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About this book

h, sweet freedom! Gone are the days when you were chained to your

desk, drafting a report while a perfect afternoon slips away outside
your office walls. Today, the chances are good that you have a touch
device like a tablet or a smartphone you can grab and take with you on the
go. This means that you can work anywhere you like—the park, a sidewalk
café, or rooftop—confident that you'll still be able to finish your report,
review a worksheet, perfect a presentation, or keep up with your email, no
matter where you are.

Microsoft Office 2013 is the first version of the Office suite designed spe-
cifically with touch-device users in mind. Now, Office has a Touch Mode as
well as the traditional mouse and keyboard approach, and you can easily
navigate your documents and work on projects with nothing more than
your touch device.

This book shows you how to get the most out of Office 2013 on your
touch device. You'll find out how to master the basics quickly and focus on
the things that matter most to you.

In this section:

Plain talk about Office 2013

B The Plain & Simple approach

What's new in Office 2013 for touch
devices?

Big features in Office 2013
What you'll find in this book

A few assumptions

Before we begin




1: ABOUT THIS BOOK

Plain talk about Office 2013

Simple is good, even when technology isn't so simple. When
you're trying to learn how to do a new task or you need to solve
a problem—right now—you don't need long, laborious descrip-
tions or convoluted examples. You want to go straight to the
information you need, and you want it to be clear.

Microsoft Office Professional 2013 for Touch Devices Plain &
Simple is written in plain language, so there’s no “computer-
speak” or technical jargon to get in the way of what you're
trying to learn. Simple examples reflect the types of things
you're likely to want to do with Office 2013, and the information
provided is factual, to the point, and clear. What's more, each
task includes an image with numbered steps that show you just
what to do and the order in which you need to do it.

The Plain & Simple approach

If you're the type of person who likes to get the straight
scoop on new tools and tasks, this is your book. One of the
great things about the Plain & Simple series is that it helps
you explore—in an easy-to-follow, visual format—just what
you need to master the tasks you're most interested in learn-
ing. The goal of Microsoft Office Professional 2013 for Touch
Devices Plain & Simple is to teach you all the basics, quickly and
efficiently, so that you can get busy using your touch device
to review, create, share, and collaborate with others on proj-
ects that inspire you. You'll find friendly, focused steps, clear
and colorful illustrations, and tips and notes along the way to

2 Plain talk about Office 2013

help you get the most out of the program you're using without
giving you a lot of information you don’'t need. The following
features will help you along the way:

You can read the book in any order that makes sense to
you—ijust start in a section that explains what you want
to learn.

Steps provide the quickest and best way to accomplish a
particular task.

Screenshots show at a glance where to find the features
you need on your screen.

“Tips" give you valuable information that go along with
the covered task.

“See Also” notes direct you to other parts in the book
where similar or complementary tasks are covered.

“Try This" exercises encourage you to experience a tech-
nique yourself by using the steps in the section.

“Cautions” warn you of potential problems or preventive
measures that you can take to avoid trouble down the
road.

Microsoft Office Professional 2013 for Touch Devices Plain &
Simple gives you just what you need so that you can use your
touch device and master major tasks in this latest version of the
Microsoft Office suite.



What’'s new in Office 2013
for touch devices?

This development cycle has been a big one for Microsoft, first
with the creation and release of Windows 8, and now with
Office 2013 close on its heels. When Windows 8 launched in
the fall of 2012, it brought users a new way to work with their
operating system that places a great deal of emphasis on touch.
Whether you're using a touch device or a touchscreen, you can
flick, swipe, pinch, and tap your way through folders, files, and
applications.

Office 2013 builds on the touch capabilities of Windows 8. In
fact, some of the more important goals set by the Office devel-
opment team was to bring about a great touch experience for
touch device and touchscreen users. Specifically, they focused
on how well the application responds to your touch, how accu-
rately you can choose tools, text, objects, and options in a touch
interface, and how easily you can type on the touchscreen.

1: ABOUT THIS BOOK

Quick response to your touch

In Office 2013, the emphasis on touch responsiveness means
that the program you're using responds instantly to your touch.
This could mean your text reflows as you drag a picture from
one place to another or a tab on the ribbon appears instantly
after you tap it.
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Making sure touch is on target

Touch accuracy is about getting the touch focus correct so that
when you tap a tool, you're selecting the tool you intended to
select. Office 2013 enhances the accuracy of touch by giving
you a touch mode for window display that offers more space
around tools on the ribbon and in minibars. This means tapping
the tool you want is easier and more accurate, and you'll have
fewer “near misses” when you inadvertently select an unwanted
item.
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@ TIP You can ensure that you have access to all the latest
features in Office 2013 by keeping your apps up to date. Swipe
in from the right to display the Windows 8 charms, tap Settings and tap

Change PC Settings to display PC Settings. Scroll down and tap
Windows Update. Ensure that your system is set to check for updates
and install them automatically.
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Typing flexibility on a touchscreen

Now with Office 2013 you can add content on your touch
device without connecting a keyboard, thanks to the onscreen
keyboard selections. Windows 8 gives you several different
keyboard options; you can choose to display a standard, split, or
extended keyboard along the bottom half of your touch device
screen. The split keyboard groups the keys along the outer
edges of the touch device, which is perfect if you're working
with the touch device as you go and are adding comments or
content with your thumbs.
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Big new features in Office 2013

Office 2013 includes many new features that make it easier than
ever to work wherever and whenever you want and with whom-
ever you choose. Because the latest version includes a seamless
connection with the cloud (assuming that you have an Internet
connection), you can easily work on files, sharing them among
various devices as well as multiple people on your team.

Windows 8 is a big part of the new Office 2013 design, although
the program runs on both Windows 7 or Windows 8 computers.
Windows 8 offers a new, high-color interface designed to be
navigated by touch. Windows 8 offers a modern, clean interface
and runs Start screen apps in full-screen, without the traditional
windows you've been used to in earlier versions of the operat-
ing system. When you launch an Office 2013 app—which might
be Word 2013, Excel 2013, PowerPoint 2013, and so on—the
app will open on your Windows 8 Desktop, and will have a
familiar window-based appearance. These windows are the tra-
ditional windows you are used to, and offer options to minimize,
restore, and so on.

Some of the big changes you'll see in Office 2013 include these:

m Install the version that makes sense for you Micro-
soft offers more than one way to get and use Office 2013.
You can opt to purchase and install Office 2013 on your
computer in much the same way you've installed Office in
the past, or you can get Office 2013 as part of a subscrip-
tion to Office 365, which includes a suite of cloud services
such as email, storage, SharePoint team sites, Microsoft
Lync 2013, and more.

1: ABOUT THIS BOOK

Save seamlessly to the cloud Whether you're using
Office 2013 as part of Office 365 or using it as a tradi-
tional desktop program, you have the option of saving
files directly to the cloud, where you can access and work
on your files from anywhere, using any compatible device
with web access.

Work with Office apps You can work with Office apps
even if you're using a device that doesn’t have Office.
Office on Demand is a service available through Office
365 subscriptions with which you can stream Office on a
computer that doesn't have Office installed.

Keep it social Social media was on the rise when Office
2010 first appeared on the scene, but it is a way of life
today. Office 2013 connects to social media services,
making it possible for you to share and use photos and
files, connect with your contacts, ask questions on social
media sites, and more.

An enhanced computing experience Office 2013
includes new features that can improve your computing
experience, whether you're reviewing new documents,
taking notes that you want to review later, or giving a
presentation at a large business meeting. For example,
Word includes a new Reading Mode that adjusts easily

to the size of your screen, live layout functionality that
reflows your document as you move objects on the page,
and “peeks” that help you to get the information you
need without leaving your current view.

@ SEE ALSO You learn more about working with Office 2013

views in Section 3, “Setting up your portable Office 2013.”
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Which editions of Office 2013 are available?

Technology continues to change the way we live and work,
and Office 2013 editions reflect different working styles for
different types of users. Here's a quick overview of the differ-
ent editions.

If you're a big fan of cloud technology and love the idea

of working on files from anywhere, using any compatible
device, you will like the subscription-based Office model
available through Office 365. There are several subscrip-
tion plans available so that you can choose the one that fits
what you want to accomplish. Office 365 Home Premium is
designed for home users and consumers who want to use
Office on up to five computers and devices. Office applica-
tions include Word, PowerPoint, Excel, Outlook, OneNote,
Access, and Publisher. Other Office 365 subscriptions cater to
small business and enterprise. In addition, a version of Office

6 Which editions of Office 2013 are available?

for Mac is available through Office 365. Office on Demand is
also available through the Office 365 edition, which makes it
possible to stream Office live so that you can work on com-
puters that don't even have Office applications installed.

If you prefer the more conventional method of installing
Microsoft Office on your computer and using it as a stand-
alone suite of programs (although you can still save your
files to the cloud if you choose), you can purchase and install
Microsoft Office 2013.

If you use a device with an ARM processor running Windows
RT, your device will come equipped with Office on Windows
RT. This edition includes Word, Excel, PowerPoint, and One-
Note and is provided by the manufacturer. It's not something
you can buy separately and install.



What you'll find in this book

Microsoft Office Professional 2013 for Touch Devices Plain &
Simple is designed so that you don't need to read the sections
in any particular order; instead, simply jump in to the section
that offers the answers you seek. You'll find that the book is
organized to offer shared tasks and topics first; the ensuing sec-
tions explore individual apps.

Section 2, “The touchable Office 2013: navigation basics,” starts
the process by focusing on how to use touch to navigate Win-
dows 8, how to start Office 2013, and how to customize the app
tiles on the Windows 8 Start screen. You also find out about the
touch techniques you'll use most often, find out how to display
and choose the On-Screen Keyboard you want to use, and dis-
cover how to get help in Office 2013. Section 3, “Setting up your
portable Office 2013,” also focuses on common tasks you'll use
in all your Office 2013 apps. You learn how to choose an Office
background, select an Office theme, and connect social media
services and accounts to your Microsoft Account. You'll also
learn how to find and open apps, move among open apps, add
Office apps from the Windows Store, review your documents,
worksheets, and presentations, and change the ribbon display.

Section 4, “Staying in touch with Outlook 2013,” shows you how
to launch Outlook, navigate the Outlook window, add email
accounts, add contacts, set up teams and groups, read and
respond to mail, use Quick Steps to manage your mail, flag mail
for follow-up, and organize your mail. Section 5, “"Updating your
schedule and managing your tasks,” spotlights your appoint-
ments and to-do lists, helping you display and add to your
calendar, schedule meetings, share your calendar, and create,
manage, and mark tasks as complete in Outlook 2013.

1: ABOUT THIS BOOK

Section 6, “Connecting right now with Lync 2013,” introduces
you to Lync 2013, showing you how to start Lync, add contacts,
send and respond to instant messages, and make phone, audio,
and video calls. You also learn how to set up an online meeting,
invite participants, and host the meeting using a whiteboard
and shared desktops.

In Section 7, “Creating and saving a document in Word 2013,"
you learn how to navigate the Word window, start a new
document, add your own content, apply a theme, format your
content, insert bookmarks and pictures, flow your text, and
search and replace text. You'll also find out how to create tables,
add headers and footers, insert sidebars and quotes, and save
and export Word content. Section 8, "Working with shared
documents in Word 2013,” focuses on the collaboration features
offered in Word. Here, you'll learn how to share your docu-
ments, collaborate with others in the cloud, turn on and work
with tracking, add and respond to comments, open and edit
PDFs, and compare documents.

Section 9, "Designing, editing, and saving a worksheet in Excel,”
introduces you to Excel 2013 and gives you the lay of the land in
the Excel window. You find out how to create a new worksheet,
add worksheet data, apply a theme, insert pictures, add a chart,
save and share a workbook, and export worksheet data. Section
10, “Using Excel 2013 for data analysis,” shows you how to apply
conditional formatting, add sparklines, work with formulas and
functions, analyze data trends by using PowerView Reports, and
filter your data by using slicers.

What you'll find in this book 7
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Section 11, “Creating, animating, and saving a presentation in
PowerPoint 2013," teaches you about creating, editing, and for-
matting a new presentation. You learn to choose a slide layout,
work with master slides, add text and pictures, insert video, add
sound effects, animate slide elements, add transitions, and save
the presentation file. Section 12, “Collaborating and finishing
your presentation,” shows you how to comment on the pre-
sentation, share it with others, preview the presentation, time
your delivery, print presentation materials, use Presenter View,
broadcast the presentation online, and save the presentation as
a video.

Section 13, “Organizing your research with OneNote 2013,”
introduces you to digital note-taking by bringing you on a tour
of the OneNote window and showing you how to create a note-
book, open existing notebooks, create sections, add note pages,
use page templates, manage pages and sections, file unfiled
notes, insert side notes, add notes in audio or ink, clip notes
from the web, and much more.

Section 14, “Creating, reviewing, and touching up publications
with Publisher 2013,” helps you learn how to create your own
publications—newsletters, flyers, brochures, invitations, and
more—by using Publisher templates. You see how to flow text,
insert pictures, arrange and layer objects, share your publica-
tion, and review and comment on your files.

Section 15, “Creating a web app with Access 2013," introduces
you to a great new feature in Access 2013 with which you can
create and publish a web app that collects data from others

and gives you the capability to manage your information easily.
You'll learn how to find your way around the Access window,
create and edit a data table, add data, launch and use the web
application, work with different views, and work with a team site
in Access 2013.

8 A few assumptions

A few assumptions

| wrote this book with a few assumptions in mind. First, I'm
assuming that you've already installed Office 2013 on your
touch device, or, your touch device came with the suite prein-
stalled. If you haven't yet installed Office 2013, you can install
the software easily by purchasing and downloading it from
www.microsoftstore.com, by downloading it from Office 365 if
you subscribed to that service, or by installing it from the CD in
the packaged software you purchased.

I'm also assuming that you're interested in the most popular
Office 2013 applications: Word, Excel, PowerPoint, Outlook,
OneNote, Access, Lync, and Publisher. You might be using
either Office 365 Home and Family, Office 2013 ProPlus, or
Office 2013.

I'm further assuming that for the most part you're familiar with
computer basics, although | do cover touch navigation tech-
niques in Section 2 and call your attention to techniques that
may differ depending on whether you're using a touch device
or a traditional desktop or laptop computer.

Additionally, although you'll find some brief bits of information
here that touch on Office 2013 RT, the focus on this book is the
version of Office 2013 running on Windows 8 touch devices
based on the Intel processor. This means that the full range of
app features are available to you and will be covered here as
applicable to the section focus.


http://www.microsoftstore.com

If you're using a touch device equipped with an ARM proces-
sor, you'll have Office 2013 RT: The apps in Office 2013 RT are
similar to those you'll find in the standard Windows 8 version of
Office 2013, with a few exceptions: macros, add-ins, and other
third-party apps don't work in Office RT. Another missing piece:
Office Home & Student 2013 RT also doesn’t include Outlook
but instead uses a Windows RT email app. Additionally, some
specific features in individual apps—auto-synching to SkyDrive,
audio recording in OneNote and PowerPoint, and grammar
checking languages in Word—aren't available in Office RT.

Finally, I'm assuming that you are most interested in finding out
how to use Office 2013 on your touch device in the most expe-
dient way. You can also connect a traditional keyboard or dock
your touch device and use a mouse, as well, but for the most
part the techniques in this book focus on those you can accom-
plish by using touch.

1: ABOUT THIS BOOK

Before we begin

The primary goal of Microsoft Office Professional 2013 for Touch
Devices Plain & Simple is to help you to learn the tasks you
most want to accomplish in Office 2013 by using your touch
device. Hopefully, along the way you'll discover new features
you're excited to try; learn how to connect to friends, family,
and colleagues you haven't talked with in a while; and find out
how great it can be to have the freedom and flexibility to work
anywhere, anytime, with anyone you choose.

Office 2013 gives you the chance to be productive on the go,
keep projects moving even when you're out of the office, and
be creative about how and when you complete your important
tasks. | hope you'll enjoy exploring all the possibilities in Office
2013 as much as | enjoyed writing this book for you.

And, because the best way to learn about Office 2013 is to

begin putting it through its paces, grab your touch device,
power up, and let’s get started!

Before we begin 9






The touchable

Office 2013:
navigation Dasics

hances are that you purchased a touch device because you like to

work on the go. You probably also enjoy the touch capabilities of your
smartphone and you wanted to be able to navigate your computer by
using similar gestures and techniques. Pinch to zoom, tap to select, tap
and hold to display options. Nice.

Office 2013 is the first version of Microsoft Office that is truly “touchable.”

Now, thanks to Touch Mode, you can easily navigate the Office ribbon,
choose tools in minibars and galleries, and select content on the screen
using only touch. You can also use the On-Screen Keyboard to type addi-
tional content, add notes, or edit the current file. This chapter introduces
you to the various touch techniques you'll use to navigate Office 2013 on
your touch device.

In this section:

Starting Office 2013 on your touch
device

Starting Office 2013 on your
Windows 8 phone

Learning the Office 2013 screen
Using the ribbon

Displaying minibars

Modifying the ribbon display
Working with the Backstage view
Touch techniques for everyday use
Using the new Touch Mode
Single-tapping to select an item
Tapping and holding an item
Swiping the screen to view content

Spreading and pinching to zoom in
and out
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Starting Office 2013 on your touch device

As soon as you begin using Windows 8, you are sure to notice create, enhance, and share the files you create. You can pin

how easy it is to start an app from the Start screen. With just your favorite Office 2013 apps to the Windows Desktop taskbar

a tap, you can be working with the Office 2013 app of your if you like so that you can launch the programs directly from

choice. After you launch the Office 2013 app from the Start there. You can also create a shortcut on the Windows desktop if

screen, it opens on the Windows Desktop, where you can you prefer to launch the apps that way.

Start Office apps from the Windows 8 start 2 1

screen

1 Swipe to display the app tiles on the far right side of the Start S Katherine g
screen. tart Murray il

2 Tap the Office 2013 app that you want to launch.

potvaliancy

The application opens on the Windows 8 desktop. $ LE| —

2dih,
Dichonary.com, Word of the Day

0

g |

PowerPoint 2013 Outlook 2013

pdl A

Publisher 2013

@ TIP If you're using Office 2013 on a touch device running i Ly

Windows 7, you begin by tapping the Start button in the lower
left corner of the Windows 7 desktop. Next, click All Programs,
navigate to the Microsoft Office 2013 folder, and then launch the
application that you want to use.

OneNate 2013 Lync 2013

@ TIP You can also display all apps by flicking up on the
Windows 8 Start screen and tapping All Apps. If you know

which app you want to start, you can also type the name (such as Word
or Outlook) on the On-Screen Keyboard to display the app tile. Tap the
tile to start the app.

12 Starting Office 2013 on your touch device: Start Office apps from the Windows 8 start screen
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Add Office 2013 to the desktop 2

1 On the Windows 8 Start screen, swipe to the far right side of the
Office app tiles. Katharine
Murray

2 Swipe down on the tile of the Office 2013 app that you want to add
to the desktop taskbar.

potvaliancy

I"lOWS"UHng‘I(S b g X E Nowember 2dth, 2012

Dichionary.com, Word of the Day

3 At the bottom of the Start screen, tap Pin To Taskbar.
4 Scroll to the left and tap the Desktop tile.

Word 2013 Excel 2013

The Windows desktop appears. 3

5 Tap the Office 2013 app icon on the taskbar to launch the program. P——
Pd

N
© 9

Unpin from Start  Pin ta taskbar Uninstall Open new

ad

@ TRY THIS If you prefer to keep your taskbar clean, you can

create a desktop shortcut to the Office 2013 apps that you want
to start from the Desktop, as well. On the Windows 8 Start screen, type
the name of the app that you want to add as a shortcut. Flick down on

the app tile in the results screen and tap Open File Location. Tap and
hold the program name and then, on the shortcut menu that appears,
tap Create Shortcut. Tap Yes when you are prompted to add the
shortcut to the desktop. Repeat these steps for each shortcut you want
to add.

Starting Office 2013 on your touch device: Add Office 2013 to the desktop 13
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From computer to touch device to phone

One of the great things about Office 2013 is that you can
easily work with files on a variety of devices. You might
start at the office, creating a report in Word. You leave for
a meeting and find that you're stuck waiting for your 3 P.M.
appointment. While you wait, you can open the file on your
touch device and review a section that doesn’t feel quite
right. Later than evening you think of a way to improve the
section; no problem, you can open the file on your phone,
move a few paragraphs around, and resave the file to the
cloud, all in a matter of minutes.

14 From computer to touch device to phone

Depending on the way in which you purchase and install
Office 2013, you are able to download and install the soft-
ware on multiple computers. If you subscribe to Office 365,
you can install Office 2013 on up to five computers. If you
install Office 2013 Professional Plus, you can download Office
to your primary computer and then log on to your SkyDrive
Pro account by using your Microsoft Account to access and
work with Office files on your touch device. If you're using a
Windows 8 Phone, Office Mobile is already installed, which
means that you are able to open and edit your Office 2013
files without installing anything at all. Nice.
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Starting Office 2013 on your Windows 8 phone

Office Mobile is already installed on your Windows 8 phone, and saved to the cloud. Office Mobile automatically connects to
which means you can tap the Office tile and get started working  your SkyDrive account. This means that any saved files that are
on your Office 2013 files whenever you choose. You can both associated with the Microsoft Account with which you log on to

start new files on your phone and work with files you've created  your phone will be visible in the Office Hub.

Start Office on your phone 1

1 On the Start screen of your Windows 8 Phone, swipe left to display
the apps list.

2 Tap Office.
The Office Hub appears.

ccount
Photos ~

(e

Nokia City Lens
Nokia Drive

= 2 N[eINERVETSE

Nokia Music

Optimal Spaces
December 2012: New York City Office, Retail . .
December 2012: New York City Office, Retail Nok\a Transit

Office
sbeglobal

OneNote

Panorama

PDF Reader

@ TIP You can pin Office 2013 to your phone’s Start screen by

tapping and holding the Office app tile. The option Pin to Start
appears. Tap it to add the tile to the bottom of the tiles on your
Windows 8 Phone Start screen.

[ WY Y

Starting Office 2013 on your Windows 8 phone: Start Office on your phone 15



2: THE TOUCHABLE OFFICE 2013: NAVIGATION BASICS

Explore the Office Hub

1 Tap the location where the file you want to use is stored.

2 Alternatively, swipe left to display the Recent files list.

] Off

places

phone

documents on your phone

email

opened attachments

—SkyDrive

Katherine Murray's SkyDrive

Office 365

® ®

I

ﬁ
| = VI

L= 10

[~ N

16 Starting Office 2013 on your Windows 8 phone: Explore the Office Hub

Tap to create  Search fora
a new folder specific file



Office on Demand

With Office on Demand, you can use Office applications on
on which Office isn't installed; for example, a computer in the
library, at a business center, or one that you borrowed from a
friend. The applications are “streamed” nearly instantly to the
computer without being permanently installed on it. After
you log off the computer, the applications and documents
are no longer available to other users of that device. You can
use Office on Demand on a computer that is connected to
the Internet and running Windows 7 or later.

If you installed the Office 365 Home Premium Preview, you
can create a new document using Office on Demand by
going to www.office.com. Next, sign in with your Microsoft
account and then, on the My Office tab, click the icon for
the application that you want to use (located under Create
New). Click Create. You will be able to start working on your

2: THE TOUCHABLE OFFICE 2013: NAVIGATION BASICS

new document within seconds—even before the all of the
features have finished streaming. You can also access exist-
ing documents by using Office on Demand either from www.
office.com or from SkyDrive. Just sign in with your Microsoft
Account and open the document in which you want to work.
The document will initially open in its Web App, but you can
open it in the full application from the Web App.

If you installed the Preview version of Office 365 Small
Business Premium or Office 365 Enterprise, you can use
Office on Demand by logging on to your account at
www.office365.com on a computer that doesn't have Office
installed. Then, go to SharePoint and open the file with which
you want to work, selecting the option to edit the document
in its application.

Office on Demand 17


http://www.office365.com
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Open an Office file on your phone

1 Scroll through the list of recent files to display the file that you want ¢
to open.
2 Tap the file to open it.

3 Alternatively, if you want to start a new Office file, at the bottom of
the screen, tap the New button.

recent C

yesterday
- >
@= tablet_ch02 2
- SkyDrive el
op
this week
Sk
MSPressBooksDeveloj
o SkyDrive O
1@ Looking Forward, Loo
SkyDrive
==l !

18 Starting Office 2013 on your Windows 8 phone: Open an Office file on your phone



Learning the Office 2013 screen

One of the first things you'll notice about Office 2013 is the
clean, uncluttered look of the screen. The Office development
team wanted to make the its interface so easy to use that you
can naturally find tools when you need them and simply let
them disappear when you don't.

Another new aspect to the Office 2013 design is that when
you're working with an Office app on your touch device, you
won't see any window borders, which gives you a maximum
amount of work to navigate on-screen. Here are some of the
most important tools you'll be using regularly in the various
Office apps:

®m  The ribbon contains groups of tools related to specific
tasks you perform with the program.

B The Quick Access Toolbar is customizable so that you
can add often-used tools and access them easily as you
work. This is also where you'll find the Touch/Mouse
Mode tool, with which you can switch seamlessly between
using touch or using the mouse to navigate.

®  Tabs present tools on the ribbon in an organized fashion,
according to function. Tap the appropriate tab to display
the tools related to the task at hand.

®  Contextual tabs appear only when certain items or
objects are selected in a file, offering tools and options
related to that object (which could be text, an image, a
chart, or other elements).

m  Clicking the File tab displays the Backstage view where
you perform file management chores and set program
options.

(continued on next page)
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Click to display Backstage view

Quick . . .
Access Touch/Mouse Ribbon Display Options
Toolbar Mode Tabs Contextual tab  Hel
p
T I
H ® FRAE: L Document3 - Word PICTURE TOOLS  TABL ? .- ENCE L%
:il “ ::f = n - ;\& 1l
Qi Poiti Weap Crop  =[4m
+ L Syl X, Tot= L, Selection Pane A - L
"&Qﬁ% (‘ﬁls'é = ¢ LAYOUTOPTIONS X
é}’%’ R _'?@é‘ In Line with Text
TS [Buiae's Damel Y
0 I
9%‘?-‘:) [B10om's Dlamel 2
% Yo
g e 2
fed) i)
E .‘ wm— _.. See mor
5?’&5 Y [Fual Olamd  EAST
S I 5

ENGUSH (UNITED STATES)  InserT 1
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Status View
bar controls

Layout
minibar
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m  Help displays the help window for the application you ®  With the View controls, you can change the way the file is
are using. displayed on the screen.

®  Minibar controls are small palettes of tools related to the ® The status bar gives you information about the current
selected item that you can display and hide as needed. document. In the screenshot on the previous page, the
There are various minibars. (You can see the Layout mini- status bar at the bottom of the Word document shows
bar in the screenshot on the previous page.) the number of pages and words and the language in use.

®m  Using the Ribbon Display Options, you can choose
how much of the ribbon you want visible while you work.
You can choose to auto-hide the ribbon, show only the
tabs, or show the tabs and commands (which is the entire
ribbon).

20 Learning the Office 2013 screen



Using the ribbon

The ribbon gives you all the tools you need to create, work with,
and share the files you create with Office 2013. In addition to
the tabs you see by default in your current Office 2013 applica-
tion, contextual tabs appear when you select certain types of
objects on your page, making available specialized tools for the
object that you selected.

Begin by tapping the tab you need. The tabs along the top of
the ribbon will vary slightly depending on which app you're
using. In Word, you'll see (from left to right) Home, Insert,
Design, Page Layout, References, Mailings, Review, View, and

Use the ribbon

1 With an Office 2013 app open on the screen, tap any tab to the
right of the Home tab.

2 Tap an option in a group that displays a drop-down arrow (the
down-facing triangle icon). This tells you that there are additional
options that will appear when you tap the tool.

3 Tap the tool or option that you want to select.
(continued on next page)
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Developer tabs. Each tab offers a different set of tools related to
specific tasks. When the ribbon is displayed in touch mode, all
tools appear with an extra amount of space surrounding them
so that you can easily tap the one you want.

Some tools on the ribbon present additional options and display
a menu when you tap them. You can also display traditional
dialog boxes for some groups of tools—for example, the Para-
graph group on the Home tab in Word 2013—when you tap
the small dialog launcher in the lower-right corner of the tool

group.
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Use the ribbon (ontinue) 4 5

. N . |
4 Tap adialog launcher (the small square-looking icon in the lower ® o %
right corner of a tool group) to open a dialog box with additional HOME | NSET  mAGELYOUT  RpMLS  DATA  RBEW W Ketneine sy - [
options related to that group of tools on the ribbon. =X e ] = =BT | B [
bl =
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@ TIP You can also easily hide and redisplay the ribbon at will,

using the new Collapse The Ribbon tool (which alternately turns
into the Pin The Ribbon tool when you tap a tab after the ribbon is
hidden).
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Displaying minibars

Minibars are a great new feature in Office 2013 that offer the
options you need based on the object you've selected on the
page. For example, if you tap an image, a minibar of image

Display minibars

1 In your Office 2013 document, select some content such as a chart,
cells, or a picture.

2 Tap the minibar icon near your selection.

3 If categories appear, tap the one that reflects the task you want to
accomplish.

Tap your choice.
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editing and formatting tools appears. If you choose a table, a
different minibar displays options for editing, updating, and
enhancing the table.

1
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2
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Modifying the ribbon display

Some people are fans of the ribbon, and some aren't. When

the ribbon first appeared—in Office 2007—some folks were
concerned that it took up too much space on the screen. Others
felt it was clunky or confusing. In Office 2013, developers have
tried to arrive at a happy medium. Now, you can use the Ribbon
Display Options tool in the upper-right corner of the screen to
set the ribbon to display the way you like it.

Change ribbon options

1 In the upper-right corner of your Office 2013 app, tap the Ribbon
Display Options button.

2 On the menu that appears, tap Auto-Hide Ribbon.

The ribbon, Quick Access Toolbar, and status bar all disappear; only
your current file is visible on the screen.

(continued on next page)

24 Modifying the ribbon display: Change ribbon options

You can select three different ways to display the ribbon. First,
you can auto-hide the ribbon so that it disappears while you're
working on your file. If you want to display the ribbon so that
you can select a tool, you simply tap the top of the applica-
tion window. Choose Show Tabs if you want to hide most of the
ribbon but leave the tabs showing. When you want to choose

a tool, simply tap the tab you want to display, and the ribbon
appears. The last option, Show Tabs And Commands, displays
the full ribbon with tabs and tools at all times.

1
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Change ribbon options (ontinueq) 3
3 To return to the ribbon display, in the upper-right corner, tap the 1 m X
ellipses (...). !

4 On the menu that appears, tap Show Tabs to hide all but the tabs at
the top of the ribbon.

5 To choose a tool, tap the tab you want to view, and the ribbon
appears.

2012

5
|

ECI A ﬂlInﬂ\amZﬂLppﬂ—Pm\.erpmm LA 1 Sgbay I e S

HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW Katherine Murray - ﬂ

@ TIP If you've chosen any “hide” option, after you tap a tab and

the ribbon appears, you can tap the Pin The Ribbon tool on the
far right side of the ribbon to keep the ribbon visible without changing
the Ribbon Display Options again.

Modifying the ribbon display: Change ribbon options 25
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Working with the Backstage view

Most of the tabs across the top of the ribbon display tools you
can use to work in your Office files. The one exception is the File
tab. When you tap the File tab, the Office 2013 app you're using

your Office preferences. In Backstage view, you might open,
save, password protect, or share your file, and you can also set
program options, choose an Office background or theme, and

displays Backstage view, which contains all the tools you need
to work with the file itself, with your Microsoft account, and with

Use the Backstage view
1 With an Office 2013 file open on the screen, tap the File tab.
By default, the Info tab is displayed.

2 Tap the relevant tab to carry out what you need to do with the file
in the Backstage view.

Review and update file properties by clicking the Info tab.

connect different social media services to Office 2013.

P &

Green Plans

HOME INSERT DESIGN

=

Paste New
- Slide

TRANSITIONS ANIMATIONS

&

i B I u §  a
-

Cipboard & Slides Funl

; : 1
4 Check the status of your Microsoft Account, connected services, - 3
and subscriptions by tapping Account. !
5 Tap Close to exit the current file. S s P AN “"

6 Tap the Options tab to display a dialog box in which you can set
program options for whichever Office 2013 app you're using.

7 Return to the document display by tapping the back arrow.

@ TIP You can change some of the properties shown in the right

panel of the Info tab of the Backstage view. Tap either the Add
A Tag or Add A Title link to display a text box in which you can then
type the information you want to add.

You learn how to personalize the look of Office

@ SEE ALSO
2013 by choosing an Office Background and Office Theme in
Section 3, “Setting up your portable Office 2013.”

26 Working with the Backstage view: Use the Backstage view
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Touch techniques for everyday use

The touch responsiveness of Office 2013 was one of the focal ®  The Quick Access Toolbar is larger so that you can easily
points of development team, as was making sure that the ele- tap the commands on it.

ments on the screen were large enough targets for most people
to touch successfully. This led to a number of changes in the

user interface that you'll notice on your touch device: ®  The mini-toolbars are expanded, offering more space.

®m  The height of the status bar has been increased.

®  The handles on objects like pictures and charts are larger,

®  The new Touch Mode enhances the appearance of the . . .
making them easier to select and manipulate.

Office 2013 screen—including the ribbon, dialog boxes,
and other interface elements—by adding space around
the tools and elements, creating larger touch targets.

@ TIP If you're mobile, how mobile are you? Will you be using
one hand or two to hold your device? Do you need to use your
thumbs to navigate on the screen, or will one hand be free to tap and
swipe? When you use Office 2013 on a touch device, you can choose

the type of On-screen Keyboard you want to use. You can display the
keyboard on a Windows 8 touch device by tapping in a text box or by
tapping the keyboard icon on the taskbar of the Windows 8 Desktop.
After the keyboard displays, you can choose from among several
different styles.

Touch techniques for everyday use 27
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Using the new Touch Mode

One of the new features that make Office 2013 touch-friendly between tools and commands on the ribbon and in lists and
is Touch Mode. The development team at Microsoft recog- dialog boxes. This makes it easy for you to tap what you want
nized that fingers are not as slender as a mouse pointer, so without inadvertently selecting the wrong item.

they included this option, which increases the amount of space

Turn on Touch Mode 1
1 On the Quick Access toolbar, tap the Touch/Mouse Mode button.

% & - Green Plans 2|

2 On the menu that appears, tap Touch. voue | sy g O acing hefween commands

Mouse
JNC Standard ribbon and commands.

-y
™ = Optimized for use with mouse,
[ 2=
= |- Touch
Paste New [QIT | tore space between cammands.
- Slide =] ‘b Optimized for use with touch,
Clipboard & Slides | Font
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Single-tapping to select an item

What could be easier than a single tap? If you've ever tapped
someone on the shoulder, pushed the button on an ATM, or

Single-tap the screen

1 Open the Office 2013 application that you want to use and locate
the desired tool or command.

2 Tap the item once, quickly. Office 2013 responds to the touch by
displaying the tab, selecting the tool, or completing the action the
tap initiated.
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dialed a cell phone, this action is as natural to you as breathing.
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Tapping and holding an item

The tap-and-hold technique on touch devices is similar to right-  about the item you selected. When you release the touch, either
clicking your mouse or trackpad. When you tap and hold your a shortcut menu or the On-Screen Keyboard appears so that
finger on an item, a square appears around the point of contact.  you can take further action.

Windows 8 interprets that gesture as you wanting to know more

Tap and hold 2
1 Press and hold your finger on the screen element that you want ¢ O o 3@ - pecunts-Wol " RR)
to select. This might include a word, a title, a tool, an object, or WoME | T peson  pactLwour  mererekcrs  Mauwes  kew  vew Do oeson  wavour  Kateioe. - [
another screen element. S X st s T - B =5 = e = AT
- B T U- s x x | == = B = ;G e
A square appears around the place where you touched. T e A A m k£ K 0 TR S i S T S
2 Release your touch. o, e
If you tapped text, the text is select'ed and. the formatting mini- e (oA e ] £ = | @ W
bar appears. If you tapped a tool with options, a shortcut menu . e e o | 8 r A B Bow | v v |
appears, presenting additional options or commands from which B [t [g"' & %5
you can choose. i& Rt ;v@;’.
i e O LU %@
s s
o )
5% - Py

Rl ([ Beiae's Pamel
ol (Suon's Juund  fER

moe1or1  zorzswomns (7 ENGLSH UMITED STATES
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Swiping the screen to view content

Swiping the screen right and left is a similar gesture to the one
you use to turn the page of a real, hold-in-your-hands book.
You can display content off the right edge of your screen by

Swipe the screen

1 Open a file that contains more data than can be displayed on the
screen.

2 Swipe up from the bottom of the file window to scroll content into
view.

A CAUTION If you're having trouble swiping up from the
bottom of the screen, make sure you are starting your gesture

inside the file window. If the taskbar appears, for instance, and you
swipe up on that, you won't get the desired result you're looking for.

2: THE TOUCHABLE OFFICE 2013: NAVIGATION BASICS

swiping your display to the left, and you can display content off
the left edge of your screen by swiping the display to the right.

1

T
B B % <& & - Channel marketing budgetss - Excel RN - By R
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Kstherine Morrsy - ]
= X Euphemia (o - = = B = =
0 - % [N,
By~ B I U~ A & = = = B (5% Format as Table =
Paste Number Cells  Editing
& - O A & i @ o (53 cen Styles - - -
Clipsoara 1 Fant n Angament 6 soes ~
ALT ¥ fx -
A 8 ¢ [} 3 ; G H | J K L
5 Direet 15603 11300 8544 35447 35447
4 Online 3503 2311 2301 8115 8115
5
[
7 |Absolute Cell Referencing
8 Product A Product B Product C  Totals Totals
9 Direct 15603 11300 8544 35447 35447
10 Online 3503 2311 2301 35447 35447
11
12
13 Mixed Cell Referencing
14 Product A Product B Product € Tolals  Totals
15 Dwect 15603 11300 8544 35447 35447
16 Online 3503 2311 2301 43362 43562
17
18
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21
22
23
24
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Spreading and pinching to zoom in and out

If you have ever used a smartphone, you're likely already
familiar with this gesture. On your touch device, you can easily
enlarge or reduce the size of the display by by spreading your

Enlarge and reduce the screen

1 To enlarge the content display of your file, position your fingers on
the screen and spread them apart.

The screen enlarges the area you selected.
(continued on next page)

thumb and finger apart on the display or pinching your thumb

and finger together, respectively .
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2

Enlarge and reduce the screen (oninued)

2 To reduce the the size of content displayed on your screen, put B 0 E & &8 - i T

two fingers on the screen and move them toward each other in a HOME | WSERT DESGN  PAGELAVOUT REFERENCES vl
pinching motion. The screen reduces as you move your fingers on S [pubne netpe Bod) SR N [N =T =S Aslm
the screen. er M | B r Ussaom x ¥ = - = 0 = e [
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Choosing your On-Screen Keyboard

The On-Screen Keyboard will appear automatically whenever
you tap in an area of the screen where you can add information.
You can choose from a number of keyboards so that you can
enter text or values in the manner that is most comfortable for
you.

You'll find the keyboard selection tool in the lower-right corner
of the keyboard. Tap it to display a pop-up bar of keyboard
choices. You can choose from a standard keyboard, a split key-
board, a drawing palette, or an extended keyboard that includes
the Windows key, Alt keys, and Ctrl keys.

@ TIP If the On-Screen Keyboard won't appear, tap the keyboard

icon on the taskbar.

34 Choosing your On-Screen Keyboard
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Setting up your
portable Office
2013

Technically, Office 2013 is ready to use on your touch device as soon

as you install the software (either from Office 365 or from your Office
2013 Professional installation discs). It's a good idea to take some time at
the start to set up your preferences, make sure your accounts are con-
nected, and that you understand how to do some of the basics, like open-
ing, saving, closing, and printing files.

This section introduces you to the various tasks you'll need as you set

up your preferences in Office 2013. You'll also find out how to get help,
complete basic file tasks, and work with multiple apps open on the screen
at once.

In this section:

Managing your Microsoft Account
Choosing an Office background
Selecting an Office theme

Adding services

Moving among open apps

Docking apps

Adding Office apps from the Windows
Store

Opening, saving, and closing files
Sharing files with others
Previewing and printing files

Getting help
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Managing your Microsoft Account

Your Microsoft Account (formerly known as your Windows

Live ID) keeps track of your program preferences, templates,
program choices, and more as you work with Office 2013 on
different computers and devices. Your Microsoft Account makes
it possible to bring your Office experience with you when

you travel because it keeps track of your settings and makes
them available on whatever computer or device you use to log
on next.

You'll enter your Microsoft Account information when you
install Windows 8 for the first time, but you can change it and
modify your account settings at any time by tapping the Set-
tings charm and then displaying PC Settings. Next, tap Users
and then tap the More Account Settings Online link to see other
settings affiliated with your Microsoft Account. You can change
your name, email address, personal information, and password.
You can also add security information for the various devices
you plan to use with your Microsoft Account. By choosing the
categories on the left side of the Microsoft Account screen, you
can also change the notifications you receive from Microsoft,

36 Managing your Microsoft Account

change permissions and settings for various accounts linked to
your Microsoft Account, and review and update your transac-
tions and billing information.

If you want to instruct Windows 8 to stop using your Micro-
soft Account at log on, you can tap Switch To A Local Account
on the Users screen of PC Settings. This changes your account
settings so that they remain on your local computer only. But,
be aware that by doing this, your preferences—Ilike templates,
color schemes, and more—won't be synced across the vari-
ous devices you use. Additionally, your files won't be saved to
SkyDrive by default.

In Office 2013, you can set up your Office 2013 account the
way you want it on the Account tab of the Backstage view. First
you can change the Microsoft Account you're using to sign in
to Office 2013—and switch accounts if you like—and review
your account settings and change your account photo. You

can also find information about which Office 2013 installation
you're using.



Change your account settings in
Microsoft Office

1

With an Office 2013 app open on the screen, tap the File tab to
display the Backstage view.

In the upper-right corner of the window, tap the drop-down arrow
to the right of your user name.

A list appears, showing your name and account email address and
giving you access to your account settings.

If you want to change your photo, tap Change Photo.

This takes you to your profile online, where you can tap Change
Pictures and then choose a new photo from your computer. Click
Save.

Back in the Backstage view in your Office 2013 app, if you want to
add information about yourself, tap About Me.

If you tap Account settings, the Account tab of the Backstage view
is displayed, showing your User Information, connected services,
and the Office background you've selected.

If you want to switch the account you're using, tap Switch Account.

A CAUTION Itis possible to close your Microsoft Account if
you'd like, but be aware that this means your account
information—including your ID and password and all your contacts—
will be deleted, as well. You also won't be able to use that account to
sign in to any other Microsoft services. If you decide you do want to
close your Microsoft account, in the upper-right corner of the Office

app that you're using, tap the profile down-arrow and tap About Me.
Your online profile appears in your web browser. Tap your name in the
upper-right corner and choose Account Settings. On the Overview tab
of your Microsoft Account page, tap Close Account. Verify that you
have the right account, enter your password, and then tap Next. Finally,
choose Deactivate Your Hotmail Account and tap Close Account.

Managing your Microsoft Account: Change your account settings in Microsoft Office 37
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Checking your Office 2013 account

In addition to checking your Microsoft Account settings,
you can also check your Office 2013 account settings on the
Account tab in the Backstage view. In the Product Informa-
tion area, tap Manage Account.

If you've subscribed to Office 2013 through Office 365 and
downloaded and installed the software, the Office Desktop

38 Checking your Office 2013 account

Apps screen appears, showing you the name of the computer
on which your Office 2013 version is installed, which operat-
ing system version you're using, and the date on which you
installed it.

You can use the links on this page to deactivate an Office
2013 subscription or to install the latest version of Office 2013.



Choosing an Office background

Now, you can personalize the look of your Office apps by
adding a new Office background to the screen display. You
can choose from a set of ready-made background designs that
add just a touch of subtle design to your Office apps. You'll

Choose an Office background

1 Launch an Office app and tap the File tab to display the Backstage
view.

2 Tap Account.

3 Tap the Office Background drop-down arrow. A list containing 14
background styles appears.

4 To preview a background, tap and hold the item that you want to
view. The style appears in the upper-right corner. Tap the back-
ground that you want to keep.

3: SETTING UP YOUR PORTABLE OFFICE 2013

see when you try it that the choice isn't a big commitment and
doesn't make a huge change; you'll simply see a new design in
the upper-right corner of your app window.

3 Office background design
|
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Selecting an Office theme

Office 2013 also gives you the ability to choose different display
schemes so that you can further personalize the way you work
with your favorite apps. Office 2013 gives you three choices:

m  White is the default theme, displaying the ribbon as white

and tools and options in dark text on a white background.

Choose an Office Theme

1 On the ribbon, tap the File tab to display Backstage view.

Tap the Account tab.

Tap the Office Theme drop-down arrow to display a list of themes.

Choose the theme that you want to apply.

uu b W N

Tap the back arrow to return to the Office app display and see how
the theme has changed the screen appearance.

40 Selecting an Office theme: Choose an Office Theme

® Light Gray colors the ribbon and the bordering areas

using a light-gray hue, leaving the page area white.

Dark Gray changes the color in the Backstage view to a
deep gray and displays dark gray in the areas surrounding
the ribbon and page areas. The ribbon is displayed in a
light-gray color so that you can see tools clearly.
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Adding services

You can easily connect Office 2013 to your favorite web ser- Flickr to your Connected Services. That saves you the trouble of
vices so that you can use files and connections you've already manually downloading the photos to your computer and then
created in other online accounts. For example, if you've stored adding them to your Word document. You can also add other
thousands of photos in Flickr, you can access those photos and popular social media accounts like Facebook, LinkedIn, Twitter,
use them in your Microsoft Word 2013 documents or your and YouTube so that you can share contacts, documents, videos,
Microsoft PowerPoint 2013 presentations simply by adding and more.

Add services 1

1 Open the Office app that you want to use and tap the File tab to
display the Backstage view.

Document3 - Word ? - o x

Katherine Muray - [

Abaut me
Sign aut Product Activated

2 Tap the Account tab. Surtch Account Micrasoft Office Professional Plus 2013
This produst containg
i 1 i Office Background: d .
3 In the Connected Services area, review the services. e ot i EOSEEOEYS
Office Theme: 0 About Word

(continued on next page)
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White - About Copyrght mformation.
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Add services (continued)
4 Tap Add A Service.

Document3 - Werd ? - 0 X

Abeut me

Sign out Product Activated
. . . Switch Account Microsoft Office Professional Plus 2013
A menu appears on which you can choose to add a service with _ ; i prdut comins
Office Background: FODERFFODE
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which you can incorporate Images & Videos or by which you can
0 About Word
save your documents in the cloud.

Leamn more about Word, Support. Product ID, and
White - About Copyright information.
Word

Office Theme:

Connected Services:

5 Tap the option that you want. A list of the available services displays

Ei Facebook

. N Kathering Murray Maneg

beside it. s o

& Flickr Manng
. kmurray230@sbeglobal nes
6 Choose the service that you want to add. & Katherine Munay's SiyDrive
revisionsplus®live.com

Office 2013 adds the service and makes it available on the Account @ Linkedin Vansge
E Images & Videos & ‘YouTube
i Add pictures and videos from your 3

tab in the Backstage view.

favorite sites ove

[ Storage

t‘(uj.l"d ¥ bge

@ TIP Are you wondering how Office 2013 knows about the
services to which you've subscribed? If you connected the
People app or the Photos app in Windows 8, Office 2013 is also able
to “see” those connections as part of the app sharing features in

Windows 8. This ultimately saves you time and trouble and gives you
easy access to files you have stored in various places online. You can
control the permissions you grant these other sites so you're only
sharing the amount and type of information you want to share.

42 Adding services: Add services



Changing services

You can later remove or manage the services you added to
Office 2013. Tap the service you want to change and notice
the link provided on the right. Some services give you the
choice of removing the service; other services present the
option to manage it.

Removing a service that displays Remove as a link is a simple
matter: just tap Remove. Office then asks you to confirm the
deletion. When you tap Yes, the service is removed.

3: SETTING UP YOUR PORTABLE OFFICE 2013

If the service you want to change displays the Manage link,
when you tap it, your Microsoft Account page appears,
showing you the permissions you have granted to that
service. You can remove some of the services if you like by
clearing the corresponding check box. (For example, if you
want to stop sharing with LinkedIn, you can tap to clear the
Share To LinkedIn check box.) Then, tap Save to keep your
changes. If you want to remove the service completely, scroll
down to the bottom of the list and tap Remove This Connec-
tion Completely.

Changing services 43
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Moving among open apps

When you're using Office 2013 with Windows 8, you can easily
work with several apps open at any one time. You can cycle
through them by dragging them in from the left side of the
screen or using the thumbnails panel to tap the app you want to
use. The great thing about the way Windows manages memory

Move among open apps

1 On the Windows 8 Start screen, open several Office apps with
which you want to work by tapping the appropriate app tiles.
(continued on next page)

44 Moving among open apps: Move among open apps

is that only the active program—the one you're currently view-
ing on your screen—is actually using power; the rest of the apps
are in suspended mode until you select them. But, the apps
wake up so quickly that you'll never know they weren't fully at
the ready, waiting for you to use them.
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Move among open apps (ontinved 2

2 Swipe in from the left side of the screen. The next open app
appears. Katherine g

Murray sl

3 Alternatively, swipe in slightly from the left and swipe up toward
the upper-left corner of the screen. The thumbnails panel appears,

showing thumbnails of all your open apps. o

4 Your open Office app will appear in the Desktop tile. Tap it to dis-
play your Office app.

Katherine g

Murray ol

@ TIP When you are flicking apps in from the left side of the
screen, you'll discover that Windows 8 shows only one Desktop

app in the rotation. So if you want to work with a Desktop app that 3
isn't appearing when you flick in from the left, go to the Desktop and
tap the desired app in the taskbar.

Moving among open apps: Move among open apps 45
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Docking apps

Windows 8 makes it easy for you to dock open apps on the
screen so that you can do two things at once if you choose.
For example, you might be working with a shared document
in Word 2013 while you're instant messaging one of your
coauthors in the Messaging app, which is docked along the

Dock apps
1 Display the first app that you want to appear on your screen.

2 Swipe from the left to display the app you want to dock on the
screen.

3 Swipe the screen toward the top of the window. The app is docked
along the side of the screen. You can scroll through apps as normal
in the other app area.

4 When you're ready to remove the docked app, tap the divider and
drag it to the right.

A CAUTION If you are having trouble getting apps to dock on
your monitor, check your screen resolution. Microsoft
announced that you need a widescreen monitor to use docking
successfully, and although some touch device screens still qualify, you
need to have your screen resolution set to 1366x768 before your
docking will “stick.”

If you find yourself working with the Windows 8 desktop

TIP
@ more than the Windows 8 Start screen, you might want to add
your Office 2013 apps to the taskbar so that you can launch them easily
from the desktop. Start by displaying the Windows 8 Start screen. Scroll
to the far right and display the Office app tiles. Swipe downward on the
app that you want to add to the taskbar. Tap Pin To Taskbar. The app
will now be available on the taskbar when you display the Windows 8
Desktop.

46 Docking apps: Dock apps

right side of your screen. That way you can easily review the
document and ask your coauthor questions while you work.
When you dock and app in place, you can still cycle through
other open apps by dragging them in from the left edge of your
screen.
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Adding Office apps from the Windows Store

On the Insert tab of Word 2013, Microsoft Excel 2013, Microsoft
Outlook 2013, and PowerPoint 2013, in the Apps group, you'll
find the Apps For Office tool. The first time you tap this tool,

Add an Office app

1 In Word, Excel, Outlook, or PowerPoint, on the ribbon, tap the
Insert tab.

2 In the Apps group, tap the drop-down arrow on the Apps For
Office button.

3 On the menu that appears, tap See All. The Apps For Office dialog
box opens, displaying two tabs: My Apps and Featured Apps. Tap
Featured Apps to see a gallery of available apps.

4 Tap the that app you want to add.

The app appears in the task pane on the right side of your applica-
tion window. A small exclamation point appears in the upper-left
corner of the task pane.

(continued on next page)
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you'll notice that the list is empty. But when you tap See All,
Office displays a gallery of featured apps and provides a link with
which you can go online to view other apps that are available.
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Add an Office app (ontinuea) Mavenlink - x
5 Tap the exclamation point. >

The Office app lets you know that the app is from the Windows
Store and will have access to the contents of your document. If
that's okay with you, tap Start. You can also tap See Details to get
more information. If you decide not to install the app, tap the close
button.

6 After you tap Start, the app installs and opens in the Task pane.
To begin using the app, enter your information as prompted.

[ LR o
HOME  INGERT | DESGN  PAGELAVOUT  REFERENC MalLINGs

Page umiser
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Opening files

Many of the basic tasks you'll perform in your Office programs
will be similar from app to app. For example, the procedure for
opening a file in Word, Excel, PowerPoint, and Microsoft Pub-
lisher is identical from app to app. You can easily open the file

Open a new file

1 Launch the Office app that you want to use.

2 On the app Start screen, tap Blank Workbook (or Document or
Presentation) to open a new, blank file.

3 Alternatively, tap the Search field and enter a type of template for
which to search.

4 Scroll through the results list.

5 Tap the template that you want to use as the basis for the new file.

@ TIP What is a template? A template is a ready-made file that
can comprise one or several pages and include images,

placeholder text, and special layouts. When you start a new file based
on a template, the format and layout are already done for you, and you
can simply add your own text and images to complete the file.

3: SETTING UP YOUR PORTABLE OFFICE 2013

by using the new Start screen that appears when you launch the
Office app you want to work with. If you're already working with
an Office app and want to begin a new file, you can tap the File
tab and choose New to start the process.
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Open an existing file 1

. - [ x

1 Launch an Office app. The Start screen for that app appears.

v online lemplates Q)

2 Inthe Recent list, tap the file that you want to open. Excel = Ul e 24

Suggested semches:  Budgel  lmvoice  Calemdars  Expense Switch aecount

Lst losn  Schedule

3 If you don't see the file you want in the list, choose Open Other Recent :
Documents (or Workbooks, Presentations, or Publications). Sl e Py
4 In the center column, choose the location where the file is stored.

o b s

Quuartety sles report

Tap the folder in which the file is stored.

6 Alternatively, tap Browse. 2
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Open an existing file (ontinveq) 7

7 In the Open dialog box, navigate to and tap the file you want to
open.
@ * T | e« Office2013P.. Examples Search Examples

8 Tap Open.

Organize « MNew folder

& Documents ~ [ Name Date modified
Jﬁ Music

[E] Pictures
E Podcasts

E Videos

Channel marketing budget xlsx 9/8/20121:12PM  Microsof
hannel marketing budget2.xlsx 12/8/2012 1:01 PM Microsoft]
projected_expensesxlsx 11/12/2012 %:26 AM - Microsoft]
Small_business_categories.xlsxk 1/12/2012 7:49 AM - Microsoft]

#¥ Homegroup

- Chris Murray

H Katherine

H Katherine Murray,

Lol Computer
B os(c)
&= Removable Disk 1, o

File name: | Channel marketing budgetlxdse v |  All Excel Files (*xl*; " xlsg™ xlsm; v

Tools - Cancel

@ TIP A jump list makes it easy for you to open a file that you've
recently used or move quickly to a file that is still open in Office

2013. When you tap and hold (and then release) the Office 2013 icon

(after the square appears) in your Windows 8 taskbar, a thumbnail or a
list of open or recently used files appears. You can move directly to the
file you want by tapping it.
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Tagging files

You can add tags to your files to help categorize them and
make them easier to find in searches. You might add the
name of your project as a tag or use the name of the team
leader so that when you search for that word or phrase, all
files tagged with it appear in your search results. To add a
tag to a file, tap the File tab to display the Backstage view. In
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the panel on the right side of the Info tab, tap the Add A Tag
prompt. In the text box that appears, type one or more tags,
separating multiple tags with commas. After you're done
entering tags, tap outside the text box to save them with
your file.



Saving files

By default, Office 2013 saves your files to the cloud, which is
great if you're an avid SkyDrive or SharePoint user, but it might
leave you a bit cold if you prefer to keep all your files as close
as possible. Luckily, the setting is easy to change, and you can
choose to save your files—by default or otherwise—wherever

Save to the cloud

1 Finish working on your Office file and then tap the File tab to
display the Backstage view.

Tap the Save As tab.
In the center column, choose the SkyDrive location.

Tap the folder in which you want to save the file.

vui A W N

Alternatively, tap Browse and then, in the Save As dialog box, navi-
gate to the SkyDrive folder you want.

6 Tap Save to save the file.
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you choose. Saving to the cloud is easier than you might think,
and it does give you the extra benefit of being able to share
your files easily and work on them no matter what device you
are using or where you happen to be.

Document3 - Word ?T W LB/(x
Katherine Murmay - n
N Katheri /' i
E‘> Tachwriting & Katherine Murray's SkyDrive
@ Katherine Murray's SkyDrive
i folder « MP » Office 201 PALS_ony_ntes..
o -
] Other Web Lacations s
@ 02013 tablet pé&s_km
- Kathenure Mutsy's SkyDirve » Wark fokder = MP » 02013 Lablet p8is ki
L] Computer
& » Wark folder » MP » Office2013P&S _chared » C...
o= Add aPlace

e foldder » MP  Office 2013 PA&S_my_notes

Saving files: Save to the cloud 53



3: SETTING UP YOUR PORTABLE OFFICE 2013

Add a new place to save
1 In the Backstage view, tap the Save As tab.

2 In the center column, choose Add A Place. Office 2013 displays two
cloud locations that you can choose for the new place.

3 If you are an Office 2013 subscriber and use SharePoint Online to
store, organize, and share your files, choose Office 365 SharePoint.

4 If you prefer to use your SkyDrive account, select SkyDrive. You are
prompted to sign in to the account, and Office adds it to the loca-
tions column in the center of the Save As screen.

54 Saving files: Add a new place to save
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B Office 365 SharePoint
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Save files to your touch device 1 4
1 Complete the file that you want to save and then tap the File tab to o T e\ Lo/(x
display the Backstage view. e iursy -
2 Tap the Save As tab. Save As
m; Tech writing [ Compute
3 In the center column, tap Computer. N
4 Choose the folder to which you want to save the file. 2 & A RSP
5 Alternatively, tap Browse and then, in the Save As dialog box, navi- e —

‘L] Computer

gate to the folder where you want to save the file and tap Save. = e
6 Type a name for the file. o
7 Tap Save. -
| I

x
T . e« Katherine » My Documents » MNotes v & Search Notes 2
Organize v Mew folder == -
~ Mame Date modified Type
0 Favorites . . ~
digital_signature.docx 11/25/201212:12 .. Microseft Word D...
B Desktop
& Downloads
% Recent places
& SkyDrive
d Libraries
@ Documents
J’ Music
[ v £ >
[ZICYET Rl Save the Date.docy] v
Saveas type: Word Dodument (*.docx) w
Authors:  Kathering Murray Tags: Addatag
[] Save THumbnail
4 Hide Folders Tools - Cancel

6 7
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Closing files

Closing a file is a super-simple task. And if you forget to save it
first, don't worry: Office 2013 will prompt you to save it before
it closes so that you won't lose any work.

Close a file 1
1 With the file open on the screen that you want to close, on the el > - o x
ribbon, tap the File tab to display the Backstage view. terne s - [
2 Tap Close.
Protect Document Properties ~

Inspect Document
file,

Versions

There are o previous versions af this file,

Last Modified By

Show All Properties

@ TRY THIS There are two additional simple ways to close a file.
One way is to tap the close button (the X) in the upper-right
corner of the app window. The other way is to use the Windows 8

method and swipe down from the top of the screen, dragging the app
all the way to the bottom of the screen. The app window becomes
smaller and then finally disappears, which lets you know that the file
is closed.
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Inspecting your files

Office 2013 includes a tool called the Document Inspector Tl e ?
that helps you to ensure that'your flles are read.y to Share To check the document for the selected content, click Inspect.
with others. Tap the Info tab in the Backstage view, tap Check R
Comments, Revisions, Versions, and Annotations
For Issuesl and then tap |n5peCt Document. Inspects the document for comments, versions, revision marks, and ink annotations,
. o g Document Properties and Personal Information
The Document InspeCt dlalog bOX appearsl ||St|ng a” the Inspects for hidden metadata or personal information saved with the document.
items the tool will search for during the inspection. You can
clear the corresponding check box for any items you don't D pane apps saved i the docamert,
want to search for and then tap Inspect. The Inspector looks
for the items you selected and lets you know if anything collapsed Headings .
. . found You can then make Changes and run Inspects the document for text that has been collapsed under a heading.
worrisome Is .
the Document Inspector again to make sure the file is ready Custom XML Data o
to Share Inspects for custom XML data stored with this document.
Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks,
Invisible Content
Inspects the document for objects that are not visible because they have been formatted
as invisible, This does not include objects that are covered by other objects, v
Inspect Close
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Sharing files with others

Not long ago, when you wanted to share a file, you had to put Office 2013 makes it possible for you to invite others to access
it on a disk and physically hand it to another person. Today, your file, and then you can choose the way you want to share it
thankfully, sharing a file can be literally as easy as saving it. easily, with no fuss and no bother.
Invite others to share your file 1 3 4
1 In your Office 2013 app, on the ribbon, tap the File tab to display PR e * _ o x

the Backstage view. e iursy -
2 Tap the Share tab. Share

. Save the Date Invife People
3 Choose Invite People. MyDscumens Notes |
Share o 2 Share your document. We'l do this afer you've finished saving.

If you haven't saved the file to the cloud previously, the Office app A o

will prompt you to do that. 2 . EY
4 Choose Save to Cloud. B hesentOnine

The Save As dialog box opens, in which you can choose the location g rettosiog

in the cloud where you want to save the file.

(continued on next page)

@ TIP You can tap the Address Book icon to the right of the

email address line to choose recipients from your contacts list.
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Invite others to share your file (ontinued)
5 Tap the place where you want to save the file.

6 Tap the folder where you want to file to be stored. When the Save
As dialog box appears, tap Save.

Office saves your file to the cloud and displays the Share tab with
additional options by which you share the file with others.

7 Enter the email addresses of the people with whom you want to
share the file.

8 Choose the permission level that you want to assign to the invited
people. You can choose between Can Edit and Can View.

9 Type a message to go along with your invitation.

10 Tap Share.
The Office 2013 app displays a message that the file is being sent

and then displays the recipient’s information at the bottom of the
screen so that you can easily see who has access to the shared file.

@ TIP If you want to ensure that those who are viewing or

editing your file log on before they can access the file you've
shared, select the Require User To Sign-In Before Accessing Document
check box.
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Save As

E‘} Tech writin

@8 Katherine Murray's SkyDrive

t=F] Other Web Locations

Save the Date docx - Word ? -

Katherine

& Katherine Murray's SHyDrive

Recent Folders

@ Examples

Whimay - u

-
Katherine Murray’s SkyDrive » Work folder » MP » Office 2013 P&S_my_notes ...

@ Documents
Katherine Murrsy's SkyDrive » Documents

8 02013 _tablet_p&s_km
Katherine Murray's SkyDrive » Work folder = MP » 02013 tablet_péts_km

;l Computer
® Chapters for AR
Katherine Murray's SkyDrive » Work folder = MP » Office2013P&S shared » C..
e Addabiace  Office 2013 P&S_my_notes
Katherine Murray's SkyDiive = Work folder = MP = Office 2013 PBIS_my_notes
® Katherine Murray's SkyDrive
B
Browse
Save the Dare o - Word 7 V- LB/|x
Kathesine Murray = "
Save the Date Invife People
Katherine Museay's SoDrive s Werk lolder s MPs... Type nfmes or &-mail sddresses
Tyl [T [Conedit ~ e—— 8
Share
&% Invite People 9
GO Geta Sharing Link

Post to Sorial Networks

*|  Email

Present Online

Post to Blog

10
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Send your file via email 2 3

1 On the ribbon, tap the File tab to display the Backstage view and
then tap the Share tab.

Save the Date.gock - Word 3 - o x

Katherine Muray - [
. L . . Share
2 Tap Email. Email options appear in the right panel.
. Save the Date Emgfl
3 Tap the way you want to save the file. e s St ok ke 9. Eneonsgets oo
Share —

If you send the file as an attachment, the Office file is attached to

the email message. If you send a link (which becomes available only

if you've previously saved the file to the cloud), you can copy the 1
link to the file and insert it in the body of the email message. Send

As PDF and Send As XPS save the file to PDF or XPS format and

attach the file to the email message. Send As Internet Fax uses a fax
service to send the message as a fax.

2% invite Peopk:
GO Get a Shariffg Link

fl, Postio Sochl Networks

| Email Send a
POF

g Present Online

g PostioBlog Send 25 XPS

Send a
Internet Fax

@ TIP A fax service is a third-party vendor that will likely charge

you a fee for faxing the file. After you choose Send As Internet
Fax, a message box appears, informing you know that Office will open
a browser page on which you can locate a provider to use to send
the fax.
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Previewing and printing files

No matter which Office app you are using, previewing and preview what your document will look when printed, all in the
then printing your file is straightforward. You choose Print from  same screen.
the Backstage view, and you can set all your print options and

Sufmer wardlhop seneftocs - word 7 - &8 %

1 On the ribbon, tap the File tab to display the Backstage view and o,

then tap the Print tab.

Preview and print files 10 9234
|

Choose the printer that you want to use.

Tap to select the pages that you want to print.

Printer -w
Choose one or two-sided printing. 1 e o : ;

o 7
'

Settings
The whale thin &

Select the paper size.

ly . Summer

Choose portrait or landscape orientation for your printed file.
Workshops

Tap to preview other pages.

Scroll through the previewed document.

O 0 N & U1 A W N

Enter the number of copies that you want to print.

10 Tap Print to print the file.

@ TIP If you choose two-sided printing, Word and Publisher will

display the previewed file as it would appear if images appear
on both sides of the page. This helps you see whether text or pictures
will show through on the other side of the page so that you can make
adjustments before you print. Pretty neat, eh?
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Export your files

Office 2013 now includes an easy-to-use export tool that you  Simply choose the format you want to use for the exported
can use to share your Office 2013 data with non-Office appli-  file and tap the Create button to begin the process. In the
cations. You'll find the Export tab in the Backstage view. On Publish As dialog box, choose the folder where you want to
this tab, you can create a PDF/XPS file with the exported data  store the exported file and enter a file name if necessary. Tap
or change the file type and export the information in the file Publish to finish the task.

format you need to import it into your other program.
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Translating file content

Today it's not unusual to be working with teammates on
different continents, and while that brings the great benefit
of enabling groups of people to combine their strengths to
work together effectively, it can also pose a challenge: how
will we understand each other?

Office 2013 includes translation tool that help you trans-
late on the fly, whether you're receiving files that need to
be translated or translating files you plan to send to others.
You'll find the translation tools in the Language group on
the Review tab. You can use the Language tool to set your
language preferences and choose the language you want
to use in your document, Help screens, and ScreenTips. Use
Translate to convert selected text or the entire document.
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You can also turn on the Mini Translator, which appears like a
minibar near the content you select, offering a translation in
the language you have selected and giving you the option to
copy the translation, hear it read aloud, or look up additional
information.

If you choose to translate the entire file, Office 2013 will
display a message box, asking your permission to send the
file over the Internet to be translated by Microsoft Translator.
Tap Send if that's okay with you; tap Don't Send if you decide
not to translate the page after all. If you tap Send, Office
2013 displays a new window with the contents of the trans-
lated file. If you choose Don’t Send, you are returned to your
document.
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Getting help

Help in Office 2013 is only a tap away, no matter which app you
are using or what you might be doing with it. You'll find the
Help tool in the upper right corner of your application window.
When you tap the Help tool, Office displays a Help window

Get help

1 In your current Office 2013 apps, in the upper-right corner of the
screen, tap the Help button (the question mark).

2 Tap to enter a word or phrase you want to search.

3 Tap the Search button (the magnifying-glass icon).
(continued on next page)
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that you can use to search for specific help, choose a popular
help category, or browse through articles and training options
related to the main features and functions in your app.
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Get hEIp (continued)

4 Scroll through the list that appears if necessary.

5 Tap the title of the article that you'd like to view.
(continued on next page)

@ TRY THIS You can choose whether you want to search for help
online or access the Office help files installed on your computer.
Tap the drop-down to the right of the Help title at the top of the Help

dialog box. By default, the help displayed is from Office.com. If you
want to change that, tap Help from Your Computer, and the Office
program searches the help information on your computer and displays
results according to the search text you entered.
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Word Help -
© 5 A | templates yel

Fax templates
Link | Download fax cover sheets and other design
coordinated business forms.

Cover letter templates

Link | Need a cover letter for your resume or proposal?
Download design coordinated cover letters from
Microsoft.

Letter templates

Link | Professionally worded letters or gorgeous
letterhead and matching business design sets -- you will
find both available for free from Microsoft.

Calendar templates

Link | Download calendars from Microsoft. available in
standard and academic year formats, with your choice of
weeks starting on Monday or Sunday.

Resume templates

Link | Download keyword-rich resume templates
professionally designed in functional. chronological and
entry-level formats and for industry-specific careers.

Save a document as a template
Article | To create a template, you can start with a
document vou alreadv created. one vou downloaded. or
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Get hEIp (continued)
6 Read through the article.

7 Tap Print if you want to print the article for future reference.

8 Tap the Close button to exit Help.
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Word Hep -

© € = A | templates yel

Where do | find templates?

What do you want to do?

+ Find a template on my computer
+ Find and download a new template

Find a template on my computer

Templates are files designed to be interesting, compelling,
and professional-looking documents. All the formatting is
complete; you add what you want to them. Examples are
resumes, invitations, and newsletters. Your Office
programs come with several templates already installed.
To locate them, do the following.

1. Click the File tab, and then select New.

2. Click the template that you want to use, and then click
Create. A new file opens in the template you've
selected.

MOTE  To select a template that you have created or
downloaded to your computer, click My Templates,
and then choose your template.
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Setting Office 2013 preferences

You can display the program options for a specific Office
application by tapping File and then tapping the Options tab
in the Backstage view. The Options dialog box appears with
choices related to the application you're using. Chances are
good that the default options already set in Office 2013 will
work well for most files you create. The tabs available in the
Options dialog box will vary slightly from app to app. Here’s a
quick rundown of the types of preferences you can set:

®  On the General tab, verify that all of the items are
selected in the User Interface Options to ensure that
you get the maximum amount of onscreen help at any
given time. These options control whether you can see
the previews of choices before you choose them.

m  The Display tab contains selections about the items
that appear on the screen while you work. These might
include formatting marks and page display options,
such as whether white space appears between pages
in Print Layout view. On the Display tab you can also
choose printing options, such as whether you want to
print drawings, background colors and images, docu-
ment properties, hidden text, and more.

®  On the Proofing tab, you can choose the way you want
Office 2013 to correct spelling and grammatical errors.

®  On the Save tab, you select the defaults for the files
you create. You can also choose the way you want
Office 2013 to handle AutoRecover options and where
you want to save files by default. If you are using the
subscription version of Office 2013, your files are set
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to save automatically to your SkyDrive account. If you
want to change this, you'll change the setting on the
Save tab of the Options dialog box.

On the Language tab, you can choose the languages
that you want to use with Office 2013.

The Advanced tab presents options for a variety of
tasks related to the specific app. You might see edit-
ing options; cut, copy, and paste choices; image size
and quality choices; options for charts; and document
display, printing, and saving choices.

On the Customize Ribbon tab, you can add, hide, or
reconfigure the tabs on the Office 2013 ribbon. Note
that when you change the ribbon, it is altered only for
the app you're using when you make the changes. You
can also reset and even export or import your ribbon
changes.

The Quick Access Toolbar tab makes it easy for you to
add tools to the Quick Access Toolbar, which appears in
the upper-left corner of your app window.

The Add-ins tab shows you all the add-ins that have
already been added to your Office 2013 application
You can also manage additional add-ins here.

The Trust Center tab gives you information about
your privacy and security as you use Office 2013. You
can make additional choices to set Trusted Publishers,
Trusted Locations, and more.
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Staying in touch
with Outlook 2013

f you love having access to email on your smartphone, the chances are

good that you're already familiar with the techniques you need to tap
your way through messages, send responses, work with contacts, and
more. Now, thanks to Microsoft Outlook 2013, you can put all those touch
techniques to good use on your touch device.

Your most common email task is probably receiving and sending email
messages, but you'll also need to work with your calendar to set appoint-
ments, add and organize contacts so you can reach the people you want to
reach, and perhaps add tasks, notes, and more to help you stay on track.
This section focuses on Outlook 2013 and provides a broad set of features
for managing your contacts, calendar, and tasks. The most common thing
people use Outlook for, however, is sending and receiving email. You can
use Outlook to send relatively simple messages in plain text, or you can
use it to send highly formatted messages containing different font types
and formatting, images, and other elements.

After you set up at least one email account in Outlook, you can start send-
ing and receiving email and configure it to work in a way that reflects your
preferences.

In this section:

H A first look at Outlook 2013

Getting started with Outlook 2013
Adding mail accounts

Reading and responding to messages
Adding contacts

Editing contacts

Adding contact groups

Managing your mail by using
Quick Steps

Flagging mail for follow-up

Categorizing your mail

Moving messages to folders
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A first look at Outlook 2013

In many ways, Outlook 2013 resembles your other Office apps,
thanks to the presence of the ribbon and the new modeless
design. However, Outlook’s interface is also very different from
other apps, offering the tools and views you need to receive
and send mail, add and manage contacts, set appointments and
work with your calendar, and create and assign tasks. Here's a
quick look at the primary tools you'll be using in Outlook 2013.

Mail

The Mail window is where you'll find your Inbox and other email
folders as well as the commands you commonly use to send and
receive email, organize email, view and work with the Address
Book, and work with email in other ways.

Quick Currently
Access selected Minimize
Toolbar Inbox  mailbox Ribbon Ribbon

Show/

Hide

Folders

Other | Reading

email —. Pane

accounts Content

— of

selected
message

Mail Calendar People Tasks -

Status Other Outlook Current
bar 2013 tools message

70 A first look at Outlook 2013

Calendar

The Calendar window shows you what you have planned for the
day, week, or month. You can easily create new meetings and
events in the Calendar folder, view other peoples’ calendars,
share your calendar, and organize your upcoming events.

Publish your
calendar online
Open Open
Set new another another Search
appointments calendar  calendar calendars

B I I M Calendar - bakingwiththesaint}@live.com - Outlook | ? @A =-" 8%
OME  SEND/RECENE  FOLDER  VIEW

(T New 2ppo m R E R W e Search People

— k) = = e B } Address Boak
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s Mewlync  Todsy Next? Doy | Work Manage  E-mail

5 Mew rems + Merting Days Week | [T] ScheduleView  Calendars - Calendar

Hew Lyne Meeting GoTe 3 Arrange

4 » December 17 - 21, 2012

TUESDAY WEDNESDAY THURSDAY FRIDAY

- Today Seann
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AllFelders

18 19 20 21
g Class
— e
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"
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Mail Calendar People Tasks

EMS: 3 AL FOLDERS ARE UPTO DATE. CONNECTED

0D 8 -—1

Selected
time slot

Display the
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Tasks

If you like to work with to-do lists and keep track of what you
need to accomplish, you'll like working with the Tasks window.
And, if you are using Exchange Server as the back-end for
Outlook, you can also create and assign tasks to others.

People

The People window works much like the Contacts window in
previous versions of Outlook 2013. You use the People window
to view and manage your contacts.

Choose a Contacts in the  Change Edit contact Create a Flag task for
contact list current list current view information new task follow-up Search tasks
o] e DA Contacts - kmuray230@sbeglofalnet - Outlook ? £ -17 X Bl B o & - Tasks - kmuray2300stfglobalnes - Outlosk + ml -5
HORE | SEND/RECEVE  FOLDER ew HOME | SEND/RECENE  FOLDER  VIEW
(=3 New Contaft [T Meeting T move - = B Cotegorze- | Search People | New Task ~ n Search Peaple
G F . , :

Wit il X G RPN e s e X v Kk G B | et

e Delete Change Shan Delete [ Mok  Remove | Follow | Chinge | Actiors | Chlegorize

&) New tems M= W, Onetiote . Priegte 55 New tems - 33 Forward 7 Complete fram Lt Up~ View * .

Nawe L] s Ve, Adtioni -] find = New Delete Respona Manage fask Current view Tags Fing
*1 [sen € ra €| [Search Tasks (Cut~g P Talk to Renee anout design

Brian Groth DD e W e e g Vg 8

Contacts an group To-Do list - Kstherine Murray
« |2

i = Kanga230@msn.com ® L L [S]E:

Linkedin ol Tasks Ok
N 2 g CONTACT NOTES WHAT'S NEW o ’.

Connect to a social netwerk v Debra Garcia OE
K Calendar View Source
mn S Brian Groth Schedule 2 meeting ok oL
v Send Email
N Daniela Guaita brisn@icontoso o
. Scott Oveson
'
" Summer Froject

leffrey Zeng

(28

Mail Calendar People Tasks - Mail Calendar People Tasks -

@

Selected
contact

Send email
to contact

Display Tasks Selected task

window
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Notes and more

In addition to the main tools provided by Outlook 2013—
Mail, Calendar, People, and Tasks—you'll find additional tools
by tapping the ellipses (...) to the right of Tasks in the Outlook
window. When you tap this, an option list appears, offering
you four additional choices: Navigation Options, Notes, Fold-
ers, and Shortcuts.

B Choose Navigation Options to select the items that you
want to display in the Outlook navigation bar. You can
display or hide Mail, Calendar, People, Tasks, Notes,
Folders, and Shortcuts. You can also reorder the items
so that they appear in the order that best fits the way
you like to work.

72 Notes and more

Tap Notes if you want to display the Notes window
and open a small note on the screen so that you can
capture a thought, web address, or other piece of
information.

Choose Folders to display the Folder pane.

Tap Shortcuts to display in the panel on the left side
of the Outlook window the shortcuts you are currently
using with Outlook 2013.
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Getting started with Outlook 2013

You'll find an Outlook 2013 app tile on your Windows 8 Start steps to connect Outlook to your mailbox so that you can begin
screen. The first time Outlook starts, the program prompts you receiving and sending email messages.
to set up an email account. A wizard guides you through the

Start Outlook 1
1 On the Windows 8 Start screen, tap the Outlook 2013 app tile.
The first time you start Outlook, the Welcome To Outlook 2013 S| Al R o

screen appears, giving you the opportunity to set up your email
address. When you start Outlook 2013 subsequently, the Mail
window will appears automatically.

2 anopisthograph
howstuffwarks wg -

Dictionary.com, Word of the Day

Word 2013 EC

EIGR \WIKIPEDIA rd o

PowedPoint 2013 Outlook 2013

Pd

Publisher 2013

N

OneMote 2013
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Set up an email account

Add an Email Account

1 If this is the first time you're starting Outlook, a wizard will open
and ask you whether you want to set up an email account. Tap Yes.

Type and confirm your password.

2 Ta P Next. Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange

Online account as part of Microsoft Office 365. Outlook also warks with POP, IMAP, and Exchange ActiveSync
. accounts.

3 On the Add Account page of the wizard, type your name.
Do you want to set up Outlook to connect to an email account?

4 Type your email address. 1 e
(INo

5

6

Tap Next. Outlook sets up the account and displays a final screen to
inform you that the task is completed. Tap Finish to open your new
email account in Outlook.

<Back | MNedt> | | Cancel

3 4 5 2

I I I = —

Auto Account Setup
Outlook can automatically configue many emall accounts.
(@) E-mail Account
Your Name: | Etlen |
Example: Ellen Adams
> S > E-mail Address: | ellen@contoso.com |
A CAUTION Unfortunately, setting up email isn't always this Dample: lien@.contsa.com

easy. For example, if you're adding a Google mail account, — = |

you might get an error message stating that an encrypted connection Retype Password: ===+ |
is not available and prompting you to tap Next to try again. If you Type the password your Intemet service provider has given you.

get this error, follow the steps outlined on the webpage http://

email.about.com/od/outlooktips/qt/et_get_gmail.htm to set up Google
mail with your Outlook account. Similarly, you might have trouble
setting up Yahoo!, AT&T, Verizon, or Time Warner accounts. Search e
those sites for further information on how to set up your email account
manually in Outlook.

(") Manual setup or additional server types

6
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Adding more mail accounts

After you've created your primary account, you can easily In the Account Information screen (click the Info tab), tap Add
add additional accounts so that you can access your email Account. This opens the Add Account dialog box, in which

in one place. On the ribbon, tap the File tab to display the you can enter your name, email address, and password as
Backstage view to start the process. If you don't see the File you set up the new account.

tab, click the ellipsis button at the top of the Outlook 2013

window.

Tap Add Account

Inben - revisionsplus@live.com - Outlook "

Acgount Information

= fisionsplus @live.com
bow st

& Add Account

Account and Social Network Settings
LI+ Change settings for this account or set up mare connections
Connect to social networks.

= Mailbox Cleanup

Manage the size of your mailbax by emptying Deleted items and archiving.

A Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive.
Manage Rules |  updates when items are added, changed, or removed.
& Alerts

Adding more mail accounts 75
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Reading and responding to messages

Probably the first thing you'll want to do with Outlook 2013 is
check and respond to your mail. Email has become so much
a part of our lives that we are used to having access to it no

Read and reply to a message

1 Tap the Inbox folder for the email account that you want to view.
2 In the Inbox, tap a message header.

3 Preview the message in the Reading pane.

4 Tap Reply.

(continued on next page)

TIP  When you are working with Outlook 2013 in touch mode,
a set of quick-touch tools appears along the right side of the
window display. You can tap the tools to carry out common Outlook
tasks quickly. Choose from Respond, Delete, Move, Follow Up, and
Mark As Unread.

@)

J

TIP If your ribbon doesn’t appear unless you tap the ellipsis
button at the top of the window, your ribbon is set to auto-

hide. You can change the ribbon setting by tapping a ribbon tab and
tapping the Pin The Ribbon tool on the far right side of the ribbon to
keep it displayed while you work with Outlook.

76 Reading and responding to messages: Read and reply to a message

matter where we are. Outlook makes it very easy for you to read
your messages quickly and respond to them when you choose.

4
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Read and reply to a message (continved) 6 5

5 Type your reply' B 5 % & - COMPOSETOOLS  Inbox - revisfpnsplus @iive.com - Odfloak P =P GaxX
6 Tap Send to deliver the message HOME  SEND/RECENE  FOLDER  VIEW MESSAGE
T = |!] & .
™ Al B8 FlE
Pacte. fasc  Nomes Include Tage  Show
b ¥ Format Painter Toa~ - - Fields =
Clipboard 5 ~
4+ Favorites €| [Scaren current Masoex (cn- &1 A= Cipor Out X Discard
Inbox 13030 All Unread  pyDate=  Hewest 4 Tewo|. baiscgnesia
GeekWire =
= -
S heine GoelWire Digestiiom..  11:08 AM ara i =
Deleted ltems 2 askiolskicsitthiid ce
O'Reilly Webcasts sublect RE: Hew project
- Experisli. 1020 AM
kmurray230@sbeglobalnet er e
Thanks for writing]]
 Yesterday >
bakngwiththesaints@lve.com GeekWire From: Katherine Murray
GeekWite Digest HOM... Sun 11:02 A... [mailto:kmurray230@sbeglobal.net]
FINNY) oL Feeci sent: Saturday, December 15, 2012 12:56 PM
4 revisionsplus @lve.com To: revisionsphisgiie.com
Harvest Notificat. Sl ¥
Duatts 1] Project Budget Akt . Sun 1213 A.. Subject: New project
The project has reached
Inbax 1486 Good afternoon!
4 Last Week
Sent ltems Jratt] Katherine .. Iwas given yaur name as sameone wha might he able to
L e sat2s help me put together a PowerPoint presentation to use in
! a aftemoont | was an upcoming workshop.
Junk E-mail
GeekWire Do you do this kind of thing as a freelancer?
e GeekWire Digestfrom...  Sat 12/15
Having trouble reading
e - - Thanks for your prompt reply.
Mail Calendar People Tasks

MEMS: 1,513 LINREAD: 1,406

@ TIP If you prefer to open an email message and work with it in
its own window, in the Reading pane, at the top of the message,
you can tap Pop Out. If you don't see this, just double-tap the message

header in the Inbox pane The message opens on the screen and you
can tap Reply and respond to it as you like. When you're finished
writing your response, tap Send to deliver the message.

Reading and responding to messages: Read and reply to a message 77
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Tweaking the Outlook window

You can easily change the way the Outlook 2013 window Changethe  Change the

looks so that the tools are arranggd jusjc the way you like . currentview  message preview . eibbon
them. Here are some of the ways in which you can customize Hide and display elements  Display
the look of Outlook (note that all of these are done on the the Folder pane to display  Options

View tab on the ribbon): R _ .I — : | -
m  Collapse and redisplay the Folder pane by tapping the '8 gﬁ W =
arrow located on the right side of the pane. g i & ‘

- seng view

| Collapse
the ribbon

®  To change the way messages are displayed, in the
Current View group, tap Change View.

®  To change the elements displayed in the Mail view, in
the Layout group, tap Folder Pane, Reading Pane, or
To-Do Bar.

®  To change how much you see of each message before
you open it, in the Arrangement group, tap Message
Preview.

®m To hide the ribbon, tap Collapse the Ribbon. To
redisplay the ribbon, tap a tab name, and to keep the
ribbon displayed, tap Pin The Ribbon.

®m  To change the way the ribbon is displayed as you work,
in the upper-right corner of the Outlook window, tap
the Ribbon Display Options button.

78 Tweaking the Outlook window
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Adding contacts

Gathering contact information for friends, colleagues, and add whole lists of contacts from your social media accounts
family members used to be a pretty slow event. You might write  such as Facebook and LinkedIn with just a few clicks. When you
down a phone number, ask for a business card, or copy an email ~ want to add a new contact manually, Outlook 2013 makes that
address from something someone shared. Today, you can easily ~ easy for you, as well.

Add a new contact manually 2

. l
1 In the Outlook window, tap People. e g - 3 - it - enereibbgios Lo : m oA %

SEND/RECEVE  FOLDER  VIEW

2 On the Home tab, in the New group, tap New Contact.

. [ New Contact [ Merting 1 Move - - 15 Categorize - | Search Pecple
(continued on next page) X S =

[} Address Book

&% New Contact Group % More - € Mail Merge [* Foliow up-
- Delete Change Share
53 New tems+ View - ER, OneNote - Private
Hew Delete Adians Tags Fina -
< . =
4 My Contacts
2 - Able group
Contacts " AP
Contacts @ =
- Kanga?230@msn.com @ Fdt
Linkedin

Connect to a social netwerk v Debra Garcia b et
Daniels Guaits

Brian Groth Debra Garcia

o Scott Oveson

Daniela Guaita

Scott Oveson

Summer Project

Jeffrey Zeng

5 - -

I

Mail Calendar People Tasks

1
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Add a new contact manually coninued)
Type the contact’s full name.

Type the contact’'s company name.

Type the contact'’s job title.

Type the contact’s email address.

Type the contact’s website address.

Add phone numbers as needed.

©W 00 N o U1 b W

Add a physical address.
10 On the ribbon, tap Save & Close.

80 Adding contacts: Add a new contact manually
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Editing contacts

The nature of working with people is that things change. We're or different position, or updating our profile pictures. You can
forever adjusting something—getting a new email address, edit the contacts you've added to Outlook 2013 so that you're
changing a mobile phone number, moving to a different job always working with the most accurate information available.

Edit a contact 1 2

1 Tap the contact that you want to edit. BB o & - ot rmer308spablot - 7 m 8| x
. HOME SEND / RECEIVE FOLDER VIEW
2 Tap Edit. _
[E3) New Contact x [T} Meeting C 1 Move - = B8 Categorize - [Se30¢h Pecple
(Coﬁf/nued on next Page) 25 New Contact Group =] More €% Mail Merge [* Foliow up~ B addees ook
Delete Shy
5 New tems+ R Onetiete : e
Hew vecte  Communicate  Jcurent view adtions Tags fina -
| [Seanch Contacts gt p
a My Contacts .
i o Debra Garcia
Contacts w T group
Contacts = i
& Karjja230@msn.com ® Edit wee
Linkedin i
“ 5 CONTACT NOTES WHATS NEW
Connect to a sackal network v Debra Garcia
) Calendar View Source
Brian Groth Schedule 3 ruing L :
i Send Email st
N Daniela Guaita debraeontoso.com
s
: Scott Oveson
Summer Project
Jeffrey Zeng

Mail Calendar People Tasks -

MEMs: B
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Edit a contact (continued) 3
|
3 Edit the contact name as needed. |
Name
4 Edit other existing fields as needed. Debra Garcia
5 Tap to add a new email address.
6 Tap to add phone or IM information. FONTACT | NOTES
@Emall Changes Saved To
7 Tap Save to keep the Changes. Email Qutlook (Contacts, kmurray230@sbcglo...
= @ Work 5
@Phone @) Address
+) 1M _
Birthday

M
] Birthday

121372012 I —— 4

Save Cancel

N
6 7
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Adding contact groups

Today, we often work in teams—both permanent teams and
teams that come together for a specific period of time. You
can easily create contact groups in Outlook 2013 that include
the email addresses of contacts related to a specific project

Add a contact group

1 On the Home tab, in the New group, tap New Contact Group.
2 Type a name for the group.

3 Tap Add Members.

4 Choose From Outlook Contacts or From Address Book.
(continued on next page)
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or company. Then, when you want to send a message to the
group, you can choose the group as you would a regular con-
tact, and the group name is added to the To line of your email
address.

o -

ME SEND / RECEIVE

[25] New Codtact x

&% New Contact Group
Delete

57 New Htems -

New Delete

2 = 3 3 -
@& | & 7 | untitled - cfntact Group ? £ - =] X
HOME
e ONTACTGROUP  INSERT  FORMATTEXT|  REVIEW
[E3) New Contact
! . 0 B J—
28 Newcormsarcrd (%2 x 3 P i Add Mermbers Cl >
H = - & = s iz
2 o b+ B Notes & ook Cantacts
& wvedt Defte Foad G nail Mesting  Togs
i Cloe  Gedlp Group . a
aafpn snow Communicate zoom ~
2 My Contacts

Cantacts - [/Hame = Email
We didn't tind anything ta show here
Contacts

Linkedin

Canned o a social nety

urray210@sbeglo.

Cancel

Mail Calehoar—reopre—Tasx
s n &
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Add a contact group (oninued)

5 In the Select Members dialog box, choose existing contacts by tap-
ping the names of those whom you want to include.

6 In the lower-left corner of the dialog box, tap Members.
7 Tap OK.

84 Adding contact groups: Add a contact group
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Add new members to the group 21 3
1 Display the contact group by locating the group name in your R — i
People list and double-tapping it. s i I ek i T G o

2 In the Members group, tap Add Members. e @) &y M e |

= B3 Notes 3} From Outiock Contacd [0 18
3 On the menu that appears, tap New Email Contact. R e e - @ ramtaiatons | o1 v | X

&, MNew E-mail Contact

4 In the Add New Member dialog box, type the contact’s name. mycomats s e o o ‘

Contacts - a2 [liMame = E-mail
5 Type the contact’s email address. pR—— EZ::.*.!?“L‘.";:‘:’:E?:’:??Z;‘.“" e

] Scott Qvesan [Scatt@contosa.com) Scott@contasa.com Edit

6 Tap OK.

Mail  Calehoar—reope—Ta=r

% Display name: |Ar1r1|

E-mail address: |

E-mail type: |SMTP | | Custom type

Internet format: | Let Outlook decide the best sending formlE“

[#] Add to Contacts

A CAUTION When you tap Remove Member from the Members
group on the Contact Group tab, be forewarned: Outlook
doesn’t ask you to confirm the deletion; the contact is removed

immediately. So before you get carried away deleting folks from your

group be sure to double-check the ones you plan to delete. (If you do 6
delete someone accidentally, don’t worry—you can use Add Members

to return them to the group.)
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Working with people views
In the Current View group on the Home tab, Outlook 2013

gives you a number of ways to view your contact information.
By default, contacts are shown in People view, showing each
individual's profile picture (if your contacts are connected to

your social media account) and listing their names.

You can also choose to display your contacts in Business Card

view, which shows each person’s name, picture, title, and
email address, as well as the social media account on which

@ TIP Locating the contacts you need is a simple task in
Outlook. You can use the search Contacts box to locate
contacts by typing just a few characters of a name. You can also use

the search tools and Advanced Find to refine your search. Tap the
Search Contacts search box and type the text you'd like to find. The
center pane shows results that match the search criteria.

86 Working with people views

the contact is listed. Choosing the Card view displays all
contacts with information only and no pictures. Selecting the
Phone view lists your contact names with the phone numbers
you've entered as part of the contact entries.

In the People view, tap the Change View tool on the View tab
to expand your view options and then tap the view that you
want to apply.
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Managing your mail by using Quick Steps

Quick Steps are convenient, ready-made procedures that you quickly, with a minimum of steps. In addition to the Quick Steps
can apply to your mail in a single tap, and Outlook 2013 will that are built-in to Outlook, you can create your own custom
organize your mail in the manner you selected. Quick Steps Quick Steps and streamline the tasks you find yourself doing
help you to create, send, reply to, and organize your mail repeatedly.
Set up and use a Quick Step 2
. |
1 Inyour Inbox, tap the email message that you want to use. (You'll IR
need to be in the Mail window.) MOME | SND/RECENE  FOLORR W
— L ® e o | [ ] e
2 On the Home tab, in the Quick Steps group, tap Move To. o e 5 | e £ r'” ‘;‘Mﬂw*wk o
Email et S ar - . g filbes Ernid M Foldare
3 In the First Time Setup dialog box, tap the Move To Folder drop- it ™ :
down arrow. el A Ut vou
4 If you want to specify a folder where the mail will be stored auto- o, | S
matically when you choose the Move To Quick Step, in the list that T o &
appears, tap Other Folder. e | ‘G':L_":V:;ﬁ N o 23
5 Or, if you want Outlook to prompt you to choose the folder each PR — et : R 4
time you select the Move To Quick Step, tap Always Ask for Folder. . | ot s oL v kel e
(continued on next page) Sentems e Murray - i
= | =

Gk Digsst o Sat 12715
g ouble reaciny

Search Folders. -

Mail Calendar Pdople Tasks -
s 1513

NREAD: 1,486
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Set up and use a Quick Step (continued)

6 If you choose Other Folder, the Select Folder dialog box opens. Tap
the arrow if necessary to show the folders in the email account you
want to use.

7 Tap the folder to which you want to move the mail.

8 Alternatively, if you want to add a new folder, tap New, type a name 6
for the new folder, and then tap OK. 7

@ TIP Depending on which Quick Step you choose, Outlook will
prompt you to provide different types of information to set it
up for the first time. For example, when you tap To Manager for the
first time, Outlook asks you to enter the email address of your

manager. When you choose Team Email (you might need to tap the
arrow in the Quick Steps group to show these additional options),
Outlook prompts you to choose the members of your team that should
receive the email.

88 Managing your mail by using Quick Steps: Set up and use a Quick Step
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Manage Quick Steps

You can review the different Quick Steps Outlook 2013 offers,
duplicate them, create new ones, remove the ones you don't
need, or return all Quick Step settings to their defaults by
using the Manage Quick Steps dialog box.

On the right side of the Quick Steps list, tap the drop-down
arrow to display a full list of Quick Steps. At the bottom of
the list, tap Manage Quick Steps. In the Manage Quick Steps
dialog box, select the Quick Step you want to work with and

4: STAYING IN TOUCH WITH OUTLOOK 2013

then choose whether you want to edit, duplicate, or delete
the Quick Step. You can also change the order of your Quick
Steps in the listing that's displayed on the Home tab—this
can come in handy if you use some Quick Steps more than
others and want to put those at the top of the list.

When you're finished making changes to your Quick Steps,

click OK to save your changes and close the Manage Quick
Steps dialog box.

Manage Quick Steps 89
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Flagging mail for follow-up

Here's an easy way to make sure that you don't miss a message
for which you need to follow up. You can flag the message so
that you can easily return to it later and take the action you

Flag mail

1 Tap the message that you want to flag for follow-up.
2 On the ribbon, tap the Home tab.

3 In the Tags group, tap Follow Up.

4 Choose the time to assign to the flag.

5

Alternatively, tap No Date if you don't want to set an end date for
the message.

@ TIP If you want to mark a message as complete—for example,
if you've responded to a customer’s technical question—you
can tap Follow Up in the Tags group and tap Mark Complete. Outlook
adds a green checkmark to the message in your Inbox so that you
know the message needs no further action from you.

@ TIP Some Outlook features, such as the Follow Up feature in
the Tags group or the Add Reminder feature may might be
available if you are using accounts other than Outlook or Microsoft
email accounts.

90 Flagging mail for follow-up: Flag mail

need to take. If you're still concerned that you might miss it, you
can set a reminder so that Outlook 2013 lets you know it's time
to take on that flagged message.
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Add a reminder 1
1 With the flagged message still selected, tap Follow Up a second IS r.,u.,!vup- T Fite
time. a
> Today
2 On the menu that appears, tap the Add Reminder command. M ke
3 In the Custom dialog box, verify that the Reminder check box is ' P s ek
selected. . 1
" Nextweek
4 Choose a date for the reminder. . =
Choose a time for the reminder. P Custom.
6 Tap OK. | Add Reminder... 2
The reminder is added in your Tasks list and will prompt you j ek Complas
according to the date and time you specified.

Flagging creates a to-do item that reminds you to follow up. After
you follow up, you can mark the to-do item complete.

Y Flag to Follow up
Start date | Tuesday, December 18, 2012
Due date | Tuesday, December 18, 2012

3 Reminder
Tuesday, December 18, 2012

Clear Flag Cancel

@ TIP You can view the reminders as well as the messages you've
flagged or follow up by tapping the Tasks button along the

bottom of the Outlook window. This displays the Tasks view, where
your flagged items appear in the center column of the window.
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Categorizing your mail

These days, email messages come from everywhere. You might to the ones that are most important? One answer is to catego-

receive some related to projects, others related to causes you rize mail from senders who matter most to you. You can assign
support. Some will arrive from friends and family, and others a color category to messages so that you can see at a glance
deliver advertisements to your Outlook 2013 Inbox. How can which ones are the most pressing items in your Inbox.

you keep all the mail straight so that you can be sure to respond

Categorize your email
1 On the ribbon, tap the Home tab.

2 In the Tags group, tap Categories.

3 On the menu that appears, tap the category that you want to add
to your message.

4 Alternatively, you can create a new category and name it. In the
Categories list, tap All Categories.

(continued on next page)
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Dispatches from the digitalfront ..o .., 02/06/2013

. i =1l ) =
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Categorize your email (oninued)
5 In the Color Categories dialog box, tap New.

6 In the Add New Category dialog box, type a name for the new
category.

Choose a color for the new category.
Tap OK.

9 Tap OK to close the Color Categories dialog box to save the new
category.

Now you can assign the category to email by choosing it from the
Categorize list.

@ TIP You can remove the categories you've created by clicking

Categorize on the Home tab and choosing Clear All Categories.

4: STAYING IN TOUCH WITH OUTLOOK 2013
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Use Quick Click categories

You can also create a Quick Click category for messages if
you want to be able to categorize messages with a single tap
while you scan your messages.

You can display the Categorize list either by tapping
Categorize in the Tags group on the Home tab or by tapping
and holding the message you want to categorize. Choose
Set Quick Click, and the Set Quick Click dialog box appears.
Choose the category you want to apply and choose OK.

94 Use Quick Click categories

Now, you'll be able to categorize your mail by using the cat-
egory you just selected when you tap the Categories column
in your Inbox. If you have the Reading pane displayed in the
right side of your Outlook window, you might not be able

to see the Categories column by default. To display it, move
the Reading pane to the bottom of your window or turn it
off completed. To do that, tap the View tab, choose Reading
Pane in the Layout group, and then select Bottom or Off. In
the Categories column, tap the open box of the messages
you want to categorize, and Outlook adds the color category
you selected.



Moving messages to folders

If you're like most people, you receive a steady stream of
email during the day. It’s likely you've already realized very
quickly that leaving all your messages in your Inbox isn't a very
convenient way to organize the ones you might need later.

Organize your mail with folders

1 On the ribbon, tap the Folder tab.
2 In the New group, tap New Folder.

3 In the Create New Folder dialog box, type a name for the new
folder.

4 Select the folder in which you want the new folder created.

Tap OK.

4: STAYING IN TOUCH WITH OUTLOOK 2013

Outlook 2013 makes it simple for you to add mail folders so that
you can organize messages by project, by people, or by using
any other organizational structure that makes sense for you.
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Move mail to the new folder
1 On the ribbon, tap the Home tab.

2 Inthe Inbox, select a message to move.
3 In the Move group, tap Move.

4 In the list that opens, choose the destination folder to which you
want Outlook to move the message.

96 Moving messages to folders: Move mail to the new folder

Mail Calendar People Tasks -

B Microsoft
TechNet Mewsletter

Top Stories

sture: Big Data on
i the doud

Do s trust your smployees?
Il Editors Note
e 2012 SO 1t sl

an -




Updating your
schedule and

managing tasks
with Outlook 2013

oes your calendar run your life? Most of us walk a fine line between
wanting our calendars to give our lives order and rebelling against
them as some electronic parental voice that’s telling us to do our chores.

In this section:

Exploring the calendar window
Opening a calendar

Creating a new calendar
Creating calendar groups

Creating appointments

Creating meetings and sending

With Microsoft Outlook 2013 on your tablet, you can balance your invitations

"have-to's” with your “want-to’s” and get just the amount of information
you need about the day ahead. You can view your appointments for the
day on the updating app tile on the Windows 8 Start screen—without a Sending your calendar by email
single tap—and update and add information as needed. You can work

with team calendars to keep everyone on the same page. You can set up
an online meeting, manage tasks, and much more. Managing tasks

Changing the look of the calendar

Adding tasks to your to-do list

This section shows you how to use the Calendar tool in Outlook 2013.
You'll find out how to set up appointments and meetings, update your
calendar, share it with others, and set calendar options so that it looks and
feels the way you want. You'll also learn how to add, update, and mark

as finished those tasks you feel are important enough to add to your
to-do lists.
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Exploring the calendar window

At the bottom of the Outlook 2013 window are four view tabs: Navigation Options or choose to work with Notes, Folders, and
Mail, Calendar, People, and Tasks. The ellipsis to the right of Shortcuts. To display Calendar view, simply tap the Calendar tab.
Tasks tab indicates that there are more options available to you;  You can then navigate the view to display the day or days that

if you tap there, an options list appears so that you can display you want to view.

Navigate the calendar

1 At the bottom of the Outlook window, tap the Calendar tab.
The Calendar view opens.

2 Tap a date to display that day in the calendar area.

3 On the Home tab, in the Arrange group, tap Day to display a
single day.

4 Tap Month to show the entire month.

Mail Calendar People Tasks -
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Display your local weather

Now, in Outlook 2013 you can add the local weather report
to the top of your calendar. The weather tool shows you what
the conditions are in your local area (I suppose it doesn't
have to be your own local weather—if you're dreaming
about Hawaii, you could display that weather, instead) and
shows the high and low temperature along with an image
that depicts whether to expect rain, snow, sunshine, or some-
thing else.

To add your weather conditions to the Outlook 2013 cal-
endar, tap the drop-down arrow to the right of the current
weather location and tap Add Location. Enter your city and
state or type a ZIP code of the area you want to see and

then tap Search. If prompted, tap your city’s name. Outlook
searches current weather conditions and displays the weather
report for the area you selected at the top of your Calendar
window.

Display your local weather 99
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Search your calendar

1 In the upper right of the Calendar window, next to the current
weather information, tap the Search box.

2 Type the word or phrase that you want to find.

3 If necessary, tap the Search tool. Outlook displays the results in a
results list.

4 Double-tap an item to display it in an appointment window. Review
the appointment as needed and then tap the close box to dismiss
the appointment window.

5 Tap the close box to exit search and return to the calendar window.

Mail Calendar People Tasks -
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Opening a calendar

If you typically work with more than one calendar, or you want
to display calendars others have shared with you along with
your own, you can use the Open Calendar tool in the Manage

Open a calendar
1 At the bottom of the Outlook window, tap the Calendar tab.
2 On the Home tab, in the Arrange group, tap Open Calendar.

An options list appear so that you can navigate to the calendar that
you want to open.

3 Tap your choice in the list.

Choosing From Address Book or From Room List opens the Select
Names dialog box in which you can choose the name of the contact
with the calendar that you want to view. Tap From Internet if you
want to open a calendar that is currently saved with an online
calendar tool.

(continued on next page)

Calendars group on the Home tab to locate, open, and display
the new calendar in Outlook 2013.

30 3 Jan1,13
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Open a shared calendar

2

. |
1 At the bottom of the Outlook window, tap the Calendar tab. P - | )
L N | - VP Calendar - revisionsplus@Iife.com - Outlook
2 On the Home tab, in the Manage Calendars group, tap the Open h HOGE] | SBDJRECINE, | FOIDER. BN
Calendar drop-down arrow. m R b BE BEE il B &
3 On the menu that appears, tap the Open Shared Calendar Arpammert Moaing Kems- | Medtos e e Ve ot oo Coe
Command' Mew Ly::lh,-hrq GoTo & Arange & [#5 From AddressBook s
:‘J ey ?‘(?":::QT = n' 1 ¢+ December 2012 Indianapolis, IN :: :fnjr'm, b
4 Inthe Open A Shared Calendar dlalog bOX, tap Name to dlsplay the 23 26 27 28 2 3 1 SUNDAY MONDAY TUESDAY = e URsDA
Select Name dialog box. SRR | kS 2
% 17 18 19 20 21 2
5 Or, in the text box, type the email address of the person who has R I 3 5 i
shared the calendar.
6 Tap OK.
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103

Opening a calendar: Open a shared calendar



5: UPDATING YOUR SCHEDULE AND MANAGING TASKS WITH OUTLOOK 2013

Merge calendar display

If you have several calendars displayed in the calendar
window, side-by-side, you can easily merge them so that you
can see at a glance what your availability looks like for sched-
uling appointments.

Begin by displaying all the calendars that you want to show

in the calendar area. Then, tap and hold the tab of one
calendar. When the options box appears, release your touch

104 Merge calendar display

and the options list appears. Tap Overlay. Outlook combines
the calendar with the one next to it. Repeat these steps to
overlay additional calendars as you like.

To reverse the process and return the calendar to its own
display, tap and hold to display the options list again and tap
Overlay a second time.
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Creating a new calendar

You can easily start a new calendar in Outlook 2013 if you
want to keep some appointments separate. For example, you
might want to keep a family calendar that is separate from the
one you use at work. You can easily merge the display of the

Create a new calendar

1 At the bottom of the Outlook window, tap the Calendar tab. Then,
on the ribbon, tap the Home tab.

2 in the Manage Calendars group, tap Open Calendar.

3 On the menu that appears, tap the Create New Blank Calendar
command.

4 In the Create New Folder dialog box, tap the Name box and type a
name for the new calendar.

5 Tap OK to save the new calendar.

Outlook displays it in your My Calendars list, and you can display it
by selecting its check box.

@ TIP Leave the Calendar Items folder selected when you name

the new calendar so that Outlook is able to access and display
the new calendar.

calendars so that you can be sure you're not double-booking
yourself. Having a calendar dedicated to non-work events might
help you keep your activities straight.

4 * December 2012
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|=] Deleted Items (2)
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% Journal
[ Junk E-mail
[5] LinkedIn
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Creating calendar groups

If you regularly work with the same group of people—such asa  can orchestrate meetings and more. A new feature in Outlook
team or a department—you can easily add all the calendars of called calendar groups makes it simple for you to compare
your group members to your Outlook 2013 calendar so that you  dates and schedule events at a time when everyone is available.

Create a calendar group

1 At the bottom of the Outlook window, tap the Calendar tab.

2 Inthe My Calendars area, select the check boxes for the calendars
that you want to display.

3 On the Home tab, in the Manage Calendars group, tap Calendar
Groups.

4 On the menu that appears, tap the Save As New Calendar Group
command.

5 In the Create A New Calendar Group dialog box, type a name for
the calendar group.

6 Tap OK.

The new group appears in the Folder pane on the left side of the
Calendar window.

@ TIP You can also create a new project group without having
. . Type a name for the new calendar group
previously added group members’ calendars by tapping Project

Calendar Groups and choosing Create New Calendar Group. The Create

New Calendar Group dialog box opens, in which you can name the Cancel

group. After you type the group name and tap OK, the Select Name:
Contacts dialog box opens. Here, you can tap the group members you
want to add and tap Group Members to add them to the list. (You can
also add the members quickly by double-tapping them.) Finally, tap OK
to save the new calendar group.
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Creating appointments

New appointments spring up all the time, especially when
you're on the road or out visiting clients. You can easily add

a new appointment to your Outlook 2013 calendar. You can
also add notes about the appointment or even attach files
you plan to use during the appointment—for example, a sales

Add a calendar entry
1 Double-tap a time slot on your calendar.
2 Tap the Subject line.

3 Type a word or phrase describing the appointment and, if you like,
add location information.
(continued on next page)

@ TIP  You can also display the new appointment window by
tapping New Appointment on the far left side on the Home tab
in Calendar view.

presentation you want to share with new customers or an order
you need to pass along to a vendor. Before you add a new
appointment, make sure you're in a view in which you can see
the time slots available, such as Week, Work Week, or Day views,
in the Arrange group in the Home tab.

Creating appointments: Add a calendar entry 107
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INSERT FORMAT TEXT REVIEW

Add a calendar entry (oninued) == e

4 To change the duration of the appointment, tap the End Time

drop-down arrow. 7__E—r|-)j x ITEIl IR ot = E

5 In the list that appears, tap the end time for the appointment. Spuefl Delete CoprioMy (3 Forwarg~  ARPOMIMENE Scheduing
6 Tap the notes area and type any notes related to the appointment. — “‘imh . Show
Subject eeting with Richar
7 On the ribbon, tap Save & Close to close the appointment and Loetion
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2:00 PM (2.5 hours)
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@ TRY THIS Attach a file to an appointment in your calendar.

Double-tap an appointment, tap the Insert tab, and then, in the
Include group, tap Attach File. Choose the file you want to add to the
appointment, tap Insert, and Outlook adds the file icon to the notes
area of the appointment so it will be there when you need it.
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Scheduling recurring appointments

In addition to adding appointments and meetings to your
Outlook 2013 calendar, you can set up scheduled events
that repeat on a regular basis. You can choose to repeat an
appointment daily, weekly, monthly, or yearly. If you prefer
you can select the day of the week on which you want the
appointment to recur, and you can choose the start and end
date for the recurrence, as well.

Select the entry on your calendar that you want to turn into
a recurring item and then, on the Appointment tab, in the
Options group, tap Recurrence. The Appointment Recurrence

dialog box opens, in which you can choose how often you
want the event to recur and enter the number of weeks you
want the recurrence to continue. If you want the item to
recur on a particular day of the week, tap your choice. Select
a start and end date and tap OK to save your settings.

If you want to change the recurrence of an item later, simply
tap the item on the calendar and tap Recurrence. In the
Appointment Recurrence dialog box, change the settings as
needed and tap OK to save your changes.

Scheduling recurring appointments 109
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Creating meetings and sending invitations

If you're the one who needs to set up and invite others to meet-
ings, you can use your tablet to take care of that task in Outlook

Send meeting invitations

1 At the bottom of the Outlook window, tap the Calendar tab, and
then tap a time slot for the meeting.

2 On the Home tab, in the New group, tap New Meeting.

A new meeting appointment opens on the screen.

(continued on next page)

2013, as well. You can easily set up the meeting appointment
and then invite the individuals whom you want to attend.
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Send meeting invitations (ontinues) 10 6 34
3 Type a subject for the meeting. n e =SS
Type a location. - =

bopoirimen scheduieg  tyme
Moty

4

5 Enter notes or agenda topics for the meeting.
6 Tap To.
7

In the Select Attendees dialog box, tap the name of a person whom
you want to invite.

If you want to invite a person who isn't in your address book, you
can simply type the person’s email address in the To line of the
meeting invitation.

8 Tap Required, Optional, or Resources, depending on the role the

person will play in the meeting. Repeat until you've invited all par- i R
ticipants that you want to include. g
9 Tap OK.
X
10Tap Send. [ skt Comas
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Changing the look of the calendar

Outlook 2013 offers a pretty-clean looking calendar and you
might be happy with it just the way it is. But, if you'd like to
change the colors or hide or display elements on the screen,
you can do that easily, too.

Change the calendar color and scale

1 At the bottom of the Outlook window, tap the Calendar tab and
then tap the View tab.

In the Color group, tap Color.
In the Gallery that opens, choose a color.

In the Arrangement group, tap Time Scale.

uu b W N

Choose the time increment that you want to show in the calendar
window.

For example, by minimizing the Folder pane along the left side
of the window, you will gain more room for appointments on
your calendar. You can also display a Daily Task List and a To-Do
bar that can remind you about upcoming tasks and meetings
during your day, making it easier to connect with favorite
people.

1 2 3
| |
I

ECOVE  FOLDER

Day | Wesk  Month Schedule

&y Tedy b Tomorron
—r 4 2 Searcn 147 Catenaar €17 -
T rier BRI - £

MONDAY TUESDAY. WEDNESDAY THURSDAY. FRIDAY

| Mecting with Richard »

VP Calendar - revisionsplus@Iive.com - Outlook

FOLDER VIEW

iE@mEEEEE oo §

60 Minutes - Least Space for Detail
e Week  Month Schedule |, 35ye yTask Folder Reading To
fek View ist~  Paner Pane~ Ba
15 Minutes

Arrangement
¥ December 31, 2(

MONDAY
31

Layout

10 Minutes
§ Minutes
3 Minutes - Most Space for Details

Change Time Zone...

papolin IN - 5 ;??:‘}

WEDNESDAY
2

112 Changing the look of the calendar: Change the calendar color and scale



5: UPDATING YOUR SCHEDULE AND MANAGING TASKS WITH OUTLOOK 2013

Change the layout of the calendar window 1 32 4
|

1 On the ribbon, tap the View tab and then, in the upper-right corner .

of the Folder pane, tap the Minimize arrow to reduce the pane to a Wi SEBES
ertical bar.

verti 6§ e [

Radio show schedule - am - Qutlook

FOIDFR  VIFW

= L
EEE =
Worlk: Week Month Schedule
Week

w EEOOEDE E

- Color  DailyTask Folder Reading To-Do People
View . Listr  Paner Panev  Barv Pane -

2 Alternatively, on the ribbon, in the Layout group, tap Folder Pane e e |
and then, in the list that appears, tap Minimized.

et ® Color G i
: 1+ Tebruary 10 - 16,2013 Indianapolis,IN -
WMo oW M om

3 Tap Daily Task List and then, in the list that appears, tap Normal. 2w wow w2 O o
Tasks for each day appear at the bottom of the Calendar. — e

2013 (i

4 Tap To-Do Bar. In the list that appears, choose one of three types of
information you can display: Calendar, People, and Tasks. Tap any
items that you want to appear in the To-Do bar on the right side of
the Calendar window.

@ TIP You can use the People pane tool in the View tab to
control where Outlook gets the contacts that appear in your
People view. When you tap People Pane and choose Account Settings,
a dialog box opens that lists the social network accounts you are
currently using with Outlook. If you don't have any social networks
connected, you can tap Next to get started, input the required
information, tap Connect, and then tap Close. With that done, you can

repeat these steps and then tap More to add a new social network or
remove an existing one by tapping the Delete tool on the far-right side
of the desired entry in the dialog box. If you want to change the
account settings for a particular social media account, tap the Edit icon
to the left of the Delete tool for the entry. When you're done making
changes, tap Finish to save the new settings. You can view the new
changes by tapping at the bottom of the Calendar window.
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Sending your calendar by email

You can easily send any calendar that you create in Outlook schedule looks like. You'll find the E-mail Calendar tool in the
2013 by email so that others can see at a glance what your Share group on the Home tab.
Send a calendar by email 1
1 At the bottom of the Outlook window, tap the Calendar tab and | N = o
then, on the Home tab, in the Share group, tap E-Mail Calendar. Close
2 In the Send A Calendar Via E-Mail dialog box, choose a date range. Search People
. . . I'E‘_!D E‘) 7 S} Address Book
3 In the Details section, tap the list box and then choose the level of sl b Pubih Calendda
calendar detall tO Share. Calendar Calendar Online~ Permissions
4 Tap OK. (If there are no appointments for that time frame, tap [Ssar e Cotandar i 51| i e O
Continue.) p— e sU Mo le WE TH FR SA

(continued on next page)

E Specify the calendar information you want to incude.

Calendar: P Calendar - revisionsplus @live.com

Date Range: | payt 7 days 2

Sat 12/29/2012 through Fri 1/4/2013

Detail: Availability only 3
Time will be shown as "Free,” "Busy,” Tentative,™
“Warking Elsewhere,” or "Out of Office” v

Dshowtimewithin my working hours only  Set working hours

Advanced: Fram s

Cancel
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Send a calendar by email (ontinved)
5 Address the email.

6 Add a note, if desired.
7 Tap Send.
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Adding tasks to your to-do list

If you're a list maker, you will love task tools in Outlook 2013.
You can easily add the items you need to accomplish and

Create a task

1 At the bottom of the Outlook window, tap the Tasks tab and then,
on the Home tab, in the New group, tap New Task.

Type a subject for the task.
Choose a start date.
Choose a due date.
Choose a status.

Add optional notes.

N oo A W N

On the ribbon, tap Save & Close.

116 Adding tasks to your to-do list: Create a task

display the tasks in your To-Do bar, in Tasks view, or in the Quick

Task list.
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Set task properties
1 In Tasks view, in the task list, tap the task that you just created.

2 View properties for the selected task in the right pane of the
window.

3 Tap the lock icon to mark the task as private so that others can’t
see it.

4 Tap the exclamation point icon to set the task priority to High.

Mail Calendar People Tasks -

Adding tasks to your to-do list: Set task properties

Auddres book
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Managing tasks

There's no rule that says you have to do all tasks yourself. You
can assign tasks to others, as well. This way, you can share the

Assign a task

1 At the bottom of the Outlook window, tap the Tasks tab and then
double-tap a task to open it.

On the Task tab, in the Manage Task group, tap Assign Task.
Type a recipient for the task or tap To and choose a recipient.

Adjust the due date, if needed.

uu b W N

Select this option to keep an unassigned copy of the task in your
own Tasks folder.

6 Select this option to receive a status report when the assignee
marks the task as Completed.

7 Tap Send.

The person you sent the assignment to receives the notification as
an email message, and when she chooses Accept, you will receive
a notification by email of the acceptance. Outlook then records the
assignment in your task list.

TRY THIS After you've finished a task you can easily mark it as
completed. That will remove the task from the active task list
and show you that you're crossing items off your list. Tap the task you
have finished and then, on the Home tab, in the Manage Task group,
tap Mark Complete.

©)
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workload and make sure your team stays focused on everything
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Connecting right
now with Lync
2013

icrosoft Lync 2013 is Microsoft’'s answer to real-time communication

that ties together your collaborative and in-the-cloud work. Using
Lync, which is available with Office 2013 Professional Plus or in Office 365
Small Business, ProPlus, or Enterprise subscriptions, you can have in-the-
moment conversations, hold online meetings, share files, and work col-
laboratively. Lync is also available as a service that you can add to your
existing Office 365 subscription, no matter which plan you have.

In this section:
Launching and signing in to Lync

Getting started with Lync

Personalizing your Lync info

Adding and managing contacts

]

]

B Learning the Lync window
]

]

]

Instant messaging friends and
Lync is available in several versions, which means you can use it anywhere. colleagues
It's available as a Lync Mobile app for phones of all types, downloadable Making calls by using Lync
through Office 365, installable as part of Office 2013 Professional Plus, and
accessible as a Lync Web App. So, if you need to stay in touch with your
team wherever you are, Lync makes it easy for you. Hosting your meeting

Setting up an online meeting
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New features in Lync 2013

Lync 2013 includes new features throughout its various com-
munications capabilities. If you've used Lync before, in this
new version you'll find new ways to view your contacts and
new ways of launching and working in meetings. In addi-
tion to new meeting-hosting features, you can use one-tap
responses in your meeting invitations, read through tabbed
conversations, create your own meeting room, and pre-
determine settings such as whether participants’ audio will be

120 New features in Lync 2013

muted and video will be blocked. With the new Gallery View,
you can see multiple people at once in a video conference,
and the new federation to Skype makes it possible for you to
instant message and call your Skype contacts. In addition to
the whiteboard and desktop sharing features, you can also
share a OneNote notebook with others in the meeting so
that each of you can capture what you feel is most important
in the meeting at hand.
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Launching and signing in to Lync
Your first step is to tap the Lync 2013 app tile on the Windows 8  If you select the Save My Password check box, Lync will log you

desktop, and Lync springs into life. The Lync window opens, and ~ on automatically when you launch Lync in the future.
you'll be prompted for your user name and Microsoft password.

Start Lync 2013

1 Display the Windows 8 Start screen and swipe to display the far
right side of the screen.

2 Tap the Lync 2013 tile.

Lync opens on your Windows 8 Desktop.

(continued on next page)
2 = anopisthograph
5|‘UH:W°I'I(S Y December ith, 2012

Dictionary.corm, Werd of the Day

£

KIPEDIA

@ TRY THIS You can personalize your log on so that Lync signs

you in showing the status of your availability right from the
start. Tap the arrow to the left of the availability setting beneath Sign
In As. Tap your choice and Lync displays that status when you are
logged on.

Launching and signing in to Lync: Start Lync 2013 121
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Start Lync 2013 (continued)

3 In the Sign-In Address text box, type your user ID email address, if
needed.

Usually after you sign in the first time, you can skip this step.
4 In the Password text box, type your password.

If you later save your sign in information, you also will be able to
skip this step.

5 Tap Sign In.

122 Launching and signing in to Lync: Start Lync 2013

Lync
Sign in
Sign-in address

katherine @techwriting.onmicrosoft.com

Password:

aaaaaaaa

Save my password

Sign in as:

Available

Sign In

© Microsoft Carporation. All rights reserved.
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Getting started with Lync

You'll notice right away that Lync 2013 is a different animal from  the left side of the screen. Lync also does not use the ribbon
your other Office applications. Most obviously, Lync takes up and instead features its own variety of tools and settings opti-
only a portion of your screen. This is by design; that way you mized for communicating while you're working on other things.
can view other files on your desktop while Lync is open along

Getting started with Lync 123
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Set availability Update your status

Learning the Lync window | |

After you log on to Lync 2013, you'll find the Lync window ® yne =
pretty intuitive if you've ever used an instant messaging pro- What's happening tofiay?
gram before. Using the tools in the Lync window, you can do M, Katherink Murray Set Lync
the following: Avalable > options
Indianapaolis, IN *
I . ° - i Make L
m  Set your availability for messaging or calls e " caﬂse yne
. Add new ContaCtS Find someone or dial a number p
Organize —1 GROUPS  STATUS  RELATIONSHIPS = NEW & —— Add contacts
®  Make Lync calls your contacts :
4 Favorites
m  Update your status so that friends and colleagues can see kanga230@msn.com - Presence unknown h
’ oose a
what you're up to '
4 Other Contacts (0/1) contact
®  Choose a contact with whom you want to communicate Kanga230@msn.com - Presence unknown
®m  Set Lync options and preferences pp——

To add contacts, drag from another group or add from

®  Organize your contacts i

4 New Group (0/2)
author@techpublishing.onmicrosoft.co
Lisa - Offline 109 days

aner

Project status: 30% complete!

=, - 2 - CALL FORWARDING OFF

@ TIP You can personalize your settings by clicking on the Lync

options tool and changing your picture, ringtones, file loca-
tions, and more.

124 Learning the Lync window
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Display and use the Lync menu bar ® -5 x
What's happening today?
1 On the right side of the Lync client window, click the Settings icon. Eﬁ p:athjrmeyw,u,,ay
Available *
2 On the menu that appears, tap Show Menu Bar. Indianspolis IN
- "y o -2 1
The menu bar appears at the top of the Lync window. | e
Find someone or dial a number | ¥ Meet Now
3 Tap one of the menus—for this example, tap Tools. GROUPS  STATUS ~RELATIONSHIPS NEW i:
4 Favorites ~
The TOO'S menu appea rs. kanga230@msn.com - Presence unknowr shov Mens B 2

4 Tap a setting that you want to change. Ot Contet )

kanga230@msn.com - Presence unknown

3

® |Lyr|c -8 x

File MeetMow Tool: Help
What's happeni Always on Top

~ Katt  Recording Manager
Aval 5 idio Deice Settings
India
Video Device Settings — ——

. -
- -.J Call Forwarding Settings

Dial-in Cenferencing Settings

Find someane of o
Response Group Settings
GROUPS ' STATl  Options &
4 Favorites

kanga230@msn.com - Presence unknown

4 Other Contacts (0/1)

kanqa230@msn.com - Presence unknown

@ TIP If you decide later that you'd rather hide the menu bar,

you can do that by tapping the Settings button again and
tapping Hide Menu Bar.

Learning the Lync window: Display and use the Lync menu bar 125
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Use the Quick Lync Bar

1 Tap the picture of a contact with whom you want to communicate.

A horizontal palette of tools appears to the right of the contact
picture. This is the Quick Lync Bar.

2 Tap the tool that you want to use.

You can start an instant messaging conversation, make a phone call,
start a video call, or view a contact card to get more information
about the contact.

@ TIP Tap the More Options button (the ellipsis at the right end
of the Quick Lync Bar) to display a list of options you can choose
to send an email message, schedule a meeting, copy the contact, move
the contact to a different group, or tag the contact so that you will
receive status change alerts.

A CAUTION If you try to log on to Lync and get an error that
says, “Can't sign in to Lync because the server is temporarily
unavailable,” what should you do? This error can be caused by a loss of
network/Internet connectivity or by a problem with the Lync server in
your organization. Check your network/Internet connection to make
sure that you're connected to the web, and if that is okay, contact your
IT Support desk or click the service status link on your Office 365 Home
page to make sure the Microsoft servers are working properly.
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Personalizing your Lync info

Lync 2013 wouldn't be nearly as much fun if you couldn’t
personalize your experience. But, similar to your favorite social
media accounts, in Lync you can update your status, let others

Update your status

1 Tap in the status area above your account picture in the Lync
window.

Initially, it displays What's Happening Today? The On-Screen
Keyboard appears.

2 Type your new status.

3 Tap outside the status area to save the change.

6: CONNECTING RIGHT NOW WITH LYNC 2013

know whether you're available to chat, add your own profile
picture, display your location, and more.

Personalizing your Lync info: Update your status
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Set your availability
1 Tap the Available button located just below your user name.

2 In the list that appears, tap a different availability setting.

@ TIP The bottom of the status menu offers the Sign Out and

Exit choices for disconnecting from the Lync server or com-
pletely shutting Lync down, respectively.

128 Personalizing your Lync info: Set your availability
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B e
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A= B Right Back
4 Other Cor
l | Off Work
Appear Away
Reset Status
4 Spring Pr
Toaddc !
cearch. Sign Out
4 New Grot

Exit

Project status: 90% complete!
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Change your account picture

Lync 2013 displays your account picture in the upper-left
corner of the Lync window, and you can easily change the
image (and change it often, if you like). Begin by tapping the
Settings button (the small gear icon) on the right side of the
window. On the menu that appears, choose Tools and then
tap Options. In the Lync — Options dialog box, tap the My
Picture tab and then tap the Edit or Remove Picture button.
(This option might not be available (grayed out) if your
administrator has decided not to allow you to change your

6: CONNECTING RIGHT NOW WITH LYNC 2013

picture.) If prompted, sign in to your Microsoft Account. The
Change Photo screen appears. Tap Browse and then, in the
Choose File To Upload dialog box, navigate to the file that
you want to use, select it, and then tap Open. The picture is
added to the Change Photo screen. Tap Save and then OK
to close the Options dialog box. Note that your new picture
might not appear immediately. It might take a little while for
the picture to be updated on the Lync server.

Change your account picture 129
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Specify your location ® Lyme o x

work, work, work :)

1 Tap the Set Your Location button, which is located just below the
Available button.

Katherine Murray

Available =

, . . . Set Your Location ™ 1
If you haven't previously set a location, Set Your Location appears.
S w7 #
2 Using the On-Screen Keyboard, type another location and then
Find someane or dial a number re
press the Enter key.
GROUPS  STATUS = RELATIONSHIPS = NEW &
®» Lync - 0 x

work, work, waork :)

i Katherine Murray
Available ¥
s . 2

S ™ 7 o

@ TRY THIS Tap the location setting and type a city or place
name that reflects your current location. After you've entered a

location or two, you can tap the location drop-down arrow and choose
the location you want to display from the list that appears. Lync can
also remember the location you are working from, so depending on
how your network is set up, you might not need to manually enter this
information.

@ TIP You can hide or display location information as you'd like.
To hide your location, tap the location drop-down arrow and
clear the Show Others My Location check box. The location information
will be hidden until you choose to redisplay it by reselecting the

check box.
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Set your Lync preferences ® Lyme ~ o x

work, work, work :)

2 Katherine Murray
i Available
Raleigh office »

S " 7 el

1 On the right side of the window, tap the Settings button. On the
menu that appears, choose Tools and then tap Options.

The Lync — Options dialog box opens.
2 The General tab is displayed by default. Tap a different tab if

you'd ||ke Find someone or dial a number re
n A A L1
Change the settings on the right side of the dialog box. CHOURS STATUS | RELATIONSHIES - HEW -
4 Favorites
4 Tap OK to apply your changes. P Other Contacts (0/2)
4

Spring Project (0/0)

To add contacts, drag from another group or add from

search,
4 New Group (0/1)
Lisa - Offline 109
Project status
Lync - Options “

s 2

Personal Shuw gmulicons in messages

Contacts List Change Font...

Status

My Picture Enable tabbed conversations 3

Phones [IMake tabs one line only

Alerts -
[[]Reopen my conversations when I sign in to Lync

Ringtones and Sounds

Audio Device .

! Help us improve.
Video Device
CallE " Office can collect statistics from al of your Microsoft Office applications about stabiity problems, system
all Fenwarding wonfigur ation, and lealures you use must reguently, Ths nformation is senl W Muusolt w help es

File Saving imprave Office.
Sign up for the Customer Experience Improvement Program Learn More
Lync can send detailed error information to Micrasoft when it encounters a problem. This info can help
usimorove Lync.

l [] Automatically send Lync error info to Microsoft
Help your support team help you
Logging in Lync: Full v
[] Also turn on Windows Event logging for Lync to collect L Learn More
Application window
[ Minimizc to the notification arca instead of the task bar
oK Cancel Help
|

4
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Adding and managing contacts

Lync 2013 makes it easy for you to grow your contacts list and within your own workgroup and external to your company—if
assign contacts to groups so that you can always find who the right permissions are in place—and assign those contacts to
you're looking for easily. You can add new contacts—both groups.

Add a new contact

®
1 In the Lync window, tap the Add Contact button. Eﬁﬁ(‘:ﬂme voray
2 On the menu that appears, tap Add A Contact In My Organization. i AR
o «>
3 At the top of the contacts list, tap the search box. & "M%
4 Using the On-Screen Keyboard, begin typing the contact’s name. e

GROUPS  STATUS = RELATIONSHIPS = NEW
Lync automatically enters what you type in the search text box and alfents £dd s Contactin My Organization
. . . [ Other Contacts (0/2)
displays a list of matching contacts.

4 Spring Project (0/0) Add 2 Contact Not in My Organization

To add contacts, drag from another group or add fron

(continued on next page) search. Create 3 New Group
4 New Group (0/1)

Lisa - Offline 100 days Display Options
Project status: 90% campletel

GROUPS | STATUS ~ RELATIONSHIPS | HEW

4 Favorh
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Add a new contact (continued)

5 Tap and hold until a rectangle appears on the contact whom you
want to add and then release your touch.

6 On the menu that opens, tap Add To Contacts List.

7 On the submenu that opens, tap the name of the group to which
you want to add the new contact.

You can add a contact to more than one group if you choose.

@ TIP You can create a group of contacts so that you can easily

contact everybody at once. Start by tapping the Add Contact
button and then tap Create A New Group. In the text box that appears
at the bottom of the Lync window, type a name for the group and then
tap outside the text box.

6: CONNECTING RIGHT NOW WITH LYNC 2013

L2 Lync - O x

work, work, wark :)

@ Katherine Murray

Available ¥
Bl Ralcigh office =
° o -2
(Y] -'J H
chii x

Find and right-click people t6 add them ta your Contacts
list.

oy B 5ondon [V e—
Call .
Start a Yideo Call

= =
o Send an Email Message

HE S
£0
E

E2  Schedule s Meeting

Copy

e Ch
prc W"  Find Previous Conversations

Ch Add to Favorites
Tes

Add to Contacts List N
Ch New Group

Tagfor Status Change Alerts P—

Change Privacy Relationship

m [ See Contact Card

Spring Project
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Add external contacts

In some cases, your administrator might set up accounts so
that you can interact with others outside your organization. If
you have the necessary permissions, you can add those con-
tacts so that you can make calls and trade instant messages
with them as easily as you do your contacts within your com-
pany. Tap Add Contact and then tap Add A Contact That's
Not In My Organization. Choose the service used by the

134 Add external contacts

contact and enter the contact’'s messaging ID. Finally, choose
a group and select a privacy relationship and then tap OK to
save your changes. An invitation that contains a link is sent
to the external contact by email, inviting them to join your
Contacts list. All the contact needs to do is to click or tap the
link to confirm the connection.
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View a contact card

L2] Lync - O X

work work, work )

1 Inyour contacts list, tap and hold a contact and then release your

Katherine Murray

touch. Reeigh e~
2 On the menu that opens, tap See Contact Card. a " 7 =
In the dialog box for the contact, tap the Schedule A Meeting link. x
4 Tap a choice here to instant message, call, video call, or email the 1 S |
contact. .
5 Tap the Close button to close the contact card window. : immm '
B Send an Email Message
EZ  Schedule s Mesting

Copy
¥ Find Previous Conversations
@ TIP By default, Lync tracks your conversations with your T
contacts. Tap the Conversations button below your location in
the Lync window. Scroll down if needed, tap and hold the name for the
contact with whom you had a prior conversation and want to find Tag for Status Change Alerts
again, and then when the rectangle appears, release your touch and
tap Find Previous Conversations from the list that appears.

Add tg Contacts List >

Change Privacy Relationship

[85]  See Contact Card

@ TIP If you decide you'd rather not be in contact with someone
on your list, you can block the contact. Tap and hold the contact

Katherine Murray

Presence unknown

name, choose Change Privacy Relationship, and then tap Blocked
Contacts. Tap OK to confirm the operation; the contact will no longer
be able to see your updates or contact you by using Lync.

Publications Coordinator at Quaker Earthcare Witness

@O ®O  w-

CONTACT  WHAT'S NEW 4
Calendar View Source
@ TIP You can easily find the contacts you need. Begin by seheduleemesing Ein-k;”nl-
tapping in the Find Someone or Dial A Number text box just Send Email
below the Lync tool bar. Type the name of the contact whom you want kmurray230@shcglobal. net E'ghng"
to find. A list of contacts matching what you type appears. Tap and " '
hold the contact for whom you want to display a list of contact options. kmurray230@sbeglobal.net
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Instant messaging friends and colleagues

If you've previously used any kind of instant messaging (IM) feature in Lync 2013. The process is simple: Just choose a con-
program like Windows Live Messenger or the Messaging app in  tact, send a message, and reply to the messages you receive.
Windows 8, you'll feel comfortable using the instant messaging

Send an instant message & ome T o x
. . waork, wark, work:)
1 Inyour Contacts list, tap and hold the name of the contact with AR Katherine Murray
whom you want to instant message. Release your touch and the ‘a e
options list appears. : B Sendanim ’ 2
2 Tap Send An IM. A conversation window opens. Fnason| & <91 b ob
(continued on next page) GROUPS | #  stana\ideo Call &

4 Favorite

Send an Email Messaye |
4 OtherC

1 . EZ  Schedule s Mesting

Copy n

4 Springl WP Find Previous Conversations

To add
search. Add te Favorites

4 New Gr{

Copy Contact To v
Move Contact To »
Remove frem Group

Remove from Contacts List

Tag for Status Change Alerts

Change Privacy Relationship ~ »

See Contact Card P

@ TRY THIS Use the Quick Lync Bar to start the IM conversation.

Tap and hold a contact and release your touch when the square
appears around your finger. Choose Send An IM from the options list.
Type and send the message.
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Send an instant message (ontinued)

3 In the conversation window that opens, use the On-Screen
Keyboard to type your message text and then tap the Enter key.

Your message text appears in your conversation window as well as
your contact’s conversation window. Your contact’s typed response
will appear below the latest text you sent.

4 Scroll the conversation as needed by using the scroll bar at right.

When you're finished with the conversation, In the upper-right
corner of the message window, tap the Close button.

@ TIP Even after you close the message window, if your contact

sends you another one, a notification will appear on your screen
so that you can tap and open it. When you tap it, the message
window—complete with your previous conversation thread—appears
on your desktop.
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569 Katherine Murray - 0 x

Katherine Murray
Available Video Capable

Hi, Kathy! Do you have time to discuss the Tt 3
Amsterdam project? N

QCO®®E 2

569 Katherine Murray - O X 5

Katherine Murray
Available Video Capable

Monday, September 17, 2012

Lisa 814 PM
Hi, Kathy! Do you have time to discuss the Amsterdam
project?

Katherine Murray 815 PM

Sure! —_ 4

| sent the comps over to Raphael today about 3pm.

Last message received on 9/17/2012 at 816 PM.

QCO®®E s
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Respond to an instant message

1 When a contact sends you an instant message, a small notifica-
tion box appears in the lower-right corner of your screen. Tap the
picture in the IM request window to open the conversation window
on your desktop.

Katherine Murray
2 Type your response in the message area at the bottom of the Hi Lisal Do you have a min...

instant message window and tap Enter. Optians ~ Ignore

@ TIP If you do not want to have the IM conversation, you have
two choices for opting out. Either tap Ignore in the bottom of
the notification box or tap Options and then select Do Not Disturb to
change your status. Be aware that if you choose Do Not Disturb, others
won't be able to instant message you until you change your status.

@ TIP Some instant messages might be short enough that you
can read the whole message in the notification box. If the note
doesn’t require a response, you can simply read it and do nothing.
After a moment, the box will fade from your screen on its own.

138 Instant messaging friends and colleagues: Respond to an instant message



Making calls by using Lync

Another popular communication feature in Lync 2013 makes it
possible for you to make Internet calls easily. Whether you want
to make a traditional voice-to-voice audio call or place a video
call with one or more people, Lync makes the entire process
simple.

Make a Lync call

1 In your Contacts list, tap and hold the contact whom you want to
call. When the square appears, release your touch. The options
menu appears.

2 On the menu that appears, tap Call.
3 On the submenu that appears, choose Lync Call.

A conversation window opens.

(continued on next page)

@ TIP Before you make your first call, check your audio levels to
make sure you will be able to hear and be heard during your
call. To check your system’s capabilities, tap the Settings button (the

small gear icon), navigate to the Lync — Options dialog box, and then
tap the Audio tab. Use the sliders to adjust the volumes for Speaker,
Microphone, and Ringer and and then tap OK. You can also make a test
call to ensure that all levels are sufficient before you put them to use.
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To make a video call, you need a web camera connected to your
computer. You can determine whether your contacts are able to
participate in a video call because you will see Video Capable
listed in the contact information to the right of the contact
name.

® Lync

work, work, work:)

~ Katherine Murra
Available ¥
Y B Sendan|M
[
Find son = WerkH
GROUPS B Start a Video Call B Mobile-1
4 Favoril
= ail Messa:
e Send an Email Message € Mew Number...

1 _ _l, | B2 scheduic o Mecting & i
!
| Copy lun i

4 Spring W Find Previous Conversations
Toads n
search Add to Favorites r

4 New G

I Copy Contact To »
|

Move Contact To »

Remove from Group

Remove from Contacts List

Tag for Status Change Alerts

Change Privacy Relationship ~ *

See Contact Card
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Make a Lync call (continued)

4 Talk normally, using the volume and mute controls on your audio
device as needed.

5 Tap the Hang Up button to finish the call.

@ TRY THIS You can also use Lync to dial a number that isn't a
contact. Tap the Find Someone or Dial A Number text box. Type
the number to call and tap outside the text box. Lync places the call
and you can begin your conversation when the other person answers.
When you're finished, tap Hang Up to end the call.

@ TIP Get ready to make a video call by making sure Lync sees
your webcam. Tap the Settings button (the small gear icon),
navigate to the Lync - Options dialog box, and then tap the Video
Device tab. Tap Camera Settings. Use the sliders in the Properties
dialog box to adjust your camera settings and tap OK twice to save
your changes and close the dialog boxes.
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Place a video call ® e =

1 In your Contacts list, tap the contact whom you want to call and Katficriric Miitay
display the options list. U -

. B SendanM -
2 Tap Start A Video Call. ' |
1 H ind somg ‘ QEH r bl
3 Talk normally, using the volume and mute controls on your audio | Fnd som 2l
device as needed. GRoups | #h  stot s Yseo (ol ety )
4 Favorite
B Send an Ernail Message
4 Tap Hang Up to conclude the call. 2B ’
1 - I\{ E8  schedule a Mecting

Li;l.&{ Corx m

4 Springl WP Find Previous Conversations
To add

search. Add te Favorites

4 New Gr
Copy Contact To »
Move Contact To »

Remove from Group
Remove from Contacts List

Tag for Status Change Alerts

Change Privacy Relationship ~ »
& sl W Chiis Murray 2 - A x

il 0:28 @-— 4

A CAUTION You might occasionally see error messages such as

“Your mic is picking up a lot of noise” in a yellow bar in the
conversation window. Tap the Close button at right end of the warning,
and make adjustments such as changing the position of your
microphone.
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Record a call

You might want to record some of your Lync 2013 video Tap the Record button. Your video conversation is now being
calls. For example, if you are conducting an interview or a recorded. When you're ready to finish recording, tap Stop.
brainstorming session, you can use Lync to record the call. It can take Lync a few minutes to finalize the recorded file.
Begin by tapping the More Options button in the video call Check the Recording Manager to ensure that Lync has saved
window. Tap Start Recording and the recording controls the file successfully.

appear in the conversation window.
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Setting up an online meeting

If you're on the road and need to set up a meeting on the fly,
don't worry. Whether you're using your tablet or your laptop,
if you're using Lync Online and your administrator has given
you the permissions you need to work remotely, you can easily

Schedule the meeting

1 Tap and hold one of the contacts whom you want to invite to the
meeting until the square appears and then release your touch.

2 On the menu that appears, tap Schedule A Meeting.

A Microsoft Outlook appointment window opens.

(continued on next page)

@ TIP You can check the status of the scheduled meeting at any
time to see who has responded and who hasn’t by opening the
meeting invitation and reviewing the All Attendees list at the bottom

of the meeting window. You'll see which contact has accepted the
invitation, who has selected a tentative response, who declined, and
who has yet to respond.
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schedule and meeting with your team from anywhere. You can
use Lync 2013 to schedule the meeting and manage it in real
time so that no time is lost and you can get moving on items
that are important.

L3 Lync - B %

work, work, work :)
) Katherine Murray

Available ¥

Raleigh ¢ =

W SendanlM
™ Send an !
s "
L »

Find someone or diz

GROUPS ' STATUS M starta Video Call

4 Favorites

Send an Email Message |
4 Other Contacts (1/
1 . ChrisM EZ  schedule a Mecting o 2
kanga2 Copy

4 Spring Project (/| W¥ Find Previous Conversations
To add contacts, {
search. Add to Favorites
4 New Group (0/1)
lisa -0 Capy Contact To v
Project s
Move Contact To »

Remove from Group
Remove from Contacts List

Tag for Status Change Alerts

Change Privacy Relationship

.
W e Comactcar
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Schedule the meeting (ontinued

Tap the To button to add others to the meeting.
Tap in the Subject line and type a subject for the message.

Choose a start date and time.

Select an end date and time.

0 N o u b W

Tap Send.

The invitation is sent as an email message to those you invited.
At the top of the invitation are links with which participants can
choose their answer with a single tap.

Type a message to the recipients about the meeting if you like. - S

Responses to
meeting request

@ TIP You can use Lync’'s Meeting options to choose who you

want to attend from the beginning of the meeting and who you
want to wait in the lobby before joining. You can also mute all
attendees by default when they enter the online meeting, and block
video if you choose.
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Meet now

1
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®» Lyne - O x

work, work, wark :)

Start an ad hoc meeting without previous scheduling by tapping
the first person whom you want to invite and holding the contact
until the square appears. Release your touch.

b Katherine Murray
il Available ¥
Bl Raleigh office ~

8 ™ 7

hile 13

Tap the Settings button.

Find someone or dial a number

L3 3
GROUPS | STATUS  RELATIONSHIPS = NEW B iMesNow

On the menu that appears, tap Meet Now.

4 Favorites
Tools v

4 Other Contacts (1/2)

The conference call window opens and you can hear Lync making
the connection for the meeting. 1

Chris Murray - Available - Videu Capabl Help ¥

kanyga230@imsn.com - Presence unki Shaw Menu far

(continued on next page)

4 Spring Project (0/0)
To add contacts, drag from another group or add from
search
4 New Group (0/1) (

Lisa - Offline 109 days
Project status: 30% complete!

=~ %2 + CALLFORWARDING OFF . J

@ TIP Lync also makes it easy for you to share the great ideas

you come up with during your meeting to your OneNote
notebook. In the Present window, tap OneNote and tap My Notes (to
save the notes in your own personal notebook) or Shared Notes to save
the content to a notebook your entire group can use.
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Meet now (continued)

4

At the bottom of the conversation window, tap the People button.

The conversation window expands.

Tap Invite More People.

The Invite By Name Or Phone Number dialog box opens.

Search for the contact by typing a portion of the person’s name or
phone number if you like.

Alternatively, in the displayed list, tap the contact whom you want
to add.

Tap OK to add the contact to the meeting window.

Lync makes the call and when the person accepts the invitation, he
is added to the Lync meeting.
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Hosting your meeting

Lync 2013 includes a number of easy to use tools that help
you conduct the meeting as you want. First you can use audio,
video, and instant messaging to communicate in real time. You
can also watch a presentation together, work with a program,

Use Lync meeting tools

1

2
3
4
5

In the meeting window, tap Present. A palette of tools appears.
To share your desktop with others on the call, tap Desktop.

To launch a particular program, tap Program.

To begin sharing a presentation, tap PowerPoint.

To display a shared board where all participants can add text and
drawings, tap Whiteboard.

Tap Poll to create a poll on the fly that asks a question of the group
and enables each person to choose his or her answer from a dis-
played list.

@ TIP Before you can share a program during an online meeting,

you need to have the program running on your computer. Open
the program and the file that you want to use, if applicable, before you
begin your meeting.

@ TIP You can share files with others in your meeting by tapping
Attachments at the top of the Present window and then tapping
Attach Files in the screen that is displayed. In the Send A File To All

Participants dialog box, navigate to the file that you want to share, tap

it, and tap Open. Two buttons appear for participants: Accept Sharing
Request or Ignore. If they tap Accept Sharing Request, Lync prompts

them to open the shared attachment. They can tap Open to view the

file you shared.
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brainstorm on a whiteboard, or even create and share a poll
to see how everybody'’s feeling about a particular issue that
impacts your team.

_
x
o
¥ Conversation (2 Particip 5 - 0O X
ane i< presahting.
il 133 @
m E ¢ =
R Desktop  Program  PowerPoint Whiteboard
Presenters (2) =
 Chris Murray i
Poll

# Katherine Murray

Inuite M. P !
Dl Man{ge Presentable Content
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Creating and

saving a document
in Word 2013

hen you first started using your tablet, you might have thought you'd

leave the document work for those times you were in the office and
could use your keyboard and mouse. Maybe you thought you'd use the
tablet for email, browsing, and other tasks you can do easily by touch. But
if you're like many of us, after you started using your tablet, you found
that you wanted to use it for more and more tasks.

Word 2013 is the program in the Office 2013 suite designed to help you
work with documents, no matter what type of device you happen to be
using. As one of the most popular word-processing programs in the world,
Word makes it possible for you to create, format, enhance, correct, and
share documents, short or long. You can prepare a simple report by using
one of the many templates Word provides, or you can go it alone and
design something unique that is as simple or as complex as you need. And
the good news for those of us who are tablet users is that Word, this time
around, includes a number of touch features that make the whole process
painless on a tablet.

In this section:

Word 2013: introducing basic
touch-friendly features

= Touring the Word window

Creating a new document and adding

content
Searching and replacing text
Selecting a theme

Choosing a style set

Applying styles

Formatting your document
Changing the view

Inserting pictures and video
Inserting tables

Adding headers and footers
Saving your Word document

Exporting document content
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Word 2013: introducing basic touch-friendly features

Starting Word on a tablet is as simple as a single tap. You scroll you can unleash your creativity and begin working on your
across the Windows 8 Start screen to display the Office 2013 document.

app tiles and then tap the Word 2013 tile. Instantly, Word

displays the Word Start screen, which gives you all the options All of this happens within a context of touch. Word now includes
you need to create a new file or open an existing one. Which- a number of features that make the touch interface easy for you

ever you choose, you'll find yourself in the Word window, where  to navigate and use:

- .
Choose to'use touch mode Word knows you might g o o e .
want to switch between touch and mouse mode, depend- S
. , . . | Optimize spacing between commands
ing on whether you're out in the world with your tablet HOME | INSER Mouse ENCES
or using it docked in your workspace. When you choose oy 3%[ Standard ibbon and commands,
. . Optimized for use with mouse. Aa
touch mode, Word adds space around items on the N By
. . . . = T h
ribbon and the Quick Access Toolbar, making tools easier Pate B ]‘Dh[ nf;;pmbmem commands. | A
to select with your not-so-pointy fingertip. Optimized for use with touch.
Clipboard [F] Font

m  Select items easily with touch handles When you

double-tap items on the screen, Word makes it easy to ZEride SAVE THE DATE
choose and control them by enlarging selection handles
and other controls.
’
[Bride's Dlamel
—
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®  Choose your favorite On-Screen Keyboard Windows Standard  Split Extended
offers you several keyboards from which to choose, each keyboard  keyboard keyboard
giving you an option of selecting the style that fits the
way you like to work. You can choose a standard On-
Screen Keyboard, an extended keyboard, or a split key-
board (just in case you're all thumbs).

B Pinch and zoom Word is responsive to your pinch and
zoom gestures, so if you have trouble reading something
on the screen or you want to zoom out and get a big
picture of the overall document, you can easily do this by
using a gesture that you probably learned long ago on
your smartphone.
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Use the Word 2013 Start screen 2

1 On the Windows 8 Start screen, scroll to the right to display the
Office 2013 app tiles. L

2 Tap the Word 2013 tile.
The Word 2013 Start screen appears.

1

Your Microsoft
Search for Choose a template  Account

a template category information
i |
Recent T |
documents AT T A
you've © -
. . qa - K
@ TIP The Start screen is convenient if you want to move directly \\;\'/ewjd in Take a g ol
oge (o] 1 e y
to a specific document or you often search for templates when ' — L2 - —

you begin to work with Word. But, if you find the Start screen is
getting in your way, you can choose to skip it and have Word display a

Title Title Title Titie ]

blank document window when you tap the Word 2013 tile on the . - v .
Windows 8 Start screen. To turn off the display of the Word Start === S ==t ==
screen, open any document or template, tap the File tab to display the = .d _
Backstage view, tap the Options tab, and then, in the Word Options b | & b .
dialog box, clear the Show the Start Screen When This Application I

Tap to create a Tap to choose a

Starts check box (located from the General tab near the bottom). Tap

OK to save your changes. blank document template

152 Word 2013: introducing basic touch-friendly features: Use the Word 2013 Start screen



What's new in Word 2013?

In addition to the new touch-friendly interface, you'll find a
number of new features in Word that make reading, design-
ing, and sharing documents easier than ever. Whether you're
using Word to review long documents, opening and working
with a PDF that a colleague sent you, or sharing a document
on SkyDrive or SharePoint, Word makes it easier by offering
the following:

m A fresher, cleaner, design.

®  Comments and their replies are now displayed in a
single comment balloon so that you can read through
all comments in a conversational view.

B You documents are now saved online by default in
SkyDrive or SharePoint (depending on which version of
Office 2013 you have) if you are logged on using your
Microsoft Account. You can change this default and
save your documents to your local storage, instead. If
you are using a local account and not your Microsoft
Account, your files will be saved to your computer by
default.

You can use the new Read Mode to read through
documents in a natural, easy-to-read view. What's
more, Read Mode bookmarks the place where you
stopped reading, making it easy for you to return to
that spot later.

The live layout of your Word document causes every-
thing to reflow automatically when you move objects
around on the page.

New alignment guides help you to position your pic-
tures, charts, and diagrams and ensure that they are
lined up with text, tables, and more.

You can open and work with a PDF file in Word, and its
content behaves just like traditional Word text, mean-
ing you can edit and reformat the text as needed.

You can share your Word documents with others, even
if they don't have Word installed on their computers
by using the new Present Online feature. You can send
others a link and they'll be able to view your document
online while you work with your document in a meet-
ing or presentation.
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Touring the Word window

The new design of Office 2013 provides a fresh, clean palette on  various tabs of the Word ribbon along with contextual tools that
which to work with apps such as Word. You will find tools in the ~ appear when you select certain types of items on the page.

Choose Tap a
touchor  tabto Tap the

mouse see more tool you Hide the

Tap to mode tools want to use ribbon
display the | | |

2@ o 4@ - | [P ) s
Backstage T T B - _1
view @[ e G0 8 owe d B TR D s Gt ] A

- B s n x4 7 A [le— won =
Navigation —t« =
pane . R

0 - e

,-} [Beide's Damel Rz @

; Eroal (>
[ wmn’a %M] h

Status bar Document work area
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Creating documents and adding content

In Word 2013, you can start a new document using any of
several different ways—all of them simple. In the Word 2013
Start screen, you can choose to open a blank document or use a

Start with a blank document

1 On the Windows 8 Start screen, tap the Word 2013 tile to display
the Word Start screen.

2 Tap Blank Document.

The blank document appears on the screen.

3 Begin typing the content for your document.

@ TIP If you want to start a new blank document when you're
already working with Word, simply tap the File tab and then

choose New from within the Backstage view. The Word Start screen will
appear and you can select Blank Document to get started.

@ TRY THIS Open a blank document and experiment by tapping
and typing a few characters on the screen to find out how

quickly Word responds. You can also practice formatting the text you
typed by double-tapping a word and then, on the Home tab, choosing
a formatting tool.
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template to start your design. The Start screen also presents the
Recent list, which makes it easy for you to open documents that
you've worked on previously.

Search for onlineftemplates

Word
Recent

Save the Date.docx -
Katherine Murray's SkyDrive » Work folder » MP...

672031c07.docx
Katherine Murray's SkyDrive » Work folder » MP...

Suggested searchesy] Letters Resume Fax Labels Cards Cal

Take a
tour

Welcome to Word

669321c06_ar_km.docx
Katherine Murray's SkyDrive » Work folder » MP...

PopResourcesExercise_2013.doox
Katherine Murray's SkyDrive » QEW pubs» pam...

Blank document
PopResourcesbxe!
C: = Users » Katherine » SkyDrive » QEW pubs ...

s Title ‘

‘ Title

078974855X_03.docx

Select the
font size

Choose the font
you want to use

B H S 0 4 @
HOME  INGERT  DESGN

Apply simple
formatting

Document1 - word 20 @ —-e X
eyt mRENGEs MaunGs | REIEN VEW  DIVELOPER

1 - ettt ]
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Start with a template
1 Display the Word 2013 Start screen.

——

2 In the Search box, enter a word or phrase describing the template
that you'd like to find.

3 Tap the Search button. S =5
4 Alternatively, tap a template category. ¢ —
5 Scroll down to display more templates. ™ @
6 Tap the template that you want to use.
n
FRTIE

@ TIP If you choose to search for a template or select a template
category, Word displays the Filter By list along the right side of
the Start screen. You can use the Filter By list to narrow the search
results displayed in the center of the screen. You might narrow the
results you received for Fax templates, for example, by choosing a
design set you like (such as the Oriel Design Set) or by selecting
another characteristic, such as Professional.

@ TIP Of course not all the documents you'll work with in Word
will be brand new; you also need to be able to open documents
you've already created. Luckily that's a simple task with the Start screen
and Backstage view. In the Word 2013 Start screen, review the list of
documents in the Recent list and tap the document you want to open.
Or, if you don’t see the document you want in the Recent list, tap Open
Other Documents. The Open dialog box appears, in which you can
choose the location and the folder where the file you want is stored. If
you're already working with Word, on the ribbon, tap the File tab to
display the Backstage view, tap the open tab, and then, in the center
panel, tap Recent Documents to see your recent documents list.
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Enter text

1 Tap in the document to display the On-Screen Keyboard.
2 Type your content.

@ TIP You can copy and paste content from another document
by highlighting the content and choosing Copy in the Clipboard

group on the Home tab.

@ TRY THIS Type a sentence or two in the blank Word docu-
ment and, if you're feeling adventurous, experiment with

selecting the text by tapping and dragging over the text.

@ TIP You can easily add text from another document at the
cursor position in your current document. Just tap at the point
you want to insert the text, tap the Insert tab, and then tap the Object

tool in the Text group. Choose Text From File and then, in the Insert
File dialog box, choose the folder where the file is stored. Select the file
and tap Insert; the contents of the file are added to your document.
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Using the formatting tools to enhance your text

When you select text in your document, Word 2013 displays
a minibar of tools with which you can easily apply several
commonly used styles and formats to the text. If you choose
not to use the formatting minibar, you can also choose the
tools by tapping the Home tab and selecting the formatting
tool of your choice in the Font or Paragraph groups. You can
apply the formatting tools to text you've selected or tap to
position the cursor and use the formatting tools to set a new
format for text you will type from that point on.

Increase

Font

Size

Font Size | |
Font — Falatina Linoty - |10~/ o" o7 AD,,
Bold — BIuY-A-i-iz- e
Italic e L o ths fmmmer *‘I uiguad
faculty at the Center for Intefrativh Studisk Ce d s irmer and outef
. worlds, and bring your iosfty, wordler, perdrective, and experience to lactures|
Underline R =

Text highlight Color

Decrease Font Size
Format Painter

— Styles

Numbering
Bullets
Font Color
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Font
Font Size

Increase Font Size

Decrease Font Size

Format Painter

Styles

Bold

Italic

Underline

Text Highlight Color
Font Color

Bullets

Numbering

Tools in the formatting toolbar

o tiotont—— JTodotms |

Change the font of selected text
Adjust the size of selected text

Increase the size of selected text by one
point size

Reduce the size of selected text by one
point size

Copy the formatting applied to selected
text

Display a gallery of styles that you can
apply to selected text

Make selected text bold

Italicize selected text

Underline selected text

Add a highlight to selected text
Change the color of selected text
Add bullets to selected text

Add numbering to selected text



Searching and replacing text

Some changes that you need to make in your Word 2013
document might be more far-reaching. Suppose, for example,
that you realize after you finish a report that you misspelled a

Find and replace text

1 Display the document that you want to use and then, on the ribbon,
tap the View tab.

2 In the Show group, select the Navigation Pane check box.

3 To find all occurrences of a word or phrase in a document, type the
text in the Search box.

4 If necessary, tap Results to see where the word is used.

5 Tap a result to go to that place in the document.
(continued on next page)
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product name throughout. You can easily search for that text
and replace it with the correct text by using a simple automated
tool.

Search box 2 ]_
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Find and replace text (oninued) B 2 5 O & @ -
6 To search and replace text, tap the More drop-down arrow. HOME = INSERT  DESGN  PAGELAVOUT
7 Choose Replace. o
P D % |Ca|ibri {Body) -|w - A
8 In the Find And Replace dialog box, in the Find What box, enter the . EE]
. aste z
word or phrase you're looking for. - v B I U~ s X X
9 In the Replace With box, type the replacement word or phrase. Clipboard 1 Font
L 1
10 Tap Find Next and then tap Replace to search for and replace a Navigation v
single occurrence of what you're looking for. Or, tap Replace All to |cmersation v -6
replace all occurrences in the document. Options
4 results - =
I: # Advanced Find...
HEADINGS | PAGES  RESULTS |50 g L 7
connections for ongoing discovery. We| 2 Go To..
mnwrs?tion_s will deepen and the Find:
exploration will I_—‘;, Graphics
Each workshop will be followed by o Tables

oppoertunities for ongoing conversatiol
exploration. 7T Equations

" .
of artists, writers, teachers, and medical A& Footnotes/Endnotes

professionals for the ions aft ] Comments 4
workshop. T

89

| Find | ®epace | GoTo
| |
Findwhat: | conversation !
Options: Search Down
Replace with: E
@ TIP The search and replace feature in Word can replace more [aoress | = e T
than just text items. In the Find And Replace dialog box, tap the
More button to display additional search-and-replace choices. You can
have Word match the case you enter, locate whole words only, find Replace only the 10 Choose to find the next appearance
words or phrases that sound like the one you entered, or find all forms current occurrence of the search word or phrase

of a word. You can also search for specific formatting, locate special
characters, and include or ignore punctuation characters.
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Selecting a theme

Word 2013 includes a number of themes that you can use to effects to objects on your pages. Out of the box, Word offers
give your documents a professional, color-coordinated look. you 10 themes, but you can add to those by creating your own
These apply a color scheme, preselected fonts, and special if you like.

Choose a theme for your document

1 With any document open, on the ribbon, tap the Design tab.

2 Tap Themes to display the Themes gallery. (Office is the default
theme.)

3 In the gallery, tap the theme you want to apply to the document.

Depending on the theme that you select, you might see the
font change slightly, as well as the colors and effects used in the
document.

ear we begi
. 5to g0 along with each workshop. f you/ e a seientist, you will find yourself in the
sy o artists, writ ke

- <NTISTS, ARTISTS, AND YOU

Here at the Center for Integrative Studbes, we have seen firsthand the rich conversations
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Choosing a style set

Whenever you choose a new theme in Word 2013, new style the way your headings look, the types of elements used
sets come along with it. A style set provides options that affect (borders, boxes, and lines, for example), and the way color is
how certain elements in your document appear; for example, assigned to elements on the page.
Select a style set 1 2
| |
1 Inan open document, select some text. On the ribbon, tap the e 5 0 & l@ - e e e W
Design tab and then, in the Document Formatting group, review WOME  NSHT | DESGN | PACELAVOUT  REFIRENCES  MALNGS  REVEW  VEW  DEVELOPER
the style sets. e [N

2 On the right end of the Style Set gallery, tap the drop-down arrow
to see additional style sets.

Calors

3 Tap the style set that you want to apply to the selected text. =y
3 —'_'[&tle TITLE 77

Reset to the Stud
Save a3 @ New Style Sel...

cludes
.ation,
tions wa|

repor

to expla

together next year. We are also looking at possibilitios for publishing all

@ TIP You can create your own style set. In an open document,
change the font and colors for elements as desired. On the right
side of the Style Set gallery, tap the drop-down arrow and then tap

Save As A New Style Set. In the dialog box, enter a file name for the
new style set and tap Save. The new style set becomes available in the
Style Set gallery so you can tap it to apply it to the current document.
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Applying styles

The styles you assign to the text and paragraphs in your docu- to attach a style sheet later in this section). You might want to
ment are available in the Styles gallery on the Home tab, but create or tweak your own styles until you can get just the look
there are more where those came from. Your business or you want—and then you can even save those styles so that you
organization might have its own style sheet with particular can use them consistently in your other documents, as well.

styles used for correspondence with customers (you'll learn how

Apply a style to text 2 34

. . 1 |
1 Tap in or select the text to which you want to apply the style. &u T - o e o e =

HOME  NSERT  DESGN  PAGELAVOUT  RESRBNCES  MALNGS  REVEW  VEW  DIVELOPR FORMAT iveioe My - [

On the ribbon, tap the Home tab. Bl ¥ o A £ M b %@

2 namcnd AaBHC ABBCC | H
3 In the Styles gallery, tap the style that you want to apply. i i iRl :
4

Navigation

If you want to see additional styles, tap the drop-down arrow on =

the right side of the Styles gallery. T

W paceed 50 you can ecit your ccument.

ik Lo e bo sontinu e jum e the
P

@ TIP To display all the styles in a Styles pane along the right
side of the document window, on the Home tab, in the

lower-right corner of the Styles group, tap the dialog launcher.

@ TIP You can easily change the various settings included in a
style to achieve just the look you want. Tap the style you want

to change and then tap the arrow that appears to the right of the style.
Choose Modify to display the Modify Style dialog box, in which you
can set the font, size, and formatting for the style.
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Managing your styles

As you add styles to your document, you'll need a way of
organizing how they appear in the Styles pane. By choos-
ing which styles you want to appear and arranging them in
the order you want, you can streamline the amount of time
you spend looking for styles and get back to working on the
document at hand.

@ TIP The Style Inspector in Word helps you check the styles
in your document to make sure that your formatting is

consistent throughout. You can also modify styles and make other
style selections via the Style Inspector. Start the Style Inspector by

tapping the Style Inspector tool in the center of the tools at the
bottom of the Styles pane. You can then tap the text that you want
to inspect, and Word will display the formatting applied to the
selected item. You can choose to reset the formatting, clear all
formats, or create a new style as you go.

164 Managing your styles

Display the Styles pane by tapping the dialog launcher in

the lower-right corner of the Styles group on the Home tab.
In the lower right of the Styles pane, tap Manage Styles to
display the Manage Styles dialog box. In this dialog box, you
can reorder styles, add styles to recommended lists, organize
your styles, and even import styles from other documents.
Tap OK to save your changes and return to your document.



Formatting your document

Word 2013 makes it easy to you to arrange your text in different
formats. Two of the most common formats you will use are bul-
leted or numbered lists. A bullet list can help you show readers
at a glance what's important or memorable about something
you're describing in the text. Bullet lists are typically short and

Create a bulleted list

1 Tap to position the cursor in the document where you want to
begin the bulleted list.

2 On the ribbon, tap the Home tab.
In the Paragraph group, tap the Bullets tool.
4 Type the text for the first bullet and press Enter.

A new bullet appears, ready for you to enter the second bulleted
item.

@ TIP If you want to choose the character used for the bullet or

change the bullet style or color, select the drop-down arrow to
the right of the Bullets tool. A gallery of bullet choices appears. If you
want to create a new bullet, choose Define New Bullet and select your
choices in the dialog box that appears. Tap OK to save your settings.
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sweet—no more than seven to ten bullets—and easy for a
reader to review and remember. Numbered lists come in handy
when you want to tell your readers about a process. The num-
bered items provide a step-by-step tutorial (not unlike the steps
you're reading in this book).

e o I-; 6 i @ S ==
ey R T gt caecsne -

- ) 3

I [t et LR & ratsccdx AQBbC AABBCC #

w0 b v A T AW = PR A e

It All Started One Rainy Afternoon...

the story of how the ik

|  The days leading up to our first meeting
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Add a numbered list

1 Tap at the point in the document where you want to begin the = e =

numbered list. - ——N

e | Rl

2 On the Home tab, in the Paragraph group, tap the Numbering tool. =4 =

A number 1 appears at the cursor position.

Preparing for the Tri

Type the first line in your list and press Enter. A number 2 appears. i e SO 3
4 Continue entering items for the list as needed. Press Enter twice to : e

end the list. ’ 4

@ TIP You can easily turn text into a bulleted list or a numbered
list after you type it. Just select the text that you want to use
and then choose either Bullets or Numbered List. Word formats the list
as you selected, assigning one bullet or one numeral to each para-
graph. The text is also formatted so that the list aligns and the bullets
or numbers hang out to the left of the list items.

@ TRY THIS Select a few lines of text in your document. (Or, if
you haven't yet entered any text, type three brief phrases on
three separate lines and select the text.) Choose the Numbered List
tool in the Paragraph group. If you want to undo your changes, press
Ctrl+Z or tap the Undo tool in the Quick Access Toolbar in the upper-
left corner of the Word window.
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Formatting and spacing paragraphs

When you apply formats to your paragraphs, you can choose
the way the text is aligned, change the spacing before and
after paragraphs, adjust the line spacing, and create special
indents. Tap in the paragraph you want to adjust and then
tap the alignment setting you want to apply in the Paragraph
group on the Home tab. You can adjust the spacing before

@ TIP If you're trying to center text and find that it's not
centering correctly, the ruler can help you see what's going
on. Display the ruler by tapping the View tab and selecting the Ruler
check box in the Show group. Notice the margin indicators on the
horizontal ruler, and check the amount of space available for
centering your text. If necessary, you can drag the margin indicator

on the right toward the edge of the page to widen the text area of
your document and allow for true centering. You can also set tabs
by tapping the point on the ruler where you want the tab to appear;
this way, you can line up and adjust the text alignment easily by
tapping a tab on the ruler and dragging it in the direction you want
to adjust.
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and after paragraphs by tapping in the paragraph and then
tapping the dialog launcher in the lower-right corner of

the Paragraph group. In the Paragraph dialog box, you can
adjust the Before and After values to increase or decrease the
amount of space after your paragraphs. Tap OK to save your
changes.
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Changing the view

Word 2013 includes a number of views, making it possible for Word also includes a new view called Read Mode by which you
you to look at your work in different ways, depending on what can view the document full-screen, without all the Word control
you need to accomplish. For example, you can use Draft view, elements and tools to distract you.

which hides pictures and formatting, to enter text quickly. Or
you might want to use Outline view if you're just working on the
outline of your document.

Change the view 2 3 4 15
1 On the ribbon, tap the View tab. P uij ¢ & - i i Mi‘ mi B
ME NS esioH ces wanncs | eoa vew  oofosn [T |
By default, your document appears in Print Layout view. EEE o Q

H
P-iE

2 Tap the view that you want to use.

3 Use the Zoom slider to adjust the display so you see the number of
pages you want on the screen at one time, if more than one page
exists.

4 Tap to display more than one page on the screen at a time.

5 Tap to display more than one document in the Word window at
a time.

Adjust the Zoom slider to change
the size of the display

@ TRY THIS Practice switching among the Word views to find

out which view/mode you like best and which Zoom percentage
is the most comfortable for you.
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Use Read Mode
1 On the ribbon, tap the View tab.

1

2 % O & B - Summer workshopfseries2.doc - Word

2 In the VIeW group’ tap the Read MOde bUtton HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

3 By default Read Mode appears in Column layout. At the right edge = D;— L=l outine [ Ruter [ one page = E =

. . —| =B . ; =B
of the screen, tap the right arrow to display the next page. } = ot L Gridines B Mutiple Pages
Print  Web Zoom  100% New Arange  Spl
. . . . Layout  Layout [ Mavigation Pane = Page Width Window Al

4 At the top of the screen, tap View to display viewing and editing e o s
options. ; { 8 : : :
On the menu that appears, point to Layout.

6 On the submenu that opens, tap Paper Layout. 4 5 6 3
The display of Read Mode changes so that you use the horizontal . !, P— PR
scroll bar—rather than the arrows on either side of the colum- [ o e _— .
nar page—to move through the document. If you prefer Column i o e Sopan o st et ehhor o ke el

= Show Cofhments for the conversations after the workshop.
Layout better, return to that layout by repeating steps 4 through 6, ) e+ [FCTENTISTS, ARTISTS AND o0
o P Far 5 Conto o g i, e v and e i
but this time, tap Column Layout. E ot P
‘m&“:\w [ somatorn oo e et s g o corencs ot enon g st
[ eopertapout _ e
. We are thalled to be offering agai — - ... of workshops designed « Saturday morning 10-30 - 11:15 am .
O i el ®
and experioncs to lectures, labs, project seasions and more. And bring your
friends!
« OUR AGENDA THIS YEAR N 1\, 4#
Based on feedback from workshops participants last year (of that mcludes you, -
:::n)qau?, we have desigued our worksbops 1o provade mm:::r:.:':nu:;? o * )
the exploration will continte, ringiag us new insights to explore together next - é k
T e s S Leff 4

@ TIP Read Mode offers a number of settings that you can use
to customize the display. Tap Navigation Pane to display the
Navigation pane on the left side of Read Mode; use other tools in the

View tab to add a comments column, change the color of the page, or
change the width of columns in Column Layout view. Tap the Esc key to
return quickly to Print Layout.
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Inserting pictures and video

Today, we expect to see a splash of color, an image or two, or document. In addition to adding pictures from your computer,
something visually appealing in the documents we read. In from online storage, or from connected photo-sharing sites,
Word 2013, you can easily insert and edit photos, choose clip you can also add video clips to your documents that others can
art or photos from online sources, draw shapes, add custom watch as they review what you've created.

charts, and even take pictures of your screen to include in your

Insert an online picture 1 )
1 Tap to position your cursor at the location in your document where ! - !
you want to insert a picture. Then, on the ribbon, tap the Insert tab. e 9 OI @3-
2 In the lllustrations group, tap Online Pictures. HOME | INSERT | DESIGN | PAGELAYOUT — REFERENCES
(continued on next page) B CoverPage- % @ I SmartArt
[El D
D Blank Page - 1 I Chart
Table Pictures  Online  Shapes
'ﬁ Page Break - Pictures - h-i- Screenshot ~
Pages Tables ustrations

@ TIP After you add a picture to the page, you can use the

editing tools in Word to change the brightness and contrast,
sharpen up the focus, change the coloring, or even apply artistic effects
if you want a special look.
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Insert an online picture (ontinues

3 Inthe Insert Pictures dialog box, tap to search Office.com for clip
art. You can type the sort of clip art you want to search for first, if
you prefer.

4 Type a word or phrase for the type of picture you want to find by
using Bing and then tap the Search icon.

5 Tap to choose a picture from an online photo site you've connected
to your Office account.

6 Tap to display your SkyDrive folders and choose a picture there.

The ways that you can add illustrations in Word 2013

Pictures Insert photos, drawings, and other
picture files from your local storage
device or cloud storage

Insert

Insert Online Pictures  Find images on Office.com, the web,
or on your connected picture sites

and cloud storage

Insert Shapes Draw a variety of shapes on your
document page and add a new

drawing canvas

Insert SmartArt Create a diagram with the color, text,

and style you want

Add a chart based on numeric and
label values

Insert Chart

Insert a screenshot of a current
screen image

Insert Screenshot
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Insert Pictures

a Office.com Clip Art 3
Royalty-fras photos and illustrations

E Bing Image Scarch Search Bin —— 4
Search the web

oo Flickr
kmurray220@sbeglobalnet Manage

DAREE

See more ¥

Y Katherine Murray's SkyDrive

revisionsplus@live.com

Browse »
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Edit a picture
1 Tap the picture that you want to change.
2 On the Picture Tools | Format contextual tab, tap Artistic Effects.

3 In the gallery that opens, select the effect that you want to apply to
your picture.

172 Inserting pictures and video: Edit a picture




Add and play online video

1

Tap to position your cursor at the location in your document where
you want to insert a video. Then, on the ribbon, tap the Insert tab.

In the Media group, tap the Online Video button.

In the Insert Video dialog box, tap in the Bing Video Search and
type a word or phrase reflecting the type of video that you want to
add. Tap the Search icon or press Enter on your attached keyboard.

Alternatively, if you have the embed code from one of your own
videos (for example, a video you uploaded to YouTube that you
want to include in your Word document), tap the From A Video
Embed Code text box and paste the embed code. Tap the Search
icon or press Enter on your attached keyboard.

(continued on next page)

@ TIP What is a video embed code? Online videos like those you
find on YouTube or Vimeo typically offer an Embed option that
makes it possible for you to copy the code used so that you can display

the video on a webpage or blog. When you tap the Embed button, you
will see a link of code you can copy and paste in other tools, like the
Video Embed Code option in the Insert Video window in Word 2013.
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" T -
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Table Pictures Online  Shapes Apps for Online
'# Page Break N Pictures - a4 Screenshot - Office~ Video
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L i 5 1 2
x
Insert Video
E Bing Video Search 3
Search the web
From a Video Embed Code
% Paste the embed code to insert a video from a web © ———

site

Also insert from:

You
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Add and play online video (continues Change the topic you're searching for

5 Tap the thumbnail of the video you'd like to add.

4 BACK TO SITES

6 Tap Insert to add the video to your document at the cursor position.

7 You can play the video clip at any point by tapping the Play button
at the bottom of the clip.

8 The video clip opens and begins to play. You can use the standard
player controls to adjust playback.

kittens

Scroll to
— see more
thumnails

Source of  Title of
video video clip

0:14 /1:.08

TRY THIS Practice adding an online video clip to your Word
2013 document.
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Adding Apps for Office

Apps for Office extends the functionality of Word 2013 by
adding apps that bring tools, information, and more right
into your line-by-line document work. For example, you
might want to add your favorite dictionary as an app in
Word. Or, perhaps you regularly fax contracts to others—in
this case, adding an app that makes it possible for you to fax
from Word is a real time-saving feature.

If you want to add Apps for Office, tap the Insert tab and
then tap Apps for Office. In the list that appears, tap See All.
A window appears, showing you the apps that are currently
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available for Word 2013. Tap the app that you want to

add and a webpage opens displaying additional informa-
tion about the app. Tap Add. Tap the close box to close the
webpage.

The app appears in a panel along the right side of the Word
window. You can close the app by tapping the Close button.
In the future you'll be able to start the app by tapping the
Insert tab, tapping Apps for Office, and then selecting the
app from the displayed list.

Adding Apps for Office 175
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Flow text around a picture

1 Select the picture around which you want to flow text.

2 At the upper-right corner of the image, tap the Layout Options
button. The Layout Options toolbar appears.

3 In the Layout Options gallery that opens, choose how you want the
text to flow around the image.

4 Click to specify whether you want the image to move with the text
or remain in one position on the page and have the text reflow
around it.

REGISTRATION

This year we've improved our anline registration process to make it sasier
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Correcting misspellings

The spelling checker in Word 2013 keeps an eye on the words
you type as you type them. You can run the spelling checker
when you're finished writing or pay attention to the spell-

ing checker icon in the status bar to see when Word thinks
you've got one of more misspelled words. Tap and hold a
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word that has a red squiggly line beneath it. Release your
touch and an options list appears. Select from among the
suggested corrections. If the word is spelled correctly, tap
Ignore All; occurrences of the word will be ignored by the
spelling checker from that point on.

Correcting misspellings

177



7: CREATING AND SAVING A DOCUMENT IN WORD 2013

Inserting tables

Word 2013 makes adding tables easy, whether you're using a
tablet, laptop, or desktop computer. You can use a table to line
up data items so readers can see how the items compare in a
side-by-side comparison. The table tools in Word give you a lot

Create and modify tables

1 Tap to position your cursor at the location in your document where
you want to insert a the table.

2 On the ribbon, tap the Insert tab.
In the Tables group, tap Table.

On the grid that appears, drag to select the number of rows and
columns you want to add to the table. Word displays a preview of
the table at the cursor position, showing how the table will look
before you tap your choice.

5 Tap in a table cell and type in information. Tap in the adjacent cell.

6 To add a row or column to the table, tap and hold along the left
edge of the table. When the square appears, release your touch.

In the toolbar that appears, Tap Insert.

8 Tap to add the row or column to the table.

)

TIP After you add content to your table, you can format the
information by using the various tools on the Home tab. You
can also select your text and choose the formatting options that you

2

1

of flexibility in the way you create tables in your document. You
can draw a table on the page, choose a Quick Table design, or
insert a table with the number of rows and columns you want.
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@ TIP Tables can be more than text. You can add pictures to 6
tables if that suits what you need for your document. You can

also use shading and borders to give your table a professional look.
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Changing the table design and layout

When you tap inside a table in your Word document, the
Table Tools contextual tabs appear. On the Table Tools |
Design tab, you'll find the tools you need to adjust the style
of the table and add shading and borders. You'll use the tools
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in the Table Tools | Layout tab to add, remove, split, and align
information in your table cells. You can also sort table data,
specify the size for your table cells, remove unwanted lines,
and display table properties.

Changing the table design and layout 179
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Adding headers and footers

If you're creating a long document, you might want to add
headers or footers to help your readers find their way through
the document. Word 2013 reserves space at the top and
bottom of your document in which you can easily add headers
and footers. Word offers a gallery of header and footer styles
that you can use to insert predesigned, professional-looking
headers and footers for your document. Or, if you prefer, you
can create your own from scratch. What's more, you can add

Insert a header or footer from the gallery
1 On the ribbon, tap the Insert tab.

2 In the Header & Footer group, tap either Header or Footer.
A gallery of header or footer styles appears.

3 In the gallery that opens, scroll through to find the style you like.
4 Tap the header or footer that you want to add to the document.

Word inserts the item you selected and displays the Header &
Footer Tools | Design contextual tab. You can then add the informa-
tion you'd like to include in the header or footer.

180

page numbers, document information, and even images such
as logos. You can also vary the way the headers and footers
appear so that they're different on odd and even pages or so
that your first page looks different from the rest of your docu-
ment. Because headers and footers are similar (in every way
except the place where they appear on your page), the follow-
ing tasks apply to both headers and footers.

REGISTRATION

than ever You can sign up for the conforence and make sure you got ints
our favori P by iple steps: =
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Create your own header or footer

1

Double-tap in the area at the top or bottom of the page.

Word displays the Header & Footer Tools | Design contextual tab.

Type the information that you want to include in the header or
footer.

On the ribbon, in the Insert group, tap Page Number to add a page
number.

Tap Date & Time to insert the date and time.

5 Tap Document Info to add document information, such as the

author name, file name, file path, or document title.
Tap Pictures to insert a picture in the header or footer.

Tap Quick Parts to add AutoText, a document property, a data field,
or another building block to the header or footer.

Tap Close Header And Footer to close the header and footer area.

Ta—t O
I
B—r— 00

Adding headers and footers: Create your own header or footer
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Saving your Word document

By default, Word 2013 saves your file to the cloud, posting it in
your SkyDrive account where you can reach it easily, by desk-

top, laptop, tablet, and phone. Saving is also an important part
of sharing your files, as you'll learn in Section 8, “Working with

Save your document

1

2
3
4
5

On the ribbon, tap the File tab to display the Backstage view.
Tap the Save As tab.

Tap the location where you want to save the file.

Tap the folder in which you want to save the file.

Alternatively, tap Browse to display the Save As dialog box.
(continued on next page)

182 Saving your Word document: Save your document

shared documents in Word 2013.” Saving your file can be as
simple as tapping the Save icon on the Quick Access Toolbar or
you can choose the location and folder where you want the file

to be stored.
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Save your document (ortinued) [ |

. 4 L « Office 2013 P&S_my not.. » Examples v ¢ | SearchExamples r)
6 Choose the folder for the file.
Organize « Mew folder = - (7]
7 Type a name for the file. B videos A Neme ’ Dstemodificd  Type -
customer_datalist. docx /16/2012 10:04 P Microsoft Ward ©
8 Tap Save. '%.H ;':e_g;;"p Customer_letter fall.doc 111772012 11:05 ... Microsoft Word [
ris Murray

digital_signature2.docx 11/25/2012 455 PM  Microsoft Word C
Financial_summary.docx 11/17/2012 10:34 ... Mlicrosoft Word C
Marketing draft.docx 11/3/2012 11:14 PM - Microsoft Word C
Save the Date.docx 12/8/2012 7:55 PM Microsoft Word C
School report2.docx 9/13/201210:32 PM  Microsoft Word C

H Katherine
- Katherine Murray

/% Computer
6 —— i 05 (C)

School report3.docx 9/18/2012 1:36 PM Microsoft Word C
[ Katherine (nell-p o
[ NN ’
File name: v
Save astype: Word Document (*.docx) v
Authors:  Katherine Murray Tags: Addatag
[15ave Thumbnail
(& Hide Folders Tools = Save
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Exporting document content

Word 2013 makes it easy for you to save your file as a PDF or
XPS document so that you can share your finished-format file
with others without worrying about whether they will make
changes to it without your permission. Of course, Word also
enables you to open and edit PDF files as though they were
native Word documents.

Export as a PDF

1 On the ribbon, tap the File tab to display the Backstage view.
2 Tap the Export tab.

3 Tap Create PDF/XPS Document.

4 Tap the Create PDF/XPS button.

(continued on next page)

@ TIP You can choose to save your file as a different file type

using the Export tool in Word. Tap File to display Backstage
view and choose Export. Tap Change File Type and select the file
format you want to use in the Change File Type list. Finally, tap Save As,
enter a name for the file, and tap Save.

184 Exporting document content: Export as a PDF

In addition to PDF or XPS format, you can choose another file
type to use with the content of your files.

R ———— [ T

Export

L—;!‘ Create POEPPS (:m e a PDF/XPS Document

FIr! r—-——

H. Change File Type.
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Export as a PDF (continued)

. . . 1 | « Office 2013 P*0S_my_no... + Examples v & Search Examples P
5 In the Publish As PDF Or XPS dialog box, type a name for the file.
Organize New folder 5o @
6 Tap Publish. ;I:::s " No items match your scarch.
'? podcasts
B videos

#d) Homegroup
. Chris Murray
H Katherine
A Katherine Murray

'8 Computer
& 050 y

File name: | NG TR0T

Save as type:

[[] Open file after publishing Optimize for: (@) Standard (publishing
online and printing)

) Minimum size
(publishing cnline)
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Working with
shared documents
in Word 2013

s you've probably heard by now, collaboration is one of the big fea-

tures throughout Microsoft Office 2013. The company is aiming to
make saving, sharing, and working in the cloud a seamless part of your
daily work. You can open, edit, share, comment on, and close files with
the focus you need, without ever realizing that the file isn't actually stored
on your computer, but is instead in a remote location in a SkyDrive folder.
The great thing about this kind of cloud effort is that you can easily share
files without worrying whether others are getting the right copy or not,
and you can let the program—in this case, Microsoft Word 2013—ensure
that all the changes are up to date and reflected in the most recent copy
of the file.

Another new and effective collaboration tool in Word 2013 is the new
simple markup. This is an improvement of the Track Changes feature,
simplifying the view you see after someone has made changes in your
document and giving you choices about the way in which you view the
changes. Word also adds threaded comments, which displays comments
and responses in a single comment balloon, rather than littering your
entire page with comment balloons that are really all related to the same
question. That's a relief, right?

In this section:

Understanding the collaboration
features in Word

Sharing your documents
Collaborating in the cloud
Contacting coauthors in real time
Restricting document editing
Opening and editing PDF files
Tracking document changes

Using Simple Markup

Adding and responding to comments
Accepting or rejecting changes

Presenting your document online
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Understanding the collaboration features in Word

Invite othersto  Create a link to
share the file view or share

We learned it in kindergarten, if not before: life is better when
you share. Today, increasingly, our jobs ask us to share what
we're working on. You need to send a copy of the report to the
committee chairperson. The gardening club wants a copy of
your latest article. You're drafting a marketing plan and need
the input of others in your group.

Word 2013 makes it easy to share your files, whether you're
using a tablet, a desktop, or even your phone. You'll find the
sharing features you need on the Share tab of the Backstage
view.

Using the Word sharing features, you can:

m  Save your file to the cloud and invite others to share it

®m  Choose to create two types of links that you can share
with others—one link enables others to view the file; the
other allows others to view and edit the file

m  Post your file to your favorite social media account
m  Send the file to others by email

B Present the document online so that others can go
through it with you, even if they don't have Word 2013

m  Create and post content directly to your blog

Additionally, the collaboration features that are built in to Word
have been enhanced so that you can work together easily. After
you save your file to the cloud, you and your coauthors can all
work in the file at the same time, and Word keeps track of the
changes you're making and synchronizes them all when you
close the file.
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Sharing your documents

When you share your documents, you can do more than work
with other people: you can also access your own files easily,
using your tablet, desktop, laptop, or compatible smartphone.
Wherever you are, if your files are saved in the cloud, you can
access the latest version easily.

Open a shared document

1 On the ribbon, tap the File tab to display the Backstage view.
2 Tap the Open tab.

3 Choose the online location where your shared file is stored.

4 If necessary, tap Browse to look through folders and files in your
cloud space.

(continued on next page)
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When you do need to work with others, you can work on the
shared document in your own time; the changes will be syn-
chronized automatically, meaning that everyone will have have
the most recent changes to the file. And, if you choose to work
on the file at the same time as others are using it, no problem—
Word synchronizes the changes and even gives you the means
to contact each other directly while you work.

1 3

Open

& Katherine Murray's SkyDrive

L) Recent Dfbuments

[

@l Fatherine Murray's SkyDrive

Dther Web Locations
0 computer
o Adespice

Sharing your documents: Open a shared document 189
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Open a shared document (ontinued)

. .. . - 1t .« Office 2013 P&S_my_not... » Examples v & Search Examples 2
5 In the Open dialog box, tap the folder containing the file you want © }
to use and select the file. Orgariie » - Newfolder i - 0O e
6 T o > m Microsoft Word » [ Mame Date modified Type
ap pen customer_datalist.docx 9/16/2012 10:04 PM  Microsoft Word D...
. 4.7 Favorites Customer_letter_fall.docx M/17/201211:05 ... Microsoft Word D...
The document Opens on yOUr screen. (YOU mlght need to tap B Desktop igital_signature2.docx 11/25/2012 55 PM  Microsoft Word D...
Enable Ed|t|ng before you can work on the document_) 18 Downloads & Financial_summary.docx 11/17/201210:34 ... Microsoft Word D...
"Z Recent places Marketing draft.docx 11/372012 11:14 PM - Microsoft Word D...
7 Word alerts you if other authors are working on the document. | ST Sﬁ“et“ef’“e‘dw‘ (RIS PM - Microsoft Word D..
. }é School report2.docx 9/13/2012 1:32 PM Microsoft Word D...
Tap the status bar if you want to see the names of the authors or 45 Libraries 2 school report3.docx 9118/2012 136 PM  Microsoft Word D...
contact them direct|y. » % Documents Summer_classes.docx 11/18/2012 8:37 AM  Microsoft Word D...
3 J‘ Music Summer_workshop_series.docx 11/9/2012 7:51 AM Microsoft Word D...
» [E=] Pictures ) Summer_workshop_series2.docx 1/10/2013 11:31 PM Microsoft Word D...
D"E" Podcasts
» B8 Videos i i< v
Filegame:| v‘ | All Word Documents (*docg*« v
Tools - ‘ Open Iv| ‘ Cancel |
|
|

N

KATHERINE MURRAY IS EDITING THIS DOCUMENT.

Click the status bar to show all authors editing this decument.

PAGE 1 OF 7

406 WORDS ENGLISH (UMITED STATES)
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Collaborating in the cloud

While you're working, Word 2013 is busy keeping track of all the
changes being made in the file. If someone else makes changes
in a particular section, Word displays the changes in a green
highlight, making them easy for you to see. Also, if you have
Track Changes turned on in your document, you will be able to

Work collaboratively in a document

1 Open a shared document and make the changes that you want to
make.

2 Tap a highlighted area in your document that shows where a
coauthor has made a recent change. The author’s name appears
in the box above the highlight.

3 When your coauthor saves changes, Word notifies you that updates
are available. Tap Updates Available and save the file as prompted.

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

see what changes were made and who made them. When you
save the document, Word informs everyone that an update of
the file is available, and when they save their versions of the file,
Word synchronizes all the changes and highlights the added
text so that each person can see what the others have changed.

adventure, and experience to lectures, labs, project sessions and more. And‘ — 1
don't forget to bring your friends!
Katherine Murray, 1/12/2013 1:10:00 PM
inserted:

OUR AGENDA THIS YE previcus

Based on feedback from previous workshops participants lastseas(if that
inchides yon, thank yon!), we have designad our workshaps to provide
information, reflection, and donnections for ongoing discovery. We hope

2

——

k2 UPDATES AVAILABLE BE B B
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Contacting coauthors in real time

While you're working collaboratively on a project, it's nice to be  online status of your coauthors, you can easily display the name

able to ask a quick question or test out an idea you're thinking of your coauthors and contact them by instant message, phone,
of including. Because Word'’s sharing features shows you the or email while you work.
Contact your coauthor while you work Bac

1 While you're working in the shared document, tap the authoring
indicator in the status bar.

2 The list of current authors appears. Tap the author whom you want Kay d vourself
to communicate to display the contact information.

PAGE3 OF 7 409 WORDS

3 To send an instant message to the coauthor, tap the Instant

Message button. 1 2
4 To call your coauthor, tap the Phone button.
5 To start a video call, tap the Video button. 3456 8
6 To send an email message, tap the email link or the Email button. 1 - I
7 To set up a new meeting and invite your coauthor, tap the Schedule Hathgring Mdrray
A Meeting link.
8 Tap the More Options ellipsis to add the contact to your social coNTACT . Add to nstent Messoging Contocts >
media or instant messaging contacts. 5 — ;f:;(g“g:n ’
; e Schedule 2 mesting
(continued on next page) ?eni:ﬁ;“m 7
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Contact your coauthor while you work (ontinved

9 If you choose to launch instant messaging, you can dock the mes-
saging window in Windows 8 so that you can work on the docu-
ment and continue your conversation thread.

10 To create and send a new message, tap the Type A Message
text box.

11 To close the docked window when you're done, drag the window
divider off the right side of the screen.

Contacting coauthors in real time: Contact your coauthor while you work 193
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Restricting document editing

Just because you're sharing your document with others doesn’t your file. You can limit their formatting choices or choose the
mean that you can't have some say over the types of changes kind of editing you'll allow by using the Restrict Editing tool in
they are allowed to make. Word 2013 includes features with the Protect group on the Review tab.

which you can limit the changes your coauthors can make in

Restrict editing
1 On the ribbon, tap the Review tab. u.i .
2 In the Protect group, tap Restrict Editing. :a - T o

i
13

The Restrict Editing pane appears along the right side of your
document window.

3 To limit the formatting others can do in your document, select the
Formatting Restrictions check box.

AL

OUR AGENDA THIS YEAR

4 To control the type of edits other users can make, select the Editing P —
Restrictions check box.

5 Tap the list box and choose the type of editing you want to allow.

6 Tap Yes, Start Enforcing Protection.

194 Restricting document editing: Restrict editing
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Choose the styles allowed in restricted

. Restrict Editing ™ *
formattlng 1. Formatting restrictions 1
1 In the Restrict Editing pane, select the Formatting Restrictions e ]
Check bOX. Settings... 1
. . 2. Editing restrictions
2 Tap the Settlngs link. ["] Allow only this type of editing 2

inthe document:

3 In the Formatting Restrictions dialog box, clear the check boxes No changes [Read only)
corresponding to the styles that you want to restrict.

3. Start enforcement

4 In the formatting section, select the check boxes for the Auto- e e e

. . tti ? t th i
Format, Theme, and Quick Style items. Lo e
Yes, Start Enforcing Protection
5 Tap OK to save your changes.

6 In the Restrict Editing pane, tap Yes, Start Enforcing Protection.

6

Styles

[#:Limit formatting to a selection of styles:

By restricting formatting to the styles you select, you prevent the
ability to modify styles and the ability to apply direct formatting to the
document. Select the styles you want to allow to be used in this
document.

Checked styles are currently allowed:

vV EEVES I
W1/ali
[¥] Article / Section
3 2‘ Balloon Text (recommended]
2] Bibliography [recommended)
[¥] Block Text,Block Quote (recommended
[¥| Body Text recommended)
2‘ Body Text 2 [recommended)
2] Body Text 3 [recommended]

| All | ‘ Recommended Minimum | | Mone

Formatting

|:| Allow AutoFormat to override formatting restrictions
4 {_| Block Theme or Scheme switching
[ ] Block Quick Style Set switching

Cancel

Restricting document editing: Choose the styles allowed in restricted formatting 195
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Opening and editing PDF files

You are probably familiar with PDF (Portable Document Files)
files, and maybe you've created a few yourself. PDF files have
become increasingly popular in the last few years, making it
possible for you you to save and share a finished document
with others no matter what type of computer they might be
using. In the past, however, one of the limitations of PDF files

Open a PDF file

1 On the ribbon, tap the File tab to display the Backstage view.
2 Tap the Open tab.
3 Choose the place where the PDF is stored.
4 Select the folder in which the file resides.
The Open dialog box appears displaying the contents of the folder

you selected.

5 Alternatively, tap Browse to display the Open dialog box and
browse to the folder you need.
(continued on next page)

@ TIP It may be possible that if the PDF you're opening includes

interactive feature or was saved with an outdated version of
Adobe Acrobat, the file won't open correctly in Word or you might
receive an error message saying that the file is uneditable.

196 Opening and editing PDF files: Open a PDF file

was that you were unable to open and edit them unless you had
a special program with which to do it. But now, in Word 2013,
you can open and edit PDF files in much the same way that you
can work with any native Word document. After you make your
changes to the file, you can save it back to PDF format.

-
Ol vatheine Murray's SkyDrive
() e Web Locations
=l;| Computer

FaY T




Open a PDF file (continued)

6 Tap the PDF file that you want to open.
7 Tap Open.

The document should appear in the Word window in Print Layout
view, looking just like a traditional Word document. You can now
edit the file as you would any document—all of the tools that you
normally have at your disposal in Word are available as you edit
the PDF.

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

1 i « Office20lf PAS » examples -
Organize = New folder
[4 Documents A O Rame ‘
Music N—
& o | digital_signature.doox
i) Pictures L A
digital_signature2.docx
B Podeasts . . )
B Family exercise for class.pdf
B Videos e
@] Family_exercise_Grace Paley.docx
105 Marketing draft.dacx
o Homegroup o
chaol reparl.dac
A Chiis Murray
chool report.dace
A Katherine

chaol repart.dacy
A Katherine Murray,

1] Summer_workshop_series.dorx
) Title.doex

82| Word example 23.dacx

18] Word report.dacx

% Computer
i o5
[ Katherine (nell-p , o

&

Search examples o

=~ 0O @

Date medified Type &

Microsoft Word [
Microsoft Word C
PDF File
Microsoft Word C

Microsoft Word [

Microsaft Ward [
9/16/2012 1
9/12/2012 10:14 PM
9/14/2012 10:12 AM  Microsoft Word [
11/17/2012 12:44 Microsoft Word [
& 121:50PM  Microsaft Ward [
7 G428 PM Microsoft Word [ v
)

Microsoft Word [

File name: “

vl All Word Documents (*.docc™.c v

Tools

n |- Cancel

-5

~d -

The file type

— shows this is

a PDF file
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Save the PDF file 1 4
1 When you're ready to save your changes, tap the File tab to display SO e
the Backstage view. el =N
2 Tap the Save As tab. B v
3 Choose the place where you want to save the file. 2 i
4 Select the folder in which you want to save it. ;;, P
5 Alternatively, tap Browse to navigate to the folder. e
6 In the Save As dialog box, select the place where you want to save =
the file.
7 By default, Word will save the edited PDF file as a Word Document.
If you want to resave the file in PDF format, tap the Save As Type
drop-down arrow. |
8 Tap PDF. 3 5

9 Tap Save.
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Tracking document changes

The Track Changes feature in Word helps you see what kinds

of changes others are making in your shared document. When
you turn on Track Changes, Word displays all additional changes
made after that point so that you can scan them easily. You can

Turn on Track Changes
1 On the ribbon, tap the Review tab.

2 In the Tracking group, tap Track Changes.

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

also use Lock Tracking to ensure that tracking remains on. This
way, you can rest assured that no one is making changes in your
document that you're not seeing.

12
|

Summr_worksHbp_series2.doc - Word

S REVIEW TEw

DEVELOPER
G5 Al Markup

[Z] show Markup -

Tracking

- Reviewing Pane

4

? &= =

g X

Katherine Murray - [l

g & [ L

Compare Block  Restrict Start Linked
- Authors~  Editing Inking Notes

Changes Compare Protect Ink OneNote

A 3 7

Tracking document changes: Turn on Track Changes
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Lock tracking 1 2

1 On the ribbon, tap the Review tab. i
Summgr_worksHpp_series2.docx - Word

In the Tracking group, tap the Track Changes drop-down arrow.
REVIEW VIEW DEVELOPER

\j _-5 | simple Markup  ~
In the Lock Tracking dialog box, in the Enter Password text box, Ez’ B
ow Markup ~

type a password. Track
Changes = Reviewing Pane ~

2
3 On the menu that appears, tap Lock Tracking.
4

5 In the Reenter to Confirm text box, retype the password you
entered. E/:’ Track Changes

6 Tap OK P Lock Tracking 4_r 3
immer a igned

The Track Changes option in the list that appears when users
tap Track Changes is now disabled so that the feature cannot be
turned off.

Fa

Prevent other authors from turning off Track Changes,

Enter password (optional):
Reenter to confirm:

[This is not a security feature.)

@ TIP When you select Track Changes again, you'll see that Lock

Changes appears with a checkmark to the left of the option
name. When you tap Lock Changes, you are prompted to enter the
password assigned to the tracking setting in the current document.

200 Tracking document changes: Lock tracking



Using Simple Markup

The Track Changes feature has been part of Word for a long
time. Traditionally, one of the challenges of viewing the changes
in your document is that you can feel overwhelmed with the
amount of information displayed on the page. Depending on
how many people have reviewed your document and the types
of changes they've made, the page you see can be full of com-
ment balloons and multiple colors of edited and inserted text.

Turn on and use Simple Markup

1 On the ribbon, tap the Review tab.

2 In the Tracking group, tap the Display For Review drop-down arrow.
3 In the list of tracking options that appears, tap Simple Markup.
4

To display changes in the document while using Simple Markup, tap
one of the vertical bars. To return to Simple Markup, tap the vertical
bar a second time.

@ TIP If you're working with a document that has undergone a
lot of changing, you might want to display the original
document to see how much has changed. You can view the original

document—without losing any of your changes—Dby tapping the
Display For Review drop-down arrow in the Tracking group on the
Review tab and choosing Original. All markup is hidden and you are
able to read through the content as it was originally.

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

How changes are displayed has been simplified in Word 2013.
Now, you can choose Simple Markup, which displays a line
along the left edge of the document where changes have been
made. You can tap the line to display the changes made at that
point. You can easily review the changes as you like, without
being inundated by changes throughout the document.

don't forget to bring your friends!

OUR AGENDA THIS YEAR

4
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Choose the markup you want to see 1

= NJ

1 On the ribbon, tap the Review tab.

Summr_workshop_series2.docx - Word

2 In the Tracking group, tap the Show Markup drop-down arrow. tw | vEw  DEvELOPER

3 In the list of markup elements that appears, tap to remove the

. . = [ | simple Markug = I
check mark that appears to the left of any item you want to hide. e = Bj>imele Markd [
£ B Show Markup = E
4 To change the way balloons are used to show changes in the docu- ek B |
T 4
ment, tap Balloons. SIET] o Comments E
5 To display changes made by specific reviewers, tap Specific People 3 : v Ink
and choose the people whose changes you want to review from the — _ _
||St that iS dISplayed hmmer a series of v Insertions and Deletions

re Studies. Come j

[Four own curiosity

v Formatting

res, labs, project = D‘ Balloons

Specific People
vorkshops particip

our workshops ta
ping discovery We

@ TIP You can change the types of elements Word tracks as
changes are made in your document by tapping the Change
Tracking Options icon in the lower-right corner of the Tracking group.

In the Track Changes Options dialog box, choose the items that you
want to show, the way you want balloons to appear, and whether you
want the Reviewing pane to be displayed or hidden by default.
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Show and hide the Reviewing pane

If you prefer to work with changes and comments in the
Reviewing pane, you can display and hide it easily. On the
Review tab, in the Tracking group, tap Reviewing Pane. Two

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

choices appear: Reviewing Pane Vertical and Reviewing Pane
Horizontal. Tap the display you prefer.

Show and hide the Reviewing pane 203
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Adding and responding to comments

Part of working collaboratively on documents means that you sort through the hundreds of comment balloons in a 20-page
need a way to be able to share and respond to ideas sparked document.

by the content. You can use Word 2013 comments to leave

notes for other authors and respond to questions and ideas Word adds a simple but elegant fix to the comment-balloon
others leave for you. That is fine when you have just a few com-  problem. Now, comments are threaded like conversations so
ments, but if you have a entire team weighing in on a draft of that you can read through and respond to a comment in a par-
an important report, you could spend all afternoon trying to ticular place in the document. Nice.

Add a comment

1 Inyour document, highlight the text on which you want to
comment.

2 On the ribbon, tap the Review tab.

3 In the comments group, tap New Comment.

A comment balloon opens on the right side of the window.

4 Type your comment in the space provided.

5 Close the comment by tapping outside the comment balloon.

204 Adding and responding to comments: Add a comment
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Respond to a comment 1
1 Display the comment by tapping the comment balloon that appears |
beside the text. d;J |
2 Tap the Reply button to add a new place in the comment for your Comments - %
response.
Katherine Murray 12 minutes ago I 2
3 Type your reply. Do we have the room assignments for this yet?
Word adds your picture and name to the left of the comment. I} Katherine Murray A few seconds ago 3

Delete a comment

1 Display the comment that you want to delete by tapping the
comment balloon.

2 On the ribbon, tap the Review tab.

In the Comments group, tap the Delete drop-down arrow.

4 On the menu that appears, tap Delete to remove the last comment
added in the thread.

5 If you want to remove all comments added, tap Delete All - OUR AGENDA THIS VEAR A ]
Comments in Document.

@ TIP You can easily move from one comment to the next in
your document by tapping the Previous and Next tools in the

Comments group. You can also open the Comments panel along the
right side of your document if you want to read through all comments
at once (or prefer this display to viewing comments in balloons).

Adding and responding to comments: Delete a comment 205
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Accepting or rejecting changes

The whole idea of tracking changes is that you can easily see group on the Review tab, you'll find the tools you need to dis-
which changes others have made in your document so that you play changes and decide whether you want to accept or reject
can choose whether you want to accept or reject the changes the edits made.

when you prepare the final version of the file. In the Changes

Navigate to changes 1
|

1 Open a document that has changes made with Track Changes and
then, on the ribbon, tap the Review tab.

2 | - @ X

Katherine Murray = ﬂ
& [y &4 m

Compare Block  Restrict Start Linked
- Authors~  Editing Inking Notes

Sum/viriworkshﬂpjerlﬁl.dncx -Word

REVIEW VIEW DEVELOPER
2 Tap Next Change to find the next change in the document after the 7 1 05 Smple Markup ~

cursor position. ) Show Markup~

Track Accept
. . Changes ~ eviewing Pane - -
3 Tap Previous Change to move to the previous change. | B cicing?

Tracking & Chang: Compare Protect Ink OneNote -~

N —— m-———— W

Accept changes

1 Display the change that you want to accept. E PO = ———
- [R— ]
2 On the Review tab, in the Changes group, tap the Accept button. e g ) 2 £ m
3 Alternatively, tap the Accept drop-down arrow to view more | [ Eeewe o | e [ et ] vl I -4
options.
4 You can move through changes one by one, accepting each as you 5
go, by choosing Accept and Move to Next. é

dvents d i
don't forget to bring your friends

5 Tap Accept All Changes to accept all changes.
OUR AGENDA THIS YEAR

6 Tap Accept All Changes And Stop Tracking to accept all changes
and turn tracking off.

Based on feedback from previous warkshops participants (3 that includes

206 Accepting or rejecting changes: Navigate to changes
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Reject changes 1
|
1 Display the change that you want to resolve. On the Review tab, in = N =
the upper-right side of the Changes group, tap and hold Reject And
Move To Next until the square appears. Release your touch and a Ketherine Murey - [
list of options appears. N a0
Prions 2pp ST NN )
2 To cancel the change at the cursor position and display the next 2 - et and Move 0 ot _
change, choose Reject And Move To Next. fecept N e Nowes
3 To remove the edits at the cursor position, choose Reject Change. 3 Chan k  OneNote »
[
4 To cancel all edits in the document, choose Reject All Changes.
5 To remove all changes and turn tracking off, tap Reject All Changes 4] —————— Reject All Changes
And Stop Tracking.
5 t—Feject All Changes and Stop Tracking
a

Accepting or rejecting changes: Reject changes 207
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Presenting your document online

Another new sharing feature in Word 2013 makes it possible
for you to present your document live online to colleagues,
even if they don't have Office 2013 installed. The Present Online
feature gives you the choice of using Lync 2013 or the free
Office Presentation Service to connect to others and enable you

Get ready to present

1 Open the document that you want to use in your presentation and
then, on the ribbon, tap the File tab to display the Backstage view.

2 Choose the Share tab.
3 Tap Present Online.

4 Choose whether you want to use Microsoft Lync or Office Presenta-
tion Service to present your document online.

5 Tap Present Online. If prompted, tap Connect.
6 In the Present Online dialog box, tap Copy Link.

7 Alternatively, tap Send In Email or Send In IM to send the link by
email message or instant message, respectively, to those you want
to view the presentation.

8 When you're ready, tap Start Presentation.

Those people you invited to view the presentation can now view it
live at the web address in the email invitation you sent.
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to walk them through a review of your document. You can also
share meeting notes you've prepared in OneNote 2013, and
participants will be able to download a copy of your document
if they choose.

.
|
x

Present Online
Share this link with remate viewers and then start the presentation.
https://=n1-broadcast.13.officeapps.live.com/m/Broadcast.aspx?Fi=
8e7075d37612dba5%5Fealcd3d6%2D8709%:2D46e1 %2083%%
2Df132eb5ff14e%2Edocx

.D Copy Link 6
*E1 Send in Email...

Z) Sendin IM... 7

START PRESENTATION et 8




Present your document

1

To send additional invitations at the start of the presentation, on
the Present Online tab, tap Send Invitations. Send the link to those
whom you want to participate in the meeting.

Tap Edit if you'd like to change something in the document while
you're presenting.

This pauses the presentation so you can make the change without

others seeing what you're doing.

After you're finished making changes, tap Resume Online
Presentation.

Share notes with participants by choosing Share Meeting Notes.
Find content in your document by tapping Find.

The Navigation pane opens on the left side of the presentation
window so that you can enter the phrase you want to find. The
Navigation pane isn't visible to those watching the presentation.

Scroll through the document, sharing the information you want to
share.

When you're finished, tap End Online Presentation.

TIP The other people who are viewing your presentation do
not need to have Office 2013 installed on their computers to

@)

view your Word 2013 document. Because you send a link and the
presentation is hosted either by Lync or by using the Office Presenta-

tion Service, they can view the presentation in their browsers. Addi-
tionally, a Comment tab appears in the upper left of their browser
window. When participants tap Comments, a Comments pane opens on
the right side of the window so that they can read through comments
added to the document.

8: WORKING WITH SHARED DOCUMENTS IN WORD 2013

bad
-
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Sharing and taking notes while you present

This is one of the places where the interconnectedness of the
Office 2013 apps really shines. While you present your Word
2013 document to others online, you can share the OneNote
notebook that goes along with the document (or you can
create one on the fly if you haven't created one previously).
This way, you can capture good ideas from the feedback you
receive or add notes for follow-up later.

@ TIP Participants will be able to download a copy of the

document you're presenting by clicking or tapping the File
tab in their browser window and choosing Download in the Save
As tab.

210 Sharing and taking notes while you present

Others will be able to see and add to the notes, as well.

To use this feature, tap Share Meeting Notes while you're
presenting your document. Choose Share Notes With Meet-
ing from the list that appears, and, in the Choose Notes To
Share With Meeting dialog box, display the page or section
where you want to add notes. Tap OK. Now, choose Share
Meeting Notes again, but this time select Open Shared Meet-
ing Notes. The Shared Meeting Notes tab appears at the
top of the screen for those who are viewing your presented
document so that they can see and add to the notes in your
shared notebook.



Designing, editing,
and saving a
worksheet in Excel

2013

f your work involves numbers—adding them, projecting them, manag-

ing them, or sharing them—the chances are good that you’ll be working
with Microsoft Excel 2013. Whether you need to create, review, or update
simple or elaborate workbooks (Excel documents), you'll find the tools in
Excel will help you zip through worksheets easily, no matter what device
you use.

Excel 2013 includes new features that, similar to those you'll find in the
other Microsoft Office apps, help you work basically anywhere, on any
device. The new Excel Start experience makes it simple for you to choose a
predesigned worksheet template, open an existing file, or whip up a blank
worksheet, ready for data. This chapter introduces you to some of the key
tasks you'll do with Excel.

In this section:

Getting started with Excel
Creating a new workbook
Exploring the Excel window
Adding and importing worksheet data
Applying a theme

Formatting worksheet data
Inserting pictures

Adding charts

Filtering chart data

Saving and protecting a workbook
Sharing a worksheet

Tracking changes

Exporting worksheet data
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Getting started with Excel

A number of the new features in Excel 2013 help simplify your

work, whether you're on the road or sitting at your desk. When
you start Excel 2013 in Windows 8, the Start screen appears in

which you can choose the file you want to create or use.

The Excel 2013 window has a new, clean design that offers just

the tools you need, when you need them. Minibars and galleries
make finding those tools easy, and recommendations for charts

212 Getting started with Excel

and PivotTables to help you choose the right way to showcase
your data. What's more, you can easily save your worksheet to
the cloud and share it with others in a variety of ways.

Your first step involves starting Excel and creating a new, blank
workbook. It's a simple task in Windows 8: just swipe and tap,
and you're ready to go.
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What's new in Excel 2013?

Here's a quick look at the new features you'll find in Excel ®  Easy chart tools within reach The new Chart Layout
2013: tools appear beside any chart you add, giving you the
ability to fine-tune your charts quickly with a tap or

B Get going quickly The Excel 2013 Start screen gives two. You can change the look of chart elements, enter

you immediate access to everything you need to create
a new workbook, open an existing workbook, or begin
fresh with a blank page.

Add data fast with Flash Fill If you need to enter a
lot of information, Excel can help you do it. The new
Flash Fill feature recognizes the pattern in the data
you're entering and offers to complete the entries

for you.

Discover the best way to show charts and
PivotTables Excel now recommends charts and
PivotTables to help you determine how to best display
your data using those visual tools.

a title, and make other changes using these easy-to-
use tools.

Save your workbooks to the cloud Because "in the
cloud” is so much a part of Office 2013, you can save
your workbooks to SkyDrive by default and you can
share them with others easily if you like.

Share in the way that suits you best Excel gives
you a number of options for sharing your worksheets.
You can send links by email that others can click to dis-
play the worksheet or workbook, post it to a social net-
work, or present your workbook online, even if those
attending the online meeting don't have Excel 2013.

What's new in Excel 2013? 213



9: DESIGNING, EDITING, AND SAVING A WORKSHEET IN EXCEL 2013

Start Excel in Windows 8

1 Swipe to display the app tiles off the right side of your tablet
display.

2 Tap the Excel 2013 tile. The program opens on your Windows 8
Desktop.

214 Getting started with Excel: Start Excel in Windows 8
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Creating a new workbook

The first thing you'll see after you start Excel 2013 from the
Windows 8 Start screen is the Excel 2013 Start screen. This
screen is designed to help you get started quickly, whether

Create a blank workbook

1 Display the Excel 2013 Start screen by launching the app.
2 Tap Blank Workbook.

@ TIP A blank workbook is just what it sounds like—a totally

blank grid of columns and rows. If you have a unique worksheet
in mind or you have something very simple that you want to add up, a

blank worksheet can be just what you need. If your needs are a bit
more elaborate, you might want to review some of the Excel templates,
which provide ready-made worksheets with elements that you can use
or adapt for your own data.

you're starting a new blank workbook, beginning with a tem-
plate, or opening a file you've worked in previously.

Other Workbooks

ADDRESS BOOK Fersonal  Smm——

Creating a new workbook: Create a blank workbook 215
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Start a worksheet from a template 1

1 If you've just started Excel, the Excel Start screen is displayed. If you
are already working with Excel, you can tap the File tab to display
the Backstage view and then tap the New tab.

2 Scroll down to view additional templates.

3 Or, tap a template category to display the specific templates it
contains.

4 Alternatively, you can tap in the search box and type a word to
describe the kind of template you want to find.

5 Tap the template that you want to use to start the new workbook.

@ TIP If you choose one of the template categories in the
Suggested Searches list beneath the Search box, a Filter By pane
appears along the right side of the Start screen. You can use this list to
choose the category of the template you'd like to find. You can choose
multiple categories if you like (for example, tap Sales and Form
categories to display forms related to sales). To clear the categories
after you've selected them, tap the category at the top of the list to
remove it.

@ TRY THIS In the Excel Start screen, experiment with searches
for templates by using different words and phrases. Which
styles do you like? Which ones will be helpful to you in the type of
work you do?

216 Creating a new workbook: Start a worksheet from a template
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Exploring the Excel window

You'll notice right away that the Excel 2013 window has under-
gone a makeover. Now, you'll see a clean design that thanks to
Touch mode, gives you plenty to room for tapping and swip-
ing. The Excel window gives you all the tools you need to create
worksheets, enter and edit your data, format cells, add charts
and tables, and much more. Contextual tabs appear when you
select certain items in the worksheet—such as a range of cells
or a picture you've added—giving you more choices related
specifically to the item you've selected. What's more, when you
add items like a picture, a chart, or a table, Excel offers tools
beside the objects with which you can instantly make changes
for that particular object.

@ TIP If you're already working in the Excel window, you can
add a new worksheet to your workbook by tapping the New

Sheet button, which is located to the right of the worksheet tab name
along the bottom of the workbook window.

Vertical
File tab Formula bar Title bar Ribbon scroll bar
| | |
H ® —
LEE=] | i
P A .
Name box ==
Status Sheet New Sheet Active Horizontal
bar tab button cell scroll bar
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Adding and importing worksheet data

If you started with a blank worksheet, you might be typing data
into the cells as you go. Depending on the amount of data you
have, that can take a while. The Flash Fill feature in Excel can
help you add information when that information follows a spe-
cific pattern. Excel can recognize and fill in data for you, which
speeds up the process and reduces the likelihood of an inadver-
tent typo here and there.

Type new data

1 Tap the cell where you want to enter text. The On-Screen Keyboard
appears (if it doesn't, tap the keyboard icon on the taskbar).

2 Type the data that you want to appear.
3 Tap outside the cell.

218 Adding and importing worksheet data: Type new data

Another nice thing about Excel is that you can easily import
data from other programs. If you've saved information in
another spreadsheet program, a database, or even a list in your
word processor, you can bring it into your Excel worksheet
where you can work on it with ease.
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Enter data by using Flash Fill . T Mx v %o
1 Tap in the cell to the right of a cell that contains the data with the A B c
pattern you want to follow and type the part of the data you need. 1 FullName FirstName LastName
. . 2 |Scott Owveson Scott 1
2 Tap in the next cell down and begin to type the data you want to 3 |Debra Garciz  [Debrd _I
use. Excel shows you the pattern it sees in what you're typing. 4 Daniela Guaita
5 |Brian Groth
3 Press the down-arrow on the On-Screen Keyboard or tap the next 6 leffrey Zeng
cell down in the list. 7
8

@ TIP If the original Flash Fill suggestions miss some aspect of

the data, such as a middle name, edit the first example of that
sequence to correct the Flash Fill values and Excel will pick up the
correction.

Adding and importing worksheet data: Enter data by using Flash Fill 219
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Import worksheet data

1 On the ribbon, tap the Data tab. The Get External Data group lists
the types of data you can import. Select From Access if you are
importing data from an Access data table; choose From Web if you
have a web query you want to use in Excel; select From Text if you
have text data you want to organize in Excel; or choose From Other
Sources if your data is from sources including an SQL Server, XML
data, a Microsoft Query, and more.

2 For this example, tap From Text.

In the Import Text File dialog box, navigate to the folder that con-
tains the text file that you want to import and double-tap the file to .
select it. - e

The Text Import Wizard opens.

] B OE M ——s un

4 On the first page of the wizard, click the Delimited option.
Tap Next.

(continued on next page) Text Import Wizard - Step 1 of 3 2

The Text Wizard has determined that your data is Delimited.

If this is correkt, choose Mext, or choose the data type that best describes your data,
Original dath type
Choose theffile type that best describes your data:
- Characters such as commas or tabs separate each field.
h - Fields are aligned in columns with spaces between each field.

Start import at row: |1 % File grigin: 437 : OEM United States v

D My data has headers.

Preview of file C\Users\Katherine\SkyDrivetWaork folder\MP\02013_tablet_pé&.. \contacts_list.CSWV.

", "Suffix" "Depart| A

AFPREERE

Cancel MNext > Finish
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Import worksheet data (ontinued) Text Import Wizard - Step 2 of 3 7
. o . . This screen lets you set the delimiters your data contains. You can see how your text is affected in the
6 On the second page of the wizard, select the file's delimiter preview below.
character. Delimiters
] Tab
A delimiter is the character used to separate one data item from  —F—semicolon [ Treat consecutive defimiters as one
[[] comma .
another. Text gualifier: v
[ space
Dgther:

Verify that the data appears correctly in the Data Preview pane.

8 Tap Finish.
Data preview

The Import Data dialog box appears, giving you choices for where
the imported data will be placed.

itle, "First Name","Middle Name", "Last Name", "Suffix","Company”,"Department| A

| "Hanga230@msn.", "", "com”,
9 Choose the cell on the existing worksheet where you want to place e st B Rt AR
the data. l "Daniela"™, "", "Guaita”, "™, """, """, " rrrrrrrrrrerrrerrrerrrerrrerrrrefrrrrree v
< >
10 Alternatively, tap New Worksheet to place the data on a new — o —
worksheet. _ -
|
11 Tap OK. 7 8

Import Data ?

Select how you want to view this data in your workbook,
FH @ Table
PivotTable Report
i () PivotChart
Power View Report
[‘ Only Create Connection
Where do you want to put the data?
(®) Existing worksheet:

—sast = 9

10 () New worksheet

|:| Add this data to the Data Model

Properties.., Cancel
|
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Editing your data

After you've added your data to the worksheet, you can edit
it easily by correcting the information in the cells or by copy-
ing, moving, and pasting information to other places on the

worksheet.

®m  To edit cell data, tap the cell to select it and then type
the new data you want to include.

222 Editing your data

To copy or move worksheet data, tap the cell or tap
and drag a range of cells. Tap and hold until the rect-
angle appears and then release your touch. Tap Copy
or Cut, depending on what you want to do with the
data. If this is difficult to do, select the cells and tap Cut
or Copy on the Home tab.

To paste worksheet data, tap and hold the cell on
the worksheet where you want the information to be
pasted. When the square appears, release your touch
and tap Paste.
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Applying a theme

You can use themes in Excel 2013 to add designer color

schemes, font families, and special effects to your worksheets.
A default Office theme is applied to any new blank workbooks
that you create, but you can use the Themes tool on the Page

Apply a theme

1 Inan open Excel workbook, on the ribbon, tap the Page Layout tab.

2 In the Themes group, tap Themes.
3 In the gallery that opens, tap the theme that you want to apply.

Layout tab to choose something different for your workbook. A
theme coordinates a set of colors, fonts, and special effects that
are applied to the various objects in your worksheet. Templates
come with their own themes already applied.

1

|
- =

B H S

FILE HOME INSERT

Travel expense report with mileage log1 - Ex

PAGE LAYOUT FORMULAS DATA REVIEW

Caolors = ¥ —
A 0 SR @S
2 —r— Fonts ~ D -

Themes Margins Orientation  Size Print  Breaks Background Print

v |;| Effects - A - h Area~ h Titles
Office Page Setup

Aa Aa Aa Ad pn

s mm Emmmmn mmsmmm

Office Facet Integral lon C

Aa ] Aa } Aa Aa 3
b Oar | Rerorer: [N d Iei " I |
A01 Aa :| Aa 1 Aa 1

LastName
Wisp Banded Basis Celestial Oveson
Az I As 7 AO!] Az !] Garcia
-D-\:icle:cl - Fra-n-:e - Mezl: I‘v'1-etr-c-|::-c\itan Gudita
‘AajHAOiHAoﬂ Aai Groth
leng

ﬁ Browse for Themes...

FH Save Current Theme...

o
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Modify and save a custom theme

You can easily tweak one of Excel’s existing themes to create
your own customized look and then save it and apply it to
other worksheets you create. Begin by tapping the Page
Layout tab and tapping Colors in the Themes group. Tap
the color scheme that you want to use. Next, tap Fonts and
choose the font family you'd like to include in the theme.
Finally, tap Effects and select the way you want the theme to
handle special effects such as lighting and shading.

224 Modify and save a custom theme
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Tap Themes and then, in the list that appears, tap Save
Current Theme. In the Save Current Theme dialog box,
navigate to the folder where you want to save your custom
theme, type a name for the theme, and tap Save. Excel will
display your new theme at the top of the Themes list on
the Page Layout tab so that you can easily apply it to future
worksheets.
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Formatting worksheet data

Formatting the data on your worksheet is a pretty simple task,
thanks to the tools available on the Home tab. You can simply

Format selected cells

1 Tap and drag to select a range of cells.
2 On the ribbon, tap the Home tab.

3 In the Font, Alignment, Number, and Style groups, tap the appro-
priate tools to apply formatting to the cells as you'd like.

@ TIP You can change the width of columns and the height of
rows on the worksheet by tapping and dragging. Tap the
column header or row label. The entire column or row is highlighted

and the pointer changes to a double-headed arrow. Drag the column
or row divider in the direction you want to enlarge or reduce the
column or row.

select the cells you want to format and then tap the tool that
you want to use, and Excel 2013 basically does the rest.

A 8 C D 3 F [s H

The Able Team

FullName FirstName LastName Mileage Date Chk Pd

scoll Oveson  Scoft Oveson 1423.0]12-Jun-13 3411 30-Jun-13
Debra Garcia  Debra Garcia 369.0(15-Jun-13 3412 30-Jun-13
Dariela Guaita Dariela Guaita 4530|10-Jun-13 3413 30-Jun-13
Brian Groth Brian Groth 12050 1-Jun-13 3414 30-Jun-13
leffrey Ieng Jeffrey leng 11300| #-Jun-13 3415 30-Jun-13

pense epert [N
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Inserting pictures

In Excel 2013, it's easier than ever to add pictures to your work-
sheets. Whether you want to add a picture from a file on your
local storage device or search for a new image on Bing, you can

Insert a picture file

1 On the ribbon, tap the Insert tab.

2 In the Apps group, tap lllustrations.

3 In the gallery that opens, tap Pictures.
The Insert Picture dialog box opens.

(continued on next page)

226 Inserting pictures: Insert a picture file

do it all within Excel. You can even find pictures you've saved on
your favorite photo sharing sites or tucked away on SkyDrive.

[The Abl

? FullName
3 |Scott Oveson

Scott

ictures Online Shapes SmartArt Screenshot

FirstName

Travel expense report with mileage log1 - Excel

FORMULAS DATA REVIEW VIEW
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e Team

LastName Mileage Date

Qveson 1423.0 12-lun-13
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Insert a picture file (ontinve 5

4 Navigate to the folder that contains the picture you want to insert.

5 Tap the desired picture.

®© + 1t | « Pictures » Ddors v @ | | SearchDoors el

6 Tap |nsert. Organize + New folder
3 Microsoft Excel

4 .7 Favorites
B Desktop
& Downloads

doorl3 jpg

=l Recent places

& SkyDrive
4 o Libraries
3 @ Documents .
3 J’ Music doorld.jpg doorl3.jpg doorlé.jpg
4 |
b '@ podcasts by ]
=T v Efents )= v
File name: w | | All Pictures (*.emf*wmf™ jpg” v
Tools Insert |v Cancel

6

@ TIP The new way you can search for and add images from
online sites makes finding pictures on Office.com and Bing a
snap. The Bing results show that the images displayed are licensed

under a Creative Commons license, which is a good reminder that
pictures you didn’t take yourself don’t belong to you. Check the
copyright on any image you select from Bing before using it in your
worksheet and verify that the image is licensed for public use.
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Insert online pictures

Another new feature in Office 2013 is the ability to search
for online pictures and add them to your Excel 2013 work-
sheet while you're working. You can simply tap the Insert
tab, tap lllustrations, and then tap Online Pictures. Then, in
the Insert Pictures dialog box, tap the link that will take you
to the online pictures you want to use. You might tap in the
Office.com clip art box and enter a word reflecting the type

@ TIP You can add a background image to your entire
worksheet if you want to create a special effect. Tap the

Page Layout tab and tap Background. In the Insert Pictures dialog
box, tap Browse to add a picture saved either on your computer or

on your SkyDrive account. Navigate to the folder that contains the
image that you want to use as a background and tap the image. Tap
Open and Excel adds the image to your worksheet.

228 Insert online pictures
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of art you want to use, or do the same with the Bing search
field to locate suitable images online. (Remember to tap the
Search button after entering your search terms!) You can also
access pictures you've stored in your photo sharing sites or
posted in your SkyDrive account. This feature expands your
illustrative reach and gives you a whole world full of images
to use.
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Adding charts

Charts are important in Excel 2013 because they show
non-numbers people what your data means in an easy-to-
understand way. Now, with the Recommended Charts tool,

Add a new chart
1 Tap a cell in the data you want to summarize.

Handles appear on the selected cell.

2 Tap and drag the cell on the lower right to include the range of
data you want to use as data in the chart.

3 On the ribbon, tap the Insert tab.

4 In the Charts group, tap the type of chart that you want to create.

5 In the gallery that opens, tap the subtype.

Excel adds the chart to your worksheet.

@ TIP After you add the chart to your worksheet, you can easily

move it to a new location on the worksheet by tapping and
dragging it to the new spot.

you highlight the data you want to show, and Excel makes sug-
gestions for the types of charts that would display that informa-
tion best.

Scol Oveson  §cotT 411 30-Jun-13 B

3412 30-Jurv13 Chart Title
3413 30-Jun-13
12050| 1unl3 3413 30aunel3
13000 sjuni3 3415 30-Jun-i3

&

Brion
Jethrey
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Performing quick analysis

Whenever you select information on your worksheet, Excel
displays the Quick Analysis tool near the lower-right corner
of the selection. When you tap the Quick Analysis tool,

you'll see a palette of tools related to the information you've
selected. For example, when you select data for a chart,

the Quick Analysis tool displays a palette with the following
choices: Formatting, Charts, Icon Set, Greater Than, Top 10%,
and Clear Format.

astName Mileage Date
Cveson 1423.0( 12-Jun-13
Garcia 369.0( 15-Jun-13
Guaita 453.0( 10-Jun-13
GCroth 1205.0| 1-Jun-13
leng 113001, 9-Jun-13
=

Chk

Pd
3411 30-Jun-13
3412 30-Jun-13
3413 30-Jun-13
3414 30-Jun-13
3415 30-Jun-13

Data Bars

CHARTS

Color lcon Set

Scale

TOTALS

TABLES

= B B

Greater
Than

Conditional Formatting uses rules to highlight interesting data.

Top 10%

SPARKLINES

=

Clear
Farmat
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Quick

Analysis tool

You can tap each of these items to display additional choices
related to them. You can learn more about these tools in
Section 10, "Using Excel for data analysis.”
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Use recommended charts

& W N

Select the data that you want to show in your chart.
Tap the Quick Analysis tool.
Tap Charts.

Tap the type of chart that you want to create. (You might only see
one, or you might see several.)

@ TIP You can also display the charts Excel recommends for the
data you've selected by tapping the Insert tab and choosing
Recommended Charts in the Charts group. The Insert Chart dialog box
opens and the Recommended Charts tab is displayed. You can scroll
through the charts in the panel on the left and tap the one you want.
Then, tap OK to add it to your worksheet. Of course, you don't have to
choose a chart type Excel recommends for you, but it might be a good
fit for what you're hoping to show.

©,

TRY THIS Using a worksheet on which you've entered some
data, select some cells and tap the Quick Analysis tool. Choose
Charts and then choose a chart from the recommended charts that
appear. (If no recommended charts appear, you'll need to select either
different data or more data.)

.....

A B c
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Filtering chart data

In previous versions of Excel, when you selected data and cre-
ated a chart, it was a done deal. Each time you changed the
data on the worksheet, you needed to recreate the chart so that
it would reflect your changes. But now, in Excel 2013, a chart is
a kind of “living” display of your data, because you can change

Filter chart data

1 Tap the chart whose data you want to filter.
2 Tap the Filter tool that appears to the right of the chart.

3 Select or clear the check boxes next to the data series that you want
to display or hide.

4 Select or clear the check boxes next to the categories that you want
to display or hide.

5 Tap Apply.

Excel displays the changes on your chart.

@ TIP You can change the display of data in the chart as many

times as you'd like. If you have more complex charting needs,
you can also create a PivotChart, with which you can rearrange the data
displayed in the chart based on criteria you select.

232 Filtering chart data: Filter chart data

what appears in a chart by filtering the chart data to display
only those values you want to include. Whether you change the
filter once or a dozen times, each time you choose a new filter,
the chart is redrawn to match your settings.

PRI shees | chees
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Saving and protecting a workbook

Saving a file is a simple process, and if you've been working with
computers for any length of time, it's a no-brainer. The big dif-
ference in Office 2013 is that now you have the option of saving
your files—Excel or otherwise—to the cloud by default.

Save your workbook
1 On the Quick Access Toolbar, tap the Save button.

Excel saves your worksheet.

@ TIP A good rule of thumb is to save your workbook after

every major change you make.

In addition to saving the file, you might want to protect your
worksheet or your entire workbook by adding a password.
These and other actions can help you safeguard important data
and ensure that even your shared worksheets offer the measure
of protection your data needs.

|
H o & -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIE
=
) = [
B EH s & ”®
H H -
. . k b N
PivotTable Recommended Table lllustrations  Apps for Recommended
PivotTables - Office~ Charts ',' |_
Tables Apps Chart
A3 e fe || ScottOveson
A B C D
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Protect the current sheet
1 On the ribbon, tap the Review tab.
2 In the Changes group, tap Protect Sheet.

3 In the Protect Sheet dialog box, select the check boxes correspond-
ing to the protection options you want.

4 Tap OK.

@ TIP Another way to protect your workbook or the currently
selected worksheet within it involves tapping the File tab to

display the Backstage view. Then, tap the Info tab and choose Protect

Workbook. Using the options in the displayed list, you can protect the
current sheet, protect the structure of the workbook, or restrict access
for others who might be viewing your workbook.

234 Saving and protecting a workbook: Protect the current sheet
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Add a password 1 2
1 On the ribbon, tap the Review tab. | |
B E S & |
2 In the Changes group, tap Protect Workbook. HOME  NSFRT  PAGEIAYOUT  FORMULAS  DATA | RRAPW | virw
. . ABC =9 ™ bt Carmadt e==o}
The Protect Structure And Windows dialog box opens. v BRE B D A s e g
Spelling Research Thesaurus Translate New elete eviou: ; - S Protect | Protect Share
Comment 1 Ini Sheet Workbook Workbook
3 Type a password for your workbook. i . .
4 Tap OK A3 N F || Scott Oveson
; S © | Protect kboak fi o
Excel displays the password box again so that you can retype the The Able T Eroim
. . Windows
password and tap OK a second time to confirm. 1 e e leam S
2 |FullName FirstName LasiName Mile | 3
3 |Scolt Oveson Scott Qveson I ok e
4 |Debra Garcia  Debra GCarcia [ :

@ TIP After you're finished creating and editing your worksheet,
you can mark the file as final, which saves it as a read-only file.
This means no further changes can be made to it, although you and
others will be able to make a copy of the file and make changes to the
copy. To mark the file as final, tap File to display the Backstage view
and then tap the Info tab. Tap Protect Workbook. In the list of options
that appears, tap Mark As Final. When prompted, confirm that you
want to make the change.

@ TIP Some of your worksheet features may be grayed out if
you have previously shared your worksheet or workbook. If you
want to use Mark As Final, for example, but the feature is unavailable,
stop sharing the workbook by choosing Share Workbook in the
Changes group on the Review tab, clearing the Allow Changes By More
Than One User check box, and then tapping OK.

Saving and protecting a workbook: Add a password 235
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Sharing a worksheet

Today's work often takes us out of the confines of our own
office and connects us with others down the hall or around the
world. If you work with a team or need to get someone’s sign
off on your new report, you'll quickly realize that sharing your
files can save you a lot of time and trouble. No more send-

ing files by email from one place to another or going to great
lengths to deliver a thumb drive to someone across town. In

Share your workbook with others

1 On the ribbon, tap the Review tab.
2 In the Changes group, tap Share Workbook.

3 In the Share Workbook dialog box, select the Allow Changes By
More Than One User check box.

4 Tap OK to close the dialog box. The Save As dialog box appears so
that you can save the file if necessary. Choose the folder where you
want to store the file and tap OK.

236 Sharing a worksheet: Share your workbook with others

Excel 2013, you can use the tools in the Review tab to share
your workbook by using either the Share Workbook or Protect
And Share Workbook tools in the Changes group.

You can also use tools on the Share tab of the Backstage view to
present your workbook online by using Microsoft Lync so that
others can view and respond to your worksheet in real time.
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Present the workbook online

On the ribbon, tap the File tab to display the Backstage view.
Tap the Share tab.

Tap Present Online. If you haven't previously saved the file to the
cloud, you will be prompted to do so. After you save the file to
SkyDrive or SharePoint, additional options become available on the
Share tab.

Tap Present.

The Share Workbook Window appears, listing any current meetings
you've joined in Lync.

Tap the meeting or conversation you want to join, if one appears in
the list. If not, tap Start a New Lync Meeting.

Tap OK.

Lync makes the connection and displays the worksheet in the

presenting window. Tools along the top of the screen enable you to
switch the meeting control to another or stop presenting.

@ TIP Sign in to Lync before choosing the Present Online option
so that you don't have to stop and sign in before sharing your
workbook.

@ TIP When you're finished sharing the workbook online, tap
Stop Presenting. You are returned to the Lync window, and you
can continue your conversation as normal or close or minimize Lync.

Share Workbook Window

Choose a Lync Meeting to share this application window in:

Start a new Lync Meeting 5

CAMNCEL

o 2
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Tracking changes

When you're collaborating on a workbook, it's important to be 2013 to identify additions and changes made by others who are
able to see what kinds of changes other are making on your sharing your workbook.
worksheets. You can use the Track Changes feature in Excel

Turn on Track Changes 1 2

1 On the ribbon, tap the Review tab.

Travel_expenseslsx - Excel
2 In the Changes group, tap Track Changes.
REVIEW VIEW

3 On the menu that appears, tap Highlight Changes.

w/Hide Comment ._J Protect and Share Warkbook
4 In the Highlight Changes dialog box, if necessary, select the Track D D _
N .. ’ﬁ Show All Comments L—/‘ Allow Users to Bdit Ranges
Changes While Edltlng check box. Protect  Protect Share
A Show Ink Sheet  Workbook Workbook F—_ZTrackChangS‘
5 Tap OK and when the Save As dialog box appears, tap Save to save e i
the workbook. E} Highlight Changes...
D E F G
|
Highlight Changes ?

4 —- Track changes while editing. This also shares your workbook,

Highlight which changes

[V when: Al v
I:‘ Who: Everyone
[ Where: =5

Highlight changes on screen
List changes on a new sheet

i

5
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Review changes

1
2
3

On the ribbon, tap the Review tab.
In the Changes group, tap Track Changes.

On the menu that appears, tap Accept/Reject Changes. If the Excel
message box appears, telling you the workbook will be saved,
tap OK.

(continued on next page)

Travel_expensesxlsx [Shared] - Excel
REVIEW VIEW

'|=|:,| Show All Comments

it rotect rotect Share
£ Show Ink heet  Workbook Workbook | [ Track Changes [

ents Ch

Mileage Date Chk Pd
14230 12-Jun-13 3411 30-Jun-13
369.0  15-Jun-13 3412 30-Jun-13
4530 10-Jun-13 3413 30-Jun-13
r 12550  10-Jun-13 3414 30-Jun-13
11300 9-Jun-13 3415 30-Jun-13

_3 Protert Shared Workbook

[Er Highlight Changes...

m Accept/Reject Changes se—

£00.0
4000
2000

Changed worksheet data
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Review changes (continued)

4

© 00 N o un

10 Tap Close to stop reviewing changes.

: DESIGNING, EDITING, AND SAVING A WORKSHEET IN EXCEL 2013

Which changes

In the Select Changes to Accept or Reject dialog box, tap the check
box of the items for which you want to search. To select further 4
criteria, tap the drop-down arrow for the item.

When: | Not yet reviewed|

[ whao: Everyone

a ]
Bl <]I<

] where:

Choose the timeframe of changes that you want to review.

Cancel
Select the author of the comments that you want to see.
Indicate where in the worksheet you want to review comments. 8
Tap OK.

In the Accept Or Reject Changes dialog box, do any of the

fO”OWIng' Change 1 of 2 made to this document:
Katherine Murray, 1/19/2013 12:16 Ph:

e Tap Accept to accept the current change.
Changed cell D6 from '1,205.00° to '1,255.00°,

e Tap Reject to reject the current change.

e Tap Accept All to accept all the changes.

¢ Tap Reject All to reject all the changes. Accept All | | Reject Al

@ TIP The easiest way to accept all changes in your worksheet is

to tap Track Changes, tap Accept/Reject Changes, tap OK in the
Select Changes to Accept or Reject dialog box, and then tap Accept All.

240 Tracking changes: Review changes
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Exporting worksheet data

Excel 2013 is easy enough to use that you might find it makes

sense to keep track of all kinds of data with it. You might keep
the names and addresses of your book club members, sort the
information for families in your neighborhood associations,

or manage complex financial reports and such for all kinds

Create a PDF of your worksheet

1 On the ribbon, tap the File tab to display the Backstage view.
2 Tap the Export tab.

3 Tap Create PDF/XPS Document.

4 Tap Create PDF/XPS.
(continued on next page)

of work-related needs. No matter what the content of your
workbooks, you can export them—and individual worksheets,
as well—in formats that make it easy to share the data or work
with it in other programs.

Export

L. Create POF/XPS Document

I Crnge e Tpe
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Create a PDF of your worksheet (oninues)

5 In the Publish As PDF Or XPS dialog box, navigate to the folder

where you want to save the workbook.

6 Type a name for the file.

7 Tap the Save As Type drop-down arrow and, if necessary,

select PDF.
8 Choose the Optimize For option that you want to use.

9 Tap Publish.

242 Exporting worksheet data: Create a PDF of your worksheet

Publish as PDF or XPS

T < 02013 _tablet_... » Examples

Organize v New folder

& Downloads X
= Recent places

& SkyDrive

4 Libraries

t= > | £| Documents

d J- Music
> = Pictures
> '§ padcasts

> [ Videos

4 Homegroup o

AN Search Examples

Ne items match your search.

File name:

Save as type: |PDF (*.pdf)

[] Open file after
publishing

“ Hide Folders

Optimize for: (@) Standard (publishing
online and printing)

(2 Minimum size
(publishing enline)

Options...

Tools - Publish

9
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Export the workbook in other file types

You can also export your Excel 2013 worksheet data in other
formats, if you expect to use it with other programs. Tap

the File tab to display the Backstage view and then tap the
Export tab. Next, tap Change File Type and choose the file
type you want from the list that appears. Tap Save As and

select the folder where you want to store the exported infor-
mation. Now, just type a name for the file and tap Save, and
Excel saves the exported data in the folder and format you
selected.

Export the workbook in other file types 243






Using Excel 2013

or data analysis

f you're taking the time and trouble to add your data to Microsoft Excel

2013, the chances are good that you are interested in analyzing it, as well.
Perhaps you want to show your management team the results of the most
recent sales competition. Or, you want to talk about projections based on
a number of different factors, which means you need to show your data in
different ways by tapping a control or two.

Sound too simple? In Excel 2013, it's not. You can use Excel’s new Quick
Analysis tool to get a quick look at the trends in your data, and you can
use slicers to change the data displayed on the fly. You can also use condi-
tional formatting features to show data trends on the worksheet itself and
add formulas and functions to extend the power of your data and perform
calculations—simple or complex—in real time.

In this section:

Applying conditional formatting
Quickly analyzing your data
Adding sparklines

Understanding Excel formulas and
functions

Creating a formula

Checking and revising a formula
Using functions

Sorting data

Creating and modifying PivotTables

Filtering your data by using slicers
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Applying conditional formatting

In Excel 2013, you can add formatting to the cells on your
worksheet that help others see at a glance what the trends in
the data might be. For example, suppose your worksheet shows
the weekly sales in your small bookshop. You can use condi-
tional formatting to display values as data bars of different
colors, which highlights changes in your data or presents it in a
way so that you can easily compare data ranges based on the

Highlight data results

1 Open an Excel workbook and select the values that you want to
format.

On the ribbon, tap the Styles group, tap the Home tab.
Tap Conditional Formatting.

On the menu that appears, tap Highlight Cells Rules.

i A W N

On the submenu that appears, tap the type of rule that you want to
apply.

6 In the dialog box that opens, if necessary, tap the Condition list box
to change the value.

7 Tap the Formatting list box to display your conditional formatting
choices and select the format that you want to apply.

8 Tap OK to apply the format to the cells.

246 Applying conditional formatting: Highlight data results

colors they represent. Or, you can display icons in the cells (such
as an up arrow or down arrow), add greater-than or less-than
symbols, highlight the top or bottom percent of values show, or
clear the formatting altogether. Conditional formatting is fun to
apply and easy to use, and it can help those who are unfamiliar
with your worksheet to understand easily what your data shows.
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Display data bars 2 3 4

1 Drag to select the cells for which you want to display conditional =S i.1 o B —
formatting. h T
- i s e | X & =[El= # o p | | & -
2 On the ribbon, tap the Home tab. ™ rE e e T || EEmm——]
- w = = = : s & 3 B
3 In the Styles group, tap Conditional Formatting. — —— = a— e ==
E F G H | EE““' b —]Cu.ﬂwlfl
4 On the menu that appears, tap Data Bars. . : g i
ppeats. tap The Able Team Wi - |ggs;
5 In the gallery that opens, tap the data bar style that you want to B s -
4 |Debro Gorcia  Debro Garcia
apply o e T
7|eltreyZeng  Jefiey  Zsng B dortia e
8 Bl Moo

@ TIP You can also add icons to worksheet cells to display
conditional formatting. You might, for example, add up-arrows
or down-arrows to show data trends. Add icons to your cells by

selecting the data on the worksheet and then tapping Conditional
Formatting, tapping Icon Sets, and then tapping the icon set style that
you want to add to the selected cells.

Applying conditional formatting: Display data bars 247
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Quickly analyzing your data

Quick Analysis is a new feature in Excel 2013 with which you your worksheet. It's easy to use and can show you at a glance
can apply different analysis tools to the data you've selected on ~ what trends are appearing in the information you're gathering.

Apply Quick Analysis Tap to display

1 2 more choices
1 Drag to select the cells that contain the data you want to analyze.

@ H % & & Toavel_experffes is - Exces ?T ® - &F X
The Quick Analysis tool appears just below and to the right of the S L= e e SR e _ . . cidena |
Cantury Gothic 2 A A :EE"I= L3 B == 1 | Eh _' B
range you selected. = IR A I e i B | 2
2 Tap the Quick Analysis tool. = e : : . ; T B
A palette of tools appears, presenting the different options for : The Able Team
analyzing the selected data. You can choose to apply conditional I —r
§ |Daniela Guaita  Daniela Guaita
formatting tools, display the data as a chart, use Total functions, B e oo —]
display the data in tables, or add sparklines, which are small, in-cell
diagrams that show data trends in the cells you specify.
3 Tap the desired category, depending on what you want to do with
the data: Formatting, Charts, Totals, Tables, or Sparklines. T e U6 i o
4 Tap the analysis tool that you want to apply. For example, tap I I
Sum. Excel adds the sum of the selected cells at the bottom of the 4 3

selected data range.

248 Quickly analyzing your data: Apply Quick Analysis
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Adding sparklines

You can use sparklines to show at a glance the data trends your Excel 2013 offers three types of sparklines: Line, Column, and

data reflects. Sparklines appear in cells beside the data they Win/Loss. The Line option displays your data as a small line

represent so anyone viewing your worksheet can see easily what  chart. The Column sparkline format shows your data as compar-

the values display. You can customize the sparklines so that they  ison values displayed as a small bar chart. The Win/Loss option

appear in different colors and styles. displays values as a sequence of colored dashes that clearly
indicate the variances in your data.

Create sparklines

1 Select the cells that you want to summarize. The cells must be in a
single row or column.

2 On the ribbon, tap the Insert tab.

3 In the Sparklines group, tap the type of sparkline that you want
to create.

The Create Sparklines dialog box opens. The data you selected
already appears in the Data Range list box, and the cursor is posi-
tioned in the Location Range list box.

4 Tap the cell on the worksheet in which you want the sparkline to :
appear. H b=

| Sheet] | Sheet2 | Sheetd | Sheeld | Sheets | Shests | @

The cell address displays in the Location Range box.

5 Tap OK to add the sparkline. g

@ TIP  You can also create sparklines for multiple rows or

columns at once. Begin by highlighting all the data that you
want to include, tap the Quick Analysis tool, choose Sparklines, and
then tap the type of sparkline you want to add. You can then format all
the sparklines at once while the range is still selected.

Adding sparklines: Create sparklines 249
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Edit Sparklines 2 31 45

1 Tap the cell that contains the sparkline you want to edit. gg F—— _I T — I ]
The Sparkline Tools | Design contextual tab appears, offering a - E .MJ_M o:m N | LZWl s
number of tools that you can use to edit the sparklines. T (= | 2 me WA NS A NI Mt B

2 In the Show group, select the desired check boxes to add data o i =
markers to your sparkline. :

In the Style group, choose a style to apply to the sparkline.

4 to change sparkline color, tap the Sparkline Color button.

To change the color of the data markers that you added to your
sparkline, tap the Marker Color button. Clear sparklines

@ TIP For best results, create one sparkline for a specific range
of data, edit the sparkline to appear as you'd like, and then copy
and paste the sparkline to other cells in your worksheet. Excel 2013
adjusts the data ranges automatically for you, and you get the benefit
of adding the sparkline style that you just created to each series you
want represented. To copy the sparkline quickly through contiguous
cells, drag the small rectangle in the lower-right corner of the sparkline
cell in the direction that you want to add the sparklines.

@ TIP You can delete sparklines from your worksheet by simply

selecting the cell containing the sparkline and tapping Clear on
the Sparkline Tools | Design contextual tab. Choose whether you want

to clear the individual sparkline or the entire sparkline group, and Excel
does the rest for you.

250 Adding sparklines: Edit Sparklines



Understanding Excel formulas and functions

Excel 2013 is a powerful worksheet program that gives you all
kinds of tools for performing sophisticated calculations and data
analyses. If you use worksheets only sporadically, you might not
be too comfortable with formulas and functions. If this is the
case, the following tasks are for you. Here, you'll learn about
how Excel references cells and puts everything together with
functions in formulas that you can use to perform calculations
on the data in your worksheet.

Learning about cell references

Each cell in your Excel worksheet has its own unique address,
which represents the intersection of the row and column where
the cell is located; for example, C5 is an individual cell that falls
at the intersection of column C, row 5. K23 is another, located
in column K, row 23. You can easily determine the address of
the cell by tapping in the cell. The Name box in the upper-left
corner of the Excel window shows the cell reference of the
selected cell.

When you select a range of cells, Excel describes that range

by separating the individual cell references with a colon; for
example, B4:B20 describes a range a cells that begins with cell
B4 and extends to cell B20, which happens to define a group
of cells that are all in one column. Excel uses the upper-left and
lower-right cell addresses to describe a contiguous range selec-
tion, which is a single block of cells.

When you create formulas, the way the values are calculated will
vary depending on whether the cell uses an absolute or relative
reference. A formula with a relative cell address uses the data in
the cells specified, relative to their position on the worksheet.

Understanding Excel formulas and functions: Learning about cell references

B H 9
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— Name box

A B
13[ —Jregiom+— Selected cell

14 Region 2
15 Region 3
Relative references

Product A Product B Product © Totals | Totals
15603 11300 8544 =SUM(B3:D3) 35447
3503 2311 2301 =SUM(B4:D4) 8115
Product A Product B Product C Totals Totals
15603 11300 8544 =SUM($B$9:3D$9) 25447
3503 2311 2301 =SUM($B$9:3D$9) 25447
Product A Product B Product C Totals Totals
15603 11300 8544 =SUM($B$15:D15) 35447
3503 2311 2301 4UM{$B$I5:EI)I6] 43562

Absolute
references

Mixed references

251



For example, with relative cell references, if you are summing
the data in cells Al to D1 and showing the total in E1, when
you copy the formula in E1 to E2, the formula recalculates the
data based on cells A2 to D2. If the cells in Al to D1 are abso-
lute references, the formula you copy to cell E2 will continue to
reference the cells in Al to D1. In Excel, you add a dollar sign (%)
to the beginning of any reference that is treated as absolute in
a calculation. By default, cells use relative references, but if you
want to make the references for cells absolute, select the cells
you want to change in the formula bar and press F4 to switch
from relative to absolute referencing.

Understanding formulas and functions

You need to understand cell references to use them properly

in formulas. Formulas instruct Excel as to what calculations to
perform on your worksheet. A formula always begins with an
equals sign (=) and can be very simple; for example =3*5+2. A
more common formula uses cell references to indicate to Excel
where to find the data for the calculation, such as =D4+D5. In a
formula, the standard order of operations apply, and any parts of
the formula within parentheses are calculated first.

You use functions to perform common calculations on the cells
you select in your worksheet. You include functions in your
worksheet formulas. Some of the functions in Excel are very
common, and you'll be at home using them right off the bat.
Using functions such as SUM, AVERAGE, and COUNT, you can
total values, calculate an average value, and display the number
of elements in a data range. Some functions are available in the
Quick Analysis tool and you can add them to your worksheet
without crafting a formula by hand or using the Formulas tab in

the Excel window. You insert a function in a formula and specify
to the function which cells you want to include in the calcula-
tion, for example:

=SUM(B3:E3)

In this formula, SUM is the function. A function returns the
result of a calculation. The equal sign (=) informs Excel that what
follows is a formula or function and should be calculated as
such, not treated as worksheet data. The cell reference (B3:E3)
points Excel to the values you want to use to produce the for-
mula result.

The functions in Excel might have arguments that are required
to perform the calculation. These arguments can be values or
cell references or information that controls exactly what the
function does. For example, the actual values of the cells used in
a formula might look like this:

=15603+11300+8544

But they could also be written in cell notation like this:
=B3+C3+D3

And the formula, using the SUM function, could be written as
=SUM(B3:D3)

All three examples return the same result, but the first is static,
meaning that it uses the numbers as they are entered. The

second example is dynamic and allows the formula to change
automatically if the data in one of the cells is changed. The third

252 Understanding Excel formulas and functions: Understanding formulas and functions
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example uses the built-in SUM function and cell references and Formula tab
is the easiest and most expedient way to add formulas that can |
be copied and modified as needed on your worksheet. @ 9 < 4 - | Channel marketing bucget2asy -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
You will probably use the Formula bar and the Insert Function 8 (2] Define Name-
t  ofton 1 : i K2 RIS R EE =
ool most often to create and modify formulas in Excel. The For- T Use n Formula
. . . Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math & More Mame

mulas tab also includes the tools you need to insert, manipulate, Fncion - Used~ - - - Time- Referencer Tigw Funciins= Manager [ Createfrom Sele
and modify formulas and functions on your worksheet. Function Library Defined Names

2 M Je | =SUM(B3:D3)

A B c D | E | F

1 |Relative Cell Addressing

2 oduct A Product B roductC  _Totals Totals

3 |pirect ﬁf <02 112300 544 SrSUM(ESDE) iam?

4 |online 3403 2311 301 “-SSUM(B4:D4) 15

5

Insert Function tool Formula bar

@ TIP Excel formulas can be as simple or as complex as you need
them to be. You can include multiple functions within a single
formula, and you can also nest functions within functions for more
sophisticated calculations.

@ TIP The Function Library group on the Formulas tab also
displays the various categories of functions you can add to your
formula. You can add a function without using the Insert Function
dialog box by tapping the category of the function you'd like to add
and then tapping the function in the displayed list.
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Creating a formula is really a simple task, thanks to all the tools
Excel 2013 gives you to create what you need and check the
formula for accuracy. You can type a formula directly in the
Formula Bar at the top of the Excel worksheet area, or you can
tap and type it in the selected cell. Along the way, you can

Type a formula
1 Tap the cell in which you want to enter the formula.
2 Either in the cell or in the Formula bar, type an equal sign (=).

3 Type the name of the function, followed by a left parenthesis
character.

You can tap the Sum arrow to see a list of additional functions you
can choose.

4 Type the cell addresses that you want to include in the function.

You can also tap the cells or range on the worksheet that you want
to include in the formula, and Excel will add it for you.

5 Type a right parenthesis character and then tap outside the cell.

@ TIP If you need to edit a formula that you've already added to
the worksheet, you can make changes easily. Double-tap the
cell containing the formula that you want to change, type the cor-

rected formula on the worksheet, and then tap outside the cell.
Whether you make the edits in the cell or in the formula bar, after you
tap away, the edits are added to the worksheet, and other cells
depending on that formula are recalculated, as needed.
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also type or select the function you need and type or drag to
select the cells that you want to include. And, the program even
provides you with on-the-spot error checking (the subject of the
next task) to help ensure that your formulas are adding things

up properly.




Checking and revising a formula

Excel 2013 includes a number of tools to help you troubleshoot
the formulas in your worksheet. If things aren't working out
properly or you're questioning the accuracy of a formula (or

Check for formula errors

1 On the ribbon, tap the Formulas tab.

In the Formula Auditing group, tap the Error Checking tool.
On the menu that appears, tap Error Checking.

H W N

In the Error Checking dialog box, use the controls to change the
formula or ignore the error.

5 Tap Previous or Next to view the preceding or ensuing error that
Excel has found in the worksheet.

6 Tap the Close box to close the Error Checking dialog box and return
to the worksheet.

@ TIP Excel has a comprehensive Help tool that can assist you in
deciphering formula errors and correcting them. To get help
with an error in a formula, Tap the Formulas tab and choose Error
Checking. In the Error Checking dialog box that opens, Tap Help On
This Error, which displays the Excel Help window.

Read through the entries related to the problem you're having. Tap
the Pin tool in the upper-right corner of the Help window if you want
to keep it open on your screen while you work through the problems.
You can also search Help and read about related issues. When you're
finished, tap the Close box to exit Help and then tap the Close box on
the Error Checking dialog box.
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Excel displays an error indicator in the cell that looks like an
exclamation point, alerting you to a problem), you can use these
tools to find the problem and correct it.
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Using functions

As you've already seen in this section, functions are the engines
that drive your Excel 2013 formulas, returning the result of the
formula’s calculation. They do the actual processing, whether

Find the function you want

1 Tap the cell in which you want to add the function and then tap the
Formulas tab.

2 On the Formulas tab, on the far left side of the Function Library
group, tap the Insert Function button.

The Insert Function dialog box opens.

3 Tap the category list box to display the list and then select the func-
tion category that you want to view.

You can choose from All, Financial, Date & Time, Math & Trig,
Statistical, Lookup & Reference, Database, Text, Logical, Informa-
tion, Engineering, Cube, Compatibility, or Web categories. Upon
choosing a category, the list of functions available in the Select A
Function list changes.

4 Tap the function that you want to examine.
5 Tap OK to select the function.

The Function Arguments dialog box opens, in which you can
specify additional information for your function. (Read on for more
about working with function arguments.) For now, you can choose
the settings appropriate to your formula and tap OK to close the
dialog box.
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the formula calls for simple or complex calculations. When you
add a function to a formula, the function needs to know which
cells to use in the calculation.
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@ TIP Some functions need further information before you can
use them in the formula. If the function you select needs more
information, the Function Arguments dialog box will open after you

tap OK in the Insert Dialog box. Choose the settings that apply to the
function you've chosen, and then tap OK to close the dialog box and
insert the function and its arguments in the worksheet cell.
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Sorting data

You can use Excel 2013 for more than just numbers. You might you specify. It's important that you select all data that will
want to list products, client names and addresses, or create a be impacted by changing the sort order on your worksheet,
worksheet to keep track of your store inventory. You can use because it's easy to sort only a section of your data without
Excel’s Sort tool to organize the information in your worksheet realizing the ordering problem you're creating elsewhere. If you
and present it in a way that's meaningful for you. choose to sort a listing of customer records, for example, make
sure you've included all relevant data for each customer in the
Sorting is easy in Excel. You can choose an Ascending or rows and columns you've selected, so you don't inadvertently
Descending sort, or you can customize the sort process by sort all the last names but not the first names, or accidentally
sorting your information on the elements and in the order separate customer names from the products they ordered.
Do a basic sort 1 2 3
. ||
1 Tap any cell in the column of data that you want to sort. O & < & | Fovomeete oo
2 On theribbon, tap the Data tab. HOME ~ INSERT  PAGEfAYOUT  FORMULAS | DATA | REVEW  VIEW
3 Follow either of these steps: [ From Access = Connections 4 73 T clear =
. . [ From Web [2) = ITS [ Properties ‘ Y T Reapply =
* In the Sort & Filter group, tap the Sort Ascending button. Dyromior oo B o e R T
¢ In the Sort & Filter group, tap the Sort Descending button. Get Extemal Data Connections Sort & Fitter
c3 vl £ Garcia
A B = D E F G H
- The Able Team
2 FullName FirstName [lastName  Mileage
3—| Debra Garcia  Debra 369
4 Brian Groth Brian Groth b
5 Daniela Guaita Danlela Guaita - 453
6 |Scott Oveson  Scott Oveson _
7 | Jeffrey Zeng Jeffrey Zeng EC
8
9

@ TIP You can undo the sort by tapping Undo in the Quick

Access Toolbar immediately after sorting the data. You can also
tap Descending (if your first sort was Ascending) to reverse the order.

Sorting data: Do a basic sort 257
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Create a custom sort

1 Select a cell in the data range or Excel table that you want to sort.
2 On the ribbon, tap the Data tab.
3 In the Sort & Filter group, tap Sort.

The Sort dialog box opens.

4 Tap the Sort By arrow and select the criterion by which you want
to sort.

5 Tap the Sort On arrow and select the criterion by which you want
to sort.

6 Tap the Order arrow and then select the order in which the
column’s values should be sorted.

7 Tap Add Level.
Repeat steps 4-7 if you want to set additional sorting rules.

9 Tap OK.

@ TIP If you want to include the headers in the sort range of the
data you're asking Excel to order, select the My Data Has

Headers check box in the upper-right corner of the Sort dialog box. If
you want to exclude the headers, tap to clear the check box if
necessary.
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Creating and modifying PivotTables

PivotTables are powerful tools that can help you analyze your
data in a variety of ways and from a variety of perspectives.
They enable you to literally “pivot” your data to look at it in dif-
ferent views. Suppose, for example, that you are working with a
worksheet that shows the sales of your top products in the first
quarter. Your PivotTable can help you see, with a simple tap:

m  Which products were the top sellers during the first
quarter

Create a recommended PivotTable
1 Tap a cell within the range that you want to summarize.
On the ribbon, tap the Insert tab.

In the Tables group, tap Recommended PivotTables.

S W N

In the Recommended PivotTables dialog box that opens, tap the
PivotTable that you want to create.

5 Tap OK.

@ TIP The great thing about adding a PivotTable to your
worksheet is that you can pivot your data and look at it in
different ways without creating a new table. Tap the arrow in the

upper-left corner of the table and choose the field that you want to use
as the pivot for the table. Select the check boxes of items that you want
to include in the table; your data is filtered and displayed accordingly.

@ TIP You can format your PivotTable by using the PivotTable

Styles gallery on the PivotTable Tools | Design contextual tab.
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®  How quarter 1 sales compare to other quarters
B  How a particular product has sold over time

You begin by selecting the data for the table, including a header
row so that Excel knows how to categorize the data being
shown. You specify to Excel how you want to display the data in
the PivotTable and then—here's the pivot part—you can easily
change the data items around to display the information in dif-
ferent ways within the same table.
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Create a PivotTable

Tap a cell within the range that you want to summarize.
On the ribbon, tap the Insert tab.
In the Tables group, tap PivotTable.

Tap OK.

A U1 A W N K

Drag a field to the Values area. This instructs Excel to display the
values for that field in the table.

7 Drag other field headers to the Rows and Columns areas, as
needed. This shows Excel how to arrange the data in the table.

@ TIP To change your PivotTable, tap any cell in the data area of
the PivotTable, and then on the PivotTable Tools Analyze tab,
tap Field Settings in the Active Field group, and the Value Field Settings
dialog box appears. If you want to change the format of numbers in the
PivotTable, tap the Number Format button at the bottom of the dialog
box and choose a different format in the Format Number dialog box.
Tap OK twice to get back the worksheet.

@ TIP If you want to change the data source the table is using to
create the PivotTable, in the Data group, tap Change Data
Source and choose a different table to use as the basis for your
PivotTable. When you're done making changes, test out the table to
ensure that it shows your data to your satisfaction.

260 Creating and modifying PivotTables: Create a PivotTable

Verify that the proper data range appears in the Table/Range box.
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Analyzing data trends with Power View Reports

Excel 2013 includes a new feature called Power View Reports  view, showing the Power View Fields in a pane along the
with which you can create custom reports in much the same right side of the Excel window. You can tap the Click Here To

way you put together PivotTables on your worksheet. Add A Title area of the page to title your report, and then
select the check boxes of fields in the Power View Fields pane
You'll find the Power View tool in the Reports group of the to hide or display data in the report.

Insert tab. When you tap Power View, Excel prepares a new

Analyzing data trends with Power View Reports 261
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Filtering your data by using slicers

When you want to look at a subset of your data or display only
data values related to a specific category of information, you
can apply filters to that data. You use the Filter tool on the Data
tab to instruct Excel as to how you want to filter the information
on the worksheet. When you filter your data, the data items that
don't meet the filter criteria are hidden temporarily so that you
can view only the data you need.

Filter selected data

1

2
3
4

Tap any cell in the range that you want to filter.
On the ribbon, tap the Data tab.
In the Sort & Filter group, tap Filter.

Tap the filter drop-down arrow for the column that contains the
data that you want to filter.

Select the check boxes adjacent to the values by which you want to
filter the list.

Tap OK.

262 Filtering your data by using slicers: Filter selected data

Excel also includes features called slicers that you can use to
filter your data in real time in a table format. Slicers are simple,
graphical tables by which you can display your data in different
ways without changing selections on the worksheet. Slicers easy
to add and can be an effective tool for showing how your data
looks when filtered in different ways.
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Use a slicer to filter a table

1 Mark the data that you want to use as an Excel data table by select-
ing the data range, tapping Insert, and then tapping Table.

In the Create Table dialog box, tap OK.

Tap any cell in the Excel table that you want to filter.

On the ribbon, tap the Insert tab.

i A W N

In the Filters group, tap Slicer.

E e e e

The Insert Slicers dialog box opens.

6 Select the check boxes adjacent to the fields for which you want to
create a slicer.

7 Tap OK.

(continued on next page)
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Use a slicer to filter a table (oninues
8 Do any of the following steps:
e Tap an item to display just that item’s values in the table.

¢ Tap the Clear Filter button to remove all filters applied by the
slicer.

¢ Tap and hold the slicer and tap the Remove menu item to delete
the slicer.
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Creating, animating,

and saving a

presentation In
PowerPoint 2013

N ow, whether you need to plan a presentation quickly on the fly or put
the finishing touches on one you've been working on for months, you
can use Microsoft PowerPoint 2013 on your tablet to tap and touch your
way to a great slide show. Using a number of new features, optimized for
touch, you can create professional presentations, share them with others,
and customize the elements, animations, and transitions to achieve just
the right effect.

You create a new presentation or open an existing one by using the
PowerPoint 2013 Start screen, which makes the whole process easier by
appearing automatically when you tap the PowerPoint 2013 app tile to
start the program. Likewise, the new redesigned PowerPoint window is
clean and bright with plenty of room for swiping and tapping.

In this section:

Getting started with PowerPoint 2013
Starting a new presentation

Selecting a presentation theme
Choosing a slide layout

Adding and formatting text

Adding pictures to your slides
Inserting slides

Adding and editing video

Animating slide elements

Adding transitions to your slides
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Getting started with PowerPoint 2013

The new features in PowerPoint 2013 follow along with the big
changes you find in Microsoft Office 2013 overall: a new Start
screen to get you going quickly, a clean new redesigned work
area, and the ability to save to the cloud by default. You'll also
discover some PowerPoint-specific features, such as a new wide-
screen format for presentations, new themes with coordinated
variants, and a way to present your presentation live online,
even if those viewing the presentation don't have PowerPoint.

What's new in PowerPoint 2013

B The PowerPoint 2013 Start screen The Start experi-
ence makes it easy to begin a new or existing presenta-
tion. You can search for a template, choose a template
style, open a recent presentation, or navigate to a previ-
ously created presentation on your local storage device or
in the cloud.

m Clean, open work area PowerPoint, like all of Office
2013, now enjoys a minimalist look, leaving plenty of
room on the screen for you to work with your content.

A range of ribbon options makes it possible for you to
display the ribbon or not, as your preference goes. You
can also choose to auto-hide the ribbon so that it appears
when you need to use it but disappears from view when
you move the pointer back to the work area.

B Improved touch capability The new redesigned
PowerPoint window makes it easy to navigate by touch.
The new touch mode gives the display a roomy feel and
makes it easy to tap the tools you want to use. New mini-
bars give you galleries of options that are simple to select
and navigate.

Search for a
template

Open a recent
presentation

Choose a template
category

Powet Point sl o ey e 2

wd Lucation  Medical Natine  Phot Abuma

Take a C r B o B
tour

ent

BEEEEEREEE

- Oy

Scroll to see more
templates

See additional existing
presentations

Touch Mode Ribbon display options

......

Tap to add title

Tap to add subtitle

Collapse the ribbon
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Improved commenting The comments feature has
been streamlined, and you can now read and respond to
comments in the same comment balloon. Additionally,
you can view comments in a Comments pane along the
right side of your presentation.

New design tools Now in PowerPoint 2013, in addition
to applying themes (and you have new themes to choose
from), you can choose variations of the theme in different
color palettes.

Choose a widescreen format Today many of the
displays we use are in widescreen and high-definition
formats, With PowerPoint 2013, you can use a 16:9 layout
and select new widescreen themes, as well.

Simplify presenting Now, Presenter View makes set-
ting up and delivering your presentation easier than ever,
whether you're using a single or multi-monitor setup. You
can easily rehearse your presentation, and when present-
ing, you can use the Slide Navigator to move smoothly to
the slides that you want to show.

Choose a theme Select a variant Choose a slide size

- — 8 X

Change Presenter view display View nest slide

Looking Ahead fo 2015

Move through slides Read slide notes
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Start PowerPoint in Windows 8

1 On the right side of the Windows 8 Start screen, swipe to display
the app tiles.

2 Tap the PowerPoint 2013 tile.

The program opens on your Windows 8 Desktop.

TIP  You can pin the PowerPoint 2013 program icon to your
Windows 8 Desktop taskbar by swiping down on the app tile

and choosing the Pin To Taskbar icon in the apps bar at the bottom of
the screen.

268 Getting started with PowerPoint 2013: Start PowerPoint in Windows 8
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Learning the PowerPoint window

After you select a template or tap New Presentation on the
Start screen, the PowerPoint window appears. The PowerPoint
2013 window has a new, clean design that maximizes your
access to tools and gives you plenty of room on your screen to
work. Here are techniques and tools you're sure to use regularly
in the PowerPoint window:

B Choose the task you want to accomplish by selecting a
tab on the ribbon.
B Tap a tool to select it.

®  Unpin the ribbon so it appears only when you point to a
tab or tool.

m Display the slide in Full Screen mode.

m  See thumbnails of slides in your presentation.
®m  Add slide notes.

®m  Display the Comments pane.

®  Change the slide view.

B Check slide spelling.

Choose your task Select a tool

» 2 Ih o ¥
v | wew  osn  Towsm
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......

Unpin the ribbon

B sure 1o allove the music 1o finish before beginning,

Add slide notes

View slide thumbnails

Change the view

Display the Comments pane
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Starting a new presentation

Similar to other apps in Office 2013, PowerPoint 2013 makes the type of presentation you want to create. You can also search
your startup experience easier by displaying the Start screen specifically for a template that matches a style or approach you
when you first start the program. In the Start screen, you can like. And course, if you'd rather start with a clean slate, there's

choose from a sweeping array of templates to get you rolling on  always the standard Blank Presentation.

Start a blank presentation 1 2
1 Start PowerPoint 2013.

The Start screen appears on your display.

A Search for onlingd templates and themes
PowerPoint

Suggested searched  Business  Calendars  Uharts and Diagrams  tducation

2 Tap Blank Presentation.

. . . ) Recent FEATURED  CUSfOM
The PowerPoint window opens, and the slide area is blank, except

for the title and subtitle prompts, where you can tap to add text.

Looking Ahead to 2015.pptx
Katherine Murray's SkyDrive = Wark fo...

Feaspirituality Nature loumal-... Ta ke a ( a
Katherine Murray’s SkyDrive » Waork fo... to u r
[P]I Green Plans 201.ppx
Katherine Muriay's SkyDrive » Work fo...
Blank Presentation ‘Welcome to PowerPoint

Looking Forward, Looking Bac...
Katherine Murray's SkyDrive = Wark fo...

E\) I*\I*\I\f\*\l

E’/ \‘ r\r**

RRSRSRSR8R8R828

h\‘/n KK
INTEGRAL

;
E:I Katherine Murray's SkyDrive = Wark fo...

Looking Forward” ] Looking B..
Katherine Murrav's SkyDrive = Work fo...

Integral

@ TIP On the left side of the Start screen, you will see a list of
recently opened presentations. If you want to open an existing
presentation right off the bat, tap the presentation file you want to

use. If you don’t see it listed in the Recent list, tap Open Other
Presentations to display the Open dialog box, in which you can
navigate to the location where the file is stored, and then tap it to
open it.
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Start a presentation from a template 3 2 1

1 Swipe through the list to review the templates displayed by default. !

- x

2 Tap the template that you want to use. PowerPoint & il |

Supgestedsemches: Dutness  Cokndars  ChansandDlogams  Lducaion  Medial  Naturd] Photo Aliuma St o

FRATIRED  CUSTOM

-
ton [ Wood Type v
: SLICE
Metropolitan
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3 You can also tap a template category that reflects the type of
template you're looking for. The Category panel opens on the right
side of the screen, listing the number of templates available online
in each category.

WOOD [IYPE
.

INTEGRAL

4 Tap the filter category to see the templates in that group.

5 You can also tap in the Search box, type a word or phrase to reflect
the template that you're looking for, and then tap Start Searching.

Savon

6 Tap the template that you want to use. A preview window appears,
telling you more about the template.

(continued on next page)

Tap to return to default
templates view

1 -t =X

- ]
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Start a presentation from a template (oninued)

7 Tap the arrows to view the pages in the template.

8 Tap Create to open a new file based on that template.

Business office city sketch

presentation background

(widescreen)

Provided by:  Microsoft Corporation

Your audience sees an aerial view of an illustrated,

fictional city in this presentation. The dork brown
on ackground fits topics an

business, engincering, architecture, planning, and

real estate, to name a few, A sample chart, table,

and SmartArt raphic are already included in the
widescreen (1619) design.

Download size: 1707 KB

Raling: T (34 Voles)
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Opening an existing file

If you're like most of us, the chances are good that you will
work on your presentation over a series of days. You create
a presentation file, work on it a while, save it, and close it.
Tomorrow you'll return and work some more on the presen-
tation, invite feedback from others, and maybe work on the
animations. This means you'll often be reopening the same
file—one you've already worked on—and continuing your
work. There are a couple of ways by which you can open an
existing presentation in PowerPoint. If you've just started the
program, you can tap the file you need in the Recent list on
the Start screen. If you don't see the file in that list, tap Open

Other Presentations to display the Open screen in which you
can choose the location and file you want to open.

If you're already working in PowerPoint, you can open an
existing file by tapping File to display the Backstage view

and then tapping the Open tab. This also brings you to the
Open screen in which you can choose the location of the file
is store or tap Browse to display the Open dialog box and
navigate to the file you need. When you find it, tap it and tap
Open to begin working with the file.

Opening an existing file 273
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Selecting a presentation theme

PowerPoint includes a number of themes that lend a coordi- design choices by choosing one of the new PowerPoint 2013
nated look for the color scheme, fonts, and effects used in the variants, which display the same theme but in a variety of colors
presentation. If you like, you can get more specific with your that you can apply to the open presentation.

Apply a theme 13
|

ta 5. ppts - Powrpcine g -

1 Open a presentation.

2 On the ribbon, tap the Design tab.

3 In the Themes group, tap the drop-down arrow to display addi-
tional theme choices.

' e

A gallery of themes appears (not shown).

4 Tap the theme that you want to apply to the current presentation.

Choose a variant 1 2
|

1 After you select a theme, tap the Design tab if it's not already
displayed.

El‘.l?ihfj'})l-= 10 2015 ppte - Bomesbi T om0

...............

2 In the Variants group, tap the variant that you want to apply to the
presentation.

Your selection is applied and all slides in your presentation show the
new color of the selected variant.

@ TIP If you aren’t sure which variant or theme you want to use,

try one on for size. Tap a variant to apply it to the presentation,
and if you don't like it, tap a different variant or, on the Quick Access
Toolbar, tap the Undo button.
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Create custom themes

You can create your own theme to apply to current and
future presentations. On the Design tab, in the Customize
group, tap the Format Background button to change the
look of the slide background, and then tap Apply To All.
Then, if you like, you can alter colors, fonts, and more by
using the tools on the Home tab. To save your new theme, on

the Design tab, in the Themes group, tap the Themes arrow
and choose Save Current Theme. In the Save Current Theme
box, type a name for your new theme and tap Save. The new
theme will be available in the Custom area at the top of the
Themes gallery the next time you tap the Themes arrow to
view available themes.

Create custom themes 275
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Choosing a slide layout

PowerPoint offers you a number of different slide layouts that
you can apply to create just the right look for your slides. You
can choose from title slides, section slides, blank slides, pictures
and captions, titles and captions, two-column, three-columns,
and more. Whether you want to add bullet points or charts,

Change a slide layout

1 Inthe Slides pane, tap and hold the slide that uses the layout you
want to change. When the square appears, release your touch.

2 On the minibar that appears, tap Layout to open a gallery of layout
choices.

3 Swipe up to scroll through the layout choices if necessary.

4 Tap the layout that you want to apply to the slide.

276 Choosing a slide layout: Change a slide layout

video clips or animations, PowerPoint has a slide layout to
create the slide easily. And after you create a slide, changing it
to a different layout is as simple as tapping the one you want to
use next.
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Working with slide masters

A slide master includes design elements that give a consistent ~ To work with the slide master, tap the View tab and then, in

look and feel to all slides to which it is applied. Every presen-  the Master Views group, tap Slide Master. The slide master
tation by default has one slide master that is in place when appears in the work area, where you can customize the
you create the presentation file. If you want to add a header design of the slide. When you tap Close Master View, any
or footer to every slide, or add a logo to the background of changes that you made are applied to all slides in your pre-

all slides, you could add those items on the slide master and sentation to which that master is applied.
the elements will appear on all the slides that use that master.

Working with slide masters 277
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Adding and formatting text

The available PowerPoint slide layouts offer all kinds of differ-
ent options with respect to how you add and work with content.
Some slides include text areas and picture areas. Others include
holders for text and media. Whatever layout you choose, you

Add slide text

1 When you start with a new presentation, PowerPoint displays the
title page by default. In the Slides pane, tap the slide thumbnail to
select the slide.

2 To add the first text, tap in the Tap To Add Title area.

(continued on next page)
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can easily add text to the slide by tapping in a text box and
typing the content that you want to add. After text has been
added, it can be edited easily: you can edit it or change the
format and apply the font, size, color, and alignment you want.

TAP TO ADD TITLE

Tap o add sublifie
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Add slide text (continued)

3 Type the title of your presentation.

4 Tap in the Tap To Add Subtitle area and add a subtitle for the
presentation.

5 Tap outside the two text boxes.

Adding and formatting text: Add slide text 279
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Format slide text
1 Tap the text box that contains the text you want to change.

2 Select the text by double-tapping a word or dragging the selection
handle.

3 Tap the selection.

The formatting minibar appears next the selection.

4 Tap the formatting tool for the change that you want to make.

5 Alternatively, you can choose the formatting tool in the Font group
on the Home tab.

@ TIP If you like the format you've applied to an item on your
slide and want to apply the same settings to other elements in

your presentation, use the Format Painter to do the trick. You'll find the
Format Painter tool in the Clipboard group on the Home tab. Highlight
the text with the format that you want to copy, tap the Format Painter
tool (which looks like a paintbrush), and then tap in the text to which
you want to apply the format.

@ TIP If you tap selected text and expect the formatting minibar
to appear, and it doesn’t, check to make sure there’s not a
misspelling in the selected text. If PowerPoint detects a spelling error,
the spelling correction options list will appear in place of the format-
ting minibar when you tap selected text.

280 Adding and formatting text: Format slide text
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Adding pictures to your slides

A long presentation full of bullet points can be ho-hum for your
audience, especially if the topic you're presenting isn't the most
exciting subject in the world. To liven things up and keep your
audience interested, add compelling pictures to your slides.

You could include pictures of your key staff members, stylized

Add a picture from your computer

1 In the Slides pane, tap the slide on which you want to add a picture.
You can add a picture on any slide you like, but some slides display
small Picture icons on the slide.

2 Tap the Picture icon on the slide.

The icon resembles the Pictures tool available in the Images group
on the Insert tab.

3 Alternatively, on the ribbon, tap the Insert tab.
4 In the Images group, tap Pictures.

The Insert Picture dialog box opens.

(continued on next page)

Adding pictures to your slides: Add a picture from your computer

photos of your newest products, or images that simply inspire
folks and help you make your point, whatever that might be.
You can add pictures from your computer, cloud storage, or
other connected picture sharing sites without ever leaving your
PowerPoint 2013 slide.

A Little
Inspiration
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Add a picture from your computer (oniinved

5 Choose the Folder that contains the picture you want to use. © @ ~ 1t U« MyPictures  Flowers

i o ~  Newfold
6 Tap the picture. rganize ew folder

m Microsoft PowerPc 2
7 Tap Insert.
97 Favorites

B Desktop IMG_1611.JPG
& Downloads -5 r.
%j'_ Recent places

& SkyDrive

7l Libraries
@ Documents
J Music

|=| Pictures
I}'E'JI Podcasts IMG_2176.JPG

B Videos 3

v & Search Flowers

= -

File name: | IMG_{176.96

v| ‘Ah Pictures (*.emf;*.wmf;* jpg;* V|

@ TIP If you want to add a picture that you've stored in the

cloud, In the Favorites area of the Insert Picture dialog box, tap
SkyDrive. Navigate to the folder containing the file you want to add,
select it, and then tap Insert.
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Add an a picture from an online source

1 In the Slides pane, tap the slide on which you want to add the
picture from an online source.

2 On the ribbon, tap the Insert tab.
3 In the Images group, tap Online Pictures.

The Insert Pictures dialog box opens.

4 If you want to find clip art, type a word or phrase and tap Search.

5 To search for an image using Bing, type a description and tap
Search.

6 Or, if you have connected Office 2013 to a photo sharing site (such
as Flickr), choose an image from that source.

7 Or, browse your SkyDrive folders to locate the picture that you
want to use.

TIP You can also go online to search additional folders and
albums in your photo-sharing site by tapping See More beneath
the photos displayed. If you want to change settings for the account
connected to Office 2013, tap the Manage link to the right of the
service name in the Insert Picture dialog box.

)
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Editing your pictures

PowerPoint gives you a number of tools with which you can
edit your pictures after you've placed them on your slides.
Using PowerPoint's built-in Corrections tools, you can adjust
the light balance, sharpen the image, and correct the color
tone. You can add special effects to the picture on your slide
by choosing Picture Effects in the Picture Styles group of

284 Editing your pictures
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the Picture Tools Format tab. You can also add a number of
special effects such as Shadow, Reflection, Glow, Soft Edges,
Bevel, and 3-D Rotation by applying a picture style to a
selected image. And if you want an even bigger impact, try
applying artistic effects, which make your images look like
paintings, drawings, pen-and-ink etchings, and more.
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Inserting slides

The process of adding a slide to your presentation is just about If you prefer to choose a layout while you're adding the slide,
as easy as it gets. The only trick is to tap the slide after which you can tap the New Slide button on the ribbon to show a gal-
you want to insert the new slide. Then all it takes is a simple tap.  lery of layouts in which you can tap your choice.

Insert a new slide

1 Tap the slide after which you want to add your new slide.
2 On the ribbon, tap the Home tab.

3 If you want to add a slide with the same layout as the currently
selected slide, in the Slides group, tap the upper portion of the New

Slide button.
. B . s * N \ Tap to add
4 If you want to choose the layout for the new slide you're adding, fifle
tap the drop-down arrow on the lower portion of the New Slide = ||
button.

A gallery of slide layouts opens.

5 Tap the layout that you want to use for the new slide.

6 Alternatively, if you want to make a copy of the currently selected
slide, choose Duplicate Selected Slides.

Inserting slides: Insert a new slide 285
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Reusing slides from other presentations

Recycling is a good idea, whether you're talking about news-
papers, aluminum cans, or even presentations. You can easily
reuse slides you've created in other PowerPoint presentations
by tapping Reuse Slides at the bottom of the New Slides gal-
lery. In the Reuse Slides pane, choose Open A PowerPoint File
and navigate to the folder where the other presentation is
stored, select it, and then tap Open.

286 Reusing slides from other presentations

The slides that are part of that presentation appear in the
Reuse Slides pane. Add them to your presentation by tapping
the ones you want to use. The theme used for your current
presentation is applied to the reused slides, and you can

edit the slides normally so that they fit well with the current
presentation.
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Correct picture sharpness and contrast 3 4 2
1 In the Slides pane, tap the picture that you want to correct. B\a sfe 7 « |

vore | o oo frosemon  wmunons  soesow  reew  vew | romear catermetiorsy - [

Fresensation! - Powerbcint e oot

2 Tap the Picture Tools | Format contextual tab.
3 In the Adjust group, tap the Corrections arrow.

The Corrections gallery opens.

4 Tap the thumbnail image that represents the sharpness that you 4 H e \ ' g " 2%

want to apply.

5 Repeat step 3 and choose the Brightness/Contrast example that you
want to use for your picture.

@ TIP PowerPoint 2013 now includes Smart Guides to help you
line up the objects on your slides. When you tap an object, like
a picture, and drag it around on the slide, you'll see a dynamic guide
that shows you how the object aligns with the nearest object. The

Smart Guide will change as you move the item, showing how the object
lines up at the top, center, or bottom of another element. The Smart
Guide can also show you the center of the page or the alignment with
text boxes or titles.

Inserting slides: Correct picture sharpness and contrast 287
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Merge shapes on a slide

Another new feature in PowerPoint 2013 makes it easier to Drawing Tools | Format contextual tab, tap the Merge Shapes
work with multiple shapes at once. After you draw shapes on tool. Tap the merge option that you want to apply. You can
the slide by using the Shapes tool in the lllustrations group select Union, Combine, Fragment, Intersect, and Subtract

on the Insert tab, you can combine the shapes into a single to create just the kind of effect you want from the resulting
entity so that you can work with them as one object. Begin merged shape.

by selecting the shapes you want to merge and then, on the

288 Merge shapes on a slide
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Adding and editing video

Using the Video tool in the Media group on the Insert tab, you
can add video clips to your presentation, whether you're includ-
ing an online video on your slide or adding a video file stored

Insert video

1 In the Slides pane, tap the slide on which you want to add the
video.

2 On the ribbon, tap the Insert tab.
3 In the Media group, tap Video.

4 Choose either the Online Video or Video on My PC option. If you
choose Video on My PC option, the Insert Video dialog box opens.
Navigate to the folder containing the video clip you want to use,
tap it, and then tap Insert to add it to the slide. If you choose Online
Video, the Insert Video dialog box opens, and you can use one of
the following steps to locate and insert your video.

(continued on next page)

on your touch device. After you add the video to the slide, you
can edit it to suit the topic and time you have available for it in
your presentation.

3 4

Presentation! - Fawerbort ORAWING TOOLS 2 @mf - Ix

The best thing about spring...

= Tap lo add fext

1 You can also tap the Insert Video
button if one appears on the slide
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Insert video (ontinved)
5 To open a video clip you have saved as a file, tap Browse.

6 Tap in the search box and enter a word or phrase describing the
type of video you want to download and use in your presentation.

7 Tap to browse your SkyDrive for video files you have saved.

8 Tap to paste the embed code from an online video (for example, a
YouTube video clip you have permission to use).

9 |If you choose Video On My PC in the Video option list, the Insert
Video dialog box opens. Tap the folder where the video is stored.

@ TIP PowerPoint might display a message that the program is
optimizing your video clip for the latest media format. The

update can take a minute or so. If you tap Cancel, PowerPoint won't

insert the video, so if you want to use the selected video clip, let
PowerPoint finish the optimizing. When the process is complete, your
video is displayed on the slide.

290 Adding and editing video: Insert video
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Edit your video

1 Tap the video on the slide. The Video Tools contextual tabs appear.
2 Tap the Video Tools | Playback tab.

3 In the Editing group, tap Trim Video.

The Trim Video dialog box opens.

(continued on next page)
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Edit your video (continued)

4

5
6
7
8
9

10 Control the volume of the video by tapping Volume.
11 Choose how you want the video to start and play.

12 Tap Rewind After Playing if you want the video to return to start

Adjust the Start slider to the point at which you want the video to s
begin.

Drag the End slider to the point at which want the video to end.
Tap to play the video clip.

Tap OK to save your changes.

If you want the video to fade in, In the Fade In box, enter a value.

Add a value, if desired, to the Fade Out box.

Duration: 00:11.930

after playing.

00:03.209 I

Start Time

0015139

End Time

Cancel
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Recording narration

You can also add sound—separate from whatever sound
plays in your video—to specific slides in your presentation.
Perhaps you'd like to add narration that tells stories about
your presentation for those viewers who will be reviewing it
on their own. Or, you might want to add music clips or sound
effects.

You can add audio to your presentation three ways. You can
add audio to the current slide by using the Audio tool in the
Media group on the Insert tab. To record narration and tim-
ings for your slide show, use the Record Slide Show tool in

the Set Up group on the Slide Show tab. And to add specific
sound effects to animations or transitions, tap the Transitions
tab and use the Sound tool in the Timing group to do the
trick.

You can also add a sound clip you've already saved by using
the Online Audio or Audio On My PC options in the Audio
tool on the Insert tab. Navigate to the site or the folder
where your audio file is stored and tap Insert to add it to the
current PowerPoint slide.

Recording narration 293
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Animating slide elements

Animation is a simple task in PowerPoint, and maybe even a

little fun. You can bring your slides to life with just a few taps
and ready-made animation sequences. The animation can be
as simple or as elaborate as you'd like, and the entire process
involves only a few steps: select the element on the page that

Animate a slide element

1
2
3

Tap the text box, picture, or shape that you want to animate.
On the ribbon, tap the Animations tab.
In the Advanced Animation group, tap Add Animation.

The animation gallery opens.

To display additional entrance effects, toward the bottom of the
gallery, tap More Entrance Effects.

5 To see more exit animations, choose More Exit Effects.

Tap the animation that you want to apply to the object.

The object is displayed on the slide with the animation you applied.

294 Animating slide elements: Animate a slide element

you want to animate, choose the animation to apply, put the
animated elements in the order you want, and then preview
your work. Getting your animation just right might take a little
trial and error, but with a little tweaking you can add extra
interest to your slides that will keep your audience engaged.




11: CREATING, ANIMATING, AND SAVING A PRESENTATION IN POWERPOINT 2013

Choose a motion path

In PowerPoint 2013, you can animate objects on your slide

by choosing a motion path to control where they go on the
slide. Now, PowerPoint displays where your object will end up
when you apply a motion path animation.

To add a motion path to your object, select the object and
then, on the Animations tab, in the Advanced Animation
group, tap Add Animation. Scroll down to the Motion Paths
area on the Animation gallery and tap the motion path you
want to use. You can also view additional motion paths by
selecting More Motion Paths at the bottom of the gallery.

Choose a motion path 295
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Choose animation effects

1 Tap the object that has the animation you want to change.
2 On the ribbon, tap the Animations tab.

3 Tap Effect Options.

A list of options related to the animation applied to that objet
appears.

4 Tap the option that you want to apply to the animated object.

@ TIP After you adjust animation settings the way you like them,

you can use the Animation Painter, available in the Advanced
Animation group on the Animations tab, to apply those same anima-
tion settings to other objects in your presentation.

296 Animating slide elements: Choose animation effects
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Set timing and reorder animations

1 Display the slide with the animations you want to change.
2 Tap the Animations tab.

3 Select the item you want to change.

4

Tap the Start arrow. Choose whether you want the animation effect
to be applied On Click, With Previous, or After Previous. On Tap
means that the item won't be animated until you tap the mouse or
tap the screen; With Previous means the animation will play with
the animation of the previous object; and After Previous causes
the animation to play as soon as that previous animation has
completed.

5 Enter the duration you want to allow for the animation.

6 Specify a delay if you want a pause to be inserted before the ani-
mation plays.

7 Reorder the animation sequence by tapping or tapping Move
Earlier or Move Later.

@ TIP Another way to control when the animation for an item

plays is to set a specific trigger for the event. For example, you
can tap the Trigger tool in the Advanced Animation group of the
Animations tab and choose to play an animation when you tap one of
the items on the slide.

1 2 4 5
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Animating slide elements: Set timing and reorder animations
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Adding transitions to your slides

You might be surprised at how the way in which your slides the Flip transition—shows a lot of movement and captures
change from one to the next can influence the feel of your peoples’ attention. A transition that is more understated, like
presentation. PowerPoint calls that change from one slide to the  Fade or Reveal, is a subtler way to keep things flowing smoothly
next a transition. A transition that has a dramatic effect—like from one slide to the next.

Choose a transition

1 Tap the Transitions tab.

2 Tap the More button in the Transition to This Slide group to see the
full gallery of transitions and tap the transition you want to use.

3 Alternatively, if you see a transition you like without displaying the
full Transition gallery, tap it.

4 Tap the Sound arrow to view a list of sound effects and tap the one
you want. Built-in sound effects in PowerPoint include sounds like
applause, a breeze, a chime, a drum roll, a typewriter, and more.

5 Tap the check box that reflects how you want to advance the slide.
By default, PowerPoint chooses On Mouse Click, which means
you must tap to display the next slide. If you want your slides to
advance automatically, tap the After check box and enter the
number of minutes and seconds you want the current slide to be
displayed before the next slide appears automatically.

298 Adding transitions to your slides: Choose a transition
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Modify a transition

1

In the Slides pane, tap the slide that includes a transition you want
to change.

On the ribbon, tap the Transitions tab.
In the Transition To This Slide group, tap Effect Options.
A list of options related to the current transition appears.

Tap the option that you want to apply, and PowerPoint displays the
new transition with the option you selected.

TIP After you get the transition set just the way you like it on
a specific slide, you can apply those same settings to all slides in
your presentation by tapping Apply To All in the Timing group on the
Transitions tab.

@)

1 2

ORkwNG TO0S

= o B i - Bresentation! - b

B NGERT  DISGN  TRANSITONS  ANMATIONS  SUDESHOW  REVEW  VIEW

hane cut Fade Fuh Wipe Recesl  BandomBa  Shape  Unover

i

= wm 8 = @@ s m @ @8
Split. Eect

Ot

=

=

L)

e

=

Adding transitions to your slides: Modify a transition 299






Collaborating and
finishing your
presentation

f you're working as part of a team, it is important for you to be able to
share the presentation as it is developing. You might need to get buy-in
from your department manager, or perhaps another person on your team
will be creating the images you want to show on your slides. This kind of
share-the-work ethic can make reaching deadlines easier (and faster), but

it also means we need collaboration features in our favorite tools.

Microsoft PowerPoint 2013 includes a number of collaboration features
that make it easy for you to work with others on a presentation. Whether
you want to share a presentation you've created, work with others on

a presentation in real time, or add comments to a presentation you're
reviewing, the collaboration tools are straightforward and easy to use.

After you're finished making changes, you can finalize the presentation
by previewing it and doing a practice dry-run. PowerPoint 2013 adds a
big new feature to this end of things by introducing Presenter View. With
this new view, you, as presenter, can navigate easily among slides and get
additional information, like notes and sequence, as you present.

12

In this section:

Sharing your presentation
Commenting on a presentation
Coauthoring presentations in real time
Previewing the presentation

Timing the presentation

Printing presentation materials

Using presenter view

Broadcasting your presentation online

Saving your presentation as a video
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Sharing your presentation

Your first step in collaborating on a presentation involves shar-
ing the presentation in the cloud. Because PowerPoint 2013 by
default connects to your SkyDrive account, posting and sharing
files you want others to see is a simple process. You can also

Invite others to share your presentation

1 Make sure that you've previously saved the file to your SkyDrive
folder. Then, on the ribbon, tap File to display the Backstage view.

2 Tap the Share tab.
3 Choose Invite People.
The Invite People pane opens on the right side of the Backstage

view.

4 Type the name of people whom you want to invite to view the
presentation.

5 Alternatively, tap the Address Book icon, choose the names of con-
tacts from the displayed list, and then tap OK.

6 Tap the arrow to choose whether you want to allow invited partici-
pants to view and edit or only to view your presentation.

7 Type a message to send to those you are inviting.

8 If you want your colleagues to sign in before they view your pre-
sentation, select the Require Users To Sign-In Before Accessing
Document check box.

9 Tap Share.

302 Sharing your presentation: Invite others to share your presentation

send a shared file to others via email, which stores the master
copy of the file in the cloud so that you can work on the file
together online and then let PowerPoint synchronize all the
changes for you.
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@ TIP When you tap Invite People on the Share tab of the
Backstage view, if you haven’t previously saved the file to your

SkyDrive account, PowerPoint will display the Save To Cloud button.
Tap the button and save the file to the cloud. The share options then
become available in the Invite People screen.




Send the presentation to others via email

1
2
3

On the ribbon, tap the File tab to display the Backstage view.
Tap the Share tab.

Choose Email.

The Email pane appears on the right, offering you five different
ways to send the presentation: Send As Attachment, Send A Link,
Send As PDF, Send As XPS, and Send As Internet Fax.

Tap your choice. For example, choose Send As Attachment.

A blank email message window opens with your presentation dis-
played as an attachment.

In the To line, enter the email address of the people to whom you
want to send the presentation.

Add a message if you like.

Tap Send to send the message with your presentation attached.
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Commenting on a presentation

When you're collaborating on a presentation, you need a way now threaded so that responses to comments indent within the
to let your coauthors share their questions or suggestions about  original comment post, which makes it easy to see and respond
a slide. You can use comments to add notes, ask questions, and to a specific comment. It also means the slide isn't littered with
make suggestions that could improve the presentations you individual comment boxes, because comment conversations
work on with your team. The commenting feature has been appear within a single comment thread.

improved in PowerPoint 2013. The comment conversations are

Add a comment

1 In the Slides pane, tap the slide for which you want to add a
comment.

2 On the ribbon, tap the Review tab.

%

3 In the Comments group, tap New Comment.

The Comments pane appears on the right side of the PowerPoint
window.

4 In the text box, type the comment that you want to add.

Your profile picture appears to the left of the comment, making

it easy for people to see at a glance who added the comment.
PowerPoint uses the profile picture associated with your Microsoft
Account. If you're not logged on to PowerPoint 2013 using your
Microsoft Account, the image you selected for your Windows 8 user
account appears there.

5 Exit the Comments pane by tapping Close.

@ TIP If you want to view the comments in the Comments pane,

you can display it (and alternately, hide it again) at any time by
tapping Show Comments in the Comments group on the Review tab.
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Respond to a comment

1

In the Slides pane, tap the slide that has the the comment to which
you want to respond.

In the upper-left corner of the slide, tap the Comment icon.
The Comments pane opens.

Tap the Reply box, type your response, and then tap outside the
comment.

PowerPoint indents the response within the original comment so
that you can easily read through all conversations related to the
initial comment posted.

Navigate comments

1
2

On the ribbon, tap the Review tab.

In the Comments group, tap Previous to move to a previous com-
ment in the presentation.

The comment opens in the Comments pane on the right side of the
PowerPoint window.

Tap Next to move to the next comment in the presentation.

12: COLLABORATING AND FINISHING YOUR PRESENTATION
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Coauthoring presentations in real time

After you invite others to share your presentation, they can click
the link to the file and open it, even if you're currently working
in the file. Others can change the file as needed and Power-
Point 2013 keeps track of all your changes automatically. When

Open a shared presentation

1 On the ribbon, tap the File tab to display the Backstage view.
2 Tap the Open tab.

3 Choose the online location where your shared presentation is
stored.

4 If necessary, tap Browse to look through folders and files in your
cloud space.

(continued on next page)

you or your coauthors save the file, others receive a notice in
their status bars that an update is available. When each person
saves the file, the changes from other coauthors appear in each
person’s file.

1 3
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Open a shared presentation (ontinues

. . T L <« 02013 _tablet_p&s_km » Examples v & Search Examples -l
5 Tap the folder that contains the file you want to use and then tap
. . Organize ~ New folder e B @
the desired file. .
| Dacuments A [ Name
6 Tap open S:ﬂ:‘:‘c Aspec\al event.pptx
E PI dum; annual_report.pptx 5
The presentation opens on your screen. The coauthoring indicator B videos &) Looking Ahead to 2015.ppx
on the status bar shows you how many people are currently work- o
) ] amegroup _
ing on the presentation. P Chiis Murray Select a file to preview.
H Katherine
7 Tap the indicator on the status bar of the PowerPoint window to see A Katherine Murry
who else is working on the presentation. 8 Computer
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Coauthor a presentation
1 Make the necessary changes to the presentation.

When any other author saves changes, PowerPoint lets you know
that updates are available.

2 Tap Updates Available.

PowerPoint displays a message box alerting you that when you
save the document, it will be updated with the changes others have
made.

@ TIP If your coauthor is online, you can contact him or her

while you're working by tapping the name of the person in the
indicator on the status bar. Your coauthor’s contact information
appears, and you can choose to send an instant message, email, or call
the person directly by using Lync.

308 Coauthoring presentations in real time: Coauthor a presentation
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Previewing your presentation

You'll want to preview your presentation before giving it in from the current slide onward. You can also use Slide Sorter
front of a live audience. There are many ways to do this. You can  view to get a bird's-eye view of your slides and rearrange them
choose to view the entire presentation or check out the slides as you like.

Preview your presentation

1 Open the presentation that you want to preview.
2 On the ribbon, tap the Slide Show tab.

3 If you want to display the entire slide show, in the Start Slide Show
group, tap From Beginning.

4 To view the presentation from the current point onward, choose
From Current Slide.

The presentation begins to play. The slides will advance depending
on the method you selected: timed advancement or advancing only
when you tap the mouse or tap the screen.

(continued on next page)

@ TIP If you plan to include time for discussion in the middle of

your presentation, you can use Blank Display to blank the
presentation screen while you have your discussion. When you're ready
to return to the presentation display, tap the display screen.

Previewing your presentation: Preview your presentation 309



12: COLLABORATING AND FINISHING YOUR PRESENTATION

Preview your presentation (ontinued) Previous

Blank

5 Tap in the lower-left corner of the preview window to display the !
Next display 9

navigation controls.

6 Tap Next to advance to the next slide or to play the next animation
that is set to On Click.

7 Tap the Pen button to choose the tool to use during the presen-
tation. You can choose Laser Pointer, Pen, Highlighter, Eraser, or
choose a pen color.

Centering
Our Thought

Nature inviles us fo lock
closer. fo fake a breath,

8 Tap the More Options button to display additional options that you it At
can use to display Presenter View, change the screen display, set

arrow options, or get help.

9 To exit the preview, tap the Exit Presentation tool on the right end
of the presentation toolbar or press Esc.
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Reorder slides in slide sorter view 2 1

ome | mesr  oeson  tesmows  awemows  woesow  mew v B |

1 On the ribbon, tap the View tab. E ai ¥ & JE—P— T E e
2 In the Presentation Views group, tap Slide Sorter.

3 Alternatively, tap Slide Sorter in the view controls area in the lower-
right corner of your screen.

4 Drag the slide that you want to move to a new location.

The other slides in your presentation adjust to accommodate the
moved slide. Release your touch when the slide is positioned where
you want it to appear.

ez0rs O ecust e e

@ TIP You can easily enlarge or reduce the size of the slides
displayed in Slide Sorter view by pinching or zooming the

screen display as desired. You can also tap the view slider control in the
lower-right corner of the screen and drag the slider in the direction you
want to resize the view.

Previewing your presentation: Reorder slides in slide sorter view 311
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Timing your presentation

Some people like presentations that advance automatically, and
others like to control the advance of slides with a tap of the
screen. Whatever your preference, you can use the Rehearse
Timings tool to practice the amount of time you want to allow
for each slide in your presentation. When you get the timing the

Time the presentation
1 On the ribbon, tap the Slide Show tab.
2 In the Set Up group, tap Rehearse Timings.

The presentation begins to play and the Recording toolbar appears
in the upper-left corner of the screen.

3 Tap Next when you are ready to advance either to the next anima-
tion or, if there are no animations on your slide, to the next slide.

4 Tap Pause to pause recording. This control and others appear in the
upper-left corner of the screen.

A pop-up message box appears indicating that the recording
has been paused. When you're ready to continue, tap Resume
Recording.

5 Tap the Close button when you're done recording timings.

PowerPoint displays a message box asking whether you want to
keep the new slide timings. Tap Yes to save your new settings or No
to cancel the timing values.

If you choose to save the timings you recorded

A CAUTION
during the rehearsal, any timing values you typed in the Timing
group of the Transitions tab will be replaced with the new values.

312 Timing your presentation: Time the presentation

way you like it, if you want to automate the presentation, you
can record your settings and save them as part of your presen-
tation file. If you just want to use the tool to rehearse, you can
opt not to save the timing data.
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Printing presentation materials

For presentations you'll be giving in person, you might want to printing slides and notes, or printing one slide per page, if that's
prepare and print handouts your audience members can take your preference. You'll use the Print category in the Backstage
home when your slide show is done. You can print your hand- view to get the job done.

outs in a number of ways, printing multiple slides on each page,

Print slides 1 12 345 11
1 Save the presentation that you want to print and tap File to display | | PR LA 2
the Backstage view. Pl’i|7t .

Tap the Print tab. - B

Choose the printer that you want to use.

2
3
4 Choose which slides that you want to print.
5

Alternatively, enter the range of slides that you want to print (for
example, 4-5).

6 If you're printing multiple copies of your slides, choose how (or
whether) you want the pages to be collated, so different sets are
arranged together on one set.

7 Select whether you want to print the slides in color, grayscale, or
black and white.

8 Preview your slides in the print preview area.
9 Browse through the various slides.

10 Change the size of the previewed slide.

11 Scroll through the presentation.

12 Tap Print to send the slides to the printer.
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Prepare handouts

1 On the ribbon, tap File to display the Backstage view. =
2 Tap the Print tab. -
3 Tap the drop-down arrow to the right of Full Page Slides.

A gallery of options appears.
4 Select the way you'd like your handouts to display the slides in your

presentation.

You can choose to have one, two, three, four, six, or nine slides on a

printed page.
5 Choose whether you want to print the handouts in color, grayscale,

or black and white.
6 Tap Print to print the handouts.
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Using presenter view

PowerPoint 2013 makes it easier than ever to present with the is viewing and write on the slide by using pen and laser tools.
introduction of the new Presenter View feature. Presenter View Also with Presenter View, you can move among all your slides
brings together all the elements you need in one handy inter- easily, see which slide is next in queue, and review your slide
face that only you can see. You can see the slide your audience notes while you present.

Display presenter view
1 On the ribbon, tap the Slide Show tab.

2 In the Start Slide Show group, tap From Beginning to start the slide
show.

3 Tap the lower-left corner of the display to reveal the navigation

controls.
A Little
Inspiration

4 Tap the More Options button (the ellipsis character) to display the
Options list.

5 Tap Show Presenter View.

Presenter View opens on your screen, but it is not visible to your
audience.

You're invited!

Using presenter view: Display presenter view 315
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Use Presenter View

1 With Presenter View open, tap to select the Pen tool and tap Pen
again so that you can draw on the current slide.

Tap the Pause The Timer button to suspend the presentation.
Tap to display the next slide.

Tap to display the previous slide.

Preview the next slide that will be displayed.

Read through your presentation notes.

Enlarge the font used to display slide notes.

0 N o u1 A W N

Show the Windows taskbar so that you can switch between
programs.

@ TIP Using touch, you can zoom the presentation and return it

to normal display by using the pinch and zoom gesture.

316 Using presenter view: Use Presenter View
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Using the navigation grid

Presenter View includes a tool called Navigation Grid that In Presenter View, tap Navigation Grid (the second tool from
gives you an easy way to move directly to any slide that you the left beneath the slide display). The slides appear in a grid
want to display. The Navigation Grid displays all the slides format so that you can tap the one you want to view. You can

together in one screen—similar to the way Slide Sorter shows ~ zoom or reduce the size of the slides in the Navigation Grid
thumbnails of your slides in the regular PowerPoint view. The by the pinch and zoom gestures.

Navigation Grid is not visible to your audience while you are

presenting.

@ TIP When you're ready to exit Presenter View and return to

slide display, tap the Close tool in the upper-right corner of
your screen.

Using the navigation grid 317
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Broadcasting your presentation online

Now, with PowerPoint 2013, you can share your finished pre- Because people can view the presentation in their web brows-
sentation with people all over the globe by broadcasting it ers, they don't even need to have PowerPoint installed in order
live online if you're logged on using your Microsoft Account. to view it.

Present your presentation online 1 4

X

1 On the ribbon, tap File to display the Backstage view.
2 Tap the Share tab.

3 Choose Present Online.

Share

The Present Online pane opens on the right side of the screen. P

@D Geta Sharing Link

4 Tap the drop-down arrow to choose the presentation service that
you want to use.

£}, Post to Social Networks

Y Emai

Choose Microsoft Lync if your colleagues are all Lync contacts;
choose Office Presentation Service if those viewing your presenta-
tion will be viewing your presentation in their browser windows. If
you are not using Office 2013 as part of Office 365, you might see
only Office Presentation Service for this option.

T eresent Oniine

Publish Slices

@

w
U == i{ul

5 Tap Present Online.

6 If you choose the Office Presentation Service, the Present Online Present Online
dialog box appears, displaying the link for the presentation.

Share this link with remote viewers and then start the presentation.

i i it i https://col-broadcast.13.officeapps.live.com/m/Broadcast.aspx?Fi=
7 Tap Copy Link to copy the link and paste it into an instant message L L T e

to send to participants. 2D555abb54aB0%2E ot 7

8 Alternatively, tap Send In Email to send the link in an email message % CopyLink ]
to others. “E Send in Email..

9 Tap Start Presentation. PowerPoint launches the presentation and 8
you can use the navigation controls to page through it normally.
Tap Exit Presentation in the navigation controls when you're fin-
ished presenting online. START PRESENTATION +—— O
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Saving your presentation as a video

If you plan to make your presentation available to others online
so that they can go through it on their own time, you can save
your presentation as a video others can view. This makes it

Create a video

1 Save all changes in your presentation and tap File to display the
Backstage view.

2 Tap the Export tab.

3 Choose Create A Video.

The Create A Video pane appears on the right side of the Backstage
view.

4 Tap to choose the format for the video.

You can select Computer & HD Displays, which saves the file so that
it can be viewed on a computer or other high-definition displays;
Internet & DVD, which saves the presentation in a form suitable for
the web or a standard DVD; or Portable Devices, which saves the
presentation in a form optimized for devices running Microsoft Zune.

5 Tap to choose whether you want to use the timings and narrations
you've included with the presentation.

6 If you opt not to use the timings saved with the presentation, you
can specify the amount of time that you want to assign to the
display of each slide. If you are prompted to provide your logon
information, do so at the prompt.

7 Tap Create Video.

PowerPoint displays the Save As dialog box, in which you can
choose the folder where you want to store the video.

(continued on next page)
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possible for others to view the presentation without needing to
have PowerPoint installed on their system or device.

Export

[ CoemnePoraws Doarfe
"_\":: Create a Video

J4  vackage presentation for CO
\l Create Handouts

I cnange File Type
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Create a video (ontinued) 9
8 Choose the folder for the video.

9 Enter a new name for the file, if necessary. ®© « t P8 » Hom.. » Katherine

v Search Katherine Murray
10 Tap SaVe. Organize «

? ;icj“'e‘ 4 KM_WINS JTABLET (7)
; odcasts

) Desftop
B videos h Filefolder
Perdonal
#d Homegroup —%  Doduments
. Chris Murray = Librgry

H Katherine S~ shafed
I Katherine Murray Downloads
Filefolder

Perdonal

PowerPoint saves the video to the folder you selected.

1M Computer
H e v I Mufic

EIEYET A special event.mpd

Save astype: | MPEG-4 Video (*.mp4)

Authors:  Katherine Murray Tags: Addatag

i+ Hide Folders
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research with
OneNote 2013

M icrosoft OneNote 2013 is the popular note-taking tool that is included Getting started with OneNote 2013
as part of Microsoft Office 2013. Using OneNote, you can capture

notes in whatever form you like best—text, pictures, audio, or video—and
you can easily clip notes from the web, no matter what device you happen Opening a notebook

to be using. OneNote stores your information in the notebook you select, Capturing notes—anytime, anywhere
and helps you keep track of notes, organize and tag information, and
easily find the notes you need later. You can also create shared notebooks
that you can work on with colleagues anywhere in the world. Searching for notes

In this section:

Creating a notebook

Using note templates

Sharing notebooks
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Getting started with OneNote 2013

When you start OneNote 2013, you'll notice some similarities begin taking notes. You'll see the familiar ribbon, however, and
and some differences with the rest of the Office 2013 suite. For recognize common screen elements shared with other Office
one thing, there’s no OneNote Start screen to launch you into apps—so the basic lay of the land will probably feel familiar
the notebook of your choice. Instead, the OneNote window to you.

opens, displaying some introductory information to help you

Starting OneNote 2013 2

1 Swipe or scroll to display the app tiles off the right side of the Start
screen. Kathenne 2

2 Tap the OneNote 2013 tile.
The app opens on your Windows 8 Desktop. ‘ ! ] Ly

preconcert

3
Word of the Day

@ TIP There are actually two versions of OneNote 2013 avail-
able. The one you installed as part of Office 2013 is the standard
OneNote 2013 that can be used with Windows 7 or Windows 8.
Another app, called OneNote MX, is available through the Windows

Store and is optimized for touch. You'll discover some fun new features
in OneNote MX like radial menus, which make choosing tools a snap.
This chapter focuses on the standard version of OneNote 2013, but if
you are using a Windows 8 tablet, check out OneNote MX—it's free!
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Exploring the OneNote window Show Choose a Title of Add anew  Search
notebooks notebook section note page note page  notes
m  On the ribbon, tap File to display the Backstage view, | | |
where you can change your notebook settings, share E e A A T
the notebook, print note pages, and more. Tap the back g i | i 1=« w4 fieating || (@ eeen [ [V 5GP
arrow to return to the OneNote window. Bor ul e weowoa m ok HeRE R
®  Find common tools, such as Undo, Print, and Touch Mode, | i s

on the Quick Access Toolbar. You can also customize this
toolbar to display the tools that you use most often in
OneNote.

OneNote: one place for all of your notes

= 2 e e
m By default, the OneNote ribbon display is set to hide : P
automatically so that it doesn't take up screen space ISR oG phone or bt
when you don't need it. When you tap a tab, the ribbon 1. Take notes anywhere on the page
appears so that you can choose the tool you want to use. g e e
After you tap the tool, the ribbon disappears again. You : | N I E— I
can change this setting by tapping the Ribbon Display I I
Options button in the upper-right corner of the OneNote Add notes anywhere Watch a OneNote  Note page
window. on the page video

B Tap the + tab to add a new section to the current note-
book. You can then title the new section and add note
pages by tapping Add Page.

B The note pages you create are listed in the panel on the
right side of the OneNote window. If you haven't added
a note page title, the first line of text is displayed so that
you can see what the note contains.

(continued on next page)

@ TIP You can change the OneNote display so that the page tabs
appear on the left side of the OneNote display if you prefer. Tap
the File tab to display the Backstage view and then tap the Options tab.

In the OneNote Options dialog box, tap Display and select the Page
Tabs Appear On The Left check box. Tap OK to close the Options dialog
box. All page tabs for the current section are now listed down the left
side of the OneNote window instead of on the right.

Getting started with OneNote 2013: Exploring the OneNote window 323
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®  Tap the Insert tab to see the various items that you can
add to your note pages, including tables, spreadsheets,
files, pictures, audio, video, the date and time, equations,
symbols, and more.

®  Enter a word or phrase in the Search box, and OneNote's
powerful search tool scours your notebooks and finds and
displays results instantly.

Display Backstage
view

Change ribbon
display options

{13 My Nptebook +  [JERENSRIL SiesRET +

neNote: one pacei for all of your notes

Access common Add a notebook
tools section
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Creating a notebook

OneNote 2013 creates a new notebook for you automatically
when you first start the app. You can use this notebook to learn
about and experiment with OneNote, or you can begin using

it to store your inspiring thoughts (or other data). When you're

Start a new notebook

1 Start OneNote and your most recent notebook opens on the
screen. If you are launching OneNote for the first time, the program
creates the new notebook for you and displays an opening notes
page with tips on using OneNote.

2 Tap the Show Notebooks drop-down arrow.

3 Choose Add Notebook. The Backstage view appears so that you
can enter information about the new notebook you're creating.
(continued on next page)
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ready to create a new notebook, however, you can do that
easily by choosing New in the Backstage view (tap the File tab)
by tapping the Notebook selector in the tab row and choosing
Add Notebook.

| |
B © o T

FILE HOME INSERT DRAW HISTORY REY

L[ My Notebook v | QuickNetes | 4

3 fe— () Add Notebook -

My Notebook

Open Other Notebooks

rl@ Cuick Notes
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Start a new notebook (oninuea 4 65
4 Tap the place where you want to store the new notebook. H—— T - s x
® tatos sy - [
You can choose a SkyDrive or SharePoint folder, which saves your New Ndkebook
notebook in the cloud, or a folder on your computer. = B e @ fatherie Mureys sorive
& tstherine Murray's Skybrive % ™
5 Type a name for the new notebook. £ compuer ,
6 Tap Create Notebook. - L e

A pop-up message box informs you that the notebook has been
created and, if you selected SkyDrive or SharePoint as the place you
wanted to save the notebook, OneNote asks you whether you want
to invite others to share the notebook.

7 Choose Not Now and the new notebook opens in the OneNote
window.

Microsoft OneNote

o Your notebook has been created. Would you like to share it with other people?

Mot now

~ -

@ TIP You can use almost any combination of letters and

numbers to name your new notebook. However, if you enter a
space or the characters * ?" | < > : or /, Microsoft will prompt you to
remove those characters from the name before the file can be saved.
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Opening a notebook

OneNote 2013 makes it easy for you to open existing note- can choose a notebook saved in your SkyDrive account or at
books, no matter how many you might have. You can access another online location you specify. You can also have OneNote
notebooks saved online in your cloud storage or stored in a update the folder display so that you can be sure you're viewing
folder on your device. You'll find the existing notebooks by the most recent versions of the files.

choosing the File tab and then tapping the Open tab. You

Open a notebook saved online 1 4 3
|

1 Tap the File tab to display the Backstage view.

Tap the Open tab. pen Ngtebook

lpen from Skl

& Kathari
y

2
3 Tap a notebook saved on SkyDrive that you want to open.
4

If necessary, tap to refresh the folder display from your cloud
storage.

5 Tap to display your SkyDrive folder if you like.

Opep from other locations

}; 1 e & Recent Notebook

Kathering Murray's SkyDrive

(

B | st wiing
LY

-

Computer

2 5

@ TIP On the Open tab of the Backstage view, OneNote displays
the notebooks that are connected with the Microsoft Account
you used to log on on your computer, but you can change to a
different account by tapping Switch Account at the top of the Open

From SkyDrive list. In the Microsoft Account dialog box, enter the user
name and password that you want to use to sign in to the other
account and tap Sign In. The notebooks saved in the cloud space
connected to that account then appear in the Open Notebook list.
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Choose an existing notebook 1

1 On the ribbon, tap the File tab to display the Backstage view and

then tap the Open tab. et - [

Open Notebook

Open from SkyDrive

2 Tap Recent Notebook.

A list of notebooks you've worked with recently appear in the right
side of the Open Notebook display.

3 Tap the notebook that you want to open.

Open from other locations
(L) Recent Motebook:
B e

i raterinefturcay's SkyDrive

] Compute

2 3

@ TIP You can also open a notebook when you're working with

another notebook in the OneNote window. Tap the arrow to the
right of the My Notebook tab and tap the notebook you want to use
from the displayed list.
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Capturing notes—anytime, anywhere

OneNote 2013 makes it easy for you to collect notes in what-
ever way feels most comfortable for you. If you like to take
quick notes to yourself by using your tablet’'s microphone,
you can record an audio note. You can sketch diagrams, post

Add a typed note

1 Open your notebook, if necessary, tap anywhere on the note page,
and then, using the On-Screen Keyboard, type your note.

As you type, OneNote expands the text box to make room for your
text.

2 Press Enter to move the cursor to the next line.
Drag to increase or decrease width of the note box.

4 Drag to move the note box to another position on the page.

@ TIP To change the default font OneNote uses to display all
text on your notes pages as you enter it, tap the File tab and
then tap the Options tab. The OneNote Options dialog box appears,

with the General tab displayed. Tap the Font arrow in the Default Font
area and then tap the font that you want to set as the default. You can
also change the size of the font and the font color. Tap OK to save your
changes and close the OneNote Options dialog box.
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pictures to your notes pages, grab a video clip, or type text

on the page. No matter how it occurs to you to collect your
thoughts, OneNote gives you the tools you need to accomplish
it easily.

Capturing notes—anytime, anywhere: Add a typed note 329
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Adding sections and pages

You can organize your notes by adding sections and then
creating new notes pages within them. Tap the Add A Section
tab (the tab with a plus sign in it) along the top of the
OneNote 2013 notes area. Type a name for the new section
and press Enter; OneNote saves it as a tab at the top of the
display.

330 Adding sections and pages

Add pages within the new section by tapping the section tab
and then tapping Add A Page in the pane on the right side
of the OneNote window. A new untitled page is added to the
section so that you can add notes by typing, drawing, attach-
ing files, or inserting audio and video notes.
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Drawing your notes 12 3

1 On the ribbon, tap the Draw tab. P a.-i- | = - 5 x
The ribbon displays drawing tools that can use to change the pen Al ; 4 , i (& ] X A B
width and color, add shapes, erase lines, and arrange elements on I i v Ao, MRS R e e _
the page. 0 rew proect +_ SRR+ N

2 To choose the color and line weight for the pen, tap the Color & PG e foue show

Thickness button.

Things to do

3 Tap the Color & Thickness tool to choose the color you want to use.

4 In the Color & Thickness dialog box, choose whether you want to
apply the settings to a pen or highlighter.

5 Tap the thickness of the line.

6 Tap the line color.

7 Tap OK to save the settings.

@ TIP You can add tags to your notes so that you can easily find
them later. Simply choose the note that you want to tag, tap the
Home tab, and then, in the Tags group, choose the tag that fits your

needs. Whenever you want to locate notes that have a certain tag, you 6 7
can use the Find Tags button in the Tags group on the Home tab to
locate the notes with the tag you need.

Capturing notes—anytime, anywhere: Drawing your notes 331
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Record an audio or video note
1 Tap the note page where you want to add the audio.

2 On the ribbon, tap the Insert tab.

3 In the Recording group, tap Record Audio to record a voice note or
tap Record Video to record a video note.

The Audio & Video | Recording contextual tab appears, indicating
that recording has begun. Record your content as needed.

4 Tap Pause to suspend recording.

5 Tap Stop when you're finished.
The Audio & Video | Playback contextual tab appears so that you

can play back the recording you've captured.

6 Tap Play to listen to the recording.

TIP You can play an audio or video note at any time by
tapping the object on your note page. A small playback toolbar
appears beside the object, and you can tap Play to play the media on
the page.

)
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Attaching a file to your note page

Of course, not all the important information you want to cap-  If you choose Spreadsheet, two choices appear, giving you
ture in your OneNote 2013 notebooks will come from infor- the option of inserting an existing Microsoft Excel spread-
mation you type or draw. You may also want to attach filesto  sheet or creating a new Excel spreadsheet. If you choose
your notes so that you can collect the items you need all in Existing Excel Spreadsheet, the Choose Document To Insert
one place. To attach a file, display the note page where you dialog box opens and you can then select the spreadsheet
want to add the file, and then, on the ribbon, tap the Insert and tap Insert. If you choose New Excel Spreadsheet, a new
tab. In the Files group, choose either the File Attachment tool ~ worksheet is added to your OneNote page; you can then tap
or the Spreadsheet tool. If you choose File Attachment, the Edit and enter the values that you want to include. When you

Choose A File Or A Set Of Files To Insert dialog box opens, in save the file, the data is stored with your OneNote notebook.
which you can navigate to the folder containing the file that
you want to add. Tap it and tap Insert.

Attaching a file to your note page 333
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Using note templates

If you think more clearly when you have some kind of structure,  In addition to templates, you can change the color and line style
you might like using the page templates available in OneNote of your notes page by choosing the View tab and tapping Page
2013. You can choose from a number of different page designs Color and Rule Lines in the Page Setup group. Page Color dis-
to give your pages personality. You can choose from academic, plays a palette of 16 soft shades, and Rule Lines offers choices
blank, business, decorative, or planner templates or search for for adding various types of rule lines or grid lines to your pages.

additional templates on Office.com.

Create a new page based on a template 21 3

1 Open a OneNote notebook. & - i ..I i T m - s x
-

2 On the ribbon, tap the Insert tab. $ B pldeE & SR ORI T Q

3 In the Pages group, tap Page Templates. 1 ¥ or—aa G

The Templates pane opens on the right side of the OneNote project Overview

window. o

4 Tap the category of templates that you want to view.
A list of templates appears.

5 Tap the template that you want to open.

6 Tap to display a list of templates from which you can choose a
default template for all your new notes pages.

For example, you might want to choose Simple Lecture Notes if you
use OneNote to take notes in class.

334 Using note templates: Create a new page based on a template



Personalize a page template

You might want to begin with a OneNote 2013 page tem-
plate and tweak it to suit your needs. After you make the

changes you want, you can save the page as a new template.

To do that, on the ribbon, tap the Insert tab and choose
Page Templates. Tap Page Templates from the resulting list,
if applicable. At the bottom of the Templates pane, tap the
Save Current Page as a Template link. The Save As Template
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dialog box opens, in which you can enter a name for the new
template. To use the saved template as the default for all the
new notes pages you add to your notebook, select the Set
As Default Template check box. Tap Save to save the new
template, and it will appear in the My Templates category at
the top of the Templates pane, making it easy to choose in
the future.

Personalize a page template 335
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Adding lines to the page

1
2
3

Display the note page on which you want to add lines.
On the ribbon, tap the View tab.
Tap the Rule Lines button.

A palette of line styles and options appears.

Tap the line style that you want.

You can choose Narrow Ruled, College Ruled, Standard Ruled, or
Wide Ruled.

If you choose to display a grid instead of horizontal lines, tap the
grid style that you want.

You can select Small Grid, Medium Grid, Large Grid, and Very
Large Grid.

After you choose a rule or grid line style, you can select a line color.
Tap Rule Line Color.

In the list of color options that appears, tap the color that you want
to apply to the lines.

@ TIP If you want to configure OneNote so that it always uses

your line selection when creating new notes pages, at the
bottom of the Rule Lines list, tap Always Create Pages With Rule Lines.

A check mark appears to the left of the option name, and new note
pages will include lines. If you want to turn off the lines feature at a
later time, display the Rule Lists list again and tap the option again to
remove the check mark.

336 Using note templates: Adding lines to the page
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Searching for notes

Tags can help you easily locate information related to a spe-
cific project, idea, or person. Whether you tag your notes or
not, you can find them easily in OneNote 2013. OneNote has
a lightning-fast search tool that displays results as soon as you
begin typing in the Search box. You can add search criteria to

Search for note content

1 Tap the Search box on the right side of the OneNote window and
type a word or phrase that you want to find.

2 OneNote instantly shows you where the word or phrase is found.
The word is also highlighted if found on the current note page. You
can tap a result to move to that item.

3 Narrow your search by tapping the Change Search Scope drop-
down arrow. A list of options lets you choose to find what you're
searching for on the current page, in the current section, in a
group of sections, in the current notebook, or in all your OneNote
notebooks.

4 Tap the scope that you want to define for the search.

13: ORGANIZING YOUR RESEARCH WITH ONENOTE 2013

find notes within a specific page, section, or notebook, and
you can choose to search all notebooks at once. If you think
you'll be using a certain search regularly, you can also set it as
the default search so that you can use it again whenever you
need it.

Searching for notes: Search for note content 337
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Sharing notebooks

Most of the Office 2013 apps are designed for sharing, and in choose not to share it at that point, you can go back and add
OneNote 2013, sharing is even easier than it is in some of the sharing later. The process involves sharing the notebook to your
other Office programs. When you first create a notebook, if SkyDrive account in the cloud and then inviting others to share
you selected an online location to store the notebook, One- the notebook.

Note asks you whether you'd like to share it straightaway. If you

Invite others to share the notebook 1 3 4 5
1 On the ribbon, tap File to display the Backstage view.

2 Tap the Share tab. If prompted, save your file to SkyDrive. Share Nbtebook

3 In the Share area, tap Invite People.
Share Iffvite Peopl]
The Invite People pane appears on the right side of your screen. ) bt

&5 e Poople

@O Geta Sharing Link

G s winectng

 Move Notebook

4 Type the names or email address of those with whom you want to
share the notebook.

5 Enter any message that you want to send with the invitation.

6 Tap Share.

@ TIP If you begin to share the notebook but haven't saved it

yet, OneNote will prompt you to save it before you share it
with others.

338 Sharing notebooks: Invite others to share the notebook
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Send a link to a notebook 1 3 4
1 On the ribbon, tap File to display the Backstage view.
2 Tap the Share tab.

3 Tap Get A Sharing Link.

Share Nptebook

The Get A Sharing Link pane appears in the right side of Backstage
view.

@D Geta Sharing Link

[ shwesin eetng

¥ Mave Notebook

4 If you want others to be able to only view (but not change) the
notebook, in the View Link area, tap the Create Link button.

5 To allow others to edit the notebook, in the Edit Link area, tap the
Create Link button.

A link is displayed in that area that you can copy to share with
others on your team.

6 The Shared With area shows what sharing permissions are in effect 2 6 5
for the current notebook.

Sharing notebooks: Send a link to a notebook 339
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Share with a meeting

1

On the ribbon, tap the File tab to display the Backstage view and
then tap the Share tab.

Tap Share With Meeting.
Choose the Share With Meeting button.

The Share Notes With An Online Meeting dialog box opens, in
which you can choose a current conversation or meeting or launch
a new meeting. If you are currently in a Lync meeting, that meeting
will appear in the list. If no meeting has been started, you'll see the
option Start A New Lync Meeting.

Tap your choice.

5 Tap OK.

The meeting information is added to your notes page and others
who have the necessary permissions will be able to share your
notes.

340 Sharing notebooks: Share with a meeting
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Exporting notes

You can easily copy and paste bits and pieces of your One-
Note 2013 notes into Microsoft Word documents or Micro-
soft PowerPoint presentations, but you can also export your
notes—in the form of pages, sections, or entire notebooks—
in a number of formats. You can export pages and sections
as OneNote files, Word documents, webpages, or PDF or
XPS files. You can export an entire notebook as a OneNote
package or a PDF or XPS file. To export your notes, tap File
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and choose Export. Choose whether you want to export the
current page, section, or notebook, and then tap the format
in which you want to export the selected item. If you choose
Page or Section, you can export the content as a OneNote
section, as a Word document, as a webpage, or as a PDF or
XPS file. You can choose to export the notebook as a note-
book package, a PDF, or an XPS file. Tap the format of your
choice and tap Export to finish the task.

Exporting notes 341






Creating, reviewing,
and touching up
publications with
Publisher 2013

f you regularly create brochures, pamphlets, flyers, or invitations, you

might be accustomed to whipping up or tweaking Microsoft Publisher
documents on the fly. And if not, no worries—Publisher is easy to learn
and use and offers a large slate of tools with which you can lay out publi-
cations of all types.

Publisher 2013 comes with a number of templates that you can use as the
basis for your publications and then tailor to meet your needs. Or if you
prefer, you can start from scratch with a blank page. Either way, you'll find
it is easy to create professional looking reports, brochures, greeting cards,
and more. This section introduces you to the basic features in Publisher
2013 and shows you how to put all the basics together to create an effec-
tive and inviting publication.

In this section:

Getting started with Publisher 2013
Creating a new publication
Choosing and using a template
Setting up pages

Adding content

Linking text boxes

Inserting and replacing pictures

Layering objects on Publisher pages

Finalizing your publication
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Getting started with Publisher 2013

When you start Publisher 2013 by tapping its tile on the Win-
dows 8 Start screen, the app opens by displaying the Publisher
2013 Start screen. This screen helps you get started by offering

Start Publisher

1 On the Start screen, swipe left to display the app tiles off the right
side of the screen.

2 Tap the Publisher 2013 tile.

The app opens on your Windows 8 Desktop, and the Publisher Start
screen displays.

344 Getting started with Publisher 2013: Start Publisher

templates for new files as well as access to files you may have

worked in recently.
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What's new in Publisher 2013

B The Publisher 2013 Start screen Similar to other ®  Add multiple pictures easily with thumbnails In
Office 2013 apps, Publisher includes the new Start the past, when you added multiple pictures to your
screen to help you find the template or file you need page at one time, they all appeared as a big pile in
quickly. the center of your page. Now, Publisher adds them

as thumbnail images in the scratch area of your page
where you can then drag individual pictures to wher-
ever you want them to appear on your page.

®m  Access your recent publications anywhere When
you log on by using your Microsoft Account, you can
always access your most recently used publications that

you've saved to the cloud. Your program preferences B Live picture swap Another picture feature makes

are also recorded with your account, so your Publisher it easier to preview a new picture in place of another.

screen will look similar from device to device. Simply drag the new picture to the place on the page
B New online templates New, professionally designed \;v;pe;:r’;he existing picture that you want to replace

templates are available online in a wide variety of pub-
lication styles and personalities. ®  Export content easily You can prepare your Pub-
lisher files for a commercial printer or export pages

as image files that you can then print in high quality,
using the tools on the Export tab in the Publisher 2013
Backstage view.

m  New effects for page elements Now, you can use
new graphics effects to add soft shadows, glow, and
reflection to text, pictures, or shapes on the page.

What's new in Publisher 2013 345
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Creating a new publication

If you have a specific design in mind, you might want to begin
with a blank page in Publisher 2013. You'll find three different
options for blank pages on the New tab of the Backstage view
or at the top of the Publisher 2013 Start screen. You can choose

Create a blank publication

1 On the Publisher Start screen, tap Blank 8.5" x 11" or Blank
11" x 8.5" to open a blank publication.

The new blank publication opens in the Publisher work area.

346 Creating a new publication: Create a blank publication

to create a blank page with a portrait (8.5 x 11") orientation
or with a landscape (11 x 8.5") orientation, or you can choose
More Blank Page Sizes to display a gallery of additional page
sizes that you can use as the basis for your blank page.

Tap to open a
recent publication 1

PUbliSher Supyeed seachel] Brochwe Label  Cad  Corifcas  Rym s “'”*

Tap to display the Open dialog
box to open other publications
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Open an existing publication

The Publisher 2013 Start screen displays your most recently
used publications along the left side of the screen. If you see
the file you want to work on listed there, simply tap the file
name and the publication opens on your screen.

If you don't see the file you want in the Recent list, tap Open
Other Documents to display the Open tab in the Backstage
view. Choose the place where the file you want is stored and
tap the name of the publication you want to open.

Learn Publisher tools

Like the other Microsoft Office 2013 apps, Publisher strikes a
balance to give you plenty of room on your screen in which

to work while offering you the tools you need as you create

and share publications:

B Choose the tab on the ribbon that reflects what you
want to do next.

m  Contextual tabs appear to offer tools related to the
specific item you select

®  Unpin the ribbon so that it appears only when you
point to a tab or tool.

B Get a birds-eye view of the pages in your publication.

Use the rulers to align and resize objects precisely.

®m  Use the scratch area as an extra workspace in which
you can place objects nearby until you are ready to
place them on the page.

®  View the position and size of selected objects.

®  Change the display to show a two-page spread and
hide and display page elements.

B Zoom or reduce the display on the fly by using the
view controls.

Choose  Tap to see Tap the tool

atab view options you want to use
Display the — | | i | __
Backstage _LP SR N | _ ——A
view L Tl s Tlm = | Unpinthe
: P ribbon
View page _ | I
. o .
thumbnails 7 ] | Usethe
: e scratch
= 3 area
See object position Change the view
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Tweak the Publisher display

You can use the tools on the View tab to change the look of
the Publisher 2013 window. Begin by tapping the View tab to
display set of related tools on the ribbon for configuring how
your publication appears on your screen. Tap Boundaries to
display the boundaries around the text and picture boxes on
your page. Tap Guides to display guides around the edges

348 Tweak the Publisher display
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of page objects. Tap Baselines to see the baselines of text
along the edges of the page so that you can align objects
with lines of text. If you have added fields to your publication
to include variable information—such as names and address
information to be used in merge letters—you can select the
Fields check box to display the fields on the Publisher page.
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Choosing and using a template

Publisher 2013 includes a large library of templates from which will have printed by a commercial printer, Publisher 2013 makes

you can choose when you're beginning a new publication. the entire process of starting a publication easy. After you open
Whether you want to create a simple invitation, a flyer for your the template-based file, you can choose your own color scheme,
garage sale, or an elaborate, four-color business plan that you select fonts, or add or change a page background for your file.

Start a new publication based on a template
1 Start Publisher 2013 and display the Start screen.

7 - 8 x

4
|
,!

Katherine Murray
revmaplusiie com

2 Scroll down and tap the template that you want to use to start a S;M;,;I"L.Q,, I o b
new publication. : '

3 The templates featured in the list are online templates. To see which
templates are built-in to your version of Publisher, tap Built-In.

4 Alternatively, tap the Search box and type a word or phrase for the
type of template that you want to find and then tap the Search
button (the magnifying glass icon).

5 Tap the template that you want to use as the basis for your new Ses
publication. R
(continued on next page) =BEE
EIE

@ TIP If you search for a template by using the search tool at the

top of the Start window, a listing of categories appears in the
Category column along the right side of the display. Tap a category to
display additional templates in the area.

Choosing and using a template: Start a new publication based on a template 349
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Start a new publication based on a
template (continued)
6 Review the description of the template.

7 If you want to cancel the template and return to searching, tap the
close tool.

8 Tap the arrow to see the next suggested template.

9 To open a new publication based on the selected template, tap
Create. The file opens in the work area, including the color scheme,
font, and layout of the template file.

@ TRY THIS On the Publisher Start screen, tap the Search box

and type a word or phrase to reflect a template that you want
to find. Use the category selection to narrow your choices if necessary.
Tap the template to learn more about it and decide whether to create a
new publication based on it.

350 Choosing and using a template: Start a new publication based on a template
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Modify the publication
1 With a publication open, on the ribbon, tap the Page Design tab.

Publisher displays tools with which you to set up the page, add
layout guides, work with pages, and customize the color scheme,
fonts, and background used for your file.

2 In the Schemes group, tap the Schemes drop-down arrow to display
a gallery of color schemes.
3 Scroll through the list to see all available color schemes.

4 Tap the color scheme that you want to use.
(continued on next page)

g
e

i
]

4 Tap to create your own color scheme

Choosing and using a template: Modify the publication 351
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Modify the publication (ontinueq)

5 In the Schemes group, tap Fonts to display a gallery of font
selections.

6 Tap the font that you want to apply to the publication.
In the Page Background group, tap Background.

8 Tap the background style that you want to add to the publication.

352 Choosing and using a template: Modify the publication
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Setting up pages

When you create a new Publisher 2013 document, many of the
page settings are selected for you by default. You can change
the settings and set up your pages the way you want them to
appear. The page size you select determines the size of the page
that will be printed and determines how much content each
page can hold. The orientation controls whether the page is cre-
ated in a vertical or horizontal layout, and your margins affect

Choosing page setup options

1 With a publication open, on the ribbon, tap the Page Design tab.

2 In the Page Setup group, tap the Page Setup dialog launcher to
display the Page Setup dialog box.

3 Tap the Layout Type list box to display your layout choices for the
current publication. You can choose from One Page Per Sheet,
Booklet, E-mail, Envelope, Folded card, Multiple Pages Per Sheet, or
Web Page.

4 In the Page section, in the width and height boxes, tap the arrows
or enter a specific measurement to change the dimensions of the
page.

5 Tap to change the placement of margin guides along the top,

bottom, left, and right sides of the page, or enter a specific
measurement.

6 Review your changes in the Preview area.

7 Tap OK to save your changes.

the amount of white space that appears between the edge of
the text and the sides of the page. You can change these set-
tings individually or change them all together in the Page Setup
dialog box. In the Page Setup dialog box you can also choose
the overall layout type for your publication, whether you want a
traditional one page-per-sheet selection or a booklet, envelope,
website, or other project.

353
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Naming pages
1 On the ribbon, tap the Page Design tab.
2 Inthe Pages group, tap Rename.

The Rename Page dialog box opens.

3 Type the new name for the page.
4 Tap OK.

354 Setting up pages: Naming pages
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Inserting pages
1 On the ribbon, tap the Insert tab.
2 Inthe Pages group, tap the Page button.

A list appears, in which you can choose to insert a blank page, a
duplicate page, or to display the Insert Page dialog box.
3 Tap Insert Page.

4 In the Insert Page dialog box, type the number of pages that you
want to insert.

5 Tap to specify whether to add the pages before or after the
current page.

6 In the Options section, tap to specify whether you want to add a
completely blank page, a page with a text box, or duplicates of
objects on the currently selected page.

7 Tap OK to add the page.

TRY THIS Add a new page to your publication, duplicating
your current page.

@

Add a blank page after _|
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Adding content

Adding text in Publisher 2013 is a little different from adding
text in Microsoft Word. In Publisher, you flow text inside text
boxes that you can move, resize, and link as you'd like. This

Type and format text
1 On the ribbon, tap the Insert tab.
2 In the Text group, tap Draw Text Box.

The pointer changes to a cross-hair cursor as soon as you move the
cursor over the current page.

3 Drag a rectangle on the page, and when it is the size you want,
raise your finger.

Publisher displays the text box on the page.

4 In the text box, type the text that you want to add.

5 Apply formatting as needed by tapping the Home tab and
choosing tools in the Font group.

6 When you're finished adding text, tap outside the box.

@ TIP If you've been working in a view that makes it difficult to

read individual characters, magnify the page by using the zoom
gesture on the screen to enlarge the area in which you need to work.

356 Adding content: Type and format text

enables you to flow text easily around various elements on your
page. You can type text directly into Publisher or import it from
another program, as well.
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Import content 2 53

1 Display the page where you want to add the new content. Eu - ‘i P

MoME N | baEsisEN  MaLNGs  REW  vew - . |
2 On the ribbon, tap the Insert tab.

3 In the Text group, tap Insert File.

Publisher adds a text box on the page and displays the Insert Text

dialog box. ine- € e o
cook 3
Dook I [rper——

= [F R ———
4 Navigate to the folder that contains the text file you want to =

import. 3
5 Tap the file. c S
Sas | 3 Flwdll °
6 Tap OK. E £ ™= e g o
: e - o F) el

A CAUTION Depending on the format of the text you import,
you might have some reformatting to do after you insert
the file.

@ TIP Formatting text in Publisher isn't much different from

formatting text in Word or Microsoft PowerPoint; you can
select the text and use the formatting toolbar to make simple changes.
You can also use the tools on the Text Box Tools | Format contextual
tab (which appears when you are adding text or formatting it) to apply
quick styles, change text color, adjust spacing, and employ higher-end
typographical tools to fine-tune the appearance of your text.

Adding content: Import content 357
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Linking text boxes

Especially if you choose a multicolumn format or add columns
to your publication, you need an easy way to flow the text from
text box to text box. This comes in handy when you edit text in
one portion of the publication, because the text in linked text

Link text boxes

1 When your current text box is full of text, Publisher looks for a place
to put the overflow. Begin by creating a second, empty text box on
the page.

2 Tap the first text box to select it.

The overflow indicator appears, letting you know that the text box
has additional text that needs to be placed.

3 Tap the overflow indicator. The pointer changes to resemble a
pitcher. Tap in the second text box to flow the excess text from the
first box to that frame.

@ TIP Use the Wrap Text tool in the Text Box Tools | Format

contextual tab to control how your text flows around the
pictures and shapes in your publication. Publisher offers a number of
wrapping styles. You can also use Edit Wrap Points to create a unique
shape for the text flow around the images on your page.

358 Linking text boxes: Link text boxes

boxes reflows automatically to reflect your changes. Publisher
makes it easy to link text boxes, giving you control over the way
text flows through your publication.
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Create columns

1 Select the text box that contains the text you want to format in
columns.

2 On the ribbon, tap the Text Box Tools | Format contextual tab.
3 Tap Columns.
A list of options appears. You can choose one, two, or three col-
umns or select More Columns to display the Columns dialog box.
4 Tap More Columns.

In the Columns dialog box, in the Number box, tap to increase
the number of columns you'd like to display, or type the number
directly.

6 Change the spacing if necessary.
Review your changes in the Preview window.

8 Tap OK to apply your settings to the page.

@ TIP Why choose More Columns? If you want to create multiple
columns on the page and control the spacing between each

column, make your changes in the Columns dialog box. You can
increase or decrease the spacing between columns to get just the look
you want.

Eu
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Exploring open source software
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Inserting and replacing pictures

The picture capabilities in Publisher 2013 have been enhanced
to make working with multiple pictures more easy as you
choose and place them in your document. In earlier versions

of Publisher, whenever you added multiple pictures, they were
clumped together in a pile in the center of your publication and

Insert a picture

1 Display the page on which you want to add the picture.
2 On the ribbon, tap the Insert tab.

3 Tap the tool in the lllustrations group that you want to use. Choose
Pictures if you have a picture on your computer you want to add;
tap Online Pictures to download pictures from Bing, Office.com,
your own picture-sharing sites, or your SkyDrive account. Tap
Shapes to display a gallery of shapes that you can add to your
publication.

@ TIP Choose Picture Placeholder to add a picture placeholder

box on the Publisher page, in which you can add a picture at a
later time.

360 Inserting and replacing pictures: Insert a picture

you had to drag them to where you wanted them to appear.
Now, Publisher places your pictures in the scratch area along-
side your publication where you can easily view and select
the ones that you want to use on the different pages in your

document.
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Inserting multiple pictures at one time

One new feature in Publisher 2013 makes things easier when
you want to open a number of pictures that you plan to
place on your Publisher pages. When you choose Pictures (in
the lllustrations group on the Insert tab) to open the Insert
Picture dialog box, you can navigate to a folder containing all
the photos you need.

@ TRY THIS Use the Picture tool in the lllustrations group to

add pictures to the scratch area of your page. Drag one of
the thumbnails to your page to place the picture.

Select the files that you want to open and then tap Insert.
Publisher places the images as thumbnails along the right
side of your page, in the scratch area. You can then move the
pictures to their respective locations within the document by
simply dragging them to the new location.

If your pictures don't appear alongside your page, be sure
you have the scratch area set to display. To do so, on the
View tab, in the Show group, make sure that the Scratch Area
check box is selected.

Inserting multiple pictures at one time 361
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Replace a picture

1

Tap to select the picture in the scratch area that you want to use.
Tap and hold the icon that appears on the image and drag it to the
image that you want to replace.

When you see the pink outline appear around the image you're
replacing, release your touch.

On the menu that appears, tap Swap to exchange the position of
the two images.

@ TIP You can replace pictures with images that you haven’t yet

placed on the scratch area by selecting the picture you want to
change, tapping the Picture Tools | Format contextual tab, and then
tapping the Change Picture icon in the Adjust group. On the menu that
appears, tap Change Picture, and the Insert Pictures window is
displayed so that you can navigate to the picture you'd like to use
instead. If you want to choose a picture from your computer, at the top
of the window, tap Browse to the left of the From A File selection.

@ TIP Another easy way to flip two pictures is to select both

pictures on the page, tap the Picture Tools | Format contextual

tab, and then tap Swap. Choose whether you want to swap the picture
or swap only the formatting of the picture, and Publisher makes the
change for you.

362 Inserting and replacing pictures: Replace a picture
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Layering objects on Publisher pages

Some of your publications might require a little more finesse of
the elements on the page. You might want to overlap a head-
ing with a picture, for example, or arrange page elements one

Arrange objects

1 Tap the object that you want to reorder.

2 |If necessary, tap the contextual tab related to that object (for
example, if you tap a picture, the Picture Tools | Format contextual
tab appears).

3 In the Arrange group, tap either Bring Forward or Send Backward.
A list of options appears.

If you tap the Bring Forward button, you can choose Bring To Front,
which brings the selected element to the front of the page, or Bring
Forward, which moves the selected object one layer up relative to
the other objects on the page.

4 If you choose Send Backward, you can select Send To Back, which
moves the object behind everything else on the page, or Send
Backward, which moves the object one layer down relative to the
other objects on the page.

A CAUTION If you choose Send To Back and you have added a
page background, your object might disappear completely!
Don’t panic—you can reverse the process by tapping to display the
options list and tapping Undo Send Backward.

@ TRY THIS Tap an object on your page, tap the contextual tab,
and then tap Send To Back. Where did the object go? Adjust if
necessary.

on top of another. You can use the Arrange tools in Publisher to
layer and arrange page elements just the way you want them.
This is called reordering.

Layering objects on Publisher pages: Arrange objects 363
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Rotate items

1 Select the item that you want to rotate.

2 On the ribbon, tap the Picture Tools | Format contextual tab.
3 In the Arrange group, tap the Rotate Objects tool.

A menu appears that gives you the option of rotating the object in
90 degree increments, flipping the object vertically or horizontally,
or dragging to rotate the object as you'd like.

4 Tap the tool that you want to use. If you tap one of the top four
tools, the object is rotated automatically.

5 If you choose Free Rotate, handles appear at the corners of the
object. Drag one of the handles in the direction you want to rotate
the object. Release your touch when the object appears the way
you want it on the page.

@ TIP If you are working with multiple objects on the page and

want to rotate or layer them together, group them before you
choose Bring Forward, Send Backward, or Rotate Objects.

364 Layering objects on Publisher pages: Rotate items
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Grouping and ungrouping objects

You can easily group items on the page so that you can work
with them as one object. This can be helpful when you need
to apply the same setting to a number of items—Tlike rotat-
ing objects to the same degree—to get a particular effect on
the page. Select the objects that you want to group and then
tap the Picture Tools | Format contextual tab. In the Arrange
group, tap the Group tool. The outlines of the objects com-
bine, indicating that they have become one object.

If you decide later that you want to separate the group
back to the original objects, tap the grouped object, tap
the Picture Tools Format tab, and then choose the Ungroup
button (just beneath the Group button). The objects are
separated into their original configurations.

Grouping and ungrouping objects 365
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Finalizing your publication

Whether you plan to save your publication as a PDF and send
it to friends; print the publication on your printer for posting
in the office, proofreading, or saving as a backup; or have the
publication commercially printed, Publisher includes a number
of tools to help you prepare it for the last leg of its journey.

Run the Design Checker

1 On the ribbon, tap the File tab to display the Backstage view.
2 On the Info tab, tap Run Design Checker.

The Design Checker pane opens along the right side of the
Publisher window.

(continued on next page)

@ TIP Remember to save your Publisher file after making

changes with the Design Checker so your final file is as
complete and ready-to-go as possible.

366 Finalizing your publication: Run the Design Checker

You can use the Design Checker to make sure the publication is
ready to print, and use the Email Preview and Print tools to get
a sense of any last-minute changes you need to make before
sharing.

[E—
Info

Embedded Font Information
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Run the Design Checker (oniinued)

3 Select the check box corresponding to the check that you want to
perform.

4 Tap and hold an item in the list that you want to fix. A shortcut
menu opens, offering ways to deal with the found issue.

5 Choose Go To This Item to move to the object in your publication
that triggered the issue so that you can correct the problem.

6 Alternatively, tap Explain to see Help information on the topic.

7 Tap Close Design Checker to dismiss the Design Checker pane.

@ TRY THIS Tap the File tab and choose Run Design Checker to

see if your publication is ready to distribute.

Finalizing your publication: Run the Design Checker
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Preview as email

1 On the ribbon, tap the File tab to display the Backstage view.
Tap the Share tab.

Tap E-mail Preview.

& W N

Choose the E-mail Preview button.

Your publication opens in a browser window.

(%}

Scroll down through the document to view the publication.

6 Tap the Close button when you're through.

368 Finalizing your publication: Preview as email

Share

Share

Y Email

| T Email Preview

Em

Frrieffthe pub

| Preview

{1

cantnook pus - Publsher

caton i e HTMAL e message i your default b

COMEN 5 CUsens\Katherind\AppD 0 - & || & indexim

s grilled tofu

. muichronnm nizzo




14: CREATING, REVIEWING, AND TOUCHING UP PUBLICATIONS WITH PUBLISHER 2013

Preview and print your publication

On the ribbon, tap the File tab to display the Backstage view.
Tap the Print tab.

Review the publication in the preview window.

Browse through the pages in your document, if applicable.

Increase or decrease page size.

Choose the printer that you want to use.

Choose print settings.

W 00 N o U1 A W N M

Enter the number of copies that you want to print.

10 Tap Print.

Hide or redisplay the horizontal and vertical rulers, if applicable.
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Prepare your project for commercial printing

You use Publisher's Pack And Go Wizard to prepare your
Publisher 2013 files for commercial printing. Begin by dis-
playing the Backstage view and tapping the Export tab. In
the Pack And Go area of the Export screen, tap Save For A
Commerecial Printer.

The Save For A Commercial Printer options appear on the

right side of the screen. Choose the size of file you want—
Commercial Press (largest size), High Quality Printing,

370 Prepare your project for commercial printing

Standard, or Minimum Size. Choose whether you want
Publisher to create PDF files, Publisher files, or both PDF

and Publisher files. Tap the Pack And Go Wizard, choose

a location for the file, and then tap Next. Publisher shows
the status as the file is saved and displays a final screen that
gives you the option of printing a composite proof of the file
you've prepared for the printer. Tap OK to close the Pack And
Go Wizard, and you're ready to take or send the final files to
your printer.



Creating a web
app with Access
2013

pps are the big new story in Microsoft Access 2013. Now, if you have

a Microsoft Office 365 account with access to Office 2013 Professional
or your organization is running Access Services on Microsoft SharePoint
2013 Server, you can use Access to create a web app that collects informa-
tion from others on your team, in your organization, and from the general
public through the SharePoint web app. You create the basic structure for
the data, by using data tables, and the gathered data plugs right in so that
you can work with it in whatever way best fits your needs. Simple, right?

And with Access 2013, you can still create databases the old-fashioned
way, with data tables, relationships, queries, and reports. Increasingly,
however, we need to access and work with our data from multiple entry
points and in a variety of ways. Microsoft recognizes that much of what we
do is going to the cloud, and web apps that live online give you the option
of gathering, managing, and sharing data in real time with people all over
the world. You get to say who can access your data, of course, and you

can customize your web apps to gather just what you need. Yet, the entire
process is easier than you might think. And Access 2013 includes a number
of predesigned templates with web apps in mind.

In this section:

Getting started with Access 2013
Exploring the Access window
Adding tables for your data
Adding data to the table
Starting and using a web app
Choosing the way you view data

Changing an existing view

Using your web app with a team site
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Do | need Office 365?

You can use Access 2013 without an Office 365 subscription,
but if you plan to create and use Access web apps through
SharePoint, you'll need a way to connect to a SharePoint
site, either through your organization’s SharePoint account
or by subscribing to Office 365. Office 365 is Microsoft's

372 Do | need Office 365?

in-the-cloud Office platform that enables users to subscribe
at different levels and access the Office 2013 programs
they need by paying a monthly subscription rate suited to
their situation. You can find out more about Office 365 at
www.office365.com.


http://www.office365.com
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Getting started with Access 2013

After you start Access 2013, you can create your first Access web  of information you want to gather and how you want to gather
app based on a template designed to help you with the pro- and work with it. Luckily, Access leads you through the steps, so
cess, or you can go gung-ho and do it all from scratch. Either getting started is fairly straightforward.

way, you'll have some simple choices to make about the type

Start Access 2013

1 Swipe to the left to display app tiles on the right end of the
Windows 8 Start screen.

Katherine

£

2 Tap the Access 2013 app tile.

The Access 2013 Start screen appears.

@ TIP Be sure to log on with either your Microsoft Account or

your corporate user name and password (if you're using
SharePoint 2013). You need to be logged on to create and work with
web apps in Access.

Getting started with Access 2013: Start Access 2013 373
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Start a web app from a template

1 Display the Access 2013 Start screen.

2 Scroll through the templates to find a web app template that you Access

want to use. Note that if a template name begins with the word
“desktop,” the template is not a web app template.

Tap the web app template that you want to use.

Enter a name for the app.

Tap a location at which to the new app. = openonr e

A v AW

Tap Create.

The web app opens in the Access window. The process takes a few
minutes while Access creates the web app and adds tables and
views for you to use. Your next step is to start using the application.

@ TIP When you select a template to create a web app, Access

might offer you one or more suggestions for locations where

you might store the web app. They might be SharePoint locations that

you've used previously with an Office application. If you haven't used

SharePoint or do not have an Office 365 subscription, you won’t see the ::wm-wm
list of possible locations. B

@ TRY THIS Launch Access 2013 and browse through the web
app templates. Tap one that sounds good to you and choose a
location for the app online. Tap Create to start developing the app.

374 Getting started with Access 2013: Start a web app from a template
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Create a blank web app 1
1 On the Access 2013 Start screen, tap Custom Web App.

7 - 8 x

Aosets  Bunines Contacts Imployse  Inventary  Project  Sades

2 In the App Name text box, type a name for your app. Access . B e
3 Choose the location where you want to create the web app. :

4 Tap Create. If prompted, sign in to Office 365 with your User ID and
password.

Prsjest mmsgernt [E— Dasbtop asset racking

Getting started with Access 2013: Create a blank web app 375
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Click to display the Search for a table to fit the type

Explorlng the ACCGSS WlndOW Navigation pane of data you want to collect

The look and feel of the Access 2013 web app doesn't feel |

particularly “database-y.” It feels more like a SharePoint app, B H S B X | et it i R NS
something light and fun that you can work with and add data — - i
to easily online. The first window you'll see gives you the option o = ), B

of adding tables to your web app. Here's an introduction to the B

tools you'll use as you create your web app. ELC i

o yeur

= Choore the type of dots s yous ol o being
e’ 26w v wel e you theoufph the nscessany steps.

Wt 00 ¥ou think apout tne o Tabies Sereen: Gve Feeanack
Oriine

Add a new
blank table

Import data from an
existing data source

@ TIP On the left side of the screen, you can see the table

selector with which you can navigate between the tables in your
application. You can also see the Navigation Pane button on the
ribbon. Tap this to switch to an interface which is very similar to the
one used in a desktop database.

376 Exploring the Access window



Adding tables for your data

When you're creating an Access 2013 web app, you have three
options for adding tables. You can create a blank table, search

Search and find a table

1 Tap the Add Tables Search box and type a word or phrase reflecting
the type of information you want to gather.

2 Tap the Search button (the magnifying glass icon).
Results appear beneath the Search box.
Scroll through the results list.

4 Tap the table that you want to use.

@ TIP Depending on which table you select, Access might add
multiple tables because it adds any related tables at the same

time. You can determine by the icon to the left of the table name

whether Access will add related tables. The table with the black outline
means one table would be added (Employees, in this example). But, if
you choose Assets, which shows a graphic indicating multiple tables,
Access will add multiple, related tables.

15: CREATING A WEB APP WITH ACCESS 2013

for a table template that fits the data you need to manage, or
open a table you've already saved in an existing file or list.
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Add a blank table

1 On the ribbon, tap the Home tab and then, in the Create group, tap

€ % 7 MyMewApp: Database- hip ing. i P ine techwr.. 7 - & X
Table. Katherine Marray - |
2 Tap the Add A New Table link to add a new blank table. Ll 0O

(continued on next page)

view Create snow -
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_
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@ TIP After you save or create a new table, Access automatically

creates at least two views called List and Datasheet, which you
can use to display and interact with data in the table through the
browser interface.

378 Adding tables for your data: Add a blank table
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Add a blank table (oninue) 5 3 4 6
|

3 Tap a blank line in the Field Name column and type the name that & O - T

you want to assign to the field. h vowe | e P |
4 In the adjacent cell, in the Data Type column, select Short Text. E e ® 00 FBEE

On the Quick Access Toolbar, tap the Save button. L kil | ot )

. . o s confrypes YT i, 5 I =

6 In the Save As dialog box that opens, type a title for the Table L e Bescrpron {Optional

name. Short Text
7 Tap OK.

8 Tap the View icon to display the table and enter data.

Geferal

infk Lengtn e
e i 220

Lagki Text

Defoutt value

vaation Rl

Vatation Text & field name can be up Lo 84 haracters long,
Refuired He including spaces. Press F1 for help on field
indgxea Ho names

= Switch panes. F1 = Help.

@ TRY THIS Create a table for the web app, either by choosing a
table template or creating a blank table.

@ TIP  When you click on the View icon, you are seeing some-
thing called the Preview Datasheet (not to be confused with the
Datasheet view). Using this special preview feature, you can work with
data without needing to display the data in the browser.

Adding tables for your data: Add a blank table 379
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Adding data to the table

You can add data easily while you're working with your Access which you want to add the information to in Preview Datasheet,
2013 web app. First, in Preview Datasheet, display the table to and then tap and type the new information.
Add data to the table 2
1 Select the table that will store the new data. ® O P _
: © w7 7 MyNewayq
2 Tap the Settings/Actions button. h HoME
3 On the menu that appears, tap View Data. %1‘ == _—r
The table appears in Datasheet view. Chmal el View | fnced | Ngeton
4 Tap the first available field and type the information that you want m - -
to add. 1 % comae | [List| Datasheet By Gr
5 Tap in the next field. EE
6 When you're finished adding data, tap the Close button. conmacts %
3 L_yl View Data
le' Edit Table
4 Hide
=]l Rename
X Delete

B EH » oamsferioos New App : Database- hitps://tech n techriting onmicre.. 7 = & X
HOME DATRSHEET Katherine Muormy: = “

@ TIP You can add data while you're using the live web app

online, as well. You'll learn how to do that in the next task.

380 Adding data to the table: Add data to the table
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Importing data

After you have your table set up the way you want it, you represents the type of data file you want to import. Access
can import table data by tapping Table in the Create group gives you the option of adding Access, Excel, SQL Server/
on the Home tab. This displays the initial tables page, on ODBC Data, Text/CSV files, or SharePoint lists.

which you can tap the icon at the bottom of the page that

Importing data 381
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Starting and using the web app

After you've added tables and set them up as you want, you can
start your web app and give it a trial run. You'll find the Launch
App tool in the View group on the Home tab.

Launch the web app

1 On the ribbon, tap the Home tab and then, in the View group, tap
Launch App.

HOME

If you're prompted to log on, enter the user ID and password you

use with Office 365.

G BE L

Launch Table View Advanced Navigation
. A - Pane
2 Tap the Add button (the plus sign) to add a new record. vapv . o ptasheet By Groug
The data fields become available on the form. * CompanyTypes Filter the list.. sl ®@E
- . M Katheri First Name Murray
3 Fill in the details for the new record. * Customerhiame urray Katherine
Company
4 Tap the Save button (the diskette icon). Job Title
Home Phone
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Back to Site »

* Contacts

*  CompanyTypes

*  Customerhiame

LB B hisps:/rechwiting-d036757.. O = @ ©

My New App

List Datasheet
Filter the list.

Murray Katherine

(New)

By Group

r3

4 3

T

®@®
First Name
Company
Job Title
Home Phane

Address 1

Last Name
Emall

Work Phone
Mobile Phone

Address 2

City State/Province
2ZIP/Postal Code Country/Region
Wab Paga 8/ Notes

Group Business v




Choosing the way you view data

Access 2013 gives you different ways to view the data you
gather in the Access web app. After you start the web app, you
can use both List and Datasheet view to review and update

Work with a List view
1 Tap a table that contains the information you want to view.
2 Tap a line item to display the details for the order line.

The data record for that item appears in a pop-up window.

(continued on next page)

@ TIP When you added the template tables, because Access
creates relationships between these tables, it can automatically

create views that convey those relationships. These connections help
you navigate to display related information that might be stored in
different tables.

15: CREATING A WEB APP WITH ACCESS 2013

your information. You can also create your own custom view so
that you can view your data in the way that makes most sense
to you.

Backtolite » My Newapp
List Datasheet

* Categories Filter the hst. r @@

S Erolites e Title New Products
Assets

* Employees2
DRM20TT cate 500 120172000
DRM2012 caTe $5.50 372372010
ORMZ022 cate $650
addfpsset

Choosing the way you view data: Work with a List view 383
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Work with a List view (continued) 3 5

3 Tap the Edit button (the pencil icon) to make the field available for
editing.

4 Make the changes you need to make.

* Categories

5 Tap Save to save your changes.

* Employees New Prod
Assets
*  Employess2
Bouired Dute
« B
Asse l2/1/2010
2372010
Item DRM2022 Location Carg
Manufacturer Everty Madel
Comments Retired Date
Acquired Date
Current Value $6.50
Condition Gipd Category New Products
Owned By

384 Choosing the way you view data: Work with a List view



15: CREATING A WEB APP WITH ACCESS 2013

Work with a Datasheet view 2 1
1 Tap Datasheet.
2 Tap the Add button.

« |5 s Y, oo [T

Backtosite + My New Apa

3 Enter data for a new record. i I [Daiasnesy
N G100
4 Tap another record to save the new record. * ern i
. Yokim John
(continued on next page) * Employees2 Vonskua  Nonmctn
Young Rob
Yu Wt
Yuan Joanna
Yukish Gary
Yuksel Ayca
Wwkotf Greg
Zabokitski Eugene
Zaje Marko

Zakardissnehl  Kerstin

7aki amr
Zander Jason
Zare Robert
Zeman Michael
Zzeng seffrey
Zhang Frank
zhang Larry
Zighetti Barbara
Zilch Dieter
Zimprich Karin
Zischka Erwin
‘Murrzy

4 3
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Work with a Datasheet view (ontinued)

5 To edit a record, tap in the field and start typing.

6 To delete the record, tap the Delete button (the trash can icon).

7 Tap Yes to confirm that you want to delete the record. e List}iDa
* Categories ®®
% Employees il

* Employees2

Tai
John
Norimichi

Delete confirmation

AN

Plcase confirm that we should permanently delete the itemz).

ves | No

Zighetti
Zilch
Zimprich
Zischia

Murray

TRobert
Michael
Jeffrey
Frank
Larry
garbara
Dister
Karin

Erwan
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Changing an existing view

When Access 2013 creates a table, it automatically creates at
least two views of the data, one called List and the other called

Edit the view

1
2
3

)

Tap the table that you want to edit.
Tap Datasheet.
In the center of the web app window, tap Edit.

You can now change the design of the view.

Tap the field that you want to change. Three buttons appear, giving
you the choice of changing Data, Formatting, or Actions. Tap Data
to change the name, source, or value of the data field, which is
called a control in Access web apps. Tap Formatting if you want

to add a tooltip, hide or display the control, or add a caption. Tap
Actions if you want to change the action assigned to the control.

Tap Data.
A pop-up box appears, displaying your options.
Change the control name, if you like.

Tap to display a list of other controls in the table. Choose your
choice.

Enter a default value if you want to display one in the table.

TIP Expression Builder is a fairly high-end feature that you can
use to customize the expression that defines the value for the

control property.

15: CREATING A WEB APP WITH ACCESS 2013

Datasheet. You can use the method described here to alter the

layout of the view.

& 3 [ chwrit -8 x
Katherine Murray "
— P =
-,
View  Advanced  Nbvigat
- Pan
E snow N
List |Datasheet| By Group *
*  Assel L
B2 Edit
45— Formatting
[ = R vt . L.
e DESIGH Katharine Mis
o - |
= -l
snch  Tabl Adanced | Nvgation
e .
v e
T3 uneen 3 A Oataent
®@®+
tem Location | Manufacturer Model wtied Date: | feaqufted Date | Current®
item Location wiacture ode Retired Oate quiled Date | Current v
! .
@y Actions

o
2
Co
el

[

nnnnnnnnn

8

7 Tap to display
Expression Builder

6
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Create a custom view 1 2 34

1 In the Table Selector, tap the table that you want to use. LH* o & 4 Immw» O e o e 203 /4

2 Tap the Add New View button (the plus sign). 5 biELQ O

3 Type a name for the new view. _Mm |

4 Tap the View Type list box and choose the view that you want. You : ; . 1
can choose from List Details, Datasheet, Summary, or Blank. e EEE | | o

(5}

Leave the Record Source as it appears.

6 Tap Add New View.

The new view is added to the horizontal list of available views.

7 Tap the Settings/Actions icon.

8 On the menu that appears, tap Open In Browser to test the view.

B Wd S &G & Wy ew pp: Dstatasfl bt tec hwriting sharepoin. com (Aceess 2015) - Aecess. 7 - &8 X
HOME Katheies Mursy *
Wewch | T Ve Advenced "
#

@ TIP When you're creating a custom view, choose List or
Datasheet view whenever possible, because Blank and Summary
views will require a lot more work before they function effectively.

@ TIP The Open In Browser option gives you a convenient way
of displaying the results in a browser window with this particu-
lar view.
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Using your web app with a team site

While viewing any webpage, you can tap the Back To Site link
at the far left side of the navigation bar in the web browser to
display your team site. From your team site, you have access to
other files, blog posts, and more. You can also use the team site
to open your Access web app in a local copy of Access 2013 to

Open a web app in Access 2013 from a
team site

1 Tap the Back To Site link.

2 At the bottom of the navigation bar, tap Site Content.
(continued on next page)

15: CREATING A WEB APP WITH ACCESS 2013

change the design of the Access web app on a device which you
have not previously used to work with the web app. You will
need to have installed Access on that device before you can use
this feature.

LB IE hipesstechwriting-dith7s7.. O - @ €

Back to Site » My New App

* Assets List Datasheet

By Cat]

% Categories Filter the list... pel

New Products

% Employees
Outlook  Calendar  People  Newsfeed  SkyDrive  Sites o Katherine Murray » % 2

[

Search everything -~ p

. My Content

Documents Recent Blog Posts

® new document or drag files here [ Create ablog toshare your thoughis witin

your organization. Create Blog

CumentView s |Findafie o
v O neme Modifles E
Newsteed Shared o September08 2% System Account
m with
bout me Everyone

Blog
Apps
Tasks
Recent

My New App

My New App

My New App

My New App

My New App
# EDIT LNKS
Site Contents
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Open a web app in Access 2013 from a A o waig..

team SIte (Confjnued) 5 Outiook  Calendar  Peaple  Newsfeed S sites e Admin  [ECSTISTUITVEEE o ]
3 Tap the More Options button (the ellipsis character) to display s y—— -2 O
. o Site Contents
options for the application. 7
Lists, Libraries, and other Apps @ SITE WORKILOWS 3 SETTINGS ::jm(v:un(l;
4 Tap the Web App icon once to open the web app in a browser
M :)(?::mnnl:
window. & S .
5 Tap the Customize in Access tool to open the web app in Netreed My New App %
About me Form Templates Versioe: 1.000
Access 2013. Biog |_ BEE eing
P ]
= DETAILS PERMISSIONS REMOVE
Recent A My New App
My New App newl
My New App
My New App
My New App
My New App
# EDIT LNKS
Site Contents.
i
|

L2 0 hepsrechvrting-d03eTs7.. 0 » @ G .

BacktoSite » My New App

@ Access

Well done! You've successfully created an Access app. Now it's time to start
designing. Start by adding some tables in Access.

Open this app in Access to start adding tables.

Need some help?
Check out Access anline help.
Don't have Access? Download the free trial of Access on Demand.
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Index

A

Accept or Reject Changes dialog box
(Excel), 240
Access 2013
importing data to Excel, 220
launching, 373
tables
adding blank, 378
adding data to, 380-381
creating custom views of, 388
searching/finding, 377
web apps
creating blank, 375
launching/using, 382
opening from team sites, 388—-389
starting from templates, 374
window tools, 376
Account settings (Microsoft Office), 37
Add-ins tab (Options dialog box), 67
Add New Category dialog box (email), 93
Address Book, selecting contacts from, 58
Advanced tab (Options dialog box), 67
animating slide elements
(PowerPoint), 294-297
Animation Painter (PowerPoint), 296
appointments (Calendar)
adding attachments to, 108
creating, 107-109
creating for meetings, 110-111
scheduling recurring, 109
window, 100

apps
adding Office apps from Windows
store, 47-48
Apps for Office, 47, 175
docking, 46
moving among open, 44-45
pinning to taskbar, 46
starting from Windows 8 Start Screen, 12
arguments, function (Excel), 252
arranging objects (Publisher), 363
assigning tasks (Outlook), 118
attachments
adding to appointments (Calendar), 108
adding to note pages (OneNote), 333
for sharing files in meetings (Lync), 147
audio
adding to videos (PowerPoint), 293
Audio Device settings (Lync), 139
notes, recording (OneNote), 332
Auto-Hide Ribbon option, 24, 76
AutoRecover options, 67

background images for Excel worksheets, 228
Background, Office, 39

Backstage view, 26

Back to Site link (navigation bar), 389
Baselines option (Publisher), 348

Blank Display (PowerPoint), 309

Boundaries option (Publisher), 348

bulleted lists (Word), 165

Business Card view (Outlook contacts), 86

C

Calendar (Outlook)
changing color and scale, 112
changing window layout, 113
creating appointments, 107-109
creating Calendar Groups, 106
creating new, 105
displaying local weather, 99
emailing, 114-115
merging displays, 104
navigating, 98
opening, 101-102
opening shared, 103
overview, 70
searching, 100
sending meeting invitations, 110-111
calls (Lync)
calling contacts, 139-140
recording, 142
video, 141
Can Edit/Can View permission levels, 59
Card view (Outlook contacts), 86
categorizing email, 92-94
cells (Excel)
formatting selected, 225
references, 251-252
centering text (Word), 167
charts (Excel)
adding new, 229
filtering data, 232
PivotCharts, 232
Quick Analysis tool, 230
using recommended, 231

charts (Excel)
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Choose Document to Insert dialog box
(OneNote), 333

closing

files, 56

Microsoft Accounts, 37
Cloud

collaborating in, 191

pictures from, adding to slides, 281

saving files to, 53, 233
coauthoring

contacting coauthors in real time

(Word), 192-193

PowerPoint presentations, 308
Collapse the Ribbon tool, 22
colors

changing Calendar, 112

Color Categories dialog box (email), 93

Color & Thickness tool (OneNote), 331
columns

column sparklines, 249

creating in text boxes (Publisher), 359

and rows (Excel worksheets), 225
comments

in PowerPoint presentations, 304

in shared documents (Word), 204-205
commercial printing (Publisher), 370
conditional formatting (Excel), 246-247
contacts (Lync)

adding external, 134

adding new, 132-133

viewing cards, 135
contacts (Outlook)

adding groups of, 83-84

adding manually, 79-80

adding new members to groups, 85

editing, 81-82

Search Contacts search box, 86
contextual tabs (Office 2013 screen), 19

copying/pasting content in Word, 157
copying slides (PowerPoint), 285
Corrections tools (PowerPoint slides), 284
Create New Folder dialog box, 105
Create Sparklines dialog box, 249
Current View group (Outlook), 86
customizing

bullets in Word, 165

Calendar, 112-113

Customize Ribbon tab (Options dialog

box), 67

data sorting (Excel), 258

headers/footers (Word), 181

look of Outlook window, 78

Lync options, 124

note templates (OneNote), 335

Quick Steps, 89

style sets (Word), 162

table views (Access), 388

text styles (Word), 163

themes (Excel), 224

themes (PowerPoint), 275

D

Daily Task List (Calendar), 112-113
data
adding to tables (Access), 380-381
analyzing in Excel. See Excel 2013 data
analysis

analyzing trends with Power View reports

(Excel), 261
exporting from worksheets

(Excel), 241-243
filtering in charts (Excel), 232
filtering with slicers (Excel), 262-264
sorting (Excel), 257-258
ways to view in web apps, 383-386

Datasheet view (web apps), 385-386

392 Choose Document to Insert dialog box (OneNote)

deleting
comments in shared documents, 205
contact group members, 85
records (Access), 386
slicers (Excel), 264
sparklines (Excel), 250
Tasks (Outlook), 118
delimiter characters, 221
Design Checker (Publisher), 366-367
Design tab (Word), 161
Desktop
adding Office 2013 to, 13-14
creating shortcuts on, 13
Dial a Number text box (Lync), 140
displaying
Display tab (Options dialog box), 67
minibars, 23
Ribbon, options for, 24-25
docking apps, 46
documents
Document Inspector, 57
formatting in Word, 165-167
saving in Word, 182-183
selecting themes for Word, 161
sharing in Word, 153
Do Not Disturb setting (instant
messages), 138
downloading online presentation
documents, 210
drawing
notes (OneNote), 331
on slides (PowerPoint), 316

E

editing
contacts in Outlook, 81-82
Flash Fill suggestions, 219
formulas in Excel, 254



pictures in slides (PowerPoint), 284
pictures in Word, 172
restricting in shared Word
documents, 194-195
sparklines in Excel, 250
table views in Access, 387
videos in PowerPoint, 291-292
worksheets in Excel, 222
Effect Options (PowerPoint)
for animations, 296
for slide transitions, 299
email (Outlook)
categorizing, 92-94
contacts. See contacts (Outlook)
E-mail Calendar tool, 114-115
flagging for follow-up, 90-91
Mail window, 70
managing with Quick Steps, 87-89

previewing publications as (Publisher), 368

reading/replying to messages, 76-77
sending files via, 60

sending PowerPoint presentations via, 303

setting up/adding accounts
(Outlook), 74-75
Error Checking (Excel formulas), 255
Excel 2013
applying themes to, 223-224
attaching spreadsheets to notebooks
(OneNote), 333
charts
adding new, 229
filtering data, 232
Quick Analysis tool, 230
using recommended, 231
creating blank workbook, 215
creating/modifying recommended
PivotTables, 259-260

exporting worksheet data, 241-243
filtering data with slicers, 262-264
formatting worksheet data, 225
inserting pictures into, 226-228
launching in Windows 8, 214
new features in, 213
overview, 212
Power View reports, 261
presenting workbooks online, 237
saving/protecting workbooks, 233-235
sharing worksheets, 236-237
starting worksheets from templates, 216
tracking changes, 238-240
window, 217
worksheet data
editing, 222
entering with Flash Fill, 219
importing, 220-221
typing new, 218
Excel 2013 data analysis
cell references, 251-252
checking for formula errors, 255
conditional formatting, 246-247
creating/editing sparklines, 249-250
creating formulas, 254
displaying Data Bars, 247
finding functions, 256
functions and formulas basics, 252-253
highlighting data results, 246
Quick Analysis tool, 248
sorting data, 257-258
Exchange Server, 71
exporting
notes (OneNote), 341
Office 2013 data, 62
Word documents as PDF/XPS, 184-185
Expression Builder, 387

F

Fade transition (PowerPoint slides), 298
faxing files, 60
Fields option (Publisher), 348
files
attaching to note pages (OneNote), 333
Office 2013
closing, 56
emailing, 60
exporting, 62
faxing, 60
File tab, 19, 26
inspecting, 57
opening existing, 50-51
opening new, 49
opening on Windows 8 phones, 18
previewing/printing, 61
saving, 53-55
sharing with others, 58-60
tagging, 52
translating content of, 63
opening existing (PowerPoint), 273
filtering
data in charts (Excel), 232
data with slicers (Excel), 262-264
Filter By list function (Word), 156
Find and Replace dialog box (Word), 160
Find Tags tool, 331
flagging email for follow-up, 90-91
Flash Fill (Excel), 218, 219
Flip transition (PowerPoint slides), 298
flowing text around pictures (Word), 176
folders
Folder Pane, 78
Folders view (Outlook), 72
organizing email messages with, 95-96
Follow-Up feature (email), 90-91
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fonts
changing default (OneNote), 329
selecting for publications (Publisher), 352
formatting
data in worksheets (Excel), 225
Format Painter (PowerPoint), 280
paragraphs, 167
slide text (PowerPoint), 278-280
styles allowed in restricted (Word), 195
text in Publisher, 357
text in Word, 158
Word documents, 165-167
formulas, Excel
basics, 252-253
checking for errors in, 255
creating, 254
functions, Excel
basics, 252-253
finding, 256
Function Arguments dialog box, 256

G

Gallery View (Lync), 120
General tab (Options dialog box), 67
Get External Data group (Excel), 220
grouping

contacts (Lync), 133

and ungrouping objects (Publisher), 365
Guides option (Publisher), 348

H

handouts, printing (PowerPoint), 314
headers/footers in Word, 180-181
Help tool, 64-66, 255
hiding
location information (Lync), 130
menu bar (Lync 2013), 125

394 fonts

Highlight Changes dialog box (Excel), 238
Home tab (Outlook), 86
hosting meetings (Lync), 145

icons, adding to worksheet cells (Excel), 247
illustrations, adding to Word, 171
importing
data to tables (Access), 381
data to worksheets (Excel), 220-221
Info tab (Backstage view), 26
Insert Function (Excel)
dialog box, 256
tool, 253
Insert Picture dialog box
Excel, 226
Publisher, 361
Word, 170
Insert Slicers dialog box (Excel), 263
Insert tab (Office apps), 47
Insert Text dialog box (Publisher), 357
Insert Video window (Word), 173
Inspect Document dialog box (Office
2013), 57
inspecting files, 57
installing Office 2013 on multiple devices, 14
instant messages
for coauthor collaboration (Word), 193
responding to (Lync), 138
sending (Lync), 136-137
Invite People option, 58, 302

J

jump lists of files, 51

K

keyboards
displaying onscreen, 27
display options, 4
selection tool, 34
types of, 34

L

Language group (Review tab), 63
Language tab (Options dialog box), 67
launching
Access 2013, 373
Lync 2013, 121-122
OneNote 2013, 322
Outlook 2013, 73
PowerPoint 2013, 268
Publisher 2013, 344
web apps (Access), 382
layering objects on pages
(Publisher), 363-365
layouts
Layout Options toolbar (Word), 176
for PowerPoint slides, 276
lines
adding to note pages (OneNote), 336
Line option (sparklines), 249
linking
sending links to notebooks
(OneNote), 339
text boxes (Publisher), 358
List view (web apps), 383-384
Lock Tracking option (shared
documents), 200
Lync 2013
calls
making, 138-139
recording, 142
video, 141



changing account picture, 129
contacts
adding external, 134
adding new, 132-133
instant messages
responding to, 138
sending, 136-137
launching, 121-122
meetings
Meet Now for unscheduled, 145-146
setting up online, 143-144
tools for hosting, 145
menu bar, 125-126
new features in, 120
position on screen, 123
presenting worksheets online, 237
Quick Lync bar, 126, 136
setting availability, 128
setting preferences, 131
signing out/exiting, 128
specifying location, 130
tools in window, 124
updating status, 127
viewing contact cards, 135

M

mail. See email (Outlook)
Manage Quick Steps dialog box, 89
Manage Styles dialog box (Word), 164
Mark as Final option (Excel), 235
Mark Complete (Outlook Tasks), 118
meetings
Meet Now for unscheduled
(Lync), 145-146
sending invitations to (Calendar), 110-111
setting up online (Lync), 143-144
sharing notes with (OneNote), 340
tools for hosting (Lync), 145

Merge Shapes tool (PowerPoint), 288
messages, email
organizing with folders, 95-96
Quick Click category, 94
reading/replying to, 76-77
Microsoft Account
changing settings in, 37
closing, 37
managing, 36
Microsoft Translator, 63
Microsoft Zune, 319
minibars (Office 2013 screen)
defined, 20
displaying, 23
Modify Style dialog box (Word), 163
motion paths (PowerPoint slides), 295
moving among open apps, 44-45
multiple pictures, inserting (Publisher), 361

N
naming
notebooks (OneNote), 326
pages (Publisher), 354
narration in videos (PowerPoint), 293
navigating
comments (PowerPoint), 305
Navigation Grid (PowerPoint), 317
Navigation Options (Outlook), 72
Navigation Options (Outlook
Calendar), 98
New Sheet tool option (Excel), 217
notebooks (OneNote)
adding lines to pages, 336
adding sections and pages to, 330
adding typed notes to, 329
attaching files to pages, 333
drawing notes in, 331
exporting notes, 341

inviting others to share, 338-341
searching for note content in, 337
note templates, 334-335
opening, 327-328
recording audio/video notes, 332
sending links to, 339
sharing notes via meetings, 340
starting new, 325-326
notes
appointment (Calendar), 108, 111
Notes window (Outlook), 72
saving meeting notes (Lync), 145
taking/sharing (online presentations), 210
numbered lists (Word), 166

(0

objects (Publisher)
grouping/ungrouping, 365
layering on pages, 363-365
rotating, 364

Office 365
defined, 372
Home Premium Preview, 17
Small Business Premium, 17

Office 2013
adding apps from Windows store, 47-48
adding/changing web services, 41-43
adding to Desktop, 13-14
available editions of, 6
background/themes, 26
checking account settings, 38
choosing Office Background, 39
Help files, 65
installing on multiple devices, 14
launching on touch devices, 12-14
launching on Windows 8 phones, 15-18
new features in, 3-4, 5
Office Hub, 15-16
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Office Mobile on Windows 8 phones, 15
Office on Demand, 17
Plain & Simple book outline, 7-8
screen basics, 19-20
selecting themes, 40
setting preferences for, 67
Office.com clip art box, 228
Office Presentation Service, 208, 318
OneNote 2013
launching, 322
notebooks
adding lines to pages, 336
adding sections and pages to, 330
adding typed notes to, 329
inviting others to share, 338-341
opening, 327-328
sharing online, 210
starting new, 325-326
notes
drawing, 331
recording audio/video, 332
saving meeting notes with My
Notes, 145
searching content of, 337
sharing meeting, 208
templates, 334-335
OneNote MX, 322
window overview, 323-324
online
broadcasting presentations
(PowerPoint), 318
pictures
adding to Excel worksheets, 228
adding to slides, 283
inserting in Word, 170-171
presenting documents (Word), 208-210
presenting workbooks (Excel), 237
setting up meetings (Lync), 143-144
videos, adding/playing in Word, 173-174

396 Office.com clip art box

onscreen keyboards, 34
opening
Calendar, 101-102
existing Office 2013 files, 50-51
existing PowerPoint files, 273
existing publications (Publisher), 347
new files (office 2013), 49
notebooks (OneNote), 327-328
PDF files, 196-197
shared Calendar (Outlook), 103
shared PowerPoint presentations, 306-307
shared Word documents, 189-190
web apps from team sites
(Access), 388-389
Options dialog box (app preferences), 67
Outlook 2013
adding contact groups, 83-84
adding contacts manually, 79-80
adding new members to contact
groups, 85
adding Tasks to to-do lists, 116-117
assigning tasks, 118
Calendar. See Calendar (Outlook)
customizing window appearance, 78
editing contacts, 81-82
email. See also email (Outlook)
reading/replying to messages, 76-77
setting up/adding accounts, 74-75
launching, 73
overview, 70-72
People views, 86
Overlay setting (Calendar displays), 104

P
Pack and Go Wizard (Publisher), 370
Page Design tab (Publisher), 351
pages

inserting (Publisher), 355

Page Layout tab (Excel), 224
page setup options (Publisher), 353
paragraphs, formatting/spacing (Word), 167
passwords for Excel workbooks, 235
PDF files
creating from Excel worksheets, 241-242
exporting notes as (OneNote), 341
exporting Word documents as, 184-185
opening, 196-197
saving/sending, 60, 198
working with in Word, 153
Pen tool (PowerPoint), 316
People Pane (View tab), 113
People view (Outlook contacts), 86
People window (Outlook), 71
permission levels (file sharing), 59
Phone display (Outlook contacts), 86
pictures
adding to slides (PowerPoint), 281-284
changing account (Lync), 129
changing personal, 37
correcting in slides, 287
editing in Word, 172
flowing text around (Word), 176
inserting in pages (Publisher), 360-361
inserting into Excel worksheets, 226-228
onling, inserting in Word, 170-171
replacing (Publisher), 362
pinching and zooming, 32-33, 151
pinning
apps to taskbar, 46
Office apps to Desktop, 12-13
Pin the Ribbon tool, 22, 25
PivotCharts (Excel), 232
PivotTables (Excel), 259-260
placeholders for pictures (Publisher), 360
Plain & Simple approach, 2
Pop Out option (Reading Pane), 77



PowerPoint 2013
launching in Windows 8, 268
new features in, 266-267
opening existing files, 273
presentations. See also presentations,
PowerPoint
selecting/customizing
themes, 274-275
starting blank, 270
starting from templates, 271-272
slides
adding/formatting text in, 278-280
adding motion paths to objects
in, 295
adding pictures to, 281-284
adding transitions to, 298-299
animating elements in, 294-297
correcting pictures in, 287
inserting new, 285
layouts, 276
masters, 277
merging shapes on, 288
reusing, 286
videos
editing, 291-292
inserting, 288-289
recording narration in, 293
window overview, 269
Power View reports (Excel), 261
preferences
Office 2013, 67
setting in Lync, 131
presentations, PowerPoint
broadcasting online, 318
coauthoring, 308
comments in, 304
emailing to others, 303
inviting others to share, 302
Navigation Grid, 317

opening shared, 306-307
Presenter View, 314-315
previewing, 308-309
printing slides/handouts, 313-314
saving as videos, 319-320
Slide Sorter view, 311
timing, 312
presenting online
Excel workbooks, 237
Present Online feature (Word), 153
Word documents, 208-210
previewing
PowerPoint presentations, 308-309
Preview Datasheet feature (Access), 379
and printing publications (Publisher), 369
publications as email (Publisher), 368
printing
PowerPoint slides/handouts, 313-314
and previewing files, 61
publications (Publisher), 369-370
Proofing tab (Options dialog box), 67
properties, task, 117
Protect Workbook option (Excel), 234
Publish As dialog box, 62
Publish As PDF or XPS dialog box, 184-185
Publisher 2013
changing window appearance with View
tab, 348
Design Checker, 366-367
launching, 344
new features in, 345
objects
grouping/ungrouping, 365
rotating, 364
publications
adding new content to, 357
creating blank, 346
inserting pages in, 355
inserting pictures in, 360-361

layering objects on pages, 363-365
modifying, 351-352
naming pages, 354
opening existing, 347
page setup options, 353
preparing for commercial
printing, 370
previewing and printing, 369
previewing as email, 368
replacing pictures in, 362
templates for new, 349-350
Publisher’s Pack and Go process, 370
text boxes
creating columns in, 359
linking, 358
typing/formatting text, 356

Q

Quick Access toolbar

overview, 19

tab (Options dialog box), 67
Quick Analysis tool (Excel), 230, 248
Quick Click category (messages), 94
Quick Lync Bar (Lync), 126, 136
Quick Steps (email), 87-89
Quick Task list, 116
quick-touch tools (Outlook), 76

R

Read Mode (Word), 153, 169
Recent files list (Office Hub), 16
Recommended Charts tool (Excel), 229
Recommended PivotTables dialog box, 259
recording

audio/video notes (OneNote), 332

Lync calls, 142

narration (PowerPoint), 293

Record Slide Show tool (PowerPoint), 293

recording 397



recurring appointments, scheduling (Outlook
Calendar), 109
Rehearse Timings tool (PowerPoint), 312
reminders, email, 91
Require User to Sign-In Before Accessing
Document check box, 59
responding to PowerPoint comments, 305
restricting shared document editing
(Word), 194-195
Reuse Slides option (PowerPoint), 286
Reveal transition (PowerPoint slides), 298
Reviewing Pane (shared documents), 203
Ribbon (Office 2013)
auto-hide setting, 76
collapsing/displaying, 78
defined, 19
Ribbon Display Options tool, 20, 24-25
using, 21-22
rotating objects (Publisher), 364

S
saving
custom note templates (OneNote), 335
files, 53-55
PDF files, 198
PowerPoint themes, 275
presentations as videos
(PowerPoint), 319-320
Save Current Theme dialog box
(Excel), 224
Save for a Commercial Printer options, 370
Save tab (Options dialog box), 67
Word documents, 182-183
workbooks (Excel), 233-235
scheduling
online meetings, 143-144
recurring appointments (Calendar), 109
Schedule a Meeting link (coauthors), 192

screens
basics (Office 2013), 19-20
resolution, 46
swiping, 31
searching
Calendar, 100
contacts (Lync), 135
for note content (OneNote), 337
and replacing text (Word), 159-160
Search Contacts search box, 86
for tables (Access), 377
for templates (Publisher), 349-350
Select Changes to Accept or Reject dialog box
(Excel), 240
Select Names dialog box (Calendar), 101-102,
106
Set Quick Click dialog box, 94
shapes
adding to pages (Publisher), 360
merging on slides (PowerPoint), 288
shared documents (Word)
accepting/rejecting changes in, 206-207
adding/responding to comments
in, 204-205
contacting coauthors in real time, 192-193
displaying original version of, 201
opening, 189-190
presenting online, 208-210
Present Online feature, 153
restricting editing of, 194-195
Share Meeting Notes option, 210
Simple Markup, 201-203
tracking changes in, 199-200
working collaboratively in, 191
sharing
files with others, 58-60
notebooks (OneNote), 338-341
presentations (PowerPoint), 302-303

398 recurring appointments, scheduling (Outlook Calendar)

Share Notes with an Online Meeting
dialog box, 340
worksheets (Excel), 236-237
shortcuts
creating on Desktop, 13
displaying, 72
Show Tabs option (Ribbon), 24-25
Show the Start Screen When This Application
Starts check box, 152
signing in to Lync 2013, 121-122
Simple Markup (shared documents), 201-203
single-tapping gesture, 29
SkyDrive folders, saving files to, 53
slicers (Excel), 262-264
slides, PowerPoint
adding/formatting text, 278-280
adding motion paths to objects, 295
adding pictures to, 281-284
adding transitions to, 298-299
animating elements in, 294-297
correcting pictures in, 287
drawing on, 316
inserting new, 285
layouts, 276
merging shapes in, 288
printing, 313-314
reordering in Slide Sorter view, 311
reusing, 286
slide masters, 277
smart guide (PowerPoint slides), 287
sorting data (Excel), 257-258
spacing paragraphs, 167
sparklines (Excel), 249-250
Specific People option (shared
documents), 202
spelling checker (Word), 177
Start screen
PowerPoint 2013, 266, 270
Publisher 2013, 344, 347



Windows 8, 12
Word, 152, 155-156
status bar (Office 2013 screen), 20
styles, Word
allowed in restricted formatting, 195
applying to text, 163
managing, 164
sets for documents, 162
Style Inspector tool, 164
swiping screens, 31
Switch to a Local Account setting, 36

-

tables
adding blank (Access), 378
adding data to (Access), 380-381
changing design/layout of (Word), 179
creating/modifying (Word), 178
filtering with slicers (Excel), 263-264
searching/finding (Access), 377

tabs
Ribbon, 19, 21
setting (Word), 167

tagging files, 52

tags, adding to notes (OneNote), 331

tap-and-hold technique, 30

taskbar, pinning apps to, 46

tasks
adding to to-do lists, 116-117
assigning, 118
flagged items in Tasks view, 91
Tasks window (Outlook), 71

team sites, 389

templates
new publications (Publisher), 349-350
new files based on, 49
notes (OneNote), 334-335
PowerPoint, 270

starting PowerPoint from, 271-272
starting web apps from (Access), 374
starting worksheets from (Excel), 216
Word, 156
text
adding/formatting in slides, 278-280
applying styles to (Word), 163
centering (Word), 167
entering (Word), 157
flowing around pictures (Word), 176
formatting (Publisher), 357
formatting (Word), 158
searching/replacing (Word), 159-160
text boxes (Publisher)
creating columns in, 359
linking, 358
typing/formatting (Publisher), 356
themes
applying to Excel, 223-224
Office 2013, 40
selecting for PowerPoint, 274-275
selecting for Word documents, 161
timing
PowerPoint presentations, 312
and reordering animations
(PowerPoint), 297
To-Do bar (Outlook), 112-113
to-do lists, adding tasks to
(Outlook), 116-117
touch devices
launching Office 2013 on, 12-14
saving files to, 55
Touch Mode
overview, 27
turning on, 28
touch responsiveness/accuracy, 3-4
tracking changes
accepting/rejecting changes, 206-207
changing options for, 202

in Excel, 238-240

turning on, 199-200
transitions, slide (PowerPoint), 298-299
translating file content, 63
Trigger tool (slide animations), 297
Trim Video dialog box (PowerPoint), 291
Trust Center tab (Options dialog box), 67
two-sided printing, 61

Vv

video
editing in PowerPoint, 291-292
inserting in PowerPoint, 288-289
online, adding to Word, 173-174
recording narration in PowerPoint, 293
recording notes (OneNote), 332
saving PowerPoint presentations

as, 319-320

video calls with Lync, 141

views
changing in Word, 168-169
view controls (Office 2013 screen), 20
View tab (Outlook window), 78

w

weather, displaying (Outlook Calendar), 99
web apps (Access)
creating blank, 375
Datasheet view, 385-386
launching/using, 382
List view, 383-384
opening from team sites, 388-389
starting from templates, 374
webcam settings (Lync), 140
web services (Office 2013), 41-43
widescreen format (PowerPoint), 267

widescreen format (PowerPoint) 399



Windows 8

app sharing features in, 42

launching Excel in, 214

phones, launching Office 2013 on, 15-18
Start Screen, 12

Win/Loss sparklines, 249
Word 2013

adding Apps for Office, 175
adding headers/footers, 180-181
adding illustrations, 171
adding/playing online videos, 173-174
bulleted lists, 165
changing views, 167-168
collaboration features, 188. See

also shared documents (Word)
creating blank document, 155
editing pictures in, 172
exporting documents as PDF/

XPS, 184-185
formatting/spacing paragraphs, 167
inserting online pictures, 170-171
inserting tables, 178-179
inserting text from other documents, 157
new features in, 153
numbered lists, 166
overview and touch features, 150-151
pictures, flowing text around, 176
Read Mode, 169
saving documents, 182-183
selecting document themes, 161
selecting style sets, 162
spelling checker, 177
Start screen, 152
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text
applying styles to, 163
entering, 157
formatting tools, 158
searching/replacing, 159-160
styles, managing, 164
using templates, 156
window overview, 154
worksheets (Excel)
adding background images to, 228
creating PDF files from, 241-242
editing, 222
entering data with Flash Fill, 219
exporting data from, 241-243
formatting data in, 225
importing data to, 220-221
inserting pictures in, 226-228
presenting online, 237
saving/protecting, 233-235
sharing, 236-237
starting from templates, 216
typing new data in, 218
Wrap Text tool (Publisher), 358

X

XPS files
exporting notes as (OneNote), 341
saving/sending, 60

Z
zooming and pinching, 32-33
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