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A Microsoft Office textbook that recognizes how students learn today

Skills for Success Office 2016

With Microsoft Office 2016, productivity is truly possible anywhere, anytime! Understanding this
and being able to think and adapt to new environments is critical for today’s learners. The Skills S k " | |

for Success series focuses on teaching essential productivity skills by providing a highly visual, I S
step-by-step approach for learning Microsoft Office. This concise approach is very effective and suc fg ess
provides the depth of skill coverage needed to succeed at work, school, and for MOS certification Microsolt” 4
preparation. Using this approach, students learn the skills they need, and then put their knowl-
edge to work through a progression of review, problem-solving, critical thinking projects, and CHANEY ADKNS. HAWKNS
proficiency demonstration with the NEW Collaborating with Google projects. For Office 2016, MOS
exam objectives are also woven into the lessons, so students can review and prepare as they learn.
Combine the visual approach and real-world projects of the text with the matching, live-in-the-
application grader projects and high fidelity Office simulation training and assessments in
MylITLab, and you have a truly effective learning approach!

COMPREHENSIVE -

Series Hallmarks

= Highly Visual Two-Page Landscape = Numbered Steps and Bulleted Text —
Layout — Gives students the visual Students don’t read long paragraphs or text,
illustrations right with the steps—no but they will read information presented
flipping pages concisely

= Clearly Outlined Skills — Each skill is m Wide Coverage of Skills — Gives students
presented in a single two-page spread so that the knowledge needed to learn the core skills
students can easily follow along for work success

Skills for Success with Microsoft Office 2016

Personalized, engaging, effective learning with MyITLab 2016
Using the Grader projects and MyITLab simulations, students receive immediate feedback on their work to ensure understanding and help stu-

dents progress.
Live-in-the-application Grader Projects—provide hands-on, autograded options for practice and assessment with immediate feedback and
detailed performance comments. Grader projects cover all the skills taught in the chapter, including a new grader covering all four More Skills.

MylITLab Simulation Trainings and Assessment provide an interactive, highly-realistic simulated environment to practice the Microsoft
skills and projects taught in the book. Students receive immediate assistance with the learning aids, Read, Watch, Practice, and detailed click stream data
reports provide effective review of their work. In the simulation assessments, students demonstrate their understanding through a new scenario exam
without learning aids. Please note that for chapters 5 — 10, the simulations are topic-based; they cover the skills in chapter, but are not based on the same
scenario.

Skills for Success Office 2016 ix



Current Content and Essential Technology Coverage

Three Fundamental Chapters cover the latest technology concepts, key Windows 10 skills, and Internet Browsing with Edge and Chrome. Windows 10
skills are covered in the MyITLab Windows 10 simulations.

Extensive coverage of key skills students need for professional and personal success.

Chapters cover 10 Skills through real-world projects to meet the Learning Objectives and Outcomes. All 10 Skills are covered in the MyITLab grader
projects and training and assessment simulations.

More Skills are now included in the text instead of online. These projects go beyond the main skills covered to provide additional training and to meet
chapter learning objectives. NEW MyITLab grader project covers the skills from all four.

MOS Objective integration ensures students explore the MOS objectives as they are covered in the text for exam awareness and preparation.
Collaborating with Google projects—require students to apply their knowledge with another tool, replicating real-world work environments.

MOS appendix and icons in the text allow instructors to tailor preparation for Microsoft Office Specialist candidates by mapping MOS requirements
to the text.

Clearly Defined, Measurable Learning Outcomes and Objectives

Learning Oufcomes and Objectives have been clarified and expanded at the beginning of each chapter to define what students will learn, and are tied
to the chapter assessments for clear measurement and efficacy.

Wide range of projects to ensure learning objectives and outcomes are achieved
Objective-based: Matching & Multiple choice, Discussion;

Review projects: Skills Review, Skills Assessments 1 & 2;

Problem-Solving: My Skills and Visual Skills Check;

Critical Thinking: Skills Challenges 1 & 2 and More Skills Assessment

Application Capstone Projects provided for each application help instructors ensure that students are ready to move on to the next application. Also
delivered as grader projects in MyITLab.

Integrated Projects follow each application so that as students learn a new application, they also learn how to use it with other applications.

Office Online Projects provide hands-on experience with the web version of the Office applications to ensure students are familiar with the
differences and become proficient with working between different versions of the tools.

Effective Learning Tools and Resources
Project Summary Chart—details the end of chapter projects from review, and problem-solving, to critical thinking, and demonstration of proficiency.
Skills Summary Chart lists all the Skills and Procedures and shortcut keys covered in the chapter making remembering what was covered easier!

Watch Skill Videos (formerly Student Training videos) are author-created training videos for each Skill in the chapter! Makes learning and remediation
easier. Linked in ebook.

Wide screen images with clear callouts provide better viewing and usability.
Application Introductions provide a brief overview of the application and put the chapters in context for students.

Stay Current

IT Innovation Station keeps you up to date with Office and Windows updates, news, and trends with help from your Pearson authors! Look for the IT
“Innovation Station,” articles on the MyITLab Community site. These monthly articles from Pearson authors on all things Microsoft Office, include tips
for understanding automatic updates, adjusting to and utilizing new capabilities, and optimizing your Office course.

x  Skills for Success Office 2016



A Microsoft® Office textbook that recognizes how students learn foday

— Application
Intfroductions provide
students with a concise
overview of each applica-
tion to put the chapters in
context

»Introduction to Excel

Microsoft Excel 2016 is a spreadsiieet application—a program used to st

Skills for Success

with Microsoft® Excel 2016 Comprehensive

___Two Page Chapter

Introduction — Briefs
students on what is important
and sets the stage for the
project they will create

This grid is organized by numbers
A Y

ddition, subtra d d

by lti

and when the formaul:

the results. »

CHAPTER

Create Letters and Memos

s - font
duals use on a computer. but use caution not to apply too many 4
toxt.

To
filter PPl
or font colors and shading to highlig

charts and bar charts. Charts show

be displ

presentation. Excel can be uset
Toud

36+ Miroso Excl | occion o it

Sequential Pagination — ——

Saves you and your students
time in locating topics and
assignments

iling labels.

pt
your documents; you ca

Word, .
nd - Bl I d y
younced, in a formal manner as deseribed in The
William A. Sabin.

Aspen Falls City Hall
In this chapter, you will assist Evel

to create a lettq
Aspen Falis Community College. TH

Learning Outcomes
and Chapter
Objectives

clearly define what
students will learn and
achieve

Clock — Tells
how much time
students need
to complete the
chapter

File Summary —

A quick summary of
the files the students
need to open and the
names of the files they

Introduction

Outcome

Student data file needed for this chapter:

and save documents, apply styles, modify a document using

Objectives
11 Create and edita Word document.

12 Use styles and adanced fort st

students i the Information Syster
Dr. Gato,

Microsoft Word is used oftento |
‘and memos. You can quickly type,
Because business communication §
of mistakes, speling and grammar
type. Most businesses apply a star|

alloters coming from the organ{

In this project, you will write a of
using the block style as defined by
Manual by Willam A. Sabin. The bid

You will save your files as:
Last_First_wrdo1_Interns (Word)
Last_First_wrd01 Interns (PDF)

SKILL 3: Select and InsertText [ iz =

will turn in

Watch Skills videos
(formerly Student
Training) for each Skill in

the chapter provide a personal,
instructor-led walk through

licking and a single paragaph by
triple-cickin,

.

1.4 Create PDF fles

SKILLS

At the end of this chapfer you wil be able fo:

kil 1 Type Leter Text

SKill2 Apply Styles and Set Grammar and Speling Options
Text

xcept for leferheads, tables, and o

Skil4 Copy, Cut, and Paste Text
suils

Juien Fichingee  Fotoia with City Hall.

38+ Microset Word Chapter | rec L5 o e

K6 Insert Synonyms.

e Win
Skill 14 Insert Symbols

A

tothe et of D, Gerge
the 2 pointer diplays

Skills List — A visual ———

snapshot of what skills
they will complete in the
chapter

two paragraphs
paragraphs select

Figure 2.

the Styles group, cick the No Sp:
thumbnail. Compare your screen with

byin
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W rigue2 o 20, Wdos 0, Mo Coperin

Visual Walk-Through xi



Skills for Success

Written for Today’s Students — Skills
are taught with numbered steps and bul-
leted text so students are less likely to skip

Two-Page Spreads — Each skill is
presented in a concise, two-page spread

Colored Text — Clearly
shows what a student types

valuable information

to give students the visual illustration
right with the steps—no flipping pages

SKILL 1: Type Letter Text

SKILL 1: 7 pe Letter Text [ JZwem sau s

» When working with Word documents, a (] 5. Type Dr. George Gato and press

s e T T e s s o LT Ll

. -~ I i it — e - type 1 College Drive an
» To see where paragraphs begin and end, it - P Aspen Falls, CA 4—

is helpful to display formatting marks—

characters that display in your document The word Gato i flagged as  spellng error,

to ﬁpmseh': nonpﬂnﬁrgs::radm suchas - butitis spelled correctly.

paragraphs, spaces, and tabs. frmr— 6. Type Dear Dr. Gato: and press

1. Start Word 2016, and then on the Start R Type Subject: City Hall Internships and
@it sereen, click Blank document. - (Erer)
. 7. Type the following, inserting only one

@3 2 Onthe Home tab, in the Paragraph
e group, click the Show/Hide button [
to display the nonprinting formatting
‘marks, as shown in Figure 1.1f the
Navigation pane is open, Close [# it.
‘The Show/Hide button is a foggle
button—a button used to turn a feature
both on and off. The paragraph mark (1)
indicates the end of a paragraph and will
not print.
Because many elements in the Word
‘window adjust to your monitor size and
personal settings, you may need to change
your window size, exit Reading Mode,
or disable Full Screen Mode to match the
figures in this book.
3. With the insertion point in the blank

Aspen Street and press
Falls, CA 93463 and press
times.

4. Type May 8, 2018 Press (Enter] three times,
and then compare your screen with
Figure 2.

‘The letter has eight paragraphs—three for
the letterhead, one for the date, and four
blank paragraphs.

= Continve to the next page to complete the sli*

Figure 1

Word 2016, Windows 10, Microsoft Corporation

Figure 2

‘Word 2016, Windows 10, Microsoft Corporation

Word 2016, Windows 10, Microsoft Corporation

Figure 4

space after each sentence: Thank you so
‘much for your letter offering the services
of your Information Systems Department
students. We currently have several
projects that might benefit both us and
your students. Compare your screen with
Figure 3.

8. Press [Eifer) and then type We have
several positions open for students with
skills in the four Office applications:
Word, Excel, PowerPoint, and Access.
We also need students very capable of
working with our IT Services Help Desk.

o

Resources Director

10. Click Save [F5, and then on the Save As
page, click the location and folder where
you are saving your work. If necessary,
click Browse.

11. In the Save As dialog box, click New
folder, type Word Chapter 1 and then

Eatar] two times to open the new
folder. Name the file Last_First_wrd01_

Interns Click Save, and then compare

your screen with Figure 4.

= You have completed Skill 1 of 10 <]

148+ Microsoft Word Chaper 1 | Creafe Lefiers and Memos Creae Lefiers and Memos | Microsoft Word Chapfer 1+ 149

Large Screen Images and
clearer Pop-Out Text—
Provide a view of the full ribbon
and include concise callouts for
easy reference

— Hands-On — Students start
working on their skills from

Step 1 Done! — Students always
ep

know when they’ve completed
a skill
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BizSkills Videos and Discussion
Questions — Covering the

. important business skills students
More Skills — Additional need to succeed: Communication, Dress

skills previously provided for Success, Interview Prep, and more
online are now included in

the chapter to ensure students More skl ()
leam these important Skills‘ Manage Document Properties

To complete this project, you will need the following file:
= wrd01_MS11Memo

= Key Terms (BiSKis )

You will save your file as: — (_Video )

= Last_First_wrd01_MS11Memo

1 d

> help you - 7
identify or organize the file 2. What are some ofthe best sourcesfor job leads
name, and key words. =5
Word 2016, Windows 10 Micsot Corporati Online Help Skills
1. Start Word 2016, and file wrd01_MS1IM 1. With Word 2016 open, on the File tab, in the upper ight corner ofthe srcen,

clickthe Microsoft Word Help [T button, or press (£

he Blein you chapler foldey 8 Last Fire wic0] MS11Memo
2. In the Word Help window Search box, type Start up and then press Ei )

2. Click the File tab, and then on the Info

JE 3. the Info page, clck the Check orssues button,andthenclick nspect
" Document. Compare your screen with Figure 1.

ek
Help window, and then compare your screen with Figure 1.

5 Tralso looks E b .
features that may not work corrctly on another computer. -
o be sureall of- = —————
selected, and then click Inspect. To the right of Comments, Revisions, — s
i -
Versions, and Annotations, click the Remove All button. =5 [ ————
F} 8. To the right ties and Pe l Information, click the 8. At the bottom of the Properties list, click Show All
o R b d then Close the Dt S -
. On the Info page, in the Properties pane, clck inthe Title box. Type City Parks ‘On the Info page, some properties re displayed -
and thenat the top. s list, click the i d then o other i e -
click Advanced Properties. Show All Propertis command.
9. Click the Back button, and then add the FileName feld -
JEm 7 Clckin the Subjectbox,and thentype Pk et Clckin the Keywords o the footer. Save the file, Close Word, and then submi — =
1 box,and then type parke, ccology and then in the Comments box, type We the file a5 directed by your instructor 0 VRS I D
need an in-deplh report for the new park. Compay igure 2,
and then click OK. = You have completed More Skils 11 4. Read What

are some ways you can personalize you copy of Office?

168+ Microsot Word Chapter 1| Ceoto Lofes onl amos

o s o1 v o s o ®

e m
Optians dislog b, Lhk Profing
6. Under When comectingspeling and o
i in Word, vy tat the Frst. eview
) et e e P Project Summary Chart
Fgures. - YT
. Toth ightof Witing Sty clickthe More Skills Assessment | /705" ) Project Project Type Project Location
. S o complet i projecyou vl nes e flloing fl: — Skils Review o
- Skils Assessment 1 Revi In Book & MIL
[ T——— =
[y —— « Last_Firstwerd01_ MSAMemo. Skills Assessment 2 Review Book
e s wrdo1 MSASnip i
e * Last_First_werdo1_MSASnip? - My Siils Problem Solving Book
dilog o
B e soveton B Ay . = Visual Skils Check Problem Solving Book
=D o1 MSAM L0 Skills Challenge 1 Crifical Thinking Book.
= Yo v complted sl 2110 ListFirst erd0]_MSAMemo = =
i 3 - - 2. Open the Document Inspector dialog box. Verify all of the ('} Skills Challenge 2 Crifical Thinking Book
= S check boes areslectod,and then ik Inspect. Tothe ight of
- ‘Comments, Revisions, Versions, and Annatations,click the WMore Skills Assessment Revi In Book & MIL
o o g oo o
5. Open the Document Propertie diaog b Clckin he i bos, = Collaborating with Google Criical Thinking Book
and then ype iy e Clck i the Company b type Acpen -
ol ity Hall and then compareyour screen with Fgure 1
4. Clck [l type i and then pres 5] to st e Snipping Tool
d then ik i, Tt Snippi 0S Objectives Covered (Q G
ol markup sindo, clck he Save Snip buton . Inthe Save
e e = 1.1.1 C Croato a blank document 1.54.C Inspoct @ document
MSASnip1 the sk oo butto, lick the Neww
. . vy O atae] oolbulierClidk e 1.3.4C Insert headers and footers 2.1.2C Cut, copy and paste text
6. On Page 2 loat thekyperlink /o ool Pess and bold chapte older a Lot First w0l MSASnip2 Close the Smipping ; o
- Mavimize the browser window 11 Remove the plit from the Word window:
fr——— fgure s iz DLt - e oI A LD
int 0 theend o the document. hyphens with the Em Dash symbol
e e e | W Word Chaper 1+ 181 o = % 145 C Add document properties. 222 C Apply formatting by using Format Painfer
. 3 the e, Close Word,
window I the upper window, diplay the to of Page 1, and i the Jour indrucior 146 C Show o hide formatiing symbols 226 C Apply builtin siyles o fext
Jower window, display he op f Fage 25 shown n Fiure 2 ; -
- - S — -
Mos obleci‘lves — — ] 184+ Wncroson Wora aptr 1| Crct o o e 1,53 C Print all or part of a document 43.4E Uiz global content standards
f T u1 k T Vl W and = oot Lfes o Momcs | Mictosoh Word Chopler | = 65
Or quick revie —Iiore Iis Assessment —

exam prep. Covers the core skills from the
the four More Skills projects NEW MOS Summary
in a linear project that tells fable — Provides quick
students what to do, but not overview of objectives
necessarily how to do it. covered.
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NEW Collaborating with Google —

Hands-on projects that allow students

to apply the skills they have learned in a

Google project to demonstrate proficiency.
Skills and Procedures Summary NEW Project Summary
Chart — Provides a quick review of the Chart — Provides an overview
skills and tasks covered in each chapter

of project types and locations.

Collaborating with Google
To complete this project, you will need a Google account
(refer fo the Common Features chapter)
You will save your files as:
* Last_First wrd01_GPSnip1
= Last First wrd01_GPSnip2 Review
. ) - )
The following table summarizes the SKILLS AND PROCEDURES covered in this chapter. 1. Open a e browser: Logino your Googe account,and thencick Project Summary Chart
the Google Apps button — =
Project Project Type
u 2. Click the Drive button to open Google Drive. If you receive a v LA
v Home ab r op-up message, ead the esage, and then click Next Read each
= @+0 message, and then close the dialog box. Sl Review Review
2 Applystyles Home tab — Styles group — cick desired style s.q and Skills Assessment 1 Review
2 document.
s Assossmont 2
B 4. Type City Engineer Position press [Eiir] twice, and then type the —= Sl ont Review Book
3 with the ' pointer, double-click. information shown in Figure 1. My Skils Problem Solving Book.
3 Undoanacton Quick Access Toolbar — Unda (repeat as needed) = @@ e sae SL’S’;:T‘E‘:ZZ‘;?:’.&:".“ the Styles button, and then click - e Problem Solving o=
R [csectel] D= EpOED= = E N )+ @ . Sclct the text Mirinmun qualictions. On the it tab, clck Cut il Challenge 1 Cilcal hinkng ez
e (o) + (i) Click Bolpate andiin ©1015Cogltoe Alliger e Gage b Gl Logomre_Fighre 2
0 | = pres ) e o o e Sls Chatlenge 2 Crtical Tinking Book
7. On the Insrttab,click Footer. Inth foter, type Last First w0l
0 (e Select ext,then Home ta — Ciposrd group - Copy H @+ e o — More Skils Assessment T
4 ocwen Seect o, ten Home o Clboard group —+ Cut o @ e 8. 0n the Toolstab,click Spel > R  ChaplrLiid Bt
& Pt Postion inseton po, than Home ta — Cliboard roup — Pste @@ 9 Click the document il Uniiled document. Vriy City Engineer G111 i then Minimizethe Sipping Too mrkup window:
5 Roviwtab = 13.Inthe Share with othersdiaog box, cick Send.
7 i = 10.CI 14.0n the taskbas ipping Tool button. Click the New MOS Objectives Covered (Quiz in
Gilck once for one time, double-click for multple times. P py mf‘d et s Bl Sni EEE DR =t i}
: [ Ee) another user Chapter foderas Las s wrd0r GFSmip?
15. 14 Inset heoders and fole 212C Cul copy and pastefoxt
8 Apply small caps In Font dialog box, select Small caps check box instructor. insert headers or " e
s bn 2
roup — Footer -+ Edt Foter o
n — 12.Click i} Toot il oon: 1.44C Splitthe window 221 C Apply font formatting
10 View two pages View tab —» Zoom group — Multiple Pages 145 C Add document properties 222 C Apply formatting by using Format Painter
0
MS12 nset srsen st Insrt 12— usratons group - Screenshot
MS13  Show the ruler View tab —» Show group —» Ruler check box selected 1.8 51
MS1a Spitthe indow Viow tas — Window goup - Spit )
WS4 nsertsymto Insert b - Symbols group > Syt
[ P ——— e | ot et 48

CAPSTONE PROJECT . .
- Office Onine (formerly Web

T e ——— App) Projects — Students use Cloud
o e e - computing to save files; create, edit, and
share Office documents using Office On-

line; and create Windows Live groups.

1. Start Word 2016, and then open the student data file wrd_CAPVisitUs. Use.
Save Word App Level Projects and th the

fleto the folder as Last_First wrd_ U Insert the FileName field in
the foote. If necessary, display the formatting macks,

2. UseFind
Aspen Falls

3. ch d
the letterhead,

18, appl
set the character spacing to Expanded by 2 pt.

and then compare your screen with Figure 1

Rrrhes : w Using Excel Online to Create a Flyer

Accent 4, Outl

» Recall that Excel Online can be used to create,edit, and format
Excel

Application Capstones — For each I g v b B e

» Recall that OneDrive is a free cloud-based service from Microsoft ~» Excel Online provides a minimal number of features. If you need
that allows you to save your work to d from an Intenet- 2 e

application we provide two comprehensive BT AT D deors
projects covering all of the Skills. The

capstones are available as a Homework and pE—
Assessment version, with the Assessment S e D e
version earning a MIL Badge. Also available L ST
as a Grader project in MyITLab. T
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) I
MyITLab grader project

skills 1 (W)
. . ject, in e —— e -——
covering all 10 skills (homework P %
o1 SALegacy
and assessment versions) e
T i it SATLond 7D
AL vt e e oy o Lot PO
il A stronger progression from point and click to
practice, and critical thinking. : " -
Skills Review | "/TLib" ) S R o e
g e . . . - 5. o the e ad he sl D i My
o o e e o From Point and Click to Critical Thinking A, o
Ye ill file 3 = — " . v AL’ g . "
e e Tonr vt . Skills 1-10 Annotated linear steps that tell ‘where to click e e
Lot it wrdol_SKFark (D) o Guidedlearning el iy . e
- s.0nr =i
e o i e e vt Skills Review Linear steps that tell them ‘where fo click’ one T
e B e e e o i s, ot g o Guided practice more time. oo
e eter it the formaton how i e .Ut S & oo il el nd W
e A s Lt ot e You ke ot o o whh [ = 2 Skills Assessments Linear steps that fell them ‘what fo click’ but not ::mmmm;\gmmenvemrw-ngsmhgzz 4
e s oLt e . Independent practice necessarily where. ot e
i o o T henaprly heNo Spacng . o ) T o @
PR G r My Skills Students transfer their skills fo a different sce-
et he inode adcpes. Transfer of skills nario—a personal document, instead of busi-
- “““‘“"ﬁTﬂ,n'\.m'fi,’\:%i‘ﬁi\ﬁ?:“iii’i‘ﬁfiK,”Z” oo on ness document.
s EARCA) vt deduaio. Compareyou s i i
3 v Lasi [y T—— igure 2 i i U i ir ows I
;5‘"‘““"“““*"'“*”’”"“‘"’?’"’““““ R Visual Skills Check Students defermine their own sfeps to create the - Visual skills Check
Ope: oL ¢ . . . . : . ISu ills Cl
Eilfing group ik el and el Selct A & Non-linear problem-solving docurnenlt shown in the figure and described in s e uiquges WU T
o B e P e the directions. et
. Ot Home ta,in the Clpbosd goup, i . : | fou willsave your e as:
PO onct i ot ik e —— Skills Challenge 1 Typically a document that needs fixed" by apply the Lot ot i VSCene
e Apply skills to fix skills in the chapter. The problems are described in e e
ot s Wit W Ghaptrt < 177 problems a way that the challenge is deciding how fo fix the o coment sowm i,"L"z.‘:S;:’:::*
) - . . " as Last_First_wrd01_VSCenter in your
problems, not figuring out what the directions mean g;;m"g;;,gmm;mm;ﬂ
or how it will be graded. e et e dociment Pt et ol
e docament sing e ol o ot
. . ; . e Vi i e gt
— Skills Challenge 2 Typically a project that requires some research ;’m:“:m“sw'":’:“;‘:ét's‘;fmp
Conduct research fo fo determine the content of the document. and then it el s discted by your
solve a problem Directions are written in a way that the chal-

s

lenge is deciding what to say and how best o
format the document, not figuring out what the
directions mean or how it will be graded.

Problem Solving

w—— My Skills — - T
— To complete this project, you will need the following file: More Skills Assessment Alinear project that tells them “what" to do, but not
) o e ancument necessarily “where” fo do it. Covers the core skills =
You wil save your fle as: - ,
[ - ICE——— from the the 4 More Skills projects R
R = T
e v it e S
==
2 Type your st ad Lot ames and
e o P
il i T o oot

e appy e No Spacingic

information. At the beginin of the your Rame.
b 5 Review

. MyTLab )
FISTETE,  [ERphhitits More Skills Assessment ( /%"
5 this Skills Chqllenge 1 To complete this project, you will need the following file:
hapt tomake e - e
To complete this project, you will need the You will save your file as: EEELAR A
et and thecompare your s lowing file: = Last_Firs_wrd01_SClTrustees You will save your fles as:
with i « wed01 SCITrustees = Last_First_wrd01_MSAMemo
9. Saveth e, Close Word,and then = -
nstructor S CITrustees, and then onr. = Last_First_wrd01 MSASnip2 ]
itin your chapter folder as Last First wed) ] SC1 Trustees the pacagraphs in alphabeticalorder by heading, Format the
¢ o - Ieacing and e headings o visually organize the report. Bo
3 successul iterhip as an = pp 1 strt =0
0, s 0, Mt ot Figors At i i 0 lose Word, 0L MSAM
HHZOTIEID D e Foge T and e vord: Last_First_wrd01_MSAMemo = =
the report startson Page 2. 2. Open the Dacument Inspector dialog box.Verify al of the X
check boes areselected, and then clck Inspect. To theright of
OnPage 1 ot g gt ndprrh B —— Comments Revin orions. nd Ao ik
spacing so that it follows the block sty busin Remove All button, and then Close the dialog box.
Sk 110 Format e bt =
Falls Pl Libary tands out from the restofthe lter: LOpmeom ent Propesties dialo box. Click i the Tt box,
ot Lt e | Mirosot WordChaper 1+ 181 e ype Hcity o Clck e Company b P fean
Fall ity Holl and then compare your screen with Fgore
N “osm Tool
> skills Challenge 2 ip In e Sippi
To,complete this project, you will nesd the You will save your file as: e ol oo o Chr P At
foNowing) = Last_First_wrd01_SC2Recommendation the file Last Frst werdD]_ Fowe 2
- SR — 10,00 thetks ke SnppingTol bton, Clck e New
5. Inthe Document Propertes dialo box, cick OK. button F, and then e np Ses e nplnyour
Deborah Davidson, For cach fes, wite  short paragraph describing 6.0nP: Press and hold chapter lder a Last Pt w01 MSASn2 Close te Sipp
FallsCity Hall, @ & T ool markup window:
etes sl ? ina o wylethecty MA):;mu o n,Tw:ﬂ windo: 11 Remove the splt from the Word windov.
indentd pragraphs should be used letter sing thestyle you recommended. Inset the ileName 7. Onfhe kb, ic 12.0n Page | lace th
. oo and ast First wrd0l_ point o the end ofthe document. hyphens with the Em Dash symbol
lose Word, . i
Sommarize yous g i loen dressed o Debora ¥ O heView ay ey el iy and tensplt he 14.Save the e, Close Word, and then submit the ks s directed by
Davidson, Public Informaion Speciaist, Aspen Falls ity Hall, ow. Inthe upper window, display the top of Page 1, and in the your instructor
5005 Aspen Street, Aspen Falls, CA 93463, [ e —— i e S el Py et g
I S —
184+ Wcroso Word Ghaper | rcss s s i
oot e | Wi e Shoter |+ 183
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MyITLab

Skills for Success combined with MyITLab gives you a completely integrated learning solution: Instruction, Training,
& Assessment

M eText

M Training & Assessment Simulations

B Grader Projects

Student Resources and Videos!
u WATCH Watch Skills videos (formerly Student Training) — Each skill within a chapter comes with an
instructor-led video that walks students through how to complete the skill.

BizSkills \  BizSkills Videos and discussion questions cover the important business skills students need to be successful—-
Video Interviewing, Communication, Dressing for Success, and more.

Student Data Files — are all available on the Companion Website using the access code included with your book.
pearsonhighered.com/skills

PowerPoint Lectures — PowerPoint presentations for each chapter
Audio PPTs —Provide an audio version of the PowerPoint presentations for each chapter

Instructor Materials

Application Capstone Projects — Covering all of the Skills for each application. Also available as MyITLab grader
projects

Instructor's Manual — Teaching tips and additional resources for each chapter

Student Assignment Tracker — Lists all the assignments for the chapter; you just add in the
course information, due dates and points. Providing these to students ensures they will know
what is due and when

Scripted Lectures — Classroom lectures prepared for you

All Student and Instructor
Materials available
in MyITLab.

Annotated Solution Files — Coupled with the scoring rubrics, these create a grading and
scoring system that makes grading so much easier for you

PowerPoint Lectures — PowerPoint presentations for each chapter
Audio PPTs —Provide an audio version of the PowerPoint presentations for each chapter
Prepared Exams — Exams for each chapter and for each application

Detailed Scoring Rubrics — Can be used either by students to check their work or by you as a
quick check-off for the items that need to be corrected

Syllabus Templates — For 8-week, 12-week, and 16-week courses
Test Bank — Includes a variety of test questions for each chapter
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CHAPTER — ———

Common Features of Office 2016

» Microsoft Office is a suite of several programs—Word,
PowerPoint, Excel, Access, and others.

» Each Office program is used to create different types of personal
and business documents.

» The programs in Office 2016 share common tools that you use in
a consistent, easy-to-learn manner.

formai DUSIiNess
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¥
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2 + Common Features Chapter 1 | Common Features of Office 2016

» Some common tasks include opening and saving files, entering
and formatting text, inserting pictures, and printing your work.

» Because of the consistent design and layout of the Office
applications, when you learn to use one Microsoft Office
application, you can apply many of the same techniques when
working in the other Microsoft Office applications.

Aspen Falls City Hall

In this project, you will create documents for the Aspen Falls City
Hall, which provides essential services for the citizens and visitors of
Aspen Falls, California. You will assist Janet Neal, Finance Director,
to prepare a presentation for the City Council. The presentation will
explain retail sales trends in the city. The information will help the
council to predict revenue from local sales taxes.

Microsoft Office is a suite of tools designed for specific tasks. In
this project, the data was originally stored in an Access database. You
will use Word to write a memo to update your supervisor about the
project’s status. Next, you will use Excel to create a chart from that
data, and then use PowerPoint to display the chart to an audience. In
this way, each application performs a different function and creates a
different type of document.

In this project, you will create a Word document, and open existing
files in Excel and PowerPoint. You will write a memo, format an Excel
worksheet, and update chart data, and then place a copy of the chart
into a PowerPoint presentation. You will also format a database report
in Access. In all four applications, you will apply the same formatting
to provide a consistent look and feel.



Ouicome

Using the skills in this chapter, you will be able to open Office
applications, save files, edit and format text and pictures,
apply themes, use the Mini toolbar and Backstage view, format
worksheets and reports, and paste objects into presentations.

Objectives
1 Explain the common features of Office 2016 applications

2 Modify documents
3 Prepare a presentation
4 Differentiate the uses of each Office 2016 application

5 Create Word, Excel, PowerPoint, and Access files for a
presentation

SKILLS

At the end of this chapter, you will be able to:

Skill 1 Start Office Applications

Skill 2 Open and Save Student Data Files

Skill 3 Type and Edit Text

Skill 4 Format Text and Save Files

Skill 5 Apply Themes and Use the Mini Toolbar
Skill 6 Use Backstage View

Skill 7 Insert and Format Images

Skill 8 Format Worksheets

Skill 9 Copy and Paste Objects and Format Slides
Skill 10 Format Access Reports

MORE SKILLS

Skill 11 Store Files Online

Skill 12 Share Office Files

Skill 13 Install Office Add-ins

Skill 14 Customize the Ribbon and Options

4 N\
Student data files needed for this chapter:

cf01_Memo (Word)

cf01_Parks (Word)
cf01_RetailChart (Excel)
cf01_RetailSlides (PowerPoint)
cf01_RetailData (Access)

You will save your files as:

Last_First_cf01_Parks (Word)
Last_First_cf01_Memo (Word)
Last_First_cf01_RetailMemo (Word)
Last_First_cf01_RetailChart (Excel)
Last_First_cf01_RetailSlides (PowerPoint)

KLast_First_ch1_Retai1Data (Access) Y,

Aspen Falls City Hall

Tax Barse Ml

Freafr Maria Martines
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» The way that you start an Office
application depends on what operating
system you are using and how your

computer is configured.

» Each application’s start screen displays
links to recently viewed documents and
thumbnails of sample documents that you
can open.

1. If necessary, turn on the computer, sign
in, and navigate to the desktop. Take a
few moments to familiarize yourself with
the various methods for starting Office
applications as summarized in Figure 1.

One method that works in both
Windows 8.1 and Windows 10 is to press
(the Windows key located between

and to display the Start menu
or screen. With Start displayed, type the
application name, verify that Word is

selected, and then press Enter .

2. Use one of the methods described in the
previous step to start Word 2016, and
then take a few moments to familiarize
yourself with the Word start screen as
shown in Figure 2.

Your list of recent documents will vary
depending on what Word documents you
have worked with previously. Below the
list of recent documents, the Open Other
Documents link is used to open Word files
that are not listed.

= Continve to the next page to complete the skill }

Common Methods to Start Office 2016 Applications

Location

Start screen tile
Desktop
Taskbar

Windows 10 Start
menu

All locations

Search the web and
Windows

Figure 1

Word

Figure 2

Common Features Chapter 1 | Common Features of Office 2016

Description

Click the application’s tile
Double-click the application’s desktop icon
Click the application’s taskbar button

Click Start and look in pinned or most used apps.
Or click All apps and locate the Office application
or the Microsoft Office 2016 folder.

Press H type the application’s name, select the
correct application, and then press (Enter ).

Type the application’s name, and then press

Word 2016 start page [« « e s o

Recent documents

Lillsioriuccess 20M
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Figure 3

PowerPoint ergemes st eme .
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3. If desired, click Sign in to get the most
out of Office, and then follow the
onscreen directions to sign in using your
Microsoft account.

Logging in enables you to access Microsoft
Cloud services such as opening and
saving files stored on your OneDrive.
Unless otherwise directed, signing in to
your Microsoft account is optional in this
book. To protect your privacy, you should
sign in only if you are already signed in

to Windows using a unique username,

not a shared account. For example, many
public computers share an account for
guests. When you are logged in to your
Microsoft account, your name and picture
will display in the upper right corner of the
window.

4. Using the technique just practiced, start
Excel 2016, and then compare your
screen with Figure 3.

Worksheets are divided into cells—boxes
formed by the intersection of a row and
column into which text, objects, and data
can be inserted. In Excel, cells can contain
text, formulas, and functions. Worksheets
can also display charts based on the values
in the cells.

5. Start PowerPoint 2016, and then compare
your screen with Figure 4.

PowerPoint presentations consist of
slides—individual pages in a presentation
that can contain text, pictures, or other
objects. PowerPoint slides are designed to
be projected as you talk in front of a group
of people. The PowerPoint start screen has
thumbnails of several slides formatted in
different ways.

= You have completed Skill 1 of 10
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» In this book, you will frequently open
student data files.

)

. Before beginning this skill, download

the student data files for this chapter and
unzip or copy them; use Figure 1 as an
example. Follow the instructions in the
Getting Started with Windows 10 chapter
or provided by your instructor.

. On the taskbar, click the Word button .

If necessary, start Word.

. On the Word start page, click Open

Other Documents to display the
Open page. If you already had a blank
document open, click the File tab instead.

. On the Open page, click This PC, and

then click the Browse button.

. In the Open dialog box navigation pane,

navigate to the student files for this
chapter, and then compare your screen
with Figure 2.

. In the Open dialog box, select cf01_Memo,

and then click the Open button.

. If the Protected View message displays,

click the Enable Editing button.

Files downloaded from a website typically
open in Protected View—a view applied
to files downloaded from the Internet that
allows you to decide if the content is safe
before working with the file.

. On the File tab, click Save As. Click

Browse. Navigate to the location where
you will be saving your files. In the Save
As dialog box, click the New folder
button, and then type Common Features
Chapter

Save As is used to select the location where
you want to save your work. You can
choose to save to your OneDrive or other
locations on your computer.

= Continve to the next page to complete the skill’
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12.

13.

14.

15.

change the text to Last_First_cf01_Memo
using your own name.

In this book, you should substitute your
first and last name whenever you see the
text Last_First or Your Name.

Compare your screen with Figure 3, and
then click the Save button.

You can use Save As to create a copy of a
file with a new name. The original student
data file will remain unchanged.

By default, the Save As dialog box displays
only those files saved in the current
application file format.

On the taskbar, click the PowerPoint
button to return to the PowerPoint start
screen. If necessary, start PowerPoint.

On the PowerPoint 2016 start screen,
click Open Other Presentations to
display the Open page. If you already
had a blank presentation open, click the
File tab instead.

On the Open page, click This PC, and
then click the Browse button. In the
Open dialog box, navigate to the student
files for this chapter, and then open
cf01_RetailSlides. If necessary, enable
the content.

On the File tab, click Save As, and then
use the Save As page to navigate as
needed to open your Common Features
Chapter folder in the Save As dialog box.

On most computers, your Word and
Excel files will not display because the
PowerPoint Save As dialog box is set to
display only presentation files.

Type Last_First_cf01_RetailSlides and
then click Save. Compare your screen
with Figure 4.

= You have completed Skill 2 of 10
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» New documents are stored in RAM—the
computer’s temporary memory—until you
save them to more permanent storage such
as your hard drive, USB flash drive, or
online storage.

» To edit is to insert, delete, or replace text in an
Office document, workbook, or presentation.

» To edit text, position the insertion point—
a flashing vertical line that indicates where
text will be inserted when you start typing—
at the desired location or select the text you
want to replace.

1. On the taskbar, click the Word button
to return to the Last_First_cf01_Memo
document.

2. Click the Date placeholder—/[Click to
select date]—and then click the date arrow
to open the calendar. In the calendar,
click the current date.

Placeholders—are reserved, formatted
spaces into which you enter your own
text or objects. If no text is entered, the
placeholder text will not print.

3. In the Subject placeholder, type Sales
Tax Revenues Compare your screen with
Figure 1.

4. Press(Ctl) + to place the insertion
point in the Type memo here
placeholder—[Type memo here]—and then
type the following: As per your request, the
Retail Sales slides will be ready by the end
of today. I will send them to you so you
can insert them into your presentation.
Let me know if you have any questions.
Compare your screen with Figure 2.

Word determines whether the word will
fit within the established margin. If it does
not fit, Word moves the entire word to the
beginning of the next line. This feature is
called word wrap.

= Continve to the next page to complete the Skl“’
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SKILL 3: Type «

B %-4 0 - reva— 5. In the Re: line, click to the left of Tax to
h Home | b D Lwwr  Rswwos  Vedegs  Reler  Ter D Lywr e s oo senr i bl - - | place the insertion point at the beginning
s it 11 (& 4 M % SR ST il Al Anibd: | Aaoce S iamcer 5 of the word. Press Delete ] four times
h-"'t:::"-'. T Ax-a B -,..: |- 8- | e tones Uhaviiimes] T demie S ) to delete the word Tax and the space
' ' . ' o ) following it.

The Delete key deletes one letter at a time
moving from left to right. The name on

your keyboard may vary—for example,
DEL, Del or Delete. Another option would
be to double-click— is to click the left

M e m o mouse button two times quickly without

moving the mouse—or to double-tap—tap

:‘- aet el the screen in the same place two times
o ::n quickly—the text to delete the word.

Dot Sepsmbes 27, 508 After selecting text, the Mini toolbar—a
e &r‘ toolbar with common formatting

commands—displays near the selection.

6. Click to the right of Revenues. Press
one time to delete the letter

s S ey wll b e o vl e fhveem 3
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Word 2016, Windows 10, Microsoft Corporation Figure 3 s, and then compare your screen with
Figure 3.
: The Backspace key deletes one letter at a
| B -0 0 B 4 customize Quick time moving from right to left. The name
Fiwen L v s ase i 1 N -
— | Access Toolbar . e on your keyboard may vary—for example,
L e TR aseecel Aall Aatbe, dskce MR o L BACK, Backspace, or simply a left-facing
e B T [ mE w Bk m E- S5 iy Tnt | 7 Covvpan.. 1 Hisichng 1 1 Piermsl Tew  SeERe (v oo T
et | Print Preview | . e ] s - - - G
and Print 7. Press + [End). Type Thank you On

the Quick Access Toolbar, and then click

8. Click the Customize Quick Access
Toolbar button, and then from the menu,

Me mo click Print Preview and Print Compare

your screen with Figure 4.

1:_ :::m 9. Click the Print Preview and Print button

P to view how the memo will look in

Daim  Scpstes 27, 2098 printed form. Click the Back button )]

i e to return to the document. Keep the file
open for the next skill.
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= You have completed Skill 3 of 10

Word 2016, Windows 10, Microsoft Corporation Figure 4

Common Features of Office 2016 | Common Features Chapter1 -« 9





