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1. Using MS Word for basic business actions 
 

The main goal of this chapter is to provide guidance on how to create templates for basic 

types of business documents used in starting and operating small businesses. 

 

1.1 Why are the professional look and the proper structure of the documents 

important? 

To keep your documentation in a well-structured, organized and accurate system is one of 

the pillars of a successful and sustainable business. Moreover, in our digital era all business 

documents should be created and kept digitally. It is both necessary and beneficial. As small 

business owner, who usually must pay attention to all aspects of the business 

(communication with clients and suppliers, accountancy, legal issues, delivery, personnel 

etc. ) having a proper structure of the documentation will save you a lot of time, energy and 

money.  

The look and structure of your documents represents your professionalism to your 

customers and employees. You will appear more reliable when your goods or services are 

accompanied by professional looking documentation.  

Microsoft Word is one of the most popular programs for creating and formatting different 

types of documents. It offers many options and many standardized document templates 

which you can very easily customise for your own needs. 

Here are several basic recommendations how to design a professional looking business 

document: 

1. Keep it simple and easily readable. 

2.  Choose a standard and context-appropriate font (typeface). 

3. Use Standard font size and color 

4. Use standard page size and margins 

5. Choose context-appropriate line spacing 

6. Use headings and footers 

7. Create a template for each type of document you need 

8. Use appropriate images, icons, graphs, tables. 

You can easily find information about all the above-mentioned recommendations when you 

open MS Word, go to the search field and type there the word you are looking for (for 

example – font size, line spacing, header, image, create table etc.) 
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1.2 Types of business documents, requisites, formatting options. 

With MS Word you can create any type of document you need for your small business – 

contracts, proposals, letters, articles, brochures, flyers, newsletters, manuals, reports, 

business plans, invoices, resumes etc.  

The easiest way to keep your business documentation look professional and consistent is to 

create a template for each main type and use it every time you need this type. This will save 

you time and efforts and will ensure that your documents have always the same formatting. 

You can start with the build-in designs or search the web for a design you like and then 

customize it for your own needs. 

 Launch MS Word. Click the File tab and select New. Type the document type in the 

Search for online templates field. Scroll through the results to find a template that 

suits your needs. 

 

Another option is to find a paid or free templates on the web.  

Before starting to create your own templates bundle make sure you have your brand 

identity (logo, colors) ready. 

The next step is to create a list of documents you will need for your work. Start with the 

basic bundle and create the templates. Afterwards it will be very easy to create a new one 

when you need it. 

Here is a recommended list of basic MS word documents to start with: 

1. Bio/Company resume template 

This is a document where you present yourself/your company. If you want to present 

yourself as the expert or master doing the job or representing the company, be careful – 

this is not a CV. In this document you present your skills and experience. You can use 

images, photos, text, links. Some useful templates you can find here: 

https://bit.ly/3zsFOP9 

 

https://bit.ly/3zsFOP9
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2. Business plan template 

It is a must for a starting business to have a business plan. You will learn about the 

content and purpose of your business plan in the next modules. It is recommended to 

have a template for your business plan and use it every time a new idea pops up and you 

want to analyse if it is feasible and compare it with your other already running or not 

that good ideas. It could be a very simple one page business plan (for example: Title of 

the idea, target group, market analysis, resources needed, team, timetable, marketing, 

costs). This template is usually for internal use, however sometimes you may need to 

show it to an investor or bank officer and the proper look, fonts, colors, alignment is 

important.  

 

3.  Invoice template  

It is important to have an invoice template if you are going to issue invoices on your 

own. You can use the ready templates in word and customize them. Be careful to always 

check your national accountancy rules for the required requisits (company name, 

customer name, addresses, VAT or ID, description, quantities, price, total, IBAN etc.)! 

Besides this required requisites for a more professional look it is recommended to use 

your brand colors, put on the invoice template your logo, a link to your website and your 

contacts. The invoice is one of documents that your customer will see and read for sure. 

 

4. Company newsletter or brochure template 

In order to keep your customers informed about your products or services it is 

recommended to have a template and use the same look each time. You can find many 

ready free MS word templates. Choose carefully depending on the type of your business 

and import in the template your logo and your brand colors. 

 

5.  Business letter template  

Your whole business correspondence should look official, consistent and professional 

from the very first letter of offer. The letterhead usually contains the company logo, 

name and contacts. Another good option is to put the contacts in the footer.  

The content of a business letter should begin with addressing the proper person in the 

proper way (for example: Dear Mr. X; Dear Y etc.). Prepare the template in a way that is 

proper to your target audience/your country specifications. 

Another important requisite in a business letter is the end where you put the greetings 

and your name and position. The greeting word/phrase should be more official 
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(Sincerely, …). Sometimes you can use less official greeting at the end like “Regards” or 

“Best wishes” depending on the relationship with the other person. 

Be careful when you design your template that very often people use b/w printers and if 

you decide to use pale colors your letter might be not readable. Another issue could 

appear if you use too much colored background – your clients and business partners 

might be annoyed when printing it. 

 

6. Contract template 

A contract template is not a must for each small business, however if you intend to offer 

services it is highly recommendable to have one. When creating your contract template 

consult the country legislation. 

When you have this first MS Word templates bundle you can very easily use and modify 

each of them for any other text or form document you might need. 

 

1.3 Creation and formatting of tables, graphs, envelopes, forms.  

1. Tables, graphs and charts 

MS Word tables, graphs and charts can be very useful when you prepare your business 

plans, business reports, presentations. You can use them also in infographics or in your 

newsletters. They can give a more sophisticated and professional look to your documents. 

Inserting tables and charts in any document is very easy: 

 Go to the “Insert” tab on the main menu.  

 Choose the element you need.  
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In the chart options you have a huge variety of options. When you choose the type of chart 

you need and double click on it, it automatically opens a MS Excel spreadsheet with the data 

you need to fill in in order to create your own chart of the given type.  

 

More information you will find in the next chapter of this module. 

 

2. Another very useful feature of MS Word that you can use in your small business is 

automatically creating beautiful and professionally looking envelopes, inscriptions or 

product labels, form letters. You can create the template using one of the options in 

the “Mailings” menu. 
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 Choose the type (envelops, labels) 

 Prepare the template 

 Prepare a recipients list (for envelops or labels) or a list with the product attributes 

(name, price, size etc.) 

 Merge the template with the data list. 

 

 

2. Using MS Excel for basic business actions 
MS Excel is one of the most powerful tools when it comes to data-related business 
documents or operations. It is easy to use and very suitable to small businesses. In this 
chapter you will learn the basics on how to use formulas, calculations, tables, data entries 
and analysis for small business needs. 

You can use MS Excel for: 

 general organisation purposes like ToDo lists, timelines and gantt charts, timesheets, 
business planning; 

 financial management - in some countries you can use it for basic accounting, 
portfolio management (goods, prices, inventory etc.), financial plans, budgeting, 
profit-loss docs, sales and payment tracking etc. 

As we already showed in the previous chapter if you are starting now with your business MS 
word is more suitable for a simple business plan. However if you need to add automatic 
calculations then you will need MS Excel.  
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One of the “must” spreadsheets you will need for your business is the one for tracking the 
incomes, expenses, revenue and cashflow. There are many free templates on the web. You 
can choose one and modify it according to your own needs. 

You can first try to search within the Excel templates. When you choose menu “File”, “New”, 
you will see the default option – Blank workbook (spreadsheet) or you can write a word in 
the search field and search for a template.  

As you can see on the images below there are all kind of options: budgets, planners, lists, 
calendars, loan schedules, inventory lists, invoices etc. 

The advantage of using MS Excel instead of MS Word for some of the basic documents we 
already mentioned is that MS Excel uses formulas and calculations and you can very easy 
change the numbers and compare results or track the budgets. 

However if you are not familiar with MS Excel you have to be very careful when using 
formulas and automatic calculations. Always check the formulas behind this calculations! 
Sometimes a minor mistake in a formula can lead to a huge mistake in the whole business 
project.  
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Another very powerful MS Excel feature is creating charts. They represent in a visual way 
your data. The tricky part here is to decide what kind of data you have and want to analyse. 
And what result do you need. 

Here is a very basic example: 

You produce 5 different items/products. You want to create a spreadsheet for your 
sales and update it weekly. 

 

 

This is an example how your data entries can look. 
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In this very simple table you have a text column (the name of the product), a currency 
column (the price), a number column (quantity) and a formula (Total=Price*Quantity). 

When you are ready with the data, select the data range, choose “Insert” menu and Excel 
will automatically recommend you several type of charts suitable to showcase your data. 

 

 

In the new window you can choose the chart you need and like. Under each proposed chart 
there is an explanation what it is most suitable for. 

 

If you have more complicated data base and want to analyse and compare different options 
and result you can also use cross tables and pivot tables. 
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3. Using MS PowerPoint for basic business actions 
The main goal of this chapter is to provide guidance on how to create and structure 
impressive presentations and slideshows for your company, product, idea, team etc. 

It is always very important how you present your business to the world – your clients, your 
investors, your followers. MS PowerPoint is one of the most popular and easy to use tools 
for this purpose. 

The first thing to decide when starting with PowerPoint is the design. There are many ready 
and beautiful free designs. You can choose one of them and customise it to your own needs. 
Than save it as your own template and use it in all presentations. To have a consistent visual 
presentations for your company, team, products, services is crucial for your professional 
appearance. As we already explained in the first chapter, the design is good to represent at 
least your logo and brand colors. 

 

In a presentation you always start with a Title slide where you show/explain the 
presentation purpose (Company overview, Mission and Vision, Product portfolio etc.). The 
second slide is usually an overview or a brief content. 

Depending on the purpose in the following slides you can insert text, images, charts. Be 
careful to not put too much text in the presentations, use bullets and short phrases. The 
presentation is a document that presents with keywords, key phrases, visual elements. Try 
to keep the slides lighter and in the same time impressive.  

The last 1-2 slides of each presentation are for your contacts and “Thank you!”.  

 

While creating a presentation always try to step in the viewers shoes. Think about your 
target audience. Who is going to view this presentation and under which circumstances. If 
this is the bank officers – you don`t need to impress them with voice or colors or skills etc. 
They want to see your business plan, numbers, marketing strategies … If the presentation is 
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for your clients, than you have to stress on the brand identity, the product or service, 
experience, happy customers etc.   

Other easy to use and very attractive features are the slideshow function and the voice 
recording.  They allow you to automatically turn your presentations in videos. This is the 
easiest way  to produce informational videos for your products, services, company and then 
upload them online on your website or youtube channel. 

 

 

4. Using MS Outlook for basic business actions 
Nowadays the e-mail is usually the first impression that we make to our customers, 

partners, investors. In the post-covid time personal contacts are very rare, people are 

overloaded with information, offers and e-mails and it is crucial to show professionalism in 

each detail in order to attract attention and trust. 

MS Outlook can help you organise your professional correspondence. As a small business 

owner you are usually in charge for the sales, for answering different customer questions, 

for the relationship with partners and suppliers etc. It is recommendable to create different 

e-mails for the different roles and purposes (info@yourdomail.com, 

sales@yourdomain.com, yourname@yourdomain.com …) and organise them in your 

Outlook profile. This will help you to always keep on track with the communication. 

For each professional e-mail account you should create one or several templates and set up 

some basic settings: 

1. The subject line 

The subject line is one of the most important elements of an e-mail. Usually it is the only 

thing that the recipient sees. The subject line must be short, clear and straight to the point. 

In the same time you have to be careful because most servers are very sensitive in 

considering new massages as spam. If you send an e-mail with a blank subject line the 

probability of the recipient not opening it at all is 99%. 

2. The body text 

Keep it short and informative. Use clear sentences. Avoid too much explanations and colors, 

avoid images. If you need to add images or presentations attach them in separate files to 

the e-mail. 

3. Professional signature 

Add to each template and/or account a professional signature. It can include your scanned 

signature, name, position, contacts, website, social media, logo etc. You can create different 

signatures for different purposes and save them for future use. For each e-mail you can 

choose the proper signature. Be careful to always keep the balance – be as informative as 

possible and at the same keep it as short as possible. 

mailto:info@yourdomail.com
mailto:sales@yourdomain.com
mailto:yourname@yourdomain.com
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You can use MS Outlook also for marketing purposes also however we don`t recommend 

this. There are very good e-mail marketing software products for this activity. In MS Outlook 

you can setup many other options that can optimise your professional communication like:  

automatically send/receive time, request a read receipt (be aware that not each recipients` 

server has this option), automatic answers under specific conditions. You can also organise 

your inbox in separate folders setting filters (from, subject etc.). Using these features will 

keep your communication organised and will save you a lot of time and efforts. 

 

Resources 

  

https://support.microsoft.com/en-us/word 

https://support.microsoft.com/en-us/excel 

https://support.microsoft.com/en-us/office/formulas-and-functions-294d9486-b332-48ed-b489-

abe7d0f9eda9 

https://support.microsoft.com/en-us/powerpoint 

https://support.microsoft.com/en-us/outlook 

https://blog.hubspot.com/marketing/free-templates-small-business 

https://finimpact.com/small-business-tools/best-excel-templates-for-smbs.html 

https://www.mtab.com/blog/difference-crosstabs-pivot-tables 

https://www.fundingcircle.com/us/resources/5-must-have-small-business-budget-templates/ 

https://templates.office.com/en-us/budgets 

 

 

https://support.microsoft.com/en-us/word
https://support.microsoft.com/en-us/excel
https://support.microsoft.com/en-us/office/formulas-and-functions-294d9486-b332-48ed-b489-abe7d0f9eda9
https://support.microsoft.com/en-us/office/formulas-and-functions-294d9486-b332-48ed-b489-abe7d0f9eda9
https://support.microsoft.com/en-us/powerpoint
https://support.microsoft.com/en-us/outlook
https://blog.hubspot.com/marketing/free-templates-small-business
https://finimpact.com/small-business-tools/best-excel-templates-for-smbs.html
https://www.mtab.com/blog/difference-crosstabs-pivot-tables
https://www.fundingcircle.com/us/resources/5-must-have-small-business-budget-templates/
https://templates.office.com/en-us/budgets

