Making Learning

Microsoft’

Off:ce

1303

DUMME;%Q
W

" Includes:

o 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

B e



Office 2013

FOR

DUMMIES

@LEARNING KIT

18 DN 2541 “’3
4 YOUNG T THONG 111 T V!

o] QI

i =
|

02401 |
by Faithe Wempen




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: //booksypport .wiley.com For more information about Wiley
products, visit www.wiley.com. \

o -

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

10987654321



Contents at a Glance

’ntrOduction (...l.l.IC(...CI(ICIII.‘IIIII!lllIllCIC.Cll..‘l....lldll‘.llll.l ’

Chapter 1: Getting to KNOw OffiCe........cccviurimmninininisnsnsssssissisiensnssssssssscnssnes 7
Chapter 2: Creating a Word DOCUMENL ..........ccouuirmiiiiniemsismsisisnsisnsssnsnsissassnses 57
Chapter 3: Paragraph and Page Formatting in Word..........ccoovimnisciinsnicisnns 97
Chapter 4: Working with Tables and Graphics in Word .........cc.ccceiinisincnes: 143
Chapter 5: Creating Basic Worksheets in EXCel ... 175
Chapter 6: Creating Formulas and Functions in EXCel........cccoouuiniiiniiiniisnniinns 203
Chapter 7: Formatting and Printing Excel WOrksheets .........c.ooouviciiiininicssinienns 235
Chapter 8: Managing E-Mail with OUtIOOK .......ccoovvimimimmiiniiiisisisnisnnee 267
Chapter 9: Using Outlook Contacts and Tasks.......cc.couiinininssnne: 311
Chapter 10: Getting Started with POWerPoint ... 337
Chapter 11: Formatting a Presentation ... 369
Chapter 12: Adding Movement and Sound to a Presentation - . sssssssencacceersaras 409
Chapter 13: Presenting a Slide ShOW ......ccoviviiiii s 431

OO OO MRS S (5o e (T




Table of Contents

JHEPOBUCLION oo eoeoneunsneasasasenssesses sanmeeeannaanaee it INNIY

ADOUL ThI8 Kt vevvervemvansisivessvin iievnilhs dortsbiviee shs SOTTEIITIO oo rs0avesonssusvavas iosedsaven 1
FOOlisSh ASSUMPLIONS ..vvuivucsisvarsnssssstssssssnsevsnsseusssscdidesornsrsasisoarsoasasansassassossose 3
Icons Used in This KIt v i atie i st et T ot Revs coo AR oo susvussasasosssmratien 3
Accessing the Office 2013 @COUrSE.....ccuuicuiussisacisusirsasssasssosnsaasasassnosssssnsnsss 4
Beyond the Book:. it sl e el N SR .. . e v 5
Where t0 GO IO HET@. . i\l it iseoite i orbWWhbsinessursssnsssoossasaseresrseiEeEs 9
Chapter 1: Getting to Know Office.....................ooviinis, 7
Starting an Office Ap Pl CatIOoN ..o vt dsnuscacussrscatuiearaztnd IRl 9
Starting an Office application in Windows 8 ..o 10
Starting an Office application in Windows 7 ...........ccooeiuniincnnnne 12
Exploring the Office Interface & . cb Siuititt cpssesessperorspssissrenraensassssass 13
Exploring the Ribbon and tabs i i RNttt . o vevescasmasesanesas 13
Understandingthe File menu S iR SR o ensseanesas 19
Creating Your First DOCUMENt ... ot i Biiniiiiientosmensnsnssnnsasasnanassnassasens 22
Starting a new document:s. L AR RRARIRIL i isoecssnnatsasng 22
TYPING LEXL.. iierisrusrssensahbors s isancott he e SRR eoeeke T AVEBE b s oortvns aserssnannss 23
Inserting'a pletire. ... ot e RIS ootrscacnssconnicaspeonsanenns 26
Moving Around ..o it B SR S A . oo crieenrshidsnsnamnsnsnsanans 29
Moving using the mouse ... ... i N B s nieeesncaanse 29
Moving using the keyboard ........c...cuiiimiucinneinenscnsssenssssssnssnsassssaes 32
Changing the Onscreen VIEW ........cviimiiiminsinissssnssnssssssnsnssssssssssasens 33
Zooming In and:oUt;. At i el L BRI o nerssancatnsnsnan 33
Changing VIEWS .c.ccesnsusinuessasisteotmidsitashessnsssiitarissetsasasassansasnssassnsnsn 35
Saving and Opening DOCUMENLS..........ccvuieeneniinninisisinnsinssssasiniien 40
Saving your work for the first time.........ccoovvniiiiiiiniiiiiiin 40
Navigating in the Save As dialog bOX .......cccccveiiiinniniiiiiiiins 44
Opening a dOCUMENL ........ccverimiminiiinensanssanmasnssssssnsnsssassssssssassasnsssssases 50
Recovering 10St WOTK.......itcsiucsessiconsisasniatassssnsnsaosesiossassssesasnsneseassosass 51
SUMMING UP ..cvveusssssesesnsensmsonsscsisensnsosatonsisasanerensaosssbbsmsnsssassssssssnssssssssssasssesses 53
Try-it-yourself 1ab .........ccociviiiiinnninminnisiieiosiii, 54
Know this 1ech talk v e et e e it R TR T R I (vats v as e asanasasssassisassassasase 54
Chapter 2: Creating a Word Document.....................cc0 57
Creating a New Document Using a Template.............oooeiiinnniiiiiiinnns 59
Adjusting Page Settings ..o, 62
Setting page MATGINS ........ccvsuseressusmususassassssasnsasessrsassamsnssrsnsasessssasssssss 63

Setting paper size and orientation..........ccoeivnniiininniinens 65




Office 2013 For Dummies eLearning Kit = 2 SRS

EQItING TEXt ......ccosisnrsesessonsoroiinsnanssnsasssiisasssss gesnslotosssthiscazsess ssnass ot oA 67
Filling text placeholders........ccvvevisisieismnennissiiniiiiinn, 67

Typing and editing teXt.........cerererererensestetsisissisiriersssinsnsserennserennn, 69
SElECHNG TEXE......crvuenrmerercsensassansssrsassensasisdssssansussssssnssastsnsssosasassessnussessnsrerisl 71
FOrMAtINg TeXt ......coocecreensrecesssasssssasarsssussssssassssssussusnssssassssasnssnsoasarsnsnaennersins 73
Choosing text font, size, and COIOT .......ccccccvvivererrnsiiiirninitraennn.. 73
Applying text attributes and effects ... 76
Working with themes .........ccccoseesssencsusensansussasassarsasssssansacscsuecsesanansons, 80
ADPIYING StYI SELS.....cuereonssssnssnssssusesssssussionasssssssissasnssnsoncssessessasacsnoneas 83
Checking Spelling and GIrAIRIIAL. ..ot e keidtsithsusninssssisissenssasssssnsserersranse 85
Sharing Your Document withi O HerS i ciofscissesissiosnssseniaencrcnsnaennsasens 88
E-mailing your document to others...........coceevieiiiiniiiiicnnnn., 88
Sharing your document in other formats ............cccco.cooo. 90

R I Y Y VY T o2 s ensssssosnsssssiosonssesnsorsassnsenss 92
ST e A D oo B e s 93
Y ey O AT S ] 2 L O 02 oo o5 connsesnnsessosssncsnssosansansans 94

A T EEIN s ot A S 94
Chapter 3: Paragraph and Page Formatting in Word. .............. 97
O T R A T A D L st feAeassnsnsasansasssssonssassasasionse 99
Applying horiZo Rl all S HINeRE RISl . e seesncsassnessasssnssessronsans 100
eI G DT D e recesessisisisnststauressassnsisnossannsens 102

A gIng Vet Al DA I g e fircstsasiscsusarasasississssosransonsenes 105
Adding Borders and S ading e eetasstsssids tassssssssassssassassansasansense 109
Placing a border around a paragraph ............cccccoocoevveveveveenennnn., 110
Shading a paragraph’s background...........c.cccceooevevvuevevevreeernnnnn., 112
Creating Bulleted and Numbered Lists..............c.coc.ovuevuecrereeeeeeeseernnn, 114
Creating a basic numbered or bulleted list ...........cc...ocoooorevnnn..... 115
Changing the bullet Character...........ccieusiowvivecssassossassensasassessssssssenss 115
Changingthe DUMDEIRE SEVIE: . corattisiiissiomsnssonssonssssvasionsnssnns 118

b (o) 4 < JETT 1ot (0t e L L S 121
7ato ) e DT T T R L S N S 122

O YA B8 B O et 5t sasess dacisbi chenmsesssosssensastonsivessinsmons 125

8 (T LT (O T e NS 128
Copying Formats with Format Painter................ooooovooooooooo 130
Using Headers and Rooters o s e i e e 132
Numbering the Dagea e o bt 133
Using a Deader or footer Dreset e .. oo oo, 135
Creating a custom header or footer ..o 137
T RO oo e vl e ek | 139
TryHtyourseltiabu s Seal = ornaa L. Sasines) 140




M Table of Contents

Chapter 4: Working with Tables and Graphics in Word............ 143
LR e s i 6 o RS 145
converting text to/a table wx ANEMSIMRNE. 1., il ol 147
belectingrows'and collmmusi . SESIRES i 149

Resizing rows and CORIMNS .....ooovvv oo 150
Formatting tAble hordEre ot s VI . o i iy 153

Inserting PICtures fromthe WeD i it R o 156
Understanding vector and raster LT O (T el e et o 157

Finding and inserting pictures from the web........................._ 158

Inserting Photos from Files .\ 5 St aEE e i s e oy 161
Managing Picture Size and Placement .........oooo............... 162
Changing the text wrap setting for a picture.............ccooomruemnnnn, 162

Moving a plcture ... U 165

Restzing a plture...... o T T i it 169
SUMIMNZUD e it e ARG 171
Ty OUrS el A . oot T M i 171

Know this tech talk ... 00 USROS, o 172

Chapter 5: Creating Basic Worksheets in Excel ................. 175
Understanding the EXCel INEIEACE......uecussseeeseemmressessseremsseetesstestieeesiet 177
Touring the Excel'interface.. 5o s e uui s i S 178

................................................................................. 183
Typing and Editing Cell Content .. . = e i i sl 186
Typing text or numbers into a cell ..........o.cooveeveevveooeeooeooooo 186
Editing cell comtent . o e S S A S S 188
Copying and moving data between cells ..o, 190
Using AutoFill'to fill cell.content., i ot S s 192
Using Flash Fill to extract content. i o teae oo il b 193
Changing the Worksheet SrUCULE..............oeeeuereenerseerenssnsesossssesessensesnnee 195
Inserting and deleting rows and columns...............o.ooovvvveeeeinn., 195
Inserting and deleting cells and ranges ..............cocoovveviveerinennnn, 196
Working with Worksheets ... 588 . Saataas e o coen g - 197
SUIIMING UD o;0ccbiuissaciiaiis: o st e SR RN R SRR 199
Try-it-yoursel oD . e e e T REET NN Ly 200
LT R R vl 71| ittt pomedh e e o S SRR 201
Chapter 6: Creating Formulas and Functions in Excel............. 203
Finding Out About Formuias . st R ey e i e s 205
Writing formulas N At Cal G R o st ana it essssos s sranvaas 205
Writing formulas that reference cells...........c.cccoovveiiiviviccrcnnnnnee. 207
Referencing a cell on another sheet...........ccocveivenienccninninnsnesssnsses 209
Moving and CopyIng KOs o e s eer e, 210
Copying formulas with relative referencing............c.cocoocoecirininnne. 210

Copying formulas with absolute referencing..........ccccccccovvveenennne 213



Office 2013 For Dummies eLearning Kit FERR———

Introducing FUNCLIONS. ...c.ixssis: e Faranis ssis bl gs it} et U LS 215
Using the SUM fURCHON......c.c.isusmceiupsmstiaissasssststostatiasete i eaEEREuS 215
Inserting @ fUNCHION.......ccritiiinviersasssssntaerantors e e et Cess Prt R TR ES 218
Touring some basic fUNCHIONS, ... et serat et Ee IR e 221

Working with Named Ranges ...............oeseestoots sersetinasrarbeass R e PRSI 222
Naming 8 Tange........o.covnieiioiresipsunasestormi e o e L IO 223
Using a named range in a formula..............ococoveinerisiereereneesesesssones 225

Using Quick Analysis..................cocomeomioriiiren i T 226

SUIMIRING VD 5. e arbrcersnessiesstinssnetumra e, A VI 231
e {0 o b T LY S o ettt o sl b BRI B & oo 232
Know ahils techdalk s s e T e aesseman 233

Chapter 7: Formatting and Printing Excel Worksheets. ........... 235
AdJUBtn’ROWS aNId COIUMNE . et oo s e e o nas S bosds it asaniotis 237
CRARZINg AT oW S helght o BRI B iteiosocsdsisiaiins 238
AN I A Ol e WA . st essosviiinasisssiansiss 240
FOrm At g A T e N Oy S D e e s st nssriesssassinsssssdssnsos 242
Applying a worksheet background............c...ceeevvererereerenseesessensonn. 242
Creating a Header or 0ol ar . it e e et s siarnsenessens 245
T b T L e T e e e AT 247
ADDIVING & WOTKDOOK LNOIRE ot s essessssossesosssane 248
SO i N g O e R rerssossasensmsenssssanbses 250
Formatting a range as a table................coeeuverereeesusenseessesensssessenenne 252
Creating a CUSTORADIE SL 1B e eir s rereetoasssaeasosasssasssstnsasesssnonts 254
g ety G V6T T T TN s it e o ol T 257
Previewing and print the active worksheet.............o.cocovveereeninnn. 297
Setting and using @ Print range ............ccc.eveeeeveeseeeeseesesssessnesenn, 258
Adjusting the page size, orientation, and
T U T Do DT s e e et 260
STt T o1 B onttn G s oottt L 264
1B o L c3 1T T DY s fronncibribrrorrsdndteo i ol oo o A 264
R O LS L L Ry arere e o B 265
Chapter 8: Managing E-Mail with Outlook ...................... 267
Touring the Microsoft Outlook Interface..............cocoovererreeseeeeeresenens 269
Setting Up'Outlook for E-Mall . o i T e 275
Changing account settings during S€tup ...........cccooocevvvvsrerereserennnn. 277
Setting up additional mail aCCOUNLS............coveiivnrersrerererssessnnne 279
Troubleshooting mail setup problems.............co.oocereeveeverereseresennns 280
ComDOSINg & New Mg sage e sreraseessrsnerasshers TR s 284
The Three Rs of Mail: Receiving, Reading, and Replying ..........c.c.ceo.u.. 286
Sending and receiving e-mail manually...............cccocernreivnirninsirienens 286
Setting the send/receive Interval...............ccveesresessssssessesasensseseases 287
Reading an e-mall MESSAGE. ..o cn riir e e et a s rakssarsassaseases 288

REDIVING tOTAMEBBATE ... ... e ecesssneessstsreeshorissanht e e e antbaas 290




S AR D AR RLR B A R AT W% xWised Table of Contents

Working with AttaChments .........ccvivvermiriinnivinnnnesssnissssiiinne 292
Attaching a file tO @ MeSSALE........cccvvvurreueriririniiisnisinsssissaessnenens 292
Viewing and saving an e-mail attachment ... 294

Managing Incoming Mail..........ccoccivivnmininnnneinnnsinseeees 296
Creating folders for managing mail ..........ccceovniiinnnicnnnnsinninnnnns 296
Moving a message to a folder...........cccvrrierinnnsiininininnniinen 297
Creating a rule that moves messages...........ocvurureinnmnscrunisissnenens 299
Customizing the Favorites list..........cccocvniiniinninnniescinncsiseninnnns 302
Deleting €-Mail....c..ciusucsmessesisussivesssiossassssasisssassssesasussssosasasasassasassssssese 303
Flagging an €-MAlL..ccveivorcsrssrissossotssseserssisassasitnasassensasasnanasssnsaasasssacs 305
Configuring the Junk Mail filter............ooevivvniiereniniiissscicsnnicnene 306

SUMMING UD vccicieiicnerisesucsssisesesninsassssssassssesssssasasassasessssssssnsnssssnsnsssasasassasssses 307
Try-1t-yourself 1D ....:.cussssissssusssscasnonsrssassastnsssnsassdespnraensnsnsastasneassseacs 308
Know this tech talks; . uarsssi s st tadidsitasitstsesasanssssessssvaceacesaunssores 308

Chapter 9: Using Outlook Contacts and Tasks ................... n
Storing Contact Information..........eciiiininninnnnnisesnsnssnce 313
Adding and editing @ cONtact ........ccccourvniniereseiennsecninsnsnssnssscananaes 313
Navigating the Contacts list...........ccoeueeneirreressinninnnsnsasacssnsnssssasasaseses 316
Changing how a contact is filed ..........cccoviinnnnninininni 319
Deleting and restoring a contact..........cocoevevenninniniiiennnini. 320

Using Contact Information ..., 322
Sending an e-mail message to a contact ..........ccviveiiiiiniiniiiiens 322
Attaching contact info to an e-mail.........c.ccovviiiiiiiiinn 324

Using Tasks and the To-Do List .........cccnvnmimnime. 325
Displaying the Tasks list ........cccvveieininninenninniessniinii, 325
Creating @ tasK.......verssstsaeneesasssassonsnsasasssasessssssssnsssnssssasssssssasssnsssasens 327
Updating & tasK......ocosueessmensensssasassssnssonssnsssasassssssessssessastsssessnsassasassns 329
Setting a task reminder ... 331
Deleting @ tasK.......ccuusmeecssesssescnsesasessssssssasesessssssnssssssassasssassssansaes 333
SUMMING UP wvvevrireinirinsensinnimississsssssssssssssssssssssssmsssassssnsastsasssssssassasasssass 334
Try-it-yourself 1ab ..., 334
KNOW this t@CH LALK ...ueurseitsstsebertesensdsssssssashassihbssassassasassassassassssasasass 335
Chapter 10: Getting Started with PowerPoint.................... 337
Exploring the PowerPoint Interface ..., 339
Moving around in a presentation...........cuiin., 340
Understanding PowerPoint VIEWS..........ccovceininninnennnisinnncssiniin 342
Creating a New Presentation............ccoieinn. 346
Creating a blank presentation...........oovevieisin. 346
Creating a presentation with a template ..., 347
Creating New SHAeS ... 349
Creating a new slide with the Ribbon ... 349
Creating a new slide in the Slides pane or Outline pane .............. 350
Duplicating @ slide .........ccvveniunenincenesenssnissnnnsnnsnesnimisa 353

Deleting & SHAC.......cuesemmisissmsimensnesssnassisssasssssenmasssesssassasasessasnsassses 354




Office 2013 For Dummies eLearning Kit M ———

Adding Text to & SHAE.......e.cotiiisisiinsvinsstisfosts BearstaWolbsvavesssvents= SAVI IR 356
Typing in a slide placeholder. i T e e e e teety 356
Manually placing text on a slide ........cocoveverieieniinriiciniinncincninne, 358

Manipulating Slide CONEENLt........o i sttt e retek Sk sebisstsetsbersacorsneatruarstst 360
Moving a slide ODJect ... it ot R U (oot et oot e tupavte ehatareats 360
Resizing a slide ObBJect ... i s ik Rbeh Tt T SORCRL T 363
Deleting aislide object.... .. i i et terate: o totr o cs e tOR 365

SUMMING UP ..ccourivennsisionisitivesssitasihsss s IR TR eyt bt L erer TSt Y 366
Try-It-yOUurself 1ab .........coucucseemmmses et SR R E A ST erestaerrs o e e N RI 367
Know this teCh Talk........ ot o te e eess e ssst e v e st 367

Chapter 11: Formatting a Presentation. ............. PR e e 369
Understanding and Applying Themes .............co.cov.ecrereeveeereeeersereesresnennn. 371
Changing the presentation theme ............c..ccoeveveveereeeererserennnnn, 371
Changing the presentation variant and colors ..............cooo........... 373
Changing the presentation fonts...........c..coooveeveeeeereveseseeen, 376
Formatting Text Boxes and PlacehOlders .............oooowvevemmoooeooeo 378
ADPlyIngishape Styles e i, 378
ApDlying aibackground il o oot 380
Applying and removing borders..............o.oveeeeeeeeooeoeoeooeooo 383

AP Plyingishapeleffect s o e s, 385
Turningitext Autofition.oroffiEtem s el 388
Inserting Graphics ko 389
Inserting an online image from Office.com ... 390
Inserting youriown pictures. S, ity = aiesaeE - 393
Creating SmartArt = EN SRRSOV LD 395
Converting textiio STNAYTATE 1 unt o .0 S SRR . ¢ 395
Inserting a SmartArt graphic..............eosueressioressssos oo 395
Modifying a SmartArt GraPhIC:....imseeseessiis it eeeeeeesesesesenne. 399
Formatting a SmartArt graphic....oi.....wiRieii e = 402
B o e e N 405
Try-dt-yourselflabs. ..., .o oo0ina s U RN 406
Know.thisitech.talk,.....,... W0 S T SSSBRRE C - 407
Chapter 12: Adding Movement and Sound to a Presentation. . . . ... 409
Adding Slide Transition EffeCts ....................c.uuesssossssoosemsmsssesseosssoosoeesn 411
Applying a transition to a slide..............coooovvroocoooo 412
Changing a transition’s Options ................oooo.ooooooooooooo 414
Setting slides to advance manually or automatically.................... 415
AnIMAtng ODJECES ... ififi i snteont ot s e SO A 417
Creating an entrance animation................ooo..ooooovvoooooooo 417
Creating an emphasis animation .................o.coooovvoeooooo 419
Creatingianiexit animation? ... SRR Sy e 421




TR RN AR adlivadiiNeadiadl Table of Contents

Inserting Sounds and VIAEOS...........ccueveiverecisisnsusnsessiseresnsassssssasaesnensasanns 425
Inserting a sound clip on a slide.......ccocooveviieiinininciiiiniinicnees 425
Inserting a video clip on a slide .........c.cccoovinmeiiinininiisicnniiiiinns 427

SUMMINE UD ... i bisisimrsveasstsssnsbus thusomsstivsshrtasateriverssnesiVivertelseiiesttsversspocst 429
Try-lt-yOUurself 1ah i ... cccvimrmmisssiosrosvessvetsasodstborsnessusrssmasiasuadiasssstess 430
Know this tech talK........cccciusvisinirmssamssomsnancasisersersasnsnesshns uasbernest re ity 430

Chapter 13: Presenting a Slide Show......... N R R 431

Displaying a Slide Show ONSCIreen ...........ocoevueeeninnenssesesesssnsssssisscssssens 433
Moving between SHAES......cumceosessonsmsnensnsnsusstnsssscrssasatssasnseseenensassasss 433
Annotating slides with the pen tools............cccooiinniiiinne 437

Creating Handouts............coceeeirrisisesisnsssssnsnsansesnssssnsnsasasassensassesssssassnsasssnses 439
Printing handOULS ......cocaeeessieiseescsssssasnssasssvesensassassensnsassnsasacsssnsacbss 439
Exporting handouts to Word..........covnncnnnciniii, 441

SUMMING UD ..ccovveerrninssisisesenisisisssusassessssessssasssnsssassssssssasassensasassasasesssasasasasass 445
Try-it-yourself 1ab ... 445
Know this tech talK.........cciiveessmnsoaiioiosmabaessonssitasmatssarentarsuiotes seteenton 446

IHAEE s i ceusnainssainasiantbannsidans e N O




Introduction

f you've been thinking about taking a class on the Internet

(it is all the rage these days), but you're concerned about

getting lost in the electronic fray, worry no longer. Office
2013 eLearning Kit For Dummies is here to help you, providing you
with a hands-on learning experience that includes not only the
book and CD you hold in your hands, but also an online course at

http://learn.dummies.com. Consider this introduction

your primer.

About This Kit

Whether you follow along with the book, go online for the courses,
or some combination of the two, the 13 chapters in Office 2013
eLearning Kit For Dummies walk you through examples and exer-
cises so that you learn how to do the following:

1 Master the basic features that all Office products have in
common, like ribbons, scroll bars, and keyboard shortcuts.

» Create and format Word documents that include text, headers
and footers, tables, and various types of graphics.

v Use Excel to store, format, and calculate numeric data and
present it in easy-to-read formats.

v Send and receive e-mail in Outlook and manage a calendar and
To-Do list items.

»” Create a PowerPoint presentation that contains text, graphics,
animation effects, and even sound and video.




