
 
 

 

 

     

 

 

 

 

 

 

 

  

 

   

  

 

Abstract: Utilization of Information and Communication Technology (ICT) has touched 

almost all aspects of people's lives. The application of Information and Communication 

Technology is prioritized for application in education/learning processes. However, this 

utilization has not been evenly distributed at all levels of education. In the era of digitalization, 

the application of Information and Communication Technology in schools is to help them 

develop their skills later, where almost all lines of work use applications, especially Microsoft 

Office. Obstacles to the application of Information and Communication Technology include 

the lack of student skills in using computer applications, like Microsoft excel, Microsoft word 

and Microsoft power point. Therefore, it is necessary to provide Microsoft Office assistance 

and training to junior high school students so as to help them improve their skills in using 

Microsoft Office. 
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Introduction 

The use of ICT has touched almost all aspects of people's lives. Information and 

communication technology (ICT) has had a tremendous influence on aspects of our lives 

(professional and personal) by improving knowledge sharing and increasing information and 

communication flow (Al-Rahmi et al. 2020). The application of ICT is prioritized for 

application in education/learning processes. However, this utilization has not been evenly 

distributed at all levels of education. In the era of digitalization, the application of ICT in 

schools is to help their skills later, where almost all lines of the world of work use applications, 

especially Microsoft Office. Microsoft Office includes several applications such as Microsoft 

Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access, Microsoft Outlook and 

Microsoft Front Page (Kasmawaru, Liklikwatil, and Annah 2019). Constraints in the 

application of ICT include the lack of student skills in using computer applications, especially 

Microsoft Office. The participants in this activity consisted of students from Junior High 

School, Sungai Raya Kepulauan Subdistrict, Bengkayang Regency. This Community Service 

activity was carried out because there were problems with partners, namely junior high school 

students who did not have a good grasp of using computer applications, especially Microsoft 

Office. This community service activity is carried out offline. 

Literature Review 

Description of Microsoft Office  

Microsoft Office is by far the most widely used office suite. The documents that are produced 

from the suite are by no means static and contain many dynamic elements to make them 

aesthetically more pleasing advanced functionalities and interaction (Koutsokostas et al. 

2022).  The another says that Microsoft office software is data processing both sentences and 

numbers and percentages (Saribu, Pasaribu, and Hutajulu 2023). Microsoft office should be 

taught as early as possible, because almost all levels introduce computers. In addition, the use 

of Microsoft Office is a tool that is often used in everyday life 

a. Microsoft word 

One software commonly used for education and administration is Microsoft Word (Shofiana 

et al. 2023). Microsoft word is a word management application or software for creating 

documents and the like. This application is very popular and is widely used by people around 

the world to help with work, study and much more (Pande et al. 2023). By using Microsoft 

Word many jobs can be completed easily, for example making papers for school assignments, 

writing letters, besides that computers also help students take Computer Based Assessment 

Exams (Leiwakabessy and Sarwuna 2023). 
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b. Microsoft power point 

Microsoft Power Point will help in combines all elements of media like text, images, sound 

and even video and animation so that it becomes a learning media which are interesting. For 

computer users, Microsoft Power Point is an application that commonly used in its activities 

especially at the time of presentation. Microsoft Power Point is a software that will help in 

preparing a presentation effective, professional, and also easy (Anyan, Ege, and Faisal 2020). 

Another observation say that Microsoft Power Point media can help an idea becomes clear 

the purpose if presented because of media power point will help in making slides, outlines 

presentations, electronics presentations, slide shows dynamic ones, including interesting 

clipart, which all of that easily displayed on the monitor screen computer (Bay, Algiranto, and 

Yampap 2021). Power point is a presentation tool, usually used to explain something that is 

summarized and packed in power point slides. So, the readers can more easily understand 

our explanation through visualizations that are summarized in the slides. 

c. Microsoft excel 

Microsoft Excel is a familiar program to many researchers (Ho et al. 2023). Microsoft Excel 

(Microsoft Corporation, Redmond, WA, USA) is one of the most popular spreadsheet 

software package. Typically, Microsoft Excel is regarded as a software that is exclusively 

associated with performing descriptive and prescriptive analysis(Paul and MacDonald 2020). 

However, with the advent of predictive analytics and its widespread usage/appeal, this is 

slowly changing. Furthermore, Excel remains one of the primary tools for data analysis. Thus, 

because of its pervasive use in industry and management education, all examples and 

coursework should be completed within the Microsoft Excel ecosystem. 
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Methods 

The research methodology is as follows: 

Figure 1. Methods 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Based on Figure, this research methodology begins with data collection through literature 

studies and observations, then when the data has been obtained, it is immediately 

implemented by making appropriate material based on the literature study and observations. 

Material production includes three Microsoft applications, namely Microsoft Office, 

Microsoft Word, and Microsoft Power Point 

Findings 

Material preparation is prepared by the team. Socialization material is adjusted to the 

competencies expected of junior high school students. Materials for using Microsoft Office 

are prepared to improve skills in using Microsoft Office. Some of the materials provided are: 
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a. Microsoft Word introductory material 

This material contains information about the tools and menu tabs found in Microsoft Word. 

The menu tabs are described as home, insert, page layout, and view. Besides that, it is 

explained in detail the function of each tool and there is a demo at the end of each 

presentation of the material. 

b. Microsoft Power Point introductory material 

This material contains information about the tools and menu tabs found in Microsoft Power 

Point. The menu tabs are explained as home, insert, design, transition, animation, and format. 

Besides that, it is explained in detail the function of each tool and there is a demo at the end 

of each presentation of the material. 

c. Introduction to Microsoft Excel 

This material contains information about the tools and menu tabs found in Microsoft Excel. 

The menu tabs are explained as home, insert, design, transition, animation, and format. 

Besides that, it is explained in detail the function of each tool and there is a demo at the end 

of each presentation of the material. 

Conclusion 

The implementation can be carried out well starting from Microsoft Word, Microsoft Power 

Point, and Microsoft Excel materials. Participants who participated were 30 participants 

accompanied by 2 class teachers. In the last session, participants succeeded in understanding 

the material presented by the resource person by successfully answering questions from the 

resource person. 
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