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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

€© Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips

Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names or options that you
must click or text or numbers you must type.

O Italics

Italic type introduces and defines a new term.

The Conventions in This Book

© Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

CHAPTER

OFFICE FEATURES

Arrange Windows Working with Files

@ You can click the Maximize
button () to restore a
window to its full size.

© You can click the
button () .

ou can simultaneously view multiple files. For example, you might view two versions of a Word
document side by side to compare their contents or view two Excel workbooks to compare data. If
the files you want to compare are particularly long, you can enable the Synchronous Scrolling option
to scroll both files at the same time.
In addition to viewing multiple files simultaneously, you can split the window of one long file into
scrollable panes to view different portions of it. For example, you might split a document to compare
how portions of it are formatted.

‘ Arrange Windows ‘

View Multiple Files Ly
@ Open two or more files. [&]

& @ Click the View tab. ;
© Click the View Side by Side

button.
utton Split a Window

@ To split the window displaying a single
file into scrollable panes, click the
View tab.

@ Click the Split button.

@ Horizontal and vertical bars appear.

a Drag the bar up, down, right, or leftto |/
resize the panes, and click to set the .
bar in place when the panes are the
desired size.

() Both files appear on-screen

side by side.

@ To scroll both files at the
same time, click the Window
button and then click the
Synchronous Scrolling
button.

To return the page to a full document,
click the Split button again.

What does the Switch Windows

button do? Yes. Click the View tab and then click the Arrange All

If you have two or more files open, click the | button. The Arrange Windows dialog box opens, and

Switch Windows button to view a list of all | you can select how you want to display multiple files: 4

open files in the current Office program. You | horizontally, vertically, tiled (where each window appears

can then choose a file in the list to view it. | in a square pane), or cascaded (where windows appear one
behind another).

Can I display two Excel files one on top of the other?
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Word

Working with Office Files Online

Sign in to Office

When you sign in, your documents and settings are
available everywhere that you are - even if the device you
are using doesn't have Office.

3
[

Microsoft account

Sign in with the account you use for SkyDrive, Xbox
LIVE, Outlook.com, or other Microsoft services.

Organizational account

Sign in with the account provided by your work or
school to use with Office 365 or other Microsoft
services.
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Or you can press Enter twice to sdd more space between paragraphs:

ShiftsEntar ta insert aline break. Uss lins breks when you typs addresses:

Lo
123 fny Sireet
#npwhere, Ush 00000
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Indents and Spacing | Line and Page Breaks

General
Allgnment: u
Dutline lewel: Collapsed by default
Indentation
Left: Special: =]
Right: e 1] [nane | B

|:| Mirror indents

Spacing
Eefore: Line spacding: At
after: [1opt 2] [Double | EH

|:| Don't add space bebween paragraphs of the same style
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The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln
Delivered on November 19, 1863

FOURSCORE and seven years ago our fathers brought forth upon this continent a new na-
tion, conceived in liberty, and dedicated to the proposition that all men are created equal.
Y

| fwe are engaged in a great civil war, testing whether

nation, or any nation so conceived and so dedicated,

long endure. We are met on a great battle-field of that

We have come to dedicate a portion of that field as a

resting-place for those who here gave their lives that

“" " |nation might live. It is altogether fitting and proper
'we should do this.

te—we can not consecrate—we can not hallow this
- surg anacdd, who struggled here, have consecrated it far above
detract. The world will little note, nor long remember, what we
say here, but it can never forget what they did here. It is for us, the living, rather, to be dedi-
cated here to the unfinished work which they who fought here thus far so nobly advanced. It
is rather for us to be here dedicated to the great task remaining before us—that from these
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Junk E-mail Options - Marmel Enterprises

Option: | Safe Senders | Safe Recipients

i

Elocked Senders | International

Outlook can move messages that appear to be junk e-mail into a
spedial Junk E-mail folder,

Choose the level of junk e-mail protection you want:
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PART I

Office Features

The Office 2013 applications share a common look and feel. You can
find many of the same features in each program, such as the Ribbon,
Quick Access Toolbar, program window controls, and File tab. Many of
the tasks you perform, such as creating and working with files, share
the same processes and features throughout the Office suite. In this
part, you learn how to navigate the common Office features and
basic tasks.

Word " on a Sign in to get the most out of Office ©
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My Docutnents » Word Stuff » New possible dat S|gn in to Ofﬂce

2013-Move or Resize Picture-final doc
My Docurments » Word Stuff

When you sign in, your documents and settings are
2013 Text Box-Final.docx available everywhere that you are - even if the device you
By et o e i are using doesn't have Office.
2013-Move or Resize Picture.docx
My Documents » Word Stuff

Microsoft account
2013-Dog Agility Classes-Picture-final ——— . e .
" ign in wi account you use for SkyDrive, Xbox
My Documents » Word Stuff LIVE, Outlook.com, or other Microsoft services.
2013-picture.docx

My D s Word Stuff o
e Organizational account

2013-Graphic.docox ﬂ Sign in with the account provided by your work or

My Documents = Word Stuff school to use with Office 365 or other Microsoft

services,
Graphic.docx
My Docurnents » Word Stuff » Si¥ord Data Files

Graphic.dac
My Documents = Word Stuff » Word Data Files

2013-Author Bio with logo.docx
My Docurments » Word Stuff

2013-Author Bio-most complete-can.. Learn more | Privacy statement
My Docutents » Word Stuff

ﬁ Open Other Documents




Chapter 1: OfficeBasics . . . . « ¢« ¢ ¢ ¢ ¢ v v 0 v o 0 o A
Chapter 2: Working with Files . . . . . ... ... ... 14
Chapter 3: Office GraphicsTools . . . . ... ... ... 32
Chapter 4: Working with Office Files Online. . . . . . . . 40



Start and Exit Office Applications

ffice 2013 runs on a 1-gigahertz (GHz) or faster x86- or x64-bit processor with 1 or 2 gigabytes

of RAM, based on your processor speed. Your system must be running Windows 7, Windows 8,
Windows Server 2008 R2, or Windows Server 2012. For additional requirements, visit http://technet.
microsoft.com/en-us/library/ee624351%28v=0ffice.15%29.aspx.

This section uses Access to demonstrate how to open a program from the Windows 8 Start screen. Once
an Office program opens, its Start screen appears, helping you to find a document on which you recently
worked or to start a new document. For other ways to open or start a new document, see Chapter 2.

\ Start and Exit Office Applications

o On the Windows Start screen,
click = to zoom.

Note: You can start typing the
name of the program and then
skip to Step 3.

Windows zooms out so that
you can see tiles for all Elaine Marmel &
installed programs.

9 Click any program tile on the
right side of the Start screen.
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Windows zooms in and
enlarges all tiles to their
regular size.

e Click the tile of the program
you want to open.

Elaine Marme| &

Note: This example uses

Access 2013. [ [<H
3131 -
o RoboForm Start
o}
Windows switches to the e B B

Desktop and opens the program,
displaying the program’s Start
screen, which helps you open

new or existing documents; see Access e 2 i

Suggested searches:  Assets  Business  Contacts Switch account

Chapter 2 for other ways to AL Recent 6

open documents. S ‘%

Custorn web app Blank desktop database

2
W=

() You can use this panel to open
an existing document.

() You can use this area to start a
new document.

(@ This area indicates whether you
have signed in to Office Online.

(@ Open Other Files

=
=
i

M = 5

() To exit from the program, click
the Close button (=) after
closing all documents.

Can I create a shortcut to open an Office application?

Yes. You can create a shortcut icon that appears on the Windows Desktop;
however, pinning the program to the Windows taskbar is easier and just as
effective because you can then click the taskbar button to start the program.
On the Windows Start screen, right-click the tile of the program that you
want to pin to the Windows taskbar. The program’s App bar appears; click Pin
to taskbar. Windows 8 pins the program to the Windows taskbar. To open the
program, display the Desktop and click the program’s tile on the taskbar.

Asset tr

®» @

Unpin from Start  Pin to taskbar




Navigate the Program Windows

(L Office programs share a common appearance and many of the same features, and when you
learn your way around one Office program, you can easily use the same skills to navigate the
others. These common features include scroll bars, a Ribbon, and a Quick Access Toolbar (QAT). The
Ribbon contains commands that Microsoft Office determines that users use most often, and the QAT

contains frequently used commands; you can customize both of these elements.

Take a moment to familiarize yourself with each program’s various on-screen elements so that you
can learn to work quickly and efficiently while you create documents.

O Title Bar

¥

Displays the name of the
open file and the Office
program.

O Quick Access
Toolbar

Displays quick access
buttons to the Save,
Undo, and Redo
commands.

O Ribbon

Displays groups of related
commands in tabs. Each
tab offers buttons for
performing common tasks.

O Program Window
Controls

These buttons enable you

to view the program in a full
screen, with only scroll bars but
no other controls. They also allow
you to minimize the program
window, to maximize or restore
the window including program
controls, or to close the window.

O Office Online Indicator

If you see your name, you are
signed in to Office Online. You
can click = to display a menu
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e Replace -
I3 Select=

Editing - G
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tyles

Click to add title

Clickto add subtitle

that enables you to change your
photo, manage your Microsoft

account, or switch to a different
Microsoft account. If you are not
signed in, this area shows a Sign

In link. See Chapter 4 for details.

@ Scroll Bars

The vertical and, if available,
horizontal scroll bars let you
scroll through the item shown in
the work area, such as a
document or worksheet.

O Status Bar

Displays information about the
current Office document.

O View Shortcuts

These shortcuts switch to a
different view of your document.
O Zoom Controls

This feature changes the
magnification of a document.




CHAPTER

Work with Backstage View 1

You can click the File tab to display Backstage view, which resembles a menu. Backstage is the
place to go when you need to manage documents or change program behavior. In Backstage view,
you find a list of actions — you can think of them as commands — that you can use to, for example,
open, save, print, remove sensitive information, and distribute documents as well as set Word program
behavior options. You can also use Backstage to manage the places on your computer hard drive or in
your network that you use to store documents and to manage your Office Online account.

Work with Backstage View

3 : a2 EHS O- Docuraent] - Word 7 m - x
o Cl]Ck the Flle tab to d.lspl'ay w HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW WIEW E\am:Marme\'H 2
Backstage view. X iy & K M-t = =

=]
v B I U~-sex.x A-¥-A-

25c Replace

i Find -
azBhCeDe 8zBbCeDe AP AsBbCel
Paste =

THormal | Tho Spor.. Heating 1 Hesding2 [<| o

Styles & Editing
; % : : 5 f s FREEY

Clipboard & Font.

>
0]

() Commonly used file and
program management
commands appear here.

() Buttons you can click appear
here.

Dacument! - Ward 7 - x
farmel -

e e <[] &

Open

(@ Information related to the
button you click appears
here. Each time you click a
button, the information
shown to the right changes.

0]

@ Recent DocUments Recent Documents

v% On the Federal Constitution by John Marshall-theme.docx
My Documents » Waord Stuff

6 Elaine Marmel's SkyDrive D
E Letter.

Absencedoox
Word Stuff

= L Onth I Constitution by John Marshall-pag bord.
[C3 computer SRR

v% On the Federal Constitution-John Marshall-theme.doox
e Acdariace Ko Vet

On the Federal Constitution by John Marshall.docx
Wy Documents » Word Stuff

v% Watey .docx
My Documents » Word Stuff

E Watermark.docx |
bty Dacurments » Ward Stuff » Ward Data Files

Note: The New, Close, and
Options commands do not display
buttons or information, but take
other actions. See Chapter 2 for
details.

9 Click here to return to the
open document.

v% Business Plan-table of contents.docx
My Documents » Ward Stuff

v% Business Plan-toc.docx
Wy Documents » Word Stuff

v% On the Federal Constitution-John Marshall-endnotes and,
Iy Dacurents » Ward Stuff

v% On the Federal Constitution-John karshall-foctnote.docx
My Documents » Word Stuff

v% On the Federal Constitution-John Marshall-endnote.docx
My Documents » Word Stuff

v% Business Plan-odd and even headers.docx
Iy Dacurents » Ward Stuff




Work with the Ribbon

In Office 2013, you use the Ribbon to select commands. On each Ribbon tab, you find groups of
related command buttons. Each button performs a common task. Some tabs appear only when
needed. For example, if you select a picture, the Ribbon displays the Picture Tools tab.

In all Office programs, you can customize the Ribbon. You can create your own Ribbon tab that
contains the buttons you use most often; that way, you do not need to switch tabs to use a
particular command.

Work with the Ribbon

Using the Ribbon I e s ) g
@ Click the tab containing the command |11 % Ly = W B v
you want to use. gl e A - B S .
© Cick ; SO Ey e ]
ick the command. = w s L e | v wm w0
() Buttons with arrows () display : mEs: B
additional commands. : [ e s
() You can click the dialog box launcher > caton
(=) to display a dialog box of B
additional settings.
Create a Ribbon Tab L
19
@ Click the File tab. 0
9 Click Options to display the Options ii i
25

dialog box.
e Click Customize Ribbon.

Excel Options ?
e Click the tab you want to appear to the o [ custorie the ribson
left of the new tab. Presing e s a—
Save
© Click New Tab. :
Advance: d ew Group (Custorn)
= [¥|Home
(® Word creates a new tab and a new &';ﬁ:‘:j‘fﬁ;ﬂw %
group on that tab. To reposition the s Cutom . i
tab, click it and click the arrows. e £ oo B Eamng
' Delete Sheet Columns & Finsert
. :@x IEJe\etIe Sheet Rows Add 5>
. O Fill Color [» << Remove
@ Click New Tab (Custom) :
Filter
Font =)
o Click Rename to display the Rename ; e i
. Format Cells...
dialog box. i Fomr . :
A" Increase Fant Size ® [¥] Design
© Type a name for your tab and click OK. e e, O
2= Insert Sheet Rows ustomnizati esel
o Click New Group (Custom) and repeat SR - limgortipon -]
Steps 7 and 8 to rename the group. ‘

8
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Add Buttons

General 1 .
s Custornize the Riblon.
o Click the group on the tab you o Y
Choose commands from: Customize the Ribbaon: &
Created. Proafing |Popular Commands E{o [Main Tabs [v]
Sawe
. 11 Al Chart Types... s Main Tabs ~
9 Cth a Command. torowea [ Bmde:s e I» £ [¥]Elaine's Tab (Custom)
Acbvanced Calculate Mowr ECEHS(Custnm)ﬂ
e —s é Center 2= Insert Sheet R
ustomize Ribbon Conditional Farmatting » T Delete Sheet Rows
() If the command you want does not oot neoen o || Comeenens i mmhggtmmmﬂ
. . . . R Copy Home
appear in the list, click the list box st Gustor o -
Trust Center A Decrease Font Size Page Layout

arrow ([v]) and select All Commands.
© Click Add.

(® The command appears below the
group you created.

Q Repeat Steps 2 and 3 for each button
you want to add to the group.

© click ok.

Ermail

Fill Colar

Filter

Font.

Font Color

Font Size

Format Cells.
Format Painter
Freeze Panes
Increase Font Size
Insert Cells..
Insert Function...
Insert Sheet Columns
Insert Sheet Rowws

=SeiisHell > 4CEX

(T
(i}

<

¢ Formulas

3 C

eview

[ view
[ Developer

MewTab | | MewGroup | | Rename.. |

Customizstions: | Reset = |©
Impart/Export ¥ 0

>

5 SR

( The new tab appears on the Ribbon. % e 4 el e W Sl
If you positioned your tab as the g e U B [ Jeme (et (5 g
first tab, it will appear each time you s X et il @ B Bromeia | Xou s W; )
open the program. PO 5 .

4 L = L £ F 6 H 1 K L ™ N o [
5& 1
’

o -————+ 100%

my group?

shortcuts to that button on each tab.

How do I assign keyboard shortcuts to the buttons I add to

You do not need to assign keyboard shortcuts; the program
assigns them for you, based on the keys already assigned to
commands appearing on the tab where you placed your group.
Be aware that you can place the same button on two different
tabs, and if you do, the program assigns different keyboard

What can I do if I decide that I do not
want a custom tab on the Ribbon?
Reopen the program’s Options dialog box
and deselect the check box beside the
tab you created ([#] changes to []).
Click OK. When the program redisplays
the Ribbon, your tab will not appear.




Customize the Quick Access Toolbar

he Quick Access Toolbar, or QAT, is located in the top-left corner of the program window above

the File and Home tabs. It offers quick access to the frequently used Save, Undo, and Redo
commands. If you want, you can customize this toolbar to include other commands you use often,
such as the Quick Print command or the Print Preview command, or any other command you want.

You can also reposition the QAT so that it appears below the Ribbon instead of above it; and, if you
change your mind, you can put the QAT back above the Ribbon.

Customize the Quick Access Toolbar

@ click -

(D You can click any of the
common commands to add
them to the toolbar.

() You can click Show Below the
Ribbon if you want to display
the toolbar below the Ribbon.

9 Click More Commands.

The Options dialog box
appears.

e Click the Choose commands
from [v].

e Click a command group.

10
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Save

Language

Adkanced

Customize Ribbar
Quick Access Tanlbar
Acll-Ins

Trust Center

E“E Custormize the Quick Access Toolbar,

Choase commands from: ()

Custorize Quick Access Toolbar ()

File Tab v

[For all documents {defaul

Popular Commands
Commands Not in the Ribbon

Al Commands

Horne Tab

Insert Tab

Page Layout Tab

Formulas Tab

Data Tab

Review Tab

View Tab

Developer Tabs

Add-Ins Tab

POVVER VIEW Tab

DESIGN Tab

TEXT Tab

LAYOLT Tab

Smartést Tools | Design Tab

SmartArt Tools | Format Tab

Chart Toals | Design Tab v

[[] Show Quick Access Taolbar below the
Fibbon

<0

H Save
€ Undo I
* Redo I3

Modify..

Customizstions: | eset ¥ |
Impor/Erpert ¥ | D




e Click the command that you
want to add to the toolbar.

O click Add.
(@ Office adds the command.

You can repeat Steps 3 to 6
to move additional buttons
to the toolbar.

@ click ok.
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Customize Ribbon
Quick Access Toolbar
Adid-Ins

Trust Center

[& Checkin

[% Check Out a

BT Compatibility er

B Convertto an Office Open XM..,

& Discard Check Out

FED Document Management Server
[ Edit Links o Files

(7 Ernail

@3 E-mail as PDF Attachment
U3 E-mail as XPS Attackment

General EE Custornize the Quick Access Toolbar.
Formulas

Choose commands from: (0 Custornize Quick &ccess Toolbar: )
Frasfing [File Tab [v] [For all docurnents (default) [v]
Save
Language <Separator> - H save

@ Accessibility Checker € Undo |»
Advanced [ Add a Digital Signature @ Redo |»

Close

-0

[ EnableEditing

' Enurypt Document

Excel 07-2003 Workbook

B Excel Binary Workbook

B5 Excel Macro-Enabled Workbook
Excel Workbook

Bt

[ Inspect Docurnent

) Intemnet Fax

Mark as Final

Modify...

Custamiztions: | Reset v |0
Impor/Espart v |0

£

v

[] Show Quick Access Toolbar below the
Ribbon
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How do I remove a button from the Quick
Access Toolbar?

To remove a command, reopen the program’s
Options dialog box by following the steps in this
section, click the command name in the list on
the right, click the Remove button, and click
OK. The button no longer appears on the toolbar.

Are there other ways to customize the Quick Access
Toolbar?

Yes. You can add commands to the toolbar directly from
the Ribbon. Simply click the tab containing the command
that you want to add, right-click the command, and then
click Add to Quick Access Toolbar. The command is
immediately added as a button on the toolbar.
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Using an Office Program on a Tablet PC

f you are using Office 2013 with Windows 8 on a tablet PC, you need to know some basic touch

gestures. Using a tablet PC is a different experience than using a computer with a keyboard and
mouse, but Windows 8 was built with the tablet PC in mind, so the touch gestures are intuitive and
easy to learn.

On a tablet PC, you use your fingers (or sometimes a stylus, if your tablet comes with one) to run
applications, select items, and manipulate screen objects. This might seem awkward at first, but just
a little practice of the gestures in this section will make your experience natural and easy.

Using an Office Program on a Tablet PC

Start a Program

Note: This section uses Word to Elaine Marmel &
demonstrate gestures.

o Position your finger or the stylus
over a blank spot toward the
bottom of the Windows 8 Start

screen.
9 Quickly move your finger or the

stylus across the tablet screen —
called swiping — from the right )
edge to the left edge of the tablet. AR

London
Partly Cloudy
707753

Weather

2

Windows 8 displays the tiles on
the right side of the Start
screen.

e Tap the Word tile to switch to
the Desktop and open Word to
the Word Start screen.

i
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