
 

Microsoft Office Optimization Checklist 
This practical checklist is designed for anyone ready to transform their 
Microsoft Office workflow from basic to professional. It helps you select the 
right tools, secure your data, and automate daily tasks to save hours every 
week. Use this list before you launch your next big project to ensure your 
digital environment is primed for success. 

Phase 1: Setup and Configuration 

●​ Audit your current subscription plan. Confirm whether you are on a 
Personal, Family, or Business tier and if it matches your actual storage 
and user needs. 

●​ Uninstall unused versions. Remove old instances of Office (like 2016 
or 2019) to prevent conflicts with the new Microsoft 365 apps. 

●​ Verify your cloud storage connection. Check that OneDrive is active 
and syncing the correct folders to avoid data loss. 

●​ Customize the Quick Access Toolbar. Add your top three most-used 
commands (like "Paste Special" or "Freeze Panes") to the top of Word 
and Excel. 

●​ Set up your default font and theme. Configure your preferred styles in 
Word so you don't have to reformat every new document manually. 

●​ Enable AutoSave features. Make sure the switch in the top-left corner 
is toggled "On" for critical files stored in the cloud. 

Phase 2: App-Specific Optimization 

●​ Master the Flash Fill tool in Excel. Test this feature to automatically 
format lists of names or dates without using complex formulas. 

●​ Set up Outlook rules. Create at least two automatic rules to sort 
incoming newsletters or low-priority emails into separate folders. 

●​ Enable Design Ideas in PowerPoint. Turn on the Designer pane to let 
AI suggest professional layouts for your slides instantly. 

●​ Sync OneNote across devices. Download the app on your phone and 
ensure your desktop notes appear there for on-the-go access. 

●​ Clean up your Excel formulas. Replace older VLOOKUP functions 
with the more stable and faster XLOOKUP where possible. 

Phase 3: Workflow and Maintenance 



 
●​ Memorize three universal shortcuts. Commit Ctrl/Cmd + Z (Undo), 

Ctrl/Cmd + Y (Redo), and Ctrl/Cmd + S (Save) to muscle memory. 
●​ Run the Online Repair tool. Use this immediately if an app starts 

crashing or feels sluggish, rather than reinstalling everything. 
●​ Check for software updates manually. Go to File > Account to ensure 

you have the latest security patches and features. 
●​ Review file sharing permissions. Audit your shared links in OneDrive 

to remove access for people who no longer need it. 
●​ Schedule a weekly digital cleanup. Dedicate ten minutes on Fridays 

to archive old files and empty your "Downloads" folder. 
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