called Search)

Send as PDF Attachment (Remember to use Search to find commands)

Dictate

Speak

Moving around in Word

Selecting Text o https://support.office.com/en-us/article/Select-text-5AE24034-
1C93-4805-BC2D-00AAF6235C97

Default Text setting
Line Break vs Paragraph break
o https://support.office.com/en-us/article/Line-and-page-breaks-
419441D0-09634CFE-A79F-57C83B92ESAE
Bullets and numbering
Format Painter
Quick Parts

Styles
Table of Contents

Screen Shots

Cut copy paste photo options
Clear Formatting

Word Shortcut Keys

B-11 Cameron Library, University of Alberta

780.492.1397 | training@ualberta.ca | ualberta.ca/technology-training
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https://support.office.com/en-us/article/Customize-the-Quick-Access-Toolbar-43fff1c9-ebc4-4963-bdbd-c2b6b0739e52#ID0EAABAAA=2016,_2013,_2010
https://support.office.com/en-us/article/Customize-the-Quick-Access-Toolbar-43fff1c9-ebc4-4963-bdbd-c2b6b0739e52#ID0EAABAAA=2016,_2013,_2010
https://support.office.com/en-us/article/Turn-off-the-Start-screen-1F2834B4-09D4-490D-9C04-5D9F1B25FF70
https://support.office.com/en-us/article/Turn-off-the-Start-screen-1F2834B4-09D4-490D-9C04-5D9F1B25FF70
https://support.office.com/en-us/article/Do-things-quickly-with-Tell-Me-f20d2198-17b8-4b09-a3e5-007a337f1e4e
https://support.office.com/en-us/article/Do-things-quickly-with-Tell-Me-f20d2198-17b8-4b09-a3e5-007a337f1e4e
https://keithcockerham.com/how-to-email-word-documents-as-a-pdf-in-a-single-click/
https://support.microsoft.com/en-us/office/dictate-your-documents-in-word-3876e05f-3fcc-418f-b8ab-db7ce0d11d3c
https://support.microsoft.com/en-us/office/dictate-your-documents-in-word-3876e05f-3fcc-418f-b8ab-db7ce0d11d3c
https://support.office.com/en-us/article/Using-the-Speak-text-to-speech-feature-459E7704-A76D-4FE2-AB48-189D6B83333C
https://support.office.com/en-us/article/Using-the-Speak-text-to-speech-feature-459E7704-A76D-4FE2-AB48-189D6B83333C
https://support.office.com/en-us/article/Use-the-Navigation-pane-in-Word-394787BE-BCA7-459B-894E-3F8511515E55
https://support.office.com/en-us/article/Use-the-Navigation-pane-in-Word-394787BE-BCA7-459B-894E-3F8511515E55
https://support.office.com/en-us/article/Select-text-5AE24034-1C93-4805-BC2D-00AAF6235C97
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https://support.office.com/en-us/article/Select-text-5AE24034-1C93-4805-BC2D-00AAF6235C97
https://support.office.com/en-us/article/Select-text-5AE24034-1C93-4805-BC2D-00AAF6235C97
https://support.microsoft.com/en-us/office/change-the-default-font-in-word-2f50603b-9886-47e4-a483-48ac5ab80163
https://support.office.com/en-us/article/Change-or-set-the-default-font-20f72414-2c42-4b53-9654-d07a92b9294a
https://support.office.com/en-us/article/Line-and-page-breaks-419441D0-0963-4CFE-A79F-57C83B92E5AE
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https://support.office.com/en-us/article/Line-and-page-breaks-419441D0-0963-4CFE-A79F-57C83B92E5AE
https://support.office.com/en-us/article/Line-and-page-breaks-419441D0-0963-4CFE-A79F-57C83B92E5AE
https://support.office.com/en-us/article/Create-a-bulleted-or-numbered-list-9FF81241-58A8-4D88-8D8C-ACAB3006A23E
https://support.office.com/en-us/article/Create-a-bulleted-or-numbered-list-9FF81241-58A8-4D88-8D8C-ACAB3006A23E
https://support.office.com/en-us/article/Use-the-Format-Painter-4BB415A9-D4E4-42B7-B579-170ADC594E40
https://support.office.com/en-us/article/Use-the-Format-Painter-4BB415A9-D4E4-42B7-B579-170ADC594E40
https://support.office.com/en-us/article/Use-Quick-Parts-and-AutoText-in-Word-7a527697-058f-4967-b8f1-aae0774e4813
https://support.office.com/en-us/article/Use-Quick-Parts-and-AutoText-in-Word-7a527697-058f-4967-b8f1-aae0774e4813
https://support.office.com/en-us/article/Video-Create-and-change-styles-e8bc99ba-fb7c-4208-85c3-b2ea6cbec5d6
https://support.office.com/en-us/article/Video-Create-and-change-styles-e8bc99ba-fb7c-4208-85c3-b2ea6cbec5d6
https://support.office.com/en-us/article/Create-a-table-of-contents-in-Word-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.office.com/en-us/article/Create-a-table-of-contents-in-Word-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.office.com/en-us/article/Insert-a-screenshot-or-screen-clipping-56ADE2AC-7285-4E7B-A0B1-40646B275703
https://support.office.com/en-us/article/Insert-a-screenshot-or-screen-clipping-56ADE2AC-7285-4E7B-A0B1-40646B275703
https://support.office.com/en-us/article/Control-the-formatting-when-you-paste-text-20156A41-520E-48A6-8680-FB9CE15BF3D6
https://support.office.com/en-us/article/Control-the-formatting-when-you-paste-text-20156A41-520E-48A6-8680-FB9CE15BF3D6
https://support.office.com/en-us/article/Clear-formatting-199D9AB5-727D-4AB8-8C87-CCC641DA4F35
https://support.office.com/en-us/article/Clear-formatting-199D9AB5-727D-4AB8-8C87-CCC641DA4F35
https://support.office.com/en-us/article/Keyboard-shortcuts-for-Microsoft-Word-on-Windows-95EF89DD-7142-4B50-AFB2-F762F663CEB2
https://support.office.com/en-us/article/Keyboard-shortcuts-for-Microsoft-Word-on-Windows-95EF89DD-7142-4B50-AFB2-F762F663CEB2
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Outlook

o Options o Always check spelling before sending
e Search
o https://support.office.com/en-us/article/Find-a-message-or-
item-with-InstantSearch-69748862-5976-47b9-98e8-

ed179f1b9e4d
o Categories
e Cleanup

o Flags
e Change Email to Appointment

e Calendar
o Select dates on date navigator
o Group Calendars
o Email Calendar
o Emails
o Quick parts
= Create reusable text blocks for email
messages

e Options
= Delay or schedule sending email
messages
o Automate common or repetitive tasks with Quick Steps
o Manage email messages by using rules
o Automatically change incoming message colors and fonts
based on sender, subject, or recipients
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Technology Training Centre

Teams
e Planner
e Forms

o Best Practices

Helpful Sites
e Microsoft Cheat Sheets
« Have I Been Pwned (why you should not use the same password on multiple
sites)
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