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MS Office 

Word

Excel

PowerPoint

OneNote

Outlook

Publisher

Access

OneDrive

Skype

Microsoft Teams

Microsoft To-Do

 Delve

 Planner

 SharePoint

 Yammer

Microsoft Forms

 Project

 Sway

 Visio



OneNote

 Microsoft OneNote is an app that is designed for research, 

note-taking, and information storage.

 It lets you store text and images in free-form documents which 

you can keep private or share with others.

 OneNote uses the metaphor of a notebook, complete with 

books, sections, and pages.

 Once you set up a notebook and create a section, you are 

faced with a blank page. Like any word processor, you can 

start typing.

 OneNote will offer Word-like tools in the ribbon atop the 

screen: font selection, text style, bullets and numbering, 

highlighting, and more. You can also create tables to 

organize your notes and insert images, photos, audio, and 

video...





Outlook

Microsoft Outlook is an application that is 
used mainly to send and receive emails.

It can also be used to manage various 
types of personal data including calendar 
appointments and similar entries, tasks, 
contacts, and notes.

With Microsoft Outlook you can sync your 
personal data with your phone, tablet, and 
other computers, provided you can log in 
to those with your Microsoft Account.





Publisher

Publisher is a desktop publishing application that 

helps you create visually rich, professional-

looking publications.

Lay out content for a print or online publication 

in a variety of pre-designed templates.

Create simple items like greeting cards and 

labels.

Create complex projects like yearbooks, 

catalogs, and professional email newsletters.





Access

With Access, you can build a database 

without writing code or being a database 

expert.

With Access, you can:

 save data,

 work with data,

 use objects like Tables, Forms, Queries, Reports...

share data...





OneDrive
 cloud space for uploading and storing files and folders



Skype

Skype is software that enables the world's 

conversations.

Millions of individuals and businesses use Skype 

to make free video and voice one-to-one and 

group calls, send instant messages and share 

files with other people on Skype.

Users can use Skype on whatever works best for 

them – on mobile, computer or tablet.





Microsoft Teams

group chat application, 

center for teamwork,

more effective communication,

better cooperation,

workspace adaptation.





Microsoft To-Do

 Task scheduling for individual days.



SharePoint

smart mobile intranet,

sharing files, data, messages and 

information sources,

involving employees in events and 

providing information via the intranet.





Yammer

Yammer is a social networking tool to 

openly connect and engage across 

your organization.

building communities based on 

interests,

gathering ideas and comments,

a way of communication similar to 

social networks.





Microsoft Forms

 It allows users to create surveys, quizzes, questionnaires 

and view the results easily as soon as they are received.



Project

application for creating and managing projects,

easy project management thanks to intelligent 

planning,

creating tasks and connecting them using links,

assign resources to tasks,

finding out the financial information about 

project,

display the project using various reports.





Sway

Sway is a new app from Microsoft Office that 

makes it easy to create and share interactive 

reports, personal stories, presentations, and 

more.

Start by adding your own text and pictures, 

search for and import relevant content from 

other sources, and then watch Sway do the rest. 

With Sway, there’s no need to spend lots of time 

on formatting. Its built-in design engine takes 

care of making your creation look its best.





Visio

 creating diagrams, floor plans and various other 

schemes,




