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Introduction

ou’ve heard of Microsoft Office, but what’s all this about Office “365.” Is

that how many days it’s going to take you to learn how to use this thing?

Is that how many headaches you’re going to have to suffer through before
you know what you’re doing? Is that how many tissues you’ll need to wipe away
the tears caused by your struggles to tame this beast of a suite? Is that how many
questions I'm going to ask before I get to my point?

To be honest, I have no idea what the “365” of Office 365 is supposed to mean.
What I can tell you is that, although from the outside Office 365 appears hideously
complex and impossible to master, once you get inside it’s nowhere near as bad
as it seems.

Or, I should say, Office 365 isn’t as complicated as it looks if you have a guide who
knows the easiest and simplest ways to navigate the Office landscape. Office 365
is a powerful set of tools if you have a teacher who can reduce convoluted Office
tasks to simple steps that get the job done. Office 365 makes sense if you have an
interpreter who can translate esoteric Office lingo into plain English.

Where are you supposed to find a guide, a teacher, and an interpreter for Office
365? Reader, you’re looking right at it!

About This Book

Welcome to Microsoft 365 Office All-in-One For Dummies, 3rd Edition! The “All-in-
One” part of the title means, first, that you don’t need to buy a bunch of books to
learn Office 365; all you need is this one. Sweet! But that “All-in-One” in the title
also means that this book is your guide, teacher, and interpreter for Office 365. Bliss!

What the “All-in-One” part of the title does not mean is that this book tells you
everything there is to know about Office 365. First, such a book would be ten times
the size and, second, such a book would be incredibly boring! Knowing Office 365’s
abstruse technical minutiae and arcane for-geeks-only settings won’t help you
get your work (or play) done, so you won’t find any of that nonsense in this book.
Instead, I introduce every Office 365 feature with just enough background to give
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you some context, then I get right down to the business of showing you how to use
that feature to do your thing, whatever that might be.

Does this mean you have to start on Page 1 and read right through to the end?
Well, you certainly could do that if you wanted to; there’s no law against it (at
least, none that I know of). But, happily, you don’t have to read the entire book
from start to finish. Office 365 All-in-One For Dummies, 3rd Edition, is a reference
book, so you can dip in and out of the book as needed to get just the info you need
to accomplish a task. To help you with that, I’ve tried to organize everything in a
sensible way, with lots of useful headings to help you get your bearings quickly.
The book also offers a detailed table of contents and an index created by a profes-
sional indexer so, despite the book’s formidable size, you can find anything you
need quickly and easily.

Foolish Assumptions

This book isn’t a primer on using a computer or working with your device’s oper-
ating system. This is a book on Office 365, pure and simple. This means I assume
the following:

3 You have an Office 365 subscription and you have installed it on
your computer.

¥ You know how to wield a mouse (or a trackpad) and know your way around a
keyboard.

3 You use the Windows 10 or 11 operating system. Office 365 works on
machines that run Windows 10 or higher, not machines that run Windows 8.1,
Windows 8, or Windows 7.

3 You know how to perform basic Windows tasks, such as starting and closing
apps, switching between running apps, and navigating the file system.

3 You brush and floss your teeth regularly.

Conventions Used in This Book

2

I want you to understand all the instructions in this book, and in that spirit, I’ve
adopted a few conventions.
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