Making Learning Easier!

DUMMIED
TN KT

Includes:

« Full color book plus
online training course

 FREE 1 year access
to online self-paced
training via access code

« 13 interactive lessons
cover the essentials of
Office 2013

Faithe Wempen






Office 2013

FOR

DUMMIED

€LEARNING KIT

by Faithe Wempen

DUMMIES

..




Office 2013 For Dummies®eLearning Kit
Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www .wiley.com

Copyright © 2014 by John Wiley & Sons, Inc., Hoboken, New Jersey

Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form

or by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as
permitted under Sections 107 or 108 of the 1976 United States Copyright Act, without the prior written
permission of the Publisher. Requests to the Publisher for permission should be addressed to the
Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201) 748-6011, fax
(201) 748-6008, or online at http://www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and
related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and may not be
used without written permission. Microsoft is a registered trademark of Microsoft Corporation. All other
trademarks are the property of their respective owners. John Wiley & Sons, Inc. is not associated with any
product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO
REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS
OF THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING
WITHOUT LIMITATION WARRANTIES OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY
MAY BE CREATED OR EXTENDED BY SALES OR PROMOTIONAL MATERIALS. THE ADVICE AND
STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY SITUATION. THIS WORK IS
SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL,
ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED,
THE SERVICES OF A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE
PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT
THAT AN ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR
A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE
PUBLISHER ENDORSES THE INFORMATION THE ORGANIZATION OR WEBSITE MAY PROVIDE OR
RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS SHOULD BE AWARE THAT INTERNET
WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED BETWEEN WHEN THIS
WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care
Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For
technical support, please visit www.wiley.com/techsupport.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material
included with standard print versions of this book may not be included in e-books or in print-on-demand.
If this book refers to media such as a CD or DVD that is not included in the version you purchased, you
may download this material at http://booksupport .wiley.com. For more information about Wiley
products, visit www.wiley.com.

Library of Congress Control Number: 2013952431

ISBN 978-1-118-49032-7 (pbk); ISBN 978-1-118-49033-4 (ebk); ISBN 978-1-118-49050-1 (ebk)
Manufactured in the United States of America

109 8 765 4321


http://www.wiley.com/go/permissions
http://www.wiley.com/techsupport
http://booksupport.wiley.com
http://www.wiley.com
http://www.wiley.com
http://Dummies.com

Contents at a Glance

INErOAUCEION ........eeneeeeeaeeeeeeeeeeeneeneencnneasencencaneaseasencanes ]

Chapter 1: Getting to KNow OffiCe........ccoviriiririiieieeeeeeeee e 7
Chapter 2: Creating a Word DOCUMENt ........ccccevieriiiniiniiirienienieeieeeeste st 57
Chapter 3: Paragraph and Page Formatting in Word..........cccocevvievviiniiiniinienecnennnen. 97
Chapter 4: Working with Tables and Graphics in Word ...........ccccoeevveviiiiiniineennnne 143
Chapter 5: Creating Basic Worksheets in EXcel.........ccccocieciiniiiciiniiincieciecieceeeene 175
Chapter 6: Creating Formulas and Functions in Excel..........ccccoccoviiniiniinnininnins 203
Chapter 7: Formatting and Printing Excel Worksheets ............ccccovcieviiiniiniineennnnns 235
Chapter 8: Managing E-Mail with OUtlOOK ..........cccceevieniieniiciieiiciececeeeeeeeeeeee 267
Chapter 9: Using Outlook Contacts and Tasks........cccccevvereirrienieneneneneeeeieeeeeeee 311
Chapter 10: Getting Started with PowerPoint ............cccoviiiiniiniiniiniiiiieeee 337
Chapter 11: Formatting a Presentation..........ccoccoeveviinieiiniiniiinienieeieseseeseesieene 369
Chapter 12: Adding Movement and Sound to a Presentation............ccccceeeveveennenne 409
Chapter 13: Presenting a Slide ShOW ........c.cooviriiiiiienieee e 431

LT 3 IR 1 ¥ 4






Table of Contents

JNEFOAUCTION ......neeneeeeeeeeeeeeeeeneeneencencaneaneacancaneaseacencans |

ADOoUt This Kit...ccueeeuiiieiriricirercnce ettt e 1
FOOliSh ASSUMPHIONS.....ccueeciiiiieiicieciecie ettt ve b e eaaeseeenes 3
Icons Used in This Kit .......cccoeoiiinininiieeeeeeeeeeteee e 3
Accessing the Office 2013 €COUISE......cccevviirierierierienieeeeeeee e 4
Beyond the BOOK .........ccveieieieiiseceeeeietee et 5
Where to GO from Here.........cccooueiriiniiiiiiniieneceeeeceeseeeeeee e 5
Chapter 1: Getting to Know Office................................ 1
Starting an Office APPliCation .........coceeieriiriinienieeeeeeeece e 9
Starting an Office application in Windows 8 ............cccccveveevenennee. 10
Starting an Office application in Windows 7 ..........ccccoecevivinenniennne 12
Exploring the Office Interface .........ccccoeceevieeienieiieiieeceeeceeeeeen 13
Exploring the Ribbon and tabs.........cccccceevieviiniiniinieiineciecieeeee, 13
Understanding the File menu.........c.ccocevviiniiniiniininiininieeieneee, 19
Creating Your First Document ...........ccccoveevieriiennieniienienienteneeseeseenieeeeen 22
Starting a new doCUMENt .........cceecvieiieiieeieeieceeee et 22
TYPING TEXt.c.uiiiiiiieeiecieeestee ettt te e be et e v e e e e aeeens 23
Inserting a PICTUIE.........ccvevieriieiicececeeeeee e 26
MOVING AFOUNA .....ocuviiiiiiiiieieeeeeeee ettt sttt s e sae e ae e e e b s 29
Moving using the MOUSE..........cccovierieiiriieiceee e 29
Moving using the keyboard ...........ccoccovviriiiiinniniiniieeeeeee 32
Changing the Onscreen VIEW ..........ccccccieviieciiecieeciecieeeeceeeee e 33
Z00ming iN and OUt........ccceeeierieeiieciieiieeieeie e eee e e ese e eseeeseeesaeenne e 33
Changing VIEWS ......c.cecuieierierieiieseeeeesie ettt aeeteetesaessaesseesaneses 35
Saving and Opening DOCUMENtS.........ccccevierienieieenieeieeieeie e 40
Saving your work for the first time...........cccccevviirinriniinnininiee, 40
Navigating in the Save As dialog bOX .......cccccevirniiverseniinienieeene, 44
Opening a dOCUMENT .......ccccecieirierieeiiere e eseere et ereere e aee e 50
Recovering 1ot WOTK........ccucoieciieciieieciecieceeeeeee e 51
SUMMUNG UP ..ttt sttt b e v sa s e s e ste s beeseesneneas 53
Try-it-yourself 1ab .........ccccvevieriiiiiieieeceeee s 54
Know this tech talK.........ccecveviiriiiieieeceeee s 54
Chapter 2: Creating a Word Document............................ 57
Creating a New Document Using a Template..........ccccceecveveienienienennennnen. 59
Adjusting Page Settings ........ccccevvieveniiiniiinienietctcececee e 62
Setting page Margins ........cccccceeeieecieecieeiieeeeceeseeee et 63

Setting paper size and orientation...........ccccecevvevvieiieneneneneneeens 65



Office 2013 For Dummies eLearning Kit

Editing TeXE ...oooiiiiieteteeee ettt ettt st st s 67
Filling text placeholders..........cccevervieriiniiniinieiceceeeeee e 67
Typing and editing teXt ........cccevieciieiiieciecieceeeee e 69

SeleCting TeXE.....ccoiiiriieieieeeee ettt st 71

FOormatting TeXE .....ccvovuiiiieiieeeeeeeeeee ettt st es 73
Choosing text font, size, and COIOY .........ccevvvverciirieniiinieeieeieeeee, 73
Applying text attributes and effects.......c.cccocevviiviiininniiniininienenns 76
Working with themes ..o, 80
ADPPLYING StYIE SELS....eiiiiiiiiieieeeeeeeeeee e 83

Checking Spelling and Grammar............cccoeceeeerierieneneneeeeiene e 85

Sharing Your Document with Others.........cccoovveviiiiinniincieiicieceeeeeeee, 88
E-mailing your document to others.........ccccccovvverivvenvincinnienieneenne, 88
Sharing your document in other formats .........ccccocceevverviniiineennnne. 90

Printing YOur WOTK .......occooviiiiiiiieeteeetee ettt 92

SUMMING UP ..oiiiiiiiiieiteeeeee ettt ve et beebe st e s e e s aessa e saenvean 93
Try-it-yourself 1ab .........ccceoieiieiieiecececeeeeee e 94
Know this tech talk........ccooiiiiiiiiiieeeeeeeee 94

Chapter 3: Paragraph and Page FormattinginWord............... 97

Formatting Paragraphs ........ccccocievieeiiiniinienicecceeeeeeeee e 99
Applying horizontal alignment............cccceevvevviiniiinciiniinieneereeene, 100
Indenting a paragraph......c.ccoceevieviiniieniienieeeeeeeee e 102
Changing vertical SPaCINg.......cccccevtevirvirriiniiiieeeeceeeeeeeeeeeenn 105

Adding Borders and Shading .........cccccceecueeieeienienieieeeeee e 109
Placing a border around a paragraph .......ccccecceveeiivncieencieenceenceenne 110
Shading a paragraph’s background...........c.ccceeeeveevinciiniieniieneennnnn. 112

Creating Bulleted and Numbered ListS.........ccccvvirvieriieniienieenieneeneenennne 114
Creating a basic numbered or bulleted list .........ccccecvrvvirieneennnnn. 115
Changing the bullet character...........cccccooeeviinenieniiniinienieeeeene 115
Changing the numbering Style .........ccccoevieiievieceeciecececeeeene 118

Working With SEYIeS......cc.ovuiiiiiiiiie e 121
APPLYING @ STYIE...eiiiiiiiiieeeeeeeeeeeee e 122
MOodifying @ StYI€......cceeieiiiieeeteeeeeee ettt s eeees 125
Creating a NeW StYIe ....cccooviiviiiiiiiecececeee e 128

Copying Formats with Format Painter..........ccccoccoeviniiniiniininniiniiene 130

Using Headers and FOOErs ..........cooeeiiriiiienieieeeeeceeve e 132
Numbering the PAges .......coceveecieciieiecieeeee e 133
Using a header or footer preset.........coceecveveevieneeneecieceeieeeeeens 135
Creating a custom header or fOOter .........ccccvvvevvieevierciiriienienienene 137

SUMMING UP ..eiiiiiiiiiiitciecieeeeeeeeteste sttt ettt st s e saeesae e 139
Try-it-yourself 1ab ..o 140

Know this tech talK.......c..ccovveeviiiiiieeieecee e 141



Table of Contents

Chapter 4: Working with Tables and Graphics inWord............ 143
Creating @ TabIe......c.cccueiiiiiieiieceeeeeeeete ettt e e e e aeeveenns 145
Converting text t0 a table .........oceiiiirinireeeee e 147
Selecting rows and COIUMNS .........ccccceevierienienieneeseeie e ae e 149
Resizing rows and COIUMNS .........cccoociirieeienienieneeeeieeieereeee e 150
Formatting table borders..........ccoceevevieneeinceecieieeeeceeeeere e 153
Inserting Pictures from the Web........ccccooiiniiniiiiiniiteeeeee 156
Understanding vector and raster graphics .........ccceceeeciieeceennene 157
Finding and inserting pictures from the web.........c..cccccovevveenennnn. 158
Inserting Photos from Files .........cccoeciiiiiiiiiienicicecececeeceee e 161
Managing Picture Size and Placement ..........ccccoccvvviervieniieniieninniencenennne 162
Changing the text wrap setting for a picture........ccccccovvverieniencnn. 162
MOVING @ PICLUTE ...oveeeeeieieeeeececeee ettt seens 165
Resizing a PICtUre..........coiviiieieeeee e 169
SUMMUING UP ettt sttt s 171
Try-it-yourself 1ab .........ccccoovievieiieiicececeeece e 171
Know this tech talk.........cccooininiiiniiiieeeeee 172
Chapter 5: Creating Basic Worksheets inExcel ................. 175
Understanding the Excel Interface.........c.ccooceveeviiiinnieieniieienieneenees 177
Touring the Excel interface ..........cccoccevvieeiiniiniininnieninenieeienne 178
Moving the Cell CUISOT .....cc.eovuirviiriiiiiirieteeeeeeeee e 182
SeleCting FANGES ....cceevvierierieieeieete ettt te e e saeeveereebeesaesseeas 183
Typing and Editing Cell Content............ccccooeviririiinienenenieeeeereeseeene 186
Typing text or numbers into a cell .........cccoocvevienievieiincieciecie, 186
Editing cell content..........ccoceeveeiiiiiiiiiiniieieeeeeee e 188
Copying and moving data between cells .........cccccecevviirviencienceennnnn. 190
Using AutoFill to fill cell content...........ccecevieviiniinenniniinienieene 192
Using Flash Fill to extract content..........cc.ccceevivieciiiniieecieeeeeene 193
Changing the Worksheet Structure..........ccocovviriiiinininneeeeeee, 195
Inserting and deleting rows and columns..........cccceecveeviiiinvieennnen. 195
Inserting and deleting cells and ranges ........c.cccoceeveecerciercierceennnen. 196
Working with Worksheets .........cccocevviiiiiniiniiniiiceeceeeeeeeeene 197
SUMMING UP ..ottt sttt s sae e 199
Try-it-yourself 1ab .........cccoooiieeiiieeeee e 200
Know this tech talk.........cccooiriiiiiiiieeeeee e 201
Chapter 6: Creating Formulas and Functions in Excel............. 203
Finding Out About FOrmulas............ccecceeiirinenininieieeeeeceeee e 205
Writing formulas that calculate ..........ccccoeeveecieicienienieneeneeeeeee, 205
Writing formulas that reference cells...........cccocevveviiiienieneenienen. 207
Referencing a cell on another sheet..........c.ccoocvvvirviniiniiniennennn. 209
Moving and Copying Formulas ..........cccccoevieriininninninnenienienieeeenceeee 210
Copying formulas with relative referencing..........c.ccccccvveveenennnn. 210

Copying formulas with absolute referencing............ccccocevveuennenne. 213




Office 2013 For Dummies eLearning Kit

Introducing FUNCHIONS.........c.coviriiiiiiieieeeeeeeee e 215
Using the SUM function..........cccceeeveievieneninceeieieeeseeeeeesee e 215
Inserting a funCtion..........coceeveeiiiiiiniiinieee e 218
Touring some basic functions..........c.cccceevveveenieniecieececceeeceene 221

Working with Named Ranges ...........ccccoeceeieeienienienieseeeeieeieeveeve e 222
NaAMING @ TANZE. ... eeciereieiienieeiteeieete e eteeee st e seesseesaeesessessassessnens 223
Using a named range in a formula .........ccccoocvevieneenencenninnienciennn. 225

Using QUICK ANALYSIS.....ccceeviiriiiriiriinienieriiestee ettt 226

SUMMING UP ..ottt s e sae s e 231
Try-it-yourself 1ab .........ccccooieiieiieiiceeeeee e 232
Know this tech talk.........cccooiviiiiiiiiiiee e 233

Chapter 7: Formatting and Printing Excel Worksheets. ........... 235

Adjusting Rows and COIUMIS ........cocoeiiieiiininenieieeeeeeceteee e 237
Changing a row’s height........ccoceviiiieniiiiececcceee e 238
Changing a column’s width .........ccooceeviiiiiiiininieee 240

Formatting an Entire Worksheet ...........ccoccoviiniiiiiiinniniiniiiicceeee 242
Applying a worksheet background............cccccovviiriiniininninncnnennee. 242
Creating a header or fOOter .........cooveviieiiieiiiecieecceee e 245

Using Theme Formatting ..........cccocoveeiiiiininenineeeeeeeeeeseee 247
Applying a workbook theme............cccceevveeviinciincienienieeeeeeeee, 248
Customizing a theme...........ccoecveievieviinieececcee e 250
Formatting a range as a table.........coccoevieriiniiniinennenineieeiene 252
Creating a custom table style........ccoccovirirciriienenereceeeeee, 254

Printing WoOrkSheets........cocieiieiieieciececeetee et 257
Previewing and print the active worksheet.........c.cccccovinnennencn. 257
Setting and using a print range ..........cccceevveveerieneenieeceneeeeeeene 258
Adjusting the page size, orientation, and

margins while printing.........c.cccocovviriiniiniine 260

SUMMING UP vttt sa e sae s e 264
Try-it-yourself 1ab .........cccooieiieiieiiceeeeeeeee e 264
Know this tech talk.........cccooiiiiiiiiiiieeeeee 265

Chapter 8: Managing E-Mail with Outlook ...................... 267

Touring the Microsoft Outlook Interface...........coccoceverinininiineninenene 269

Setting Up Outlook for E-Mail..........ccccveveviiieiiieieicieieeeeeeeeeere e 275
Changing account settings during setup ........ccccceeeevviervenvienceennnne 277
Setting up additional mail accounts..........c.ccoecveveeverciinieniiencienneen. 279
Troubleshooting mail setup problems.........ccccccoceeverviriieniienneenenn. 280

Composing a NeW MESSAZE ......c.cccuveirieriierieeieeieeieeteereeeeseeseesaesseesseenes 284

The Three Rs of Mail: Receiving, Reading, and Replying ....................... 286
Sending and receiving e-mail manually.........c.ccoeceeveeviriiiriienneennnen. 286
Setting the send/receive interval........cccoccevvieriineenienciniinienienn, 287
Reading an e-mail mesSage.........cocevvuerienienienieniceeeeieeeeeeeeenn 288

Replying to @ MeSSAZE.....ccceevveriiiriiiierieteeee et 290



