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“This comprehensive 
and well-written text 
provides students with a 
thorough understanding 
of Microsoft Office, 
using real-world, relevant 
examples. This text works 
well in both a face-to-face 
and online environment.”

—Diane Kosharek 
Madison Area Technical 

College 

www.cengage.com/series/newperspectives

The New Perspectives Series’ critical-thinking, problem-solving approach is the ideal way 
to prepare students to transcend point-and-click skills and take advantage of all that 
Microsoft Office 2013 has to offer. 

In developing the New Perspectives Series, our goal was to create books that give students 
the software concepts and practical skills they need to succeed beyond the classroom. We’ve 
updated our proven case-based pedagogy with more practical content to make learning 
skills more meaningful to students. 

With the New Perspectives Series, students understand why they are learning what they 
are learning, and are fully prepared to apply their skills to real-life situations.

About This Book
This book provides thorough coverage of Microsoft Office 2013, and includes the following:

	 •	 �Detailed, hands-on instruction of Microsoft Word, Excel, Access, and PowerPoint, as 
well as integration among the four applications

	 •	 Coverage of essential computer concepts, Windows 8 basics, file management, and 
Internet Explorer

	 •	 �Exploration of exciting new features in Microsoft Office 2013, including Read Mode 
and the enhanced DESIGN tab in Word, Flash Fill and the Quick Analysis tool in 
Excel, the updated Backstage view in Access, and theme variants and the improved 
Presenter view in PowerPoint

	 •	 Introduction to cloud computing
New for this edition! 

	 •	 �Each tutorial has been updated with new case scenarios throughout, which provide 
a rich and realistic context for students to apply the concepts and skills presented.

	 •	 �A new Troubleshoot type of Case Problem, in which certain steps of the exercise 
require students to identify and correct errors—which are intentionally placed in 
the files students work with—promotes problem solving and critical thinking.

	 •	 �The new Capstone Projects appendix provides eight comprehensive projects, two 
for each application (Word, Excel, Access, and PowerPoint), that cover the major 
skills and concepts presented in the text, giving instructors more opportunities for 
assessing how well their students can apply what they have learned to new 
situations.

System Requirements
This book assumes a typical installation of Microsoft Office 2013 and Microsoft Windows 8. 
(You can also complete the material in this text using another version of Windows 8, or 
using Windows 7. You may see only minor differences in how some windows look.) The 
browser used for any steps that require a browser is Internet Explorer 10.

Preface

v
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KEY STEP 

Visual Overview 

vi New Perspectives Series

The New Perspectives Approach

Context
Each tutorial begins with a problem presented in a “real-world” case that is meaningful to 
students. The case sets the scene to help students understand what they will do in the tutorial.

Hands-on Approach
Each tutorial is divided into manageable sessions that combine reading and hands-on, step-by-
step work. Colorful screenshots help guide students through the steps. Trouble? tips anticipate 
common mistakes or problems to help students stay on track and continue with the tutorial. 

Visual Overviews
Each session begins with a Visual Overview, a two-page spread that includes colorful, 
enlarged screenshots with numerous callouts and key term definitions, giving students a 
comprehensive preview of the topics covered in the session, as well as a handy study guide.

ProSkills Boxes and Exercises
ProSkills boxes provide guidance for how to use the software in real-world, professional 
situations, and related ProSkills exercises integrate the technology skills students learn 
with one or more of the following soft skills: decision making, problem solving, teamwork, 
verbal communication, and written communication. 

Key Steps
Important steps are highlighted in yellow with attached margin notes to help students pay 
close attention to completing the steps correctly and avoid time-consuming rework.

InSight Boxes
InSight boxes offer expert advice and best practices to help students achieve a deeper 
understanding of the concepts behind the software features and skills.

Margin Tips
Margin Tips provide helpful hints and shortcuts for more efficient use of the software. The 
Tips appear in the margin at key points throughout each tutorial, giving students extra 
information when and where they need it.

Assessment
Retention is a key component to learning. At the end of each session, a series of Quick 
Check questions helps students test their understanding of the material before moving on. 
Engaging end-of-tutorial Review Assignments and Case Problems have always been a hall-
mark feature of the New Perspectives Series. Colorful bars and headings identify the type of 
exercise, making it easy to understand both the goal and level of challenge a particular 
assignment holds.

Reference
Within each tutorial, Reference boxes appear before a set of steps to provide a succinct sum-
mary and preview of how to perform a task. In addition, a complete Task Reference at the 
back of the book provides quick access to information on how to carry out common tasks. 
Finally, each book includes a combination Glossary/Index to promote easy reference of 
material.

Task Reference

apply 

review 

reference 

insight 

ProSkills

“The clear step-by-step 
instructions, real-world data 
files, and helpful figures 
make New Perspectives 
texts excellent for courses 
taught in the classroom, the 
hybrid/blended format, or 
entirely online.”

—Sylvia Amito’elau
Coastline Community 

College

Glossary/Index
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Our Complete System of Instruction
Coverage To Meet Your Needs
Whether you’re looking for just a small amount of coverage or enough to fill a semester-
long class, we can provide you with a textbook that meets your needs.

	 •	 Brief books typically cover the essential skills in just 2 to 4 tutorials. 
	 •	 Introductory books build and expand on those skills and contain an average of 5 to 

8 tutorials. 
	 •	 Comprehensive books are great for a full-semester class, and contain 9 to 12+ 

tutorials.
So if the book you’re holding does not provide the right amount of coverage for you, there’s 
probably another offering available. Go to our Web site or contact your Cengage Learning 
sales representative to find out what else we offer.

CourseCasts – Learning on the Go. Always available…always relevant. 
Want to keep up with the latest technology trends relevant to you? Visit http://coursecasts.
course.com to find a library of weekly updated podcasts, CourseCasts, and download 
them to your mp3 player.

Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University 
Computer Science Department where he is responsible for teaching technology classes to 
thousands of FSU students each year. Ken is an expert in the latest technology trends; he 
gathers and sorts through the most pertinent news and information for CourseCasts so your 
students can spend their time enjoying technology, rather than trying to figure it out. Open 
or close your lecture with a discussion based on the latest CourseCast.

Visit us at http://coursecasts.course.com to learn on the go!

Instructor Resources
We offer more than just a book. We have all the tools you need to enhance your lectures, 
check students’ work, and generate exams in a new, easier-to-use and completely revised 
package. This book’s Instructor’s Manual, ExamView testbank, PowerPoint presentations, 
data files, solution files, figure files, and a sample syllabus are all available on a single 
CD-ROM or for downloading at http://www.cengage.com.

SAM: Skills Assessment Manager
Get your students workplace-ready with SAM, the premier proficiency-based assessment 
and training solution for Microsoft Office! SAM’s active, hands-on environment helps 
students master computer skills and concepts that are essential to academic and career 
success.

Skill-based assessments, interactive trainings, business-centric projects, and comprehensive 
remediation engage students in mastering the latest Microsoft Office programs on their own, 
allowing instructors to spend class time teaching. SAM’s efficient course setup and robust 
grading features provide faculty with consistency across sections. Fully interactive MindTap 
Readers integrate market-leading Cengage Learning content with SAM, creating a 
comprehensive online student learning environment.
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ECC 1 

Essential Computer 
Concepts
Learning About the Components of 
Computer Systems

Case	|	The Farmer’s Wife
Ten years ago, Elizabeth and Scott MacDonald started The 
Farmer’s Wife, a fruit and vegetable stand in Oquossoc, Maine. 
Their business quickly grew to include flowers, gourmet foods, 
home-baked goods, wines, and seasonal items, including holiday 
decorations. Elizabeth and Scott have spent so much time building 
their business that they haven’t had time to research and purchase 
an updated computer system. They need to buy a computer soon 
because several of their suppliers are switching to all-electronic 
ordering systems. Also, customers who visit the area in the summer 
have begun asking if The Farmer’s Wife has a website from which 
they could order. Elizabeth and Scott ask you to research and 
recommend a computer system that fits their needs. They want a 
system that will grow with their business, but they have a limited 
budget to start (approximately $1500). They ask you to help them 
decide what to buy.

In this tutorial, you will learn about computers and their components. 
You will learn how data is represented, processed, and stored. 
You will examine input and output devices, how information is 
transmitted between computers, and ways to secure that information. 
Finally, you will learn about system and application software, and 
cloud computing.

Objectives

•	Compare the types of 
computers

•	Describe the components of a 
computer system

•	Learn how data is represented 
to a computer

•	Learn how data is transmitted
•	Learn about processing 

hardware
•	Understand memory and 

storage
•	Describe peripheral devices 

and understand how to 
connect them

•	Learn about the hardware and 
software used to establish a 
network connection

•	Explain how Internet access, 
email, and the World 
Wide Web affect the use of 
computers

•	Describe potential security 
threats to computers and 
protection methods

•	Discuss the types of system 
software and their functions

•	Identify popular application 
software

•	Learn about cloud computing

Microsoft product screenshots used with permission from Microsoft Corporation.

Starting Data Files

There are no starting Data Files needed for this tutorial.
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Concepts | Essential Computer ConceptsECC 2

This desktop PC is powerful enough to meet your most
demanding computing needs.

SPECIFICATIONS
Processor: Dual-core 2nd generation Intel© Core™ i3-2130 (3MB cache, 3.4GHz)
Memory: 4GB DDR3 SDRAM (expandable to 16 GB)
Graphics: Integrated graphics processor
Hard drive: 1TB SATA
Monitor: MicroPlus 20-inch LED monitor with built-in speakers
Keyboard: MicroPlus USB ergonomic keyboard
Mouse: Wireless optical mouse
DVD/CD drive: Dual layer 16X DVD +/-RW drive
Network card: Integrated 10/100/1000 Ethernet
Operating system: Microsoft Windows 8, 64-bit
USB ports: 6 USB ports
Speakers: Built into monitor
Video: HDMI, DVI, and VGA ports
Digital media card reader: 6-in-1 (Secure Digital, Secure Digital High Capacity, 
SDXC, Memory Stick, Memory Stick PRO, and MultiMediaCard)
Printer (not shown): Wireless MicroPlus PhotoPlus color inket printer and scanner
Installed software: 90-day trial of Microsoft Office 2013 and 30-day trial of 
Norton AntiVirus

Our award-winning computers offer strong performance at
a reasonable price. MicroPlus computers feature superior

engineering, starting with a processor and a motherboard
designed speci�cally to take advantage of the latest

technological advancements. Of course, you are covered
by our one-year parts and labor warranty.*

*ON-SITE SERVICE AVAILABLE FOR HARDWARE ONLY AND MAY NOT BE AVAILABLE IN CERTAIN
REMOTE AREAS. SHIPPING AND HANDLING EXTRA. RETURNS ACCEPTED; CALL FOR AN RMA

NUMBER (SEE YOUR INVOICE FOR DETAILS). ALL RETURNS MUST BE IN ORIGINAL BOX WITH ALL
MATERIALS. DEFECTIVE PRODUCTS REPAIRED AT THE DISCRETION OF MICROPLUS. PRICES AND

AVAILABILITY SUBJECT TO CHANGE WITHOUT NOTICE.

All credit cards welcome. Call 1-800-555-0000 today!

2015

2015

The motherboard, CPU, 
hard disk, and cards that 
expand the capabilities of 
the motherboard are inside 
the tower in a desktop 
computer or in the monitor 
in an all-in-one computer.

Output is the results of the 
computer processing 
input. The monitor is the 
device that displays the 
output from a computer.

The monitor, keyboard, 
and mouse are peripheral 
devices, which are 
hardware components that 
are not part of the CPU or 
motherboard.

Input is data or instructions 
you type into the computer. 
The keyboard is the most 
frequently used input 
device.

Pointing devices control 
the pointer, which is a 
small arrow or other symbol 
displayed on the monitor 
that you use to select 
commands and manipulate 
text or graphics.  The most 
popular pointing device for 
a desktop computer is a 
mouse.

Speci�cations are the 
technical details about 
each component.

The central processing unit 
(CPU) or processor is 
mounted on the mother-
board and is responsible for 
executing instructions to 
process data.

Memory is a set of storage 
locations on the motherboard.

A hard disk drive (also 
called a hard drive or a hard 
disk) is the most common 
magnetic storage device.

A DVD is an optical storage 
device that can store 4.7 GB 
of data in a single layer on 
one side of the device and 
up to 17.1 GB of data in dual 
layers on both sides. A CD is 
an optical storage device 
that can store up to 700 MB 
in a single layer on one side.

A port is an opening on a 
computer connected to a 
card or to an appropriate 
place on the motherboard 
into which you can plug a 
connector. A USB (Universal 
Serial Bus) port is a 
high-speed port that allows 
multiple connections at the 
same port. 

HDMI (high-de�nition multimedia interface) ports 
transmit video and audio digitally, DVI (digital video 
interface) ports transmit video digitally, and VGA 
(video graphics array) ports transmit analog video. 
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Visual Overview:
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