
iii 

 

 

 

         CONTENTS 
Chapter 1     Introducing Microsoft Office 2013 1 

Installing Microsoft Office 2013 ......................................................................................................... 2 
Introducing the Microsoft Office 2013 UI........................................................................................... 5 

The FILE Tab ................................................................................................................................ 5 
The Title Bar ................................................................................................................................. 6 
The Status Bar .............................................................................................................................. 6 
The Quick Access Toolbar ........................................................................................................... 7 
The Ribbon .................................................................................................................................. 7 
The KeyTips ...............................................................................................................................10 
The Super ToolTips ....................................................................................................................10 
The Mini ToolBar .......................................................................................................................11 
The Live Preview Feature ...........................................................................................................12 

Exploring Office 2013 Features ........................................................................................................12 
Support for the Protected View Feature......................................................................................12 
The Live Preview of Paste Options .............................................................................................13 
The Screenshot Feature ..............................................................................................................14 
The Background Removal Tool ..................................................................................................14 
Support for the Artistic Effects Feature ........................................................................................15 
The SmartArt Templates .............................................................................................................15 

Exploring New Features in Microsoft Office 2013 ............................................................................16 
Using Office Online Help .................................................................................................................16 

 
 
 

Chapter 2     Getting Started with Microsoft Word 2013 19 
Exploring Common Features in Word 2013 .....................................................................................20 

The Text Effects Button ...............................................................................................................20 
The Navigation Pane ..................................................................................................................21 
The Mark as Final Command .....................................................................................................22 
The Image Compression and Cropping Feature .........................................................................22 

Starting Microsoft Word 2013...........................................................................................................24 
Creating a New Word Document .....................................................................................................26 

Using a Blank Template .............................................................................................................26 
Using an Online Template .........................................................................................................27 

Saving a Word Document ................................................................................................................29 
Saving as Word 97-2003 Document ..........................................................................................30 
Saving as PDF ............................................................................................................................32 
Saving as Web Page ...................................................................................................................33 

Applying Basic Formatting ................................................................................................................35 
Changing the Font and Font Size ...............................................................................................35 
Applying the Bold, Italic, and Underline Styles .........................................................................37 
Changing the Text Color ............................................................................................................38 
Highlighting the Text..................................................................................................................39 



iv 

Office 2013 in Simple Steps 

 

Working with Format Painter .....................................................................................................40 
Aligning the Text ........................................................................................................................41 

Working with Styles ..........................................................................................................................42 
Applying a Predefined Style .......................................................................................................43 
Creating and Applying a New Style ...........................................................................................44 
Modifying a User-Defined Style .................................................................................................45 

Applying Bulleted and Numbered List ..............................................................................................46 
Using Cut, Copy, and Paste Commands ...........................................................................................48 
Using Find, Replace, and Go To Commands....................................................................................51 
Printing a Word Document...............................................................................................................55 

Previewing a Document.............................................................................................................55 
Printing a Document ..................................................................................................................56 

Opening an Existing Word Document ..............................................................................................57 
Closing a Word Document ...............................................................................................................59 

 
 

Chapter 3     Working with Graphics and Tables    61 
Working with Basic Graphic Objects ...............................................................................................61 

Inserting a Picture ......................................................................................................................62 
Inserting a Shape ........................................................................................................................63 
Inserting a SmartArt Graphic ......................................................................................................65 

Capturing a Screenshot .....................................................................................................................67 
Compressing and Cropping an Image ...............................................................................................70 
Removing Background from an Image..............................................................................................74 
Applying Artistic Effects to an Image.................................................................................................77 
Applying Visual Effects on Text ........................................................................................................78 
Editing Graphic Objects....................................................................................................................79 

Arranging Multiple Objects ........................................................................................................79 
Aligning Multiple Objects ..........................................................................................................81 
Grouping Multiple Objects ........................................................................................................82 
Rotating an Object .....................................................................................................................83 

Working with Tables .........................................................................................................................85 
Adding a Table to a Document ..................................................................................................86 
Using the Insert Table Dialog Box..............................................................................................87 
Drawing a Table Manually.........................................................................................................87 
Using the Quick Tables Option .................................................................................................88 
Adding Columns and Rows ........................................................................................................89 
Merging the Cells in a Table ......................................................................................................91 
Adding a Table Border ...............................................................................................................92 
Applying Styles to a Table ..........................................................................................................93 
Deleting Columns and Rows ......................................................................................................94 

 

Chapter 4      Designing and Reviewing a Word Document 97 
Setting Paragraph Indent and Spacing ..............................................................................................98 

Inserting Headers and Footers...........................................................................................................99 



v 

                                                                                                                                                               Contents 

 

 

Inserting Footnotes and Endnotes ...................................................................................................101 
Changing Page Setup Options ........................................................................................................104 

Setting Page Margins ................................................................................................................104 
Changing Page Orientation ......................................................................................................105 
Inserting Page Breaks ...............................................................................................................106 

Changing Document Views ............................................................................................................107 
Performing Spelling and Grammar Check ......................................................................................110 
Adding a Custom Dictionary ..........................................................................................................112 
Inserting and Removing Comments ................................................................................................115 
Tracking Changes within a Document............................................................................................118 
Accepting and Rejecting Changes ..................................................................................................119 
Marking a Document as Final .........................................................................................................121 

 
 

Chapter 5      Getting Started with Microsoft Excel 2013 123 
Exploring Common Features in Excel 2013 ....................................................................................124 

Sparklines and Slicers...............................................................................................................124 
The Equation-Editing Tools ......................................................................................................126 
Conditional Formatting ............................................................................................................127 

Creating a New Excel Workbook....................................................................................................128 
Saving an Excel Workbook .............................................................................................................129 
Adding Data to Cells .......................................................................................................................130 

Typing Data into the Cells........................................................................................................130 
Typing Data in the Formula Bar ...............................................................................................131 

Adding Data Using the AutoFill Feature .........................................................................................132 
Using the AutoFill Feature in a Text Series ...............................................................................132 
Using the AutoFill Feature in a Number Series ........................................................................133 

Modifying Cells, Rows, Columns, and Worksheet ..........................................................................134 
Inserting a Cell .........................................................................................................................135 
Inserting a Row ........................................................................................................................136 
Inserting a Column ...................................................................................................................137 
Inserting a New Worksheet ......................................................................................................138 
Deleting a Cell .........................................................................................................................139 
Deleting a Row ........................................................................................................................141 
Deleting a Column ...................................................................................................................142 
Deleting an Entire Worksheet ..................................................................................................143 

Hiding and Unhiding Rows and Columns ......................................................................................144 
Wrapping Text ................................................................................................................................148 
Changing Number Formats .............................................................................................................149 
Adding Borders to Cells ..................................................................................................................150 
Applying Conditional Formatting....................................................................................................151 

Applying a Conditional Rule ....................................................................................................151 
Applying a Color Scale ............................................................................................................153 

Inserting Data Bars ..........................................................................................................................154 



vi 

Office 2013 in Simple Steps 

 

Inserting Icon Sets ...........................................................................................................................155 
Renaming a Worksheet ...................................................................................................................158 
Opening an Existing Excel Workbook ............................................................................................159 
Printing a Worksheet or a Workbook .............................................................................................160 
Closing an Excel Workbook............................................................................................................162 

 

Chapter 6     Working with Tables and Charts 163 
Working with Tables .......................................................................................................................163 

Creating a Table from a Blank Cell Range ............................................................... 164 
Creating a Table from an Existing Data Range ........................................................ 165 
Formatting a Table ................................................................................................... 166 
Converting a Table into a Range of Data .........................................................................168 

Creating a Pivot Table.....................................................................................................................170 

Working with Excel Sparklines and Slicers .....................................................................................173 

Working with Charts .......................................................................................................................179 
Describing Improvements in Excel Charts ............................................................... 179 
Creating a Chart ....................................................................................................... 179 
Adding a Chart Title ................................................................................................. 181 
Adding Axis Titles .................................................................................................... 182 
Adding Gridlines ...................................................................................................... 185 
Changing the Chart Style ......................................................................................... 187 
Changing the Chart Layout ...................................................................................... 188 
Changing the Chart Type ....................................................................................................190 

 

Chapter 7     Working with Formulas and Functions 193 
Working with Formulas ..................................................................................................................193 

Creating a Formula...................................................................................................................194 
Explaining Cell References .......................................................................................................196 
Creating a Formula Using Relative Cell References .................................................................196 
Creating a Formula Using Absolute Cell References ................................................................198 
Referencing Cells from Other Worksheets ...............................................................................200 

Working with Functions..................................................................................................................203 
Exploring Other Functions .......................................................................................................203 
Applying a Function .................................................................................................................205 
Assigning a Name to a Cell Range ...........................................................................................208 
Referencing Cell Ranges Using Range Names .........................................................................210 

 

Chapter 8    Getting Started with Microsoft PowerPoint 2013 213 
Exploring Important Features in PowerPoint 2013..........................................................................214 

Video Insertion and Editing ......................................................................................................214 
PowerPoint Slideshow Recording ............................................................................................216 
Reading View ...........................................................................................................................216 



vii 

                                                                                                                                                               Contents 

 

 

Creating a Presentation ...................................................................................................................217 
Using an Online Template .......................................................................................................219 

Saving a Presentation ......................................................................................................................221 
Adding and Removing Slides ..........................................................................................................222 
Adding a Title and a Subtitle to a Slide ...........................................................................................225 
Adding Text to a Slide Using Text Boxes ........................................................................................226 
Setting Up and Running a Slide Show ............................................................................................228 

Setting Up a Slide Show ...........................................................................................................228 
Running a Slide Show ..............................................................................................................230 

Recording Slideshows as Videos .....................................................................................................234 
Packaging a Presentation on a CD ..................................................................................................236 
Opening an Existing Presentation ...................................................................................................240 
Closing a Presentation ....................................................................................................................241 
 

Chapter 9     Enhancing PowerPoint Presentations 243 
Changing the Layout of a Slide .......................................................................................................243 
Applying Background to a Slide .....................................................................................................246 
Applying Themes to a Presentation.................................................................................................249 
Working with Basic Graphic Objects .............................................................................................251 

Inserting a Picture ....................................................................................................................251 
Inserting a SmartArt Graphic ....................................................................................................253 

Working with Audio Clips and Videos ...........................................................................................255 
Inserting a Sound Clip ..............................................................................................................256 
Inserting Videos from a File......................................................................................................257 
Inserting Videos from a Web Site .............................................................................................260 
Formatting and Editing Videos .................................................................................................262 

Adding Actions to a Slide ...............................................................................................................270 
Creating a Photo Album .................................................................................................................273 

 
 

Chapter 10     Building Dynamic PowerPoint Presentations 279 
Adding, Copying, and Removing Animation Effects .......................................................................279 

Adding and Removing a Built-In Animation Effect ...................................................................280 
Adding and Removing a Custom Animation Effect ..................................................................285 
Copying Animations Using the Animation Painter Tool...........................................................291 

Working with Transitions ................................................................................................................293 
Exploring New 3D Transitions .................................................................................................293 
Adding a Transition Effect to a Slide ........................................................................................294 
Removing a Transition Effect from a Slide ................................................................................297 
 

Chapter 11     Getting Started with Microsoft Outlook 2013 299 
Configuring an E-Mail Account in Outlook ....................................................................................300 
Exploring the Outlook 2013 UI ......................................................................................................306 



viii 

Office 2013 in Simple Steps 

 

The Ribbon ..............................................................................................................................306 
The Folder Pane .......................................................................................................................308 
The Contents Pane ...................................................................................................................309 
The Reading Pane ....................................................................................................................310 
The To-Do Bar Pane.................................................................................................................312 

Exploring the Common Features in Outlook 2013 .........................................................................314 
The Ignore Button ....................................................................................................................315 
The Clean Up Button ...............................................................................................................315 
The Quick Steps Options .........................................................................................................315 
The Auto-Complete List Feature ...............................................................................................316 
The Taskbar Context Menu ......................................................................................................317 
The Schedule View Feature .....................................................................................................318 

Arranging Items inside the Contents Pane.......................................................................................319 
Enabling the Conversation View Feature ........................................................................................320 
Performing an Instant Search ..........................................................................................................322 
Taking Back Up of Outlook Data ...................................................................................................324 
Archiving Outlook Data .................................................................................................................324 

 
 

Chapter 12     Working with E-Mail Messages,  
                       Rules, and Contacts 327 

Composing and Sending E-Mail Messages ......................................................................................328 
Adding Recipients ....................................................................................................................328 
Multiple Recipients ..................................................................................................................328 
Displaying the Bcc and From Fields .........................................................................................331 
Attaching Files and Items to a Message ....................................................................................332 
Assigning Priorities to Messages ...............................................................................................335 

Opening an E-Mail Message ...........................................................................................................336 
Opening and Saving Attached Items ...............................................................................................337 
Printing E-Mail Message..................................................................................................................339 
Replying to a Message ....................................................................................................................340 
Forwarding a Message ....................................................................................................................341 
Using the Quick Steps Option ........................................................................................................342 
Cleaning the Mailbox .....................................................................................................................347 
Using the Ignore Button ..................................................................................................................350 
Managing Junk E-Mails ...................................................................................................................352 
Setting Rules in Outlook .................................................................................................................353 
Sharing Outlook Calendar Using the Schedule View Feature.........................................................360 
Managing Contacts .........................................................................................................................362 

Adding a New Contact .............................................................................................................362 
Updating Contact Data ............................................................................................................364 
Removing a Contact .................................................................................................................366 
Importing and Exporting Contacts ............................................................................................367 

 


