Microsoft

EXCEL 2013

COMPLETE




Microsoft

EXCEL 2013

Steven M. Freund Contributing Author

] Raymond E. Enger
Mali B. Jones

Joy L. Starks

Indiana University Purdue University Indianapolis

S 3
~» CENGAGE = i
i~ learning = Suris.

Australia ¢ Brazil « Japan « Korea « Mexico * Singapore « Spain ¢ United Kingdom  United States

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



This is an electronic version of the print textbook. Due to electronic rights restrictions, some third party content may be suppressed. Editorial
review has deemed that any suppressed content does not materially affect the overall learning experience. The publisher reserves the right to
remove content from this title at any time if subsequent rights restrictions require it. For valuable information on pricing, previous
editions, changes to current editions, and alternate formats, please visit www.cengage.com/highered to search by
ISBN#, author, title, or keyword for materials in your areas of interest.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



CENGAGE
Learning:

Microsoft® Excel® 2013: Complete
Steven M. Freund, Mali B. Jones, Joy L. Starks

Executive Editor: Kathleen McMahon

Senior Product Manager: Emma F. Newsom
Associate Product Manager: Crystal Parenteau
Editorial Assistant: Sarah Ryan

Print Buyer: Julio Esperas

Director of Production: Patty Stephan

Content Project Manager: Matthew Hutchinson
Development Editor: Lyn Markowicz

Senior Brand Manager: Elinor Gregory

Market Development Manager: Kristie Clark

Market Development Manager:
Gretchen Swann

Marketing Coordinator: Amy McGregor

QA Manuscript Reviewers: Jeffrey Schwartz,
John Freitas, Serge Palladino, Susan Pedicini,
Danielle Shaw, Susan Whalen

Art Director: GEX Publishing Services, Inc.
Text Design: Joel Sadagursky

Cover Design: Lisa Kuhn, Curio Press, LLC
Cover Photo: Tom Kates Photography
Compositor: PreMediaGlobal

Copyeditor: Harold Johnson

Proofreader: Karen Annett

Indexer: Rich Carlson

Microsoft and the Office logo are either
registered trademarks or trademarks of
Microsoft Corporation in the United States
and/or other countries. Cengage Learning is
an independent entity from the Microsoft
Corporation, and not affiliated with Microsoft
in any manner.

Printed in the United States of America
123456717161514 13

© 2014 Cengage Learning

ALL RIGHTS RESERVED. No part of this work covered by the copyright herein
may be reproduced, transmitted, stored or used in any form or by any means
graphic, electronic, or mechanical, including but not limited to photocopying,
recording, scanning, digitizing, taping, Web distribution, information networks,
or information storage and retrieval systems, except as permitted under
Section 107 or 108 of the 1976 United States Copyright Act, without the prior
written permission of the publisher.

For product information and technology assistance, contact us at
Cengage Learning Customer & Sales Support, 1-800-354-9706
For permission to use material from this text or product,
submit all requests online at cengage.com/permissions
Further permissions questions can be emailed to
permissionrequest@cengage.com

Library of Congress Control Number: 2013941391

ISBN-13: 978-1-285-16844-9
ISBN-10: 1-285-16844-5

Cengage Learning

20 Channel Center Street
Boston, MA 02210

USA

Cengage Learning is a leading provider of customized learning solutions with
office locations around the globe, including Singapore, the United Kingdom,
Australia, Mexico, Brazil, and Japan. Locate your local office at:
international.cengage.com/region

Cengage Learning products are represented in Canada by Nelson Education, Ltd.

To learn more about Cengage Learning, visit www.cengage.com

Purchase any of our products at your local college bookstore or at our
preferred online store at www.cengagebrain.com

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



Microsoft

EXCEL 2013

Contents

Preface ix
To Expand a Folder, Scroll through Folder
Microsoft Oﬁlce 2013 a Wlndows 8 _ Contents, and Collapse a Folder OFF 28
To Switch from One App to Another OFF 29
. . To Save a File in a Folder OFF 29
gfflcet'z(:1c3 and Vi\:,md?jv;?(s" Navigating in Dialog Boxes OFF 32
s§e|:| 1al Concepts an iis To Minimize and Restore a Window OFF 32
Objectives OFF1 To Save a File on SkyDrive OFF 33
Roadmap ] ) OFF 2 Screen Resolution OFF 36
Introduction to the Windows 8 Operating To Change the Screen Resolution OFF 37
System OFF 2 To Exit an App with One Document Open OFF 38
Using a Touch Screen and a Mouse OFF 3 To Copy a Folder to a USB Flash Drive OFF 39
Scrolling OFF 5 Additional Common Features of Office Apps OFF 40
Keyb'oard S.hortcuts OFF 6 To Run an App Using the Search Box OFF 41
Star'Flng Windows OFF 6 To Open an Existing File OFF 42
To Sign In to an Account OFF 7 To Create a New Workbook
The Windows Start Screen OFF 8 from the Backstage View OFF 43
'"trOdlfCtmn to M'Fr°5°ﬂ Office 2013 OFF 9 To Close a File Using the Backstage View OFF 45
Microsoft Office 2013 Apps OFF 9 To Open a Recent File Using the
Microsoft Office 2013 Suites OFF 9 Backstage View OFF 45
Running and Using an App OFF 10 To Create a New Blank Workbook
Excel OFF 10 from File Explorer OFF 46
To Run an App from the Start Screen OFF 11 To Run an App from File Explorer
Windows Desktop OFF 13 and Open a File OFF 47
To Switch between an App To Save an Existing File with
and the Start Screen OFF 13 the Same File Name OFF 48
To Maximize a W'”_dOW ] OFF 14 Renaming, Moving, and Deleting Files OFF 50
Excel Workbook Window, Ribbon, and To Rename a File OFF 50
Elements Common to Office Apps OFF 14 To Move a File OFF 51
To Display a Different Tab on the Ribbon OFF 19 To Delete a File OFF 52
To Collapse and Expand the Ribbon Microsoft Office and Windows Help OFF 53
and Use Full Screen Mode OFF 19 To Open the Help Window in an
To Use a Shortcut Menu to Relocate Office App OFF 53
the_chk Acc_ess Toolbar OFF 21 Moving and Resizing Windows OFF 53
To Customize the Quick Access Toolbar OFF 22 To Move a Window by Dragging OFF 53
) To Enter a Wc?r!<shee.:t Title OFF 22 To Resize a Window by Dragging OFF 54
Saving and Organizing Files OFF 23 Using Office Help OFF 55
Organizing Files and Folders OFF 24 To Obtain Help Using the ‘Search online
To Create a Folder OFF 25 help’ Text Box OFF 55
Folder Windows OFF 26 To Obtain Help Using Help Links OFF 56
To Create a Folder within a Folder OFF 27

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



iv Contents Microsoft Excel 2013 Complete

Obtaining Help while Working in an
Office App
Using Windows Help and Support
To Use Windows Help and Support
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

Office 365 Essentials
Objectives
Introduction to Office 365
Cloud Computing
What Is Office 365?
Office 2013 and Office 365 Features
Comparison
Subscription-Based Office 365 Plans
First look at Office 365
Productivity Tools
Email and Calendars
Online Meetings
File Sharing
Website Creation
Synchronization
Multiple Device Access to Office 365
Teams Using Office 365 in Business
Email Communication Using Exchange
Collaboration Using SharePoint
Website Design Using SharePoint
Real-Time Communications Using Lync
Chapter Summary
Consider This: Your Turn

CHAPTER ONE
Creating a Worksheet and a Chart

Objectives
Introduction
Project — Worksheet and a Chart
Roadmap
Selecting a Cell
Entering Text
To Enter the Worksheet Titles
AutoCorrect
To Enter Column Titles
To Enter Row Titles
Entering Numbers
To Enter Numbers
Calculating a Sum
To Sum a Column of Numbers

OFF 56
OFF 57
OFF 57
OFF 58
OFF 60
OFF 61
OFF 61
OFF 62
OFF 63
OFF 64

Microsoft Office 365

CLD 1
CLD 2
CLD 2
CLD 3

CLD 4
CLD 5
CLD 6
CLD 6
CLD 7
CLD 7
CLD 7
CLD 8
CLD 8
CLD 8
CLD 9
CLD 10
CLD 10
CLD 11
CLD 11
CLD 15
CLD 15

microsoft EXcel 2013

EX1
EX 2
EX 2
EX 4
EX 6
EX 6
EX7
EX9
EX9
EX 11
EX 12
EX 12
EX 14
EX 14

Using the Fill Handle to Copy a
Cell to Adjacent Cells
To Copy a Cell to Adjacent Cells in a Row
To Determine Multiple Totals
at the Same Time
To Enter a Formula Using the Keyboard
Formatting the Worksheet
Font Style, Size, and Color
To Change a Cell Style
To Change the Font
To Bold a Cell
To Increase the Font Size of a Cell Entry
To Change the Font Color of a Cell Entry
To Center Cell Entries across Columns
by Merging Cells
To Format Rows Using Cell Styles
To Format Numbers in the Worksheet
To Adjust the Column Width
To Use the Name Box to Select a Cell
Other Ways to Select Cells
Adding a Pie Chart to the Worksheet
To Add a 3-D Pie Chart
To Apply a Style to a Chart
Changing the Sheet Tab Names
To Move a Chart to a New Sheet
To Change the Worksheet Tab Name
Document Properties
Printing a Worksheet
To Preview and Print a Worksheet
in Landscape Orientation
AutoCalculate
To Use the AutoCalculate Area to
Determine a Maximum
Correcting Errors
Correcting Errors while Entering Data
into a Cell
Correcting Errors after Entering Data
into a Cell
Undoing the Last Cell Entry
Clearing a Cell or Range of Cells
Clearing the Entire Worksheet
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER TWO

Formulas, Functions, and Formatting

Objectives
Introduction
Project — Worksheet with Formulas
and Functions
Roadmap
Entering the Titles and Numbers into
the Worksheet

EX 15
EX 16

EX 18
EX 20
EX 22
EX 23
EX 24
EX 25
EX 26
EX 27
EX 28

EX 29
EX 30
EX 32
EX 34
EX 35
EX 36
EX 37
EX 38
EX 40
EX 41
EX 41
EX 42
EX 44
EX 45

EX 46
EX 48

EX 48
EX 49

EX 50

EX 50
EX 51
EX 52
EX 52
EX 54
EX 55
EX 57
EX 58
EX 59
EX 63
EX 64

EX 65
EX 66

EX 66
EX 68

EX 70

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



Entering Formulas
To Enter a Formula Using the Keyboard
Arithmetic Operations
Order of Operations
To Enter Formulas Using Point Mode
Option Buttons
Using the AVERAGE, MAX, and MIN Functions
To Determine the Highest Number in
a Range of Numbers Using the
Insert Function Box
To Determine the Lowest Number
in a Range of Numbers Using
the Sum Menu
To Determine the Average of a Range of
Numbers Using the Keyboard
Verifying Formulas Using Range Finder
To Verify a Formula Using Range Finder
Formatting the Worksheet
To Change the Workbook Theme
To Change the Background Color
and Apply a Box Border to
the Worksheet Title and Subtitle
To Format Dates and Center
Data in Cells
Formatting Numbers Using the Ribbon
To Apply an Accounting Number Format
and Comma Style Format Using
the Ribbon
To Apply a Currency Style Format with
a Floating Dollar Sign Using the
Format Cells Dialog Box
To Apply a Percent Style Format and
Use the Increase Decimal Button
Conditional Formatting
To Apply Conditional Formatting
Conditional Formatting Operators
Changing Column Width and
Row Height
To Change Column Width
To Change Row Height
Checking Spelling
To Check Spelling on the Worksheet
Additional Spell Checker Considerations
Printing the Worksheet
To Change the Worksheet's Margins,
Header, and Orientation in Page
Layout View
To Print a Section of the Worksheet
Displaying and Printing the Formulas Version
of the Worksheet
To Display the Formulas in the
Worksheet and Fit the Printout
on One Page
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.

EX73
EX73
EX 75
EX 75
EX 76
EX 79
EX 81

EX 82

EX 84

EX 86
EX 89
EX 89
EX 89
EX 91

EX 93

EX 96
EX 97

EX 97

EX 98

EX 99
EX 100
EX 100
EX 103

EX 103
EX 103
EX 106
EX 107
EX 108
EX 109
EX 110

EX 110
EX 114

EX 115

EX 115
EX 118
EX 119
EX 121
EX 122
EX 123
EX 127
EX 128

Microsoft Excel 2013 Complete Contents v

CHAPTER THREE

Working with Large Worksheets,
Charting, and What-If Analysis
Objectives
Introduction
Project — Financial Projection Worksheet
with What-If Analysis and Chart
Roadmap
Rotating Text and Using the Fill Handle
to Create a Series
To Rotate Text in a Cell
To Use the Fill Handle to Create
a Series of Month Names
Using the Auto Fill Options Menu
To Increase Column Widths
To Enter and Indent Row Titles
Copying a Range of Cells to a Nonadjacent
Destination Area
To Copy a Range of Cells to a
Nonadjacent Destination Area
Using the Paste Options Menu
Using Drag and Drop to Move or
Copy Cells
Using Cut and Paste to Move Cells
Inserting and Deleting Cells in a Worksheet
To Insert a Row
Inserting Columns
Inserting Single Cells or a Range of Cells
Deleting Columns and Rows
To Enter Numbers with Format Symbols
To Enter and Format the System Date
Absolute Versus Relative Addressing
To Enter a Formula Containing
Absolute Cell References
Making Decisions — The IF Function
To Enter an IF Function
To Copy Formulas with Absolute Cell
References Using the Fill Handle
Nested Forms of the IF Function
Adding and Formatting Sparkline Charts
To Add a Sparkline Chart to
the Worksheet
To Change the Sparkline Style
and Copy the Sparkline Chart
To Change the Sparkline Type
Formatting the Worksheet
To Assign Formats to Nonadjacent Ranges
To Copy a Cell’s Format Using
the Format Painter Button
Adding a Clustered Column Chart
to the Workbook
To Draw a Clustered Column Chart on
a Separate Chart Sheet Using
the Recommended Charts Feature
To Insert a Chart Title
To Add Data Labels
To Apply Chart Filters
To Add an Axis Title to the Chart

EX 129
EX 130

EX 130
EX 134

EX 135
EX 135

EX 137
EX 138
EX 139
EX 140

EX 141

EX 141
EX 142

EX 143
EX 144
EX 144
EX 144
EX 145
EX 145
EX 146
EX 147
EX 148
EX 151

EX 153
EX 154
EX 156

EX 158
EX 159
EX 160

EX 160

EX 162
EX 162
EX 163
EX 164

EX 168

EX 170

EX 171
EX 172
EX 173
EX 174
EX 174



vi Contents Microsoft Excel 2013 Complete

To Change the Chart Style
To Modify the Chart Axis Number Format
Organizing the Workbook
To Reorder the Sheet Tabs
Changing the View of the Worksheet
To Shrink and Magnify the View
of a Worksheet or Chart
To Split a Window into Panes
To Freeze Worksheet Columns and Rows
What-If Analysis
To Analyze Data in a Worksheet
by Changing Values
To Goal Seek
Goal Seeking
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER FOUR

Financial Functions, Data Tables, and
Amortization Schedules
Objectives
Introduction
Project — Mortgage Payment Calculator
with Data Table and Amortization
Schedule
Roadmap
Creating Cell Names
To Create Names Based on Row Titles
To Enter the Loan Amount
Formula Using Names
The PMT Function
To Enter the PMT Function
Other Financial Functions
Using a Data Table to Analyze
Worksheet Data
To Create a Percent Series
Using the Fill Handle
To Define a Range
as a Data Table
More about Data Tables
Creating an Amortization Schedule
Formulas in the Amortization Schedule
To Enter the Formulas in
the Amortization Schedule
To Copy the Formulas to Fill
the Amortization Schedule
Formatting the Worksheet
To Add Custom Borders to a Range
Adding a Pointer to the Data Table
Using Conditional Formatting
To Add a Pointer to the Data Table
Using Conditional Formatting
Printing Sections of the Worksheet
To Set Up a Worksheet to Print

EX 176
EX 177
EX 179
EX 180
EX 182

EX 182
EX 184
EX 185
EX 187

EX 187
EX 188
EX 190
EX 192
EX 193
EX 195
EX 196
EX 198
EX 204
EX 207

EX 209
EX 210

EX 210
EX 213
EX 216
EX 218

EX 220
EX 221
EX 221
EX 222

EX 224
EX 226
EX 228
EX 230
EX 230
EX 233
EX 234
EX 236
EX 238
EX 239
EX 243
EX 243

EX 247
EX 247

More about Print Options EX 248
To Set the Print Area EX 248
To Name and Print Sections
of a Worksheet EX 249
Protecting and Hiding Worksheets
and Workbooks EX 252
To Protect a Worksheet EX 252
More about Worksheet Protection EX 255
To Hide and Unhide a Sheet EX 255
To Hide and Unhide a Workbook EX 257
Formula Checking EX 258
To Enable Background
Formula Checking EX 258
More about Background Formula
Checking EX 259
Chapter Summary EX 261
Apply Your Knowledge EX 262
Extend Your Knowledge EX 263
Analyze, Correct, Improve EX 265
In the Labs EX 266
Consider This: Your Turn EX 271
Learn Online EX 272

CHAPTER FIVE

Working with Multiple Worksheets and
Workbooks

Objectives EX 273
Introduction EX 274
Project — Consolidated Expenses Worksheet EX 274

Roadmap EX 277
Creating the Consolidated Worksheet EX 278

To Enter Sample Data in the
Consolidated Worksheet

Using the Fill Handle EX 280
The ROUND Function and Entering
Formulas in the Template EX 282

To Enter Formulas Using
the ROUND Function and
Determine Totals in the

Consolidated Worksheet EX 282
Formatting the Consolidated Worksheet EX 286
Format Codes EX 289

To Create and Assign a Custom
Format Code and a Comma

Style Format EX 290

Cell Styles EX 291

To Create a New Style EX 292

To Apply a New Style EX 295
Working with Multiple Worksheets EX 296
To Add a Worksheet to a Workbook EX 297

To Copy the Contents of
One Worksheet to Another

Worksheet in a Workbook EX 297
To Add a Copy of a

Worksheet to a Workbook EX 299
To Drill an Entry through Worksheets EX 300
Referencing Cells in Other Worksheets

in a Workbook EX 305

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



To Enter and Copy 3-D References Using
the Paste Gallery
More about Pasting
To Move a Chart
To Resize a Chart
To Explode the 3-D Pie Chart
To Rotate the 3-D Pie Chart
Adding a Header and Footer, Changing
the Margins, and Printing
the Workbook
To Change Margins and Center
the Printout Horizontally
To Add a Header and Footer
Selecting and Deselecting Sheets
Inserting and Removing Page Breaks

To Insert and Remove a Manual Page Break

To Hide Page Breaks

Consolidating Data by Linking Workbooks
To Search for and Open Workbooks
To Consolidate Data by

Linking Workbooks

Chapter Summary

Apply Your Knowledge

Extend Your Knowledge

Analyze, Correct, Improve

In the Labs

Consider This: Your Turn

Learn Online

CHAPTER SIX
Creating, Sorting, and Querying
a Table
Objectives
Introduction
Project — Coastal Realty Agent
Commission Table
Roadmap
Table Guidelines
Creating a Table
To Format a Range as a Table
To Name the Table
To Remove Duplicates
To Enter a New Record into a Table
To Center Across Selection
Adding Calculated Fields to the Table
To Create Calculated Fields
Using a Lookup Table
To Use the VLOOKUP Function
Conditional Formatting
To Add a Conditional Formatting
Rule with an Icon Set
Working with Tables in Excel
To Insert a Total Row
Sorting a Table
To Sort Ascending
To Sort Descending
To Custom Sort a Table
Querying a Table Using AutoFilter
To Sort a Table Using AutoFilter
To Query a Table Using AutoFilter
To Remove Filters

EX 306
EX 309
EX 311
EX 312
EX 313
EX 314

EX 316

EX 317
EX 318
EX 322
EX 322
EX 323
EX 324
EX 325
EX 326

EX 328
EX 332
EX 334
EX 335
EX 336
EX 337
EX 341
EX 343

EX 345
EX 346

EX 346
EX 350
EX 351
EX 351
EX 352
EX 354
EX 355
EX 356
EX 357
EX 358
EX 358
EX 360
EX 362
EX 363

EX 363
EX 365
EX 366
EX 368
EX 369
EX 370
EX 370
EX 373
EX 374
EX 375
EX 377

Microsoft Excel 2013 Complete

To Search a Table Using AutoFilter
To Enter Custom Criteria
Using AutoFilter
More about AutoFilters
To Turn Off AutoFilter
Using Criteria and Extract Ranges
To Query Using a Criteria Range
To Extract Records
More about the Criteria Range
Using Database Functions
To Use the DAVERAGE and DCOUNT
Database Functions
Using the SUMIF, COUNTIF, MATCH,
and INDEX Functions
To Use the SUMIF Function
To Use the COUNTIF Function
To Use the MATCH and
INDEX Functions
Summarizing Data
To Convert a Table to a Range
To Display Subtotals
To Use the Outline Feature
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER SEVEN

Contents vii

EX 377

EX 378
EX 380
EX 380
EX 381
EX 382
EX 383
EX 384
EX 385

EX 386

EX 388
EX 388
EX 389

EX 389
EX 391
EX 391
EX 392
EX 393
EX 395
EX 396
EX 398
EX 400
EX 401
EX 405
EX 407

Creating Templates, Importing Data,

and Working with SmartArt,
Images, and Screen Shots
Objectives
Introduction
Project — Clear Pools Sales Analysis
Roadmap
Creating Templates
To Save the Template
To Open a Template and
Save It as a Workbook
Importing Data
To Import Data from a Text File
into a Worksheet
To Import Data from an Access
Table into a Worksheet
To Format the Access Data
To Import Data from a Webpage
into a Worksheet
Using Word Data
To Paste Special
To Transpose
To Convert Text to Columns
To Replicate Formulas
Using the Quick Analysis Tool
To Format with the Quick
Analysis Toolbar
To Total Data with the Quick
Analysis Toolbar

EX 409
EX 410
EX 410
EX 413
EX 414
EX 418

EX 420
EX 422

EX 423

EX 426
EX 428

EX 429
EX 432
EX 432
EX 434
EX 436
EX 437
EX 438

EX 439

EX 440

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



viii Contents Microsoft Excel 2013 Complete

Using the Find and Replace Commands EX 441 Using Screen Shots on a Worksheet EX 459
To Find Data EX 441 To Insert a Screen Shot
Working with the Find and Replace Dialog Box  EX 442 on a Worksheet EX 460
To Find and Replace EX 443 Chapter Summary EX 462
Inserting a 3-D Cone Chart EX 444 Apply Your Knowledge EX 463
To Insert a Chart Using the Quick Extend Your Knowledge EX 465
Analysis Toolbar EX 445 Analyze, Correct, Improve EX 467
To Format the Chart EX 446 In the Labs EX 468
To Add a Chart Title Using Consider This: Your Turn EX 471
the WordArt Tool EX 448 Learn Online EX 472
Working with SmartArt Graphics EX 449
To Insert a SmartArt Graphic EX 451 Index IND 1
To Color and Resize the Quick Reference Summary QR 1
SmartArt Graphic EX 452
To Add Shapes to a SmartArt Graphic EX 453 Important Notes for Windows 7 Users W7 1
To Add Text to a SmartArt Graphic EX 453
To Add Pictures to a SmartArt Graphic EX 454
To Add a Style to a SmartArt Graphic EX 457

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



Objectives of
This Textbook

The Shelly Cashman Series® offers the finest textbooks in computer education. We
are proud that since Mircosoft Office 4.3, our series of Microsoft Office textbooks
have been the most widely used books in education. With each new edition of our
Office books, we make significant improvements based on the software and comments
made by instructors and students. For this Microsoft Excel 2013 text, the Shelly
Cashman Series development team carefully reviewed our pedagogy and analyzed
its effectiveness in teaching today’s Office student. Students today read less, but need
to retain more. They need not only to be able to perform skills, but to retain those
skills and know how to apply them to different settings. Today’s students need to be
continually engaged and challenged to retain what they’re learning.

With this Microsoft Excel 2013 text, we continue our commitment to focusing
on the users and how they learn best.
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The Shelly Cashman Approach

A Proven Pedagogy with an Emphasis on Project Planning

Each chapter presents a practical problem to be solved within a project planning
framework. The project orientation is strengthened by the use of the Roadmap, which
provides a visual framework for the project. Step-by-step instructions with supporting
screens guide students through the steps. Instructional steps are supported by the
Q&A, Experimental Step, and BTW features.

A Visually Engaging Book that Maintains Student Interest

The step-by-step tasks, with supporting figures, provide a rich visual experience for
the student. Call-outs on the screens that present both explanatory and navigational
information provide students with information they need when they need to know it.

Supporting Reference Materials (Quick Reference)

With the Quick Reference, students can quickly look up information about a single
task, such as keyboard shortcuts, and find page references to where in the book the task
is illustrated.

Integration of the World Wide Web

The World Wide Web is integrated into the Excel 2013 learning experience with
(1) BTW annotations; (2) BTW, Q&A, and Quick Reference Summary Web pages;
and (3) the Learn Online resources for each chapter.

End-of-Chapter Student Activities

Extensive end-of-chapter activities provide a variety of reinforcement opportunities
for students to apply and expand their skills through individual and group work. To
complete some of these assignments, you will be required to use the Data Files for
Students. Visit www.cengage.com/ct/studentdownload for detailed access instructions
or contact your instructor for information about accessing the required files.

New to this Edition

Enhanced Coverage of Critical Thinking Skills

A New Consider This element poses thought-provoking questions throughout each
chapter, providing an increased emphasis on critical thinking and problem-solving
skills. Also, every task in the project now includes a reason why the students are
performing the task and why the task is necessary.

Enhanced Retention and Transference

A new Roadmap element provides a visual framework for each project, showing
students where they are in the process of creating each project, and reinforcing the
context of smaller tasks by showing how they fit into the larger project.

Integration of Office with Cloud and Web Technologies
A new Lab focuses entirely on integrating cloud and web technologies with Excel
2013, using technologies like blogs, social networks, and SkyDrive.

More Personalization
Each chapter project includes an optional instruction for the student to personalize his
or her solution, if required by an instructor, making each student’s solution unique.

More Collaboration
A new Research and Collaboration project has been added to the Consider This: Your
Turn assignment at the end of each chapter.
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Instructor Resources
The Instructor Resources include both teaching and testing aids and can be accessed
via CD-ROM or at www.cengage.com/login.

Instructor’s Manual Includes lecture notes summarizing the chapter sections, figures and
boxed elements found in every chapter, teacher tips, classroom activities, lab activities,
and quick quizzes in Microsoft Word files.

syllabus Easily customizable sample syllabi that cover policies, assignments, exams, and
other course information.

Figure Files Illustrations for every figure in the textbook in electronic form.

Powerpoint Presentations A multimedia lecture presentation system that provides slides
for each chapter. Presentations are based on chapter objectives.

Solutions to Exercises Includes solutions for all end-of-chapter and chapter reinforcement
exercises.

Test Bank & Test Engine ‘Test banks include 112 questions for every chapter, featuring
objective-based and critical thinking question types, and including page number
references and figure references, when appropriate. Also included is the test engine,
ExamView, the ultimate tool for your objective-based testing needs.

Data Files for Students Includes all the files that are required by students to complete the
exercises.

Additional Activities for Students Consists of Chapter Reinforcement Exercises, which are
true/false, multiple-choice, and short answer questions that help students gain confi-
dence in the material learned.

Learn Online

CengageBrain.com is the premier destination for purchasing or renting Cengage
Learning textbooks, eBooks, eChapters, and study tools at a significant discount
(eBooks up to 50% off Print). In addition, CengageBrain.com provides direct access
to all digital products, including eBooks, eChapters, and digital solutions, such as
CourseMate and SAM, regardless of where purchased. The following are some
examples of what is available for this product on www.cengagebrain.com.

Student Companion Site The Student Companion Site reinforces chapter terms and
concepts using true/false questions, multiple choice questions, short answer questions,
flash cards, practice tests, and learning games, all available for no additional cost at
www.cengagebrain.com.

SAM: Skills Assessment Manager Get your students workplace-ready with SAM, the

market-leading proficiency-based assessment and training solution for Microsoft

Office! SAM’s active, hands-on environment helps students master Microsoft Office /

skills and computer concepts that are essential to academic and career success, )

delivering the most comprehensive online learning solution for your course! / '
Through skill-based assessments, interactive trainings, business-centric projects, Jr / j /‘/

and comprehensive remediation, SAM engages students in mastering the latest

Microsoft Office programs on their own, giving instructors more time to focus on

teaching. Computer concepts labs supplement instruction of important technology-

related topics and issues through engaging simulations and interactive, auto-graded

assessments. With enhancements including streamlined course setup, more robust

grading and reporting features, and the integration of fully interactive Mind Tap

Readers containing Cengage Learning’s premier textbook content, SAM provides the

best teaching and learning solution for your course.
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MindLinks MindLinks is a new Cengage Learning Service designed to provide the best
possible user experience and facilitate the highest levels of learning retention and
outcomes, enabled through a deep integration of Cengage Learning’s digital suite
into an instructor’s Learning Management System (LMS). MindLinks works on any
LMS that supports the IMS Basic I'TT open standard. Advanced features, including
gradebook exchange, are the result of active, enhanced LTT collaborations with
industry-leading LMS partners to drive the evolving technology standards forward.

» CourseNotes
courseinotes Cengage Learning’s CourseNotes are six-panel quick reference cards that reinforce
quick reference guide the most important and widely used features of a software application in a visual and

user-friendly format. CourseNotes serve as a great reference tool during and after
the course. CourseNotes are available for software applications, such as Microsoft
Office 2013. There are also topic-based CourseNotes available for Best Practices in
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EX 4 Excel Chapter 1 Creating a Worksheet and a Chart

Roadmaps provide a visual framework

for each project, showing the students Roadmap
. In this chapter, you will learn how to perform basic workbook tasks using Excel.
where th ey are in the process of The following roadmap identifies general activities you will perform as you progress
q h q through this chapter:
creatin g €ach proj ect. Descriptive, Overview Roadmap

. ENTER TEXT in a blank worksheet.
. CALCULATE SUMS AND USE FORMULAS in the worksheet.

1
2
3. sAVE the WORKBOOK using the file name, Bob Gleamin Budget.
4. FORMAT TEXT in the worksheet.

5

. INSERT a pie CHART into the worksheet.

=N

. Assign a NAME to the worksheet TAB.

~

. PREVIEW AND PRINT the WORKSHEET.

At the beginning of step instructions throughout the chapter, you will see an
abbreviated form of this roadmap. The abbreviated roadmap uses colors to indicate
chapter progress: gray means the chapter is beyond that activity, blue means the

Step-by-step instructions provide a
context beyo nd the po int-and-click task being shown is covered in that activity, and black means that activity is yet to be
. covered. For example, the following abbreviated roadmap indicates the chapter would
Each ste p prov ides information on w y be showing a task in the Save Workbook activity.
. | |13 SAVE WORKBOOK | 4 FORMAT TEXT
students are performing each task and S INSERT CHARY | & NAME TAE |7 PREVIEW & PRINT WORKSHEET
what will occur as a result.
The key to developing a useful worksheet is careful planning. Careful planning can reduce your effort significantly and result in

a worksheet that is accurate, easy to read, flexible, and useful. When analyzing a problem and designing a worksheet solution,
what steps should you follow?

R THIS %

e of data, calculations, charting, and web or special requirements.

Creating a Worksheet and a Chart  Excel Chapter 1 EX7

1 ENTER TEXT | 2 CALCULATE SUMS & USE FORMULAS | 3 SAVE WORKBOOK | 4 FORMAT TEXT

To Enter the Worksheet Titles 5 INSERT CHART | 6 NAME TAB | 7 PREVIEW & PRINT WORKSHEET

As shown in Figure 1-4, the worksheet title, Personal Budget Worksheet, identifies the purpose for which
the worksheet is being created in Chapter 1. The worksheet subtitle, Monthly Estimates, identifies the type of data
contained in the worksheet. Why? A title and subtitle belp the reader to understand clearly what the worksheet contains.

The following steps enter the worksheet titles in cells A1 and A2. Later in this chapter, the worksheet titles
will be formatted so that they appear as shown in Figure 1-4.

—Q
e If necessary, tap or
click cell A1 to make
cell A1 the active cell

Excel Chapter 1

efully reviewing the requirements document (Figure 1-2 on the

and making the necessary decisions, the next step is to design a solution
of the worksheet based on the requirements, including titles, column
hgs, the location of data values, and the 3-D pie chart, as shown in

e dollar signs and commas that you see in the sketch of the worksheet
ed numeric values.

ood understanding of the requirements document, an understanding of
ecisions, and a sketch of the worksheet, the next step is to use Excel to

= ; oo B =
N ksheet and chart.
(Figure 1-5). i A PE = Ve
x .
o ey o
y indicates cell
A1 is selected
. Note: To help you locate screen elements that
are referenced in the step instructions, such
" s buttons and commands, this book uses red
. boxes to point to these screen elements.
%
..
2
-
Figure 1-5 = = H
Navigational callouts in red
(2] show students where to click.

e Type Personal o E % '
Budget h - AT A (A

the formula bar to
prepare to enter

text in the active cell 9
(Figure 1-6).

Why did the

o |appearance of the
formula bar change?
Excel displays the
title in the formula
bar and in cell A1
When you begin
typing a cell entry,
Excel displays two
additional boxes in
the formula bar: the
Cancel box and the
Enter box. Tapping or Figure 1-6
clicking the Enter box completes an

entry. Tapping or clicking the Cancel

box cancels an entry.

Worksheet in cell ] ey B 2 H
A1 and then point Moy - Explanatory callouts summarize
e b - - what is happening on screen.

o Bt Aiark st

text in active
cell overflows
into adjacent
cells to the right

&A
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Q&A boxes anticipate questions

| | 4 FORMAT TEXT

students may have when working To Change a Cell Style Py PP S ——
th rough the steps a nd prOVide Excel includes the capability of changing several characteristics of a cell, such as the font, font size, and

. . . font color, all at once by assigning a predefined cell style to a cell. Why? Using the predefined styles that Excel
additional information about what th ey includes provides a consistent appearance to common portions of your worksheets, such as worksheet titles, worksheet subtitles,

column headings, and total rows. The following steps assign the Title cell style to the worksheet title in cell A1.

are doing right where they need it.

® Tap or click cell A1 to make cell A1 the active cell.
® Tap or click the Cell Styles button (HOME tab | Styles group) to display the Cell Styles gallery (Figure 1-30).
Cell Styles.

L) 3 Y button, T - W
Experiment Steps within the - e _ /I—I , =
step-by-step instructions encourage " g . Poers kg, ‘o
students to explore, experiment, and

take advantage of the features of the
Office 2013 user interface. These steps
are not necessary to complete the
projects, but are designed to increas
confidence with the software and

omtags T (=7

41 AL AT T Ased BN CARER W At
T AL P el e (BSR4 Aiaid

Ty

Figure 1-30
build problem-solving skills. o

 If you are using a mouse, point to the Title cell style in the Titles and Headings area of the Cell Styles gallery to see
a live preview of the cell style in the active cell (Figure 1-31).

< | Can | use live preview on a touch screen?
o ! Live preview is not available on a touch screen

®) .
&) Experiment

« If you are using a mouse, point to several other cell styles in the Cell Styles gallery to see a live preview of other cell

EX 22 Excel Chapter 1 Creating a Worksheet and a Chart
styles in cell A1.

(R 3 v T - ®
o Tap or click the Save button on the Quick h o MR A L DAM s e - )
will display either the Save As gallery in thi 5 - L - 7 iy fi
P e i 5 S ot o
e To save on a hard disk or other storage mi . & Lo
To save on SkyDrive, proceed to Step 2b. = -
@ If your screen opens the Backstage view al —
your computer, tap or click Computer in th 1 §Fe E T Wokal
in the right pane related to saving on you .

live preview of Title
cell style in cell A1

the Save As dialog box, proceed to Step 3 [ —

TP P T R T
i " LB ATSRRLT W ADMRT TR AMTTA M CARSATE 2P AL

T T R .~ k=

If your screen opens the Backstage view al
SkyDrive in the left pane to display SkyDri:
screen displays a Sign In button, tap or cli

Tap or click the Browse button in the righ
associated with the selected save location

Do not press the ENTER key after typing th
close the dialog box at this time.

Navigate to the desired save location (in ti
folder [or your class folder] on your computer or SkyDrive).

Tap or click the Save button (Save As dialog box) to save the workbook in the selected
folder on the selected save location with the entered file name.

20]
(3]
@ Type Bob Gleamin Budget in thefFi Figure 1-31
(5]
(6]

Brealk Point: If you wish to take a break, this is a good place to do so. You can exit Excel. To resume at a later time,
run Excel, open the file called Bob Gleamin Budget, and continue following the steps from this location forward.

Formatting the Worksheet

‘The text, numeric entries, and functions for the worksheet now are complete. The next
step is to format the worksheet. You format a worksheet to emphasize certain entries
and make the worksheet easier to read and understand.

Figure 1-29a shows the worksheet before formatting. Figure 1-29b shows the
worksheet after formatting. As you can see from the two figures, a worksheet that is
formatted not only is easier to read but also looks more professional.

Consider This boxes pose

Q? The key to formatting a worksheet is to consider the ways you can enhance the worksheet so that it appears professional. When . .

T formatting a worksheet, what steps should you consider? thou g ht- provo kin g qu estions

=

E « Identify how to format various elements of the worksheet. W|th answers t rou g h 0 ut ea ch

% Increase the font size of cells. . ..

2

&+ Change th font clor of cels. chapter, promoting critical
« Center the worksheet titles, subtitles, and column headings thoug ht a | ong Wlth im mediate
* Modify column widths to best fit text in cells.

* Change the font style of cells. feed baCk.

To change the unformatted worksheet in Figure 1-29a so that it appears like the
formatted worksheet in Figure 1-29b, the following tasks must be completed:

1. Change the font, change the font style to bold, increase the font size, and change
the font color of the worksheet titles in cells Al and A2.

2. Center the worksheet titles in cells Al and A2 across columns A through N.
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Chapter Summary A listing of the
tasks completed within the chapter,

grouped into major task categories
in an outline format.

Consider This: Plan Ahead box
presents a single master planning

guide that students can use as they
create documents on their own.

EX 54 Excel Chapter 1 Creating a Worksheet and a Chart

Chapter Summary

In this chapter you have learned how to enter text and numbers to create a worksheet, select a range, use the
Sum button, format cells, insert a chart, and preview and print a worksheet. The items listed below include all
the new Excel skills you have learned in this chapter, with the tasks grouped by activity.

Clear Cells

Clear Cell Entries Using the Fill Handle (EX 52)

Clear Cell Entries Using the Shortcut Menu (EX 52)

Clear Cell Entries Using the DELETE Key
(EX 52)

Clear Cell Entries and Formatting Using the Clear
Button (EX 52)

Clear Cell Formatting Using the Cell Styles
Button (EX 52)

Clear the Entire Worksheet (EX 52)

Display AutoCalculate Functions
Use the AutoCalculate Area to Determine a
Maximum (EX 48)

Enter Data
Enter the Worksheet Titles (EX 7)
Enter Column Titles (EX 9)
Enter Row Titles (EX 11)
Enter Numbers (EX 12)

Enter Functions and Formulas
Sum a Column of Numbers (EX 14)
Copy a Cell to Adjacent Cells in a Row (EX 16)
Determine Multiple Totals at the Same Time (EX 18)
Enter a Formula Using the Keyboard (EX 20)

File Management
Change Document Properties (EX 44)

Format a Worksheet
Change a Cell Style (EX 24)
Change the Font (EX 25)
Bold a Cell (Ex 26)
Increase the Font Size of a Cell Entry (EX 27)
Change the Font Color of a Cell Entry (EX 28)
Center Cell Entries across Columns by Merging
Cells (EX 29)
Format Rows Using Cell Styles (EX 30)
Format Numbers in the Worksheet (EX 32)
Adjust the Column Width (EX 34)
Use the Name Box to Select a Cell (EX 35)
Insert a Chart
Add a 3-D Pie Chart (EX 38)
Apply a Style to a Chart (EX 40)
Manage Worksheets
Move a Chart to a New Sheet (EX 41)
Change the Worksheet Tab Name (EX 42)
Preview and Print Worksheets
Preview and Print a Worksheet in Landscape
Orientation (EX 46)

What decisions will you need to make when creating workbooks and charts in the future?
1. Determine the workbook structure.
a) Determine the data you will need for your workbook.
b) Sketch a layout of your data and your chart.
2. Create the worksheet.

CONSIDER THIS %

How should you submit solutions to questions in the assi
Every assignment in this book contains one or more questions identifi
beyond the assigned file. Present your solutions to the questions in th
include one or more of these options: write the answer; create a doci
the class; discuss your answer in a group; record the answer as audio
player; or post answers on a blog, wiki, or website.

a) Enter titles, subtitles, and headings.
b) Enter data, functions, and formulas.
3. Format the worksheet
a) Format the titles, subtitles, and headings using styles
b) Format the totals.
) Format the numbers.
d) Format the text.
4. Create the chart.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learng

a) Determine the type of chart to use.
b) Determine the chart title and data.
) Format the chart.

Changing the Values in a Worksheet

Note:  ‘To complete this assignment, you will be required tf
www.cengage.com/ct/studentdownload for detailed instrud
information about accessing the required files.

Instructions:  Run Excel. Open the workbook Apply 1-1 Treagle Market (Figure 1-73a on the

next page).

. Make the changes to the worksheet described in Table 1-6 so that the worksheet appears as
shown in Figure 1-73b on the next page. As you edit the values in the cells containing numeric
data, watch the totals in row 8, the totals in column G, and the chart change.

—

o

Apply Your Knowledge This
exercise usually requires students

. Change the worksheet title in cell Al to the Title cell style and then merge and center it across
columns A through G. Use buttons in the Font group on the HOME tab on the ribbon to
change the worksheet subtitle in cell A2 to 14-point font and then center it across columns
A through G. Use the Aqua, Accent 5 color (column 9, row 1 in the Font Color gallery) for the
aqua font color.

to open and manipulate a file that
parallels the activities learned in
the chapter.

w

. Apply the worksheet name, Yearly Analysis, to the sheet tab and apply the Aqua, Accent 5 theme
color to the sheet tab.

S

. Move the chart to a new sheet called Sales Analysis Chart. Apply the Style 2 chart style to the
chart (Figure 1-73c on the next page). Change the chart title to SALES ANALYSIS.

. Replace Treagle in cell A1 with your last name. Save the workbook using the file name, Apply

1-1 Treagle Market Sales Analysis. Submit the revised workbook as specified by your instructor.

Exit Excel.

. €9 Besides the styles used in the worksheet, what other changes could you make to enhance the
worksheet?

v

N2

Table 1-6 New Worksheet Data
(<] Change Cell Contents To

A2 Yearly Sales Analysis
87 3895.23
cs 2612575
D6 30589.14
E7 35450.82
6 6352.78

Continued >
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Extend Your Knowledge
projects at the end of each
chapter allow students to
extend and expand on the skills
learned within the chapter.
Students use critical thinking
experiment with new skills to
complete each project.

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may
need to use Help to complete the assignment.

Creating Styles and Formatting a Worksheet

Note:  "To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions: - Run Excel. Open the workbook Extend 1-1 Kaseey Vehicles (Figure 1-74). Perform
the following tasks to create styles and format a worksheet using them.

1. Select cell A4. Use the New Cell Style command in the Cell Styles gallery to create a style that
fills only cell A4 using the Orange, Accent 2, Lighter 40% color (row 4, column 6). Name the
style, MyHeadings.

2. Select cell AS. Use the New Cell style dialog box to create a style that fills only cell AS using
the Orange, Accent 2, Lighter 80% color. Name the style, MyRows.

-
-
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Analyze, Correct, Improve

Analyze a workbook and correct all errors and/or improve the design.

Figure 1-74

Fixing Formatting Problems and Data Errors in a Worksheet
Note:  "To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for

STUDENT ASSIGNMENTS

. Select cell ranges B4:G4 and A5:A8. Apply the MyHeadingg]
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workbook as specified by your instruetor.
. Exit Excel.

~

8. €3 What other styles would4§ou create to improve the worl

Analyze, Correct, Improve projects
call on the students to analyze a file,
discover errors in it, fix the errors, and
then improve upon the file using the
skills they learned in the chapter.
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information about accessing the required files.

Instructions:  Run Excel. Open the workbook Analyze 1-1 CPJ Clothing. Correct the following
formatting problems and data in the worksheet, while keeping in mind the guidelines presented
in this chapter. Your worksheet should look like Figure 1-75 when it is corrected.

Figure 1-75

-

. Correct
a. Correct the spelling mistake in cell A2 by changing Semiannul to Semiannual. Correct the
spelling mistake in cell A5 by changing Orlndo to Orlando.
b. The SUM function in cell H7 does not sum all of the numbers in the column. Correct this
error by editing the range for the SUM function in the cell.

2. Improve

a. Merge and center the worksheet title and subtitle appropriately.

b. Format the worksheet title and subtitle with appropriate cell styles. Change the font size of
the subtitle to 16.

c. Apply the Green, Accent 6 color to the title and subtitle and bold them.

d. Add a title for totals row 10 and create the necessary totals in row 10.

e. Apply proper formatting to the column headers and total row, including centering the
column headers.

f. Adjust the column sizes so that all data in each column is visible.

g. Create the grand total for the annual cost of goods.

h. Apply a worksheet name to the sheet tab and apply the Green, Accent 6 color to the sheet tab.

. Change the document properties as specified by your instructor. Save the workbook using
the file name, Analyze 1-1 CPJ Clothing Sales. Submit the revised workbook as specified by
your instructor.

j. Change the city in cell AS to the city you were born.
3. €3 If you were going to create a pie chart of the expenses for each city, what data would you use?




Office 2013 and Windows 8 Chapter

Office 2013 and
Windows 8: Essential
Concepts and Skills

Microsoft product screen shots used with permission from Microsoft Corporation.

Objectives

You will have mastered the material in this chapter when you can:
* Use a touch screen * Create folders
* Perform basic mouse operations * Save files

e Start Windows and sign in to an account ¢ Change screen resolution

¢ Identify the objects in the Windows 8 e Perform basic tasks in Microsoft
desktop Office apps

¢ Identify the apps in and versions of * Manage files
Microsoft Office 2013

* Use Microsoft Office Help and
* Run an app Windows Help

¢ Identify the components of the
Microsoft Office ribbon
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Office 2013 and
Windows 8: Essential
Concepts and Skills

"This introductory chapter uses Excel 2013 to cover features and functions common to
Office 2013 apps, as well as the basics of Windows 8.

Roadmap

In this chapter, you will learn how to perform basic tasks in Windows and Excel.
The following roadmap identifies general activities you will perform as you progress
through this chapter:

—_

SIGN IN to an account

USE WINDOWS

USE features in Excel that are common across Office APPS
FILE and folder MANAGEMENT

SWITCH between APPS

SAVE and manage FILES

CHANGE SCREEN RESOLUTION

EXIT APPS

USE ADDITIONAL Office APP FEATURES

ust Office and Windows HELP

D A o

._.
e

At the beginning of the step instructions throughout the chapter, you will see
an abbreviated form of this roadmap. The abbreviated roadmap uses colors to indicate
chapter progress: gray means the chapter is beyond that activity, blue means the
task being shown is covered in that activity, and black means that activity is yet to be
covered. For example, the following abbreviated roadmap indicates the chapter would
be showing a task in the 3 USE APPS activity.

| | 3 USE APPS | 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS | 9 USE ADDITIONAL APP FEATURES | 10 USE HELP

Use the abbreviated roadmap as a progress guide while you read or step through
the instructions in this chapter.

Introduction to the Windows 8
Operating System

Windows 8 is the newest version of Microsoft Windows, which is a popular and
widely used operating system. An operating system is a computer program (set
of computer instructions) that coordinates all the activities of computer hardware,

OFF 2
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such as memory, storage devices, and printers, and provides the capability for you to
communicate with the computer.

The Windows operating system simplifies the process of working with
documents and apps by organizing the manner in which you interact with the
computer. Windows is used to run apps. An app (short for application) consists of
programs designed to make users more productive and/or assist them with personal
tasks, such as using spreadsheets or browsing the web.

The Windows 8 interface begins with the Start screen, which shows tiles
(Figure 1). A tile is a shortcut to an app or other content. The tiles on the Start screen
include installed apps that you use regularly. From the Start screen, you can choose
which apps to run using a touch screen, mouse, or other input device.

Start screen

@
o)

Figure 1

If you are using your
. finger on a touch screen
Using a Touch Screen and a Mouse and are having difficulty
completing the steps in

Windows users who have computers or devices with touch screen capability can this chapter, consider

interact with the screen using gestures. A gesture is a motion you make on a touch using a stylus. Many
screen with the tip of one or more fingers or your hand. Touch screens are convenient people find it easier to
because they do not require a separate device for input. Table 1 on the next page presents be precise with a stylus
common ways to interact with a touch screen. than with a finger. In

addition, with a stylus
you see the pointer.

If you still are having
trouble completing the
steps with a stylus, try

using a mouse.
OFF 3
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BTW

BTWs

For a complete list of the
BTWs found in the margins
of this book, visit the BTW
resource on the Student
Companion Site located on
www.cengagebrain.com. For
detailed instructions about
accessing available resources,
visit www.cengage.com/
ct/studentdownload or
contact your instructor for
information about accessing
the required files.

BTW

Touch Screen
Differences

The Office and Windows
interfaces may vary if you are
using a touch screen. For this
reason, you might notice that
the function or appearance
of your touch screen differs
slightly from this chapter’s
presentation.

Table 1 Touch Screen Gestures

Motion Description Common Uses
Tap Quickly touch and release one Activate a link (built-in connection)
finger one time. Press a button

Run a program or an app

Double-tap Quickly touch and release one Run a program or an app
finger two times. Zoom in (show a smaller area on the
screen, so that contents appear larger)
at the location of the double-tap

Press and hold Press and hold one finger to cause Display a shortcut menu (immediate access
an action to occur, or until an action  to allowable actions)
oceurs. Activate a mode enabling you to move an

item with one finger to a new location

Drag, or slide Press and hold one finger on an Move an item around the screen
g object and then move the finger Scroll
to the new location.

Press and hold one finger and Select an object
then move the finger horizontally Swipe from edge to display a bar such as
or vertically on the screen. the Charms bar, App bar, and Navigation

bar (all discussed later)

Stretch Move two fingers apart. Zoom in (show a smaller area on the
screen, so that contents appear larger)

Pinch Move two fingers together. Zoom out (show a larger area on the
l screen, so that contents appear smaller)

Will your screen look different if you are using a touch screen?
The Windows and Microsoft Office interface varies slightly if you are using a touch screen. For this reason, you might notice
that your Windows or Excel screens look slightly different from the screens in this book.

CONSIDER THIS

Windows users who do not have touch screen capabilities typically work with a
mouse that has at least two buttons. For a right-handed user, the left button usually is
the primary mouse button, and the right mouse button is the secondary mouse button.
Left-handed people, however, can reverse the function of these buttons.

Table 2 explains how to perform a variety of mouse operations. Some apps also
use keys in combination with the mouse to perform certain actions. For example, when
you hold down the CTRL key while rolling the mouse wheel, text on the screen may
become larger or smaller based on the direction you roll the wheel. The function of
the mouse buttons and the wheel varies depending on the app.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.
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Table 2 Mouse Operations

L
(V]
]
Q.
©
<
Y
0 . (0]
Operation Mouse Action Example o
Point Move the mouse until the pointer on the desktop is positioned on the Position the pointer on the screen. %
item of choice. b o]
. ' . ' . c
Click Press and release the primary mouse button, which usually is the left Select or deselect items on the screen or run g
mouse button. an app or app feature.
Right-click Press and release the secondary mouse button, which usually is the right ~ Display a shortcut menu. c
mouse button. :
Double-click Quickly press and release the primary mouse button twice without Run an app or app feature. g
moving the mouse. o~
Triple-click Quickly press and release the primary mouse button three times without  Select a paragraph. 8
moving the mouse. by
Drag Point to an item, hold down the primary mouse button, move the item to ~ Move an object from one location to another o
the desired location on the screen, and then release the mouse button. or draw pictures.
Right-drag Point to an item, hold down the right mouse button, move the item to Display a shortcut menu after moving an
the desired location on the screen, and then release the right mouse object from one location to another.
button.
Rotate wheel Roll the wheel forward or backward. Scroll vertically (up and down).
Free-spin wheel Whirl the wheel forward or backward so that it spins freely on its own. Scroll through many pages in seconds. §‘
Press wheel Press the wheel button while moving the mouse. Scroll continuously. %
o
Tilt wheel Press the wheel toward the right or left. Scroll horizontally (left and right). g‘
v
Press thumb button  Press the button on the side of the mouse with your thumb. Move forward or backward through z
webpages and/or control media, games, etc. g

BTW

Pointer

If you are using a touch screen,
the pointer may not appear

on the screen as you perform
touch gestures. The pointer
will reappear when you begin
using the mouse.

Scrolling

A scroll bar is a horizontal or
vertical bar that appears when the
contents of an area may not be visible
completely on the screen (Figure 2).
A scroll bar contains scroll arrows
and a scroll box that enable you
to view areas that currently cannot
be seen on the screen. Tapping or
clicking the up and down scroll
arrows moves the screen content up
or down one line. You also can tap or
click above or below the scroll box to
move up or down a section, or drag
the scroll box up or down to move to
a specific location. Figure 2

T A » Libeaney »

- BTW

' Minimize Wrist Injury

Computer users frequently

R i switch between the keyboard
-_ and the mouse during a
spreadsheet session; such
switching strains the wrist.
To help prevent wrist injury,
minimize switching. For
instance, if your fingers
already are on the keyboard,
use keyboard keys to scroll.
If your hand already is on
the mouse, use the mouse
to scroll. If your hand is on
the touch screen, use touch
gestures to scroll.
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S Pletwort

-+ Eeime

What should you do if you are running Windows 7 instead of Windows 8?

Although Windows 8 includes several user interface and feature enhancements, many of the steps in this book work in both
Windows 7 and Windows 8. If you have any questions about differences between the two operating systems or how to
perform tasks in an earlier version of Windows, contact your instructor.

CONSIDER THIS %
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Keyboard Shortcuts

In many cases, you can use the keyboard instead of the mouse to accomplish
a task. To perform tasks using the keyboard, you press one or more keyboard keys,
sometimes identified as a keyboard shortcut. Some keyboard shortcuts consist of a
single key, such as the F1 key. For example, to obtain help in many apps, you can press
the F1 key. Other keyboard shortcuts consist of multiple keys, in which case a plus
sign separates the key names, such as CTRL+ESC. This notation means to press and
hold down the first key listed, press one or more additional keys, and then release all
keys. For example, to display the Start screen, press CTRL+ESC, that is, hold down the
CTRL key, press the ESC key, and then release both keys.

Starting Windows

It is not unusual for multiple people to use the same computer in a work,
educational, recreational, or home setting. Windows enables each user to establish a
user account, which identifies to Windows the resources, such as apps and storage
locations, a user can access when working with the computer.

Each user account has a user name and may have a password and an icon, as
well. A user name is a unique combination of letters or numbers that identifies a
specific user to Windows. A password is a private combination of letters, numbers, and
special characters associated with the user name that allows access to a user’s account
resources. An icon is a small image that represents an object, thus a user icon is a
picture associated with a user name.

When you turn on a computer, Windows starts and displays a lock screen
consisting of the time and date (Figure 3a). To unlock the screen, swipe up or click the
lock screen. Depending on your computer’s settings, Windows may or may not display
a sign-in screen that shows the user names and user icons for users who have accounts
on the computer (Figure 3b). This sign-in screen enables you to sign in to your user
account and makes the computer available for use. Tapping or clicking the user icon
begins the process of signing in, also called logging on, to your user account.

At the bottom of the sign-in screen is the ‘Ease of access” button and a Shut
down button. Tapping or clicking the ‘Ease of access’ button displays the Ease of
access menu, which provides tools to optimize a computer to accommodate the needs
of the mobility, hearing, and vision impaired users. Tapping or clicking the Shut down

11:05
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Figure 3a
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SC Series user icon

Note: To help

you locate screen
elements that are
referenced in the
step instructions,
such as buttons and
commands, this
book uses red boxes
to point to these
screen elements.

Figure 3b

button displays a menu containing commands related to restarting the computer,
putting it in a low-power state, and shutting it down. The commands available on your
computer may differ.

® The Sleep command saves your work, turns off the computer fans and hard disk,
and places the computer in a lower-power state. To wake the computer from sleep
mode, press the power button or lift a laptop’s cover, and sign in to your account.

¢ The Shut down command exits running apps, shuts down Windows, and then
turns off the computer.

® The Restart command exits running apps, shuts down Windows, and then restarts
Windows.

BTW

Q&As

For a complete list of the
Q&As found in many of

the step-by-step sequences
in this book, visit the Q&A
resource on the Student
Companion Site located on
www.cengagebrain.com. For
detailed instructions about
accessing available resources,
visit www.cengage.com/
ct/studentdownload or
contact your instructor for
information about accessing
the required files.
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1 SIGN IN | 2 USE WINDOWS ‘ 3 USE APPS ‘ 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

To Sign In to an Account

7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS | 9 USE ADDITIONAL APP FEATURES | 10 USE HELP

The following steps, which use SC Series as the user name, sign in to an account based on a typical Windows
installation. Why? After starting Windows, you might be required to sign in to an account to access the computer’s resources.
You may need to ask your instructor how to sign in to your account. If you are using Windows 7, skip these steps
and instead perform the steps in the yellow box that immediately follows these Windows 8 steps.

1)

e Swipe up or click the lock screen
(shown in Figure 3a) to display a
sign-in screen (shown in Figure 3b).

password text box

e Tap or click the user icon (for SC
Series, in this case) on the sign-in
screen, which depending on settings,
either will display a second sign-in
screen that contains a Password
text box (Figure 4) or will display
the Windows Start screen (shown in
Figure 5 on the next page).

Shut down
button
Why do | not see a user icon?

Your computer may require you
to type a user name instead of

Q&A

tapping or clicking an icon.

Figure 4

What is a text box?
A text box is a rectangular box in
which you type text.

Why does my screen not show a password text box?
Your account does not require a password.

o If Windows displays a sign-in screen with a Password text box, type your password in the text box.
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12)

e Tap or click the Submit button

Windows
Start screen

(shown in Figure 4 on the previous Start ‘

page) to sign in to your account
and display the Windows Start

screen (Figure 5).

Q&A

Why does my Start screen look
different from the one in Figure 5?
The Windows Start screen is
customizable, and your school

or employer may have modified the
screen to meet its needs. Also, your
screen resolution, which affects
the size of the elements on the
screen, may differ from the screen
resolution used in this book. Later
in this chapter, you will learn how
to change screen resolution.

Figure 5

How do | type if my tablet has no keyboard?
You can use your fingers to press keys on a keyboard that appears on the screen, called an on-screen keyboard,
or you can purchase a separate physical keyboard that attaches to or wirelessly communicates with the tablet.

BTW

Modern Ul

The new Windows 8 user
interface also is referred
to as the Modern Ul (user
interface).

To SIGN IN TO AN AccounTt Using WinDows 7

If you are using Windows 7, perform these steps to sign in to an account
instead of the previous steps that use Windows 8.

1. Click the user icon on the Welcome screen; depending on settings, this
either will display a password text box or will sign in to the account and
display the Windows 7 desktop.

2. If Windows 7 displays a password text box, type your password in the text
box and then click the arrow button to sign in to the account and display
the Windows 7 desktop.

The Windows Start Screen

The Windows Start screen provides a scrollable space for you to access apps that
have been pinned to the Start screen (shown in Figure 5). Pinned apps appear as tiles
on the Start screen. In addition to running apps, you can perform tasks such as pinning
apps (placing tiles) on the Start screen, moving the tiles around the Start screen, and
unpinning apps (removing tiles) from the Start screen.

If you swipe up from the bottom of or right-click an open space on the Start
screen, the App bar will appear. The App bar includes a button that enables you to
display all of your apps. When working with tiles, the App bar also provides options for
manipulating the tiles, such as resizing them.

CONSIDER THIS %

How do you pin apps, move tiles, and unpin apps?

* To pin an app, swipe up from the bottom of the Start screen or right-click an open space on the Start screen to display the
App bar, tap or click the All apps button on the App bar to display the Apps list, swipe down on or right-click the app you
want to pin, and then tap or click the ‘Pin to Start’ button on the App bar. One way to return to the Start screen is to swipe
up from the bottom or right-click an open space in the Apps list and then tap or click the All apps button again.

¢ To move a tile, drag the tile to the desired location.

¢ To unpin an app, swipe down on or right-click the app to display the App bar and then tap or click the ‘Unpin from Start’
button on the App bar.
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Introduction to Microsoft Office 2013

Microsoft Office 2013 is the newest version of Microsoft Office, offering features
that provide users with better functionality and easier ways to work with the various
files they create. These features include enhanced design tools, such as improved
picture formatting tools and new themes, shared notebooks for working in groups,
mobile versions of Office apps, broadcast presentations for the web, and a digital
notebook for managing and sharing multimedia information.

Microsoft Office 2013 Apps

Microsoft Office 2013 includes a wide variety of apps such as Word, PowerPoint,
Excel, Access, Outlook, Publisher, OneNote, InfoPath, SharePoint Workspace, and Lync:
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* Microsoft Word 2013, or Word, is a full-featured word processing app that
allows you to create professional-looking documents and revise them easily.

* Microsoft PowerPoint 2013, or PowerPoint, is a complete presentation app
that enables you to produce professional-looking presentations and then deliver
them to an audience.

* Microsoft Excel 2013, or Excel, is a powerful spreadsheet app that allows you
to organize data, complete calculations, make decisions, graph data, develop
professional-looking reports, publish organized data to the web, and access
real-time data from websites.

* Microsoft Access 2013, or Access, is a database management system that
enables you to create a database; add, change, and delete data in the database; ask
questions concerning the data in the database; and create forms and reports using
the data in the database.

* Microsoft Outlook 2013, or Outlook, is a communications and scheduling app
that allows you to manage email accounts, calendars, contacts, and access to other
Internet content.

* Microsoft Publisher 2013, or Publisher, is a desktop publishing app that helps
you create professional-quality publications and marketing materials that can be
shared easily.

* Microsoft OneNote 2013, or OneNote, is a note taking app that allows you to
store and share information in notebooks with other people.

* Microsoft InfoPath Designer 2013, or InfoPath, is a form development app that
helps you create forms for use on the web and gather data from these forms.

* Microsoft SharePoint Workspace 2013, or SharePoint, is a collaboration app that
allows you to access and revise files stored on your computer from other locations.

* Microsoft Lync 2013 is a communications app that allows you to use various
modes of communications, such as instant messaging, videoconferencing, and
sharing files and apps.

Microsoft Office 2013 Suites

A suite is a collection of individual apps available together as a unit. Microsoft
offers a variety of Office suites, including a stand-alone desktop app (boxed software),
Microsoft Office 365, and Microsoft Office Web Apps. Microsoft Office 365, or
Office 365, provides plans that allow organizations to use Office in a mobile setting
while also being able to communicate and share files, depending upon the type of plan
selected by the organization. Microsoft Office Web Apps, or Web Apps, are apps that
allow you to edit and share files on the web using the familiar Office interface. Table 3
on the next page outlines the differences among these Office suites.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



OFF 10 Office 2013 and Windows 8 Chapter Essential Concepts and Skills

Table 3 Office Suites

Apps/ Office 365 Home Office 365 Small Office Home & Office Home &

Licenses Premium Business Premium Student Business Office Professional
Word v v v v v
PowerPoint v v 4 v v
Excel v 4 4 v v
Access v v v
Outlook v 4 v v
Publisher v 4 v
Lync 4

OneNote 4 4 4
InfoPath v

Licenses 5 5 1 1 1

During the Office 365 installation, you select a plan, and depending on your plan,
you receive different apps and services. Office Web Apps do not require a local installation
and are accessed through SkyDrive and your browser. SkyDrive is a cloud storage service
that provides storage and other services, such as Office Web Apps, to computer users.

How do you sign up for a SkyDrive account?
e Use your browser to navigate to skydrive.live.com.

e Create a Microsoft account by tapping or clicking the ‘Sign up now’ link (or a similar link) and then entering your information
to create the account.

e Sign in to SkyDrive using your new account or use it in Excel to save your files on SkyDrive.

CONSIDER THIS %

Apps in a suite, such as Microsoft Office, typically use a similar interface and
share features. Once you are comfortable working with the elements and the interface
and performing tasks in one app, the similarity can help you apply the knowledge and
skills you have learned to another app(s) in the suite. For example, the process for saving
a file in Excel is the same in Word, PowerPoint, and the other Office apps. While briefly
showing how to use Excel, this chapter illustrates some of the common functions across
the Office apps and identifies the characteristics unique to Excel.

Running and Using an App

"To use an app, such as Excel, you must instruct the operating system to run the app. Windows
provides many different ways to run an app, one of which is presented in this section (other
ways to run an app are presented throughout this chapter). After an app is running, you can
use it to perform a variety of tasks. The following pages use Excel to discuss some elements of
the Office interface and to perform tasks that are common to other Office apps.

Excel

Excel is a powerful spreadsheet app that allows users to organize data, complete
calculations, make decisions, graph data, develop professional-looking reports
(Figure 6), publish organized data to the web, and access real-time data from websites.
The four major parts of Excel are as follows:

* Workbooks and worksheets: A workbook is like a notebook. Inside the
workbook are sheets, each of which is called a worksheet. Thus, a workbook is

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.
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a collection of worksheets. Worksheets
allow users to enter, calculate, manipulate,
and analyze data such as numbers and text.
The terms worksheet and spreadsheet are
interchangeable.

Charts: Excel can draw a variety of charts
such as column charts and pie charts.

Tables: Tables organize and store data
within worksheets. For example, once a user
enters data into a worksheet, an Excel table
can sort the data, search for specific data,
and select data that satisfies defined criteria.

* Web support: Web support allows users
to save Excel worksheets or parts of a
worksheet in a format that a user can view
and manipulate the worksheet using a
browser. Excel web support also provides
access to real-time data, such as stock
quotes, using web queries.

To Run an App from the Start Screen
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Figure 6

| 2 USE WINDOWS | 3 USE APPS | 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS | 9 USE ADDITIONAL APP FEATURES | 10 USE HELP

The Start screen contains tiles that allow you to run apps, some of which may be stored on your computer.
Why2 When you install an app, for example, tiles are added to the Start screen for the various Office apps included in the suite.
The following steps, which assume Windows is running, use the Start screen to run Excel based on a
typical installation. You may need to ask your instructor how to run Excel on your computer. Although the steps
illustrate running the Excel app, the steps to run any Office app are similar. If you are using Windows 7, skip
these steps and instead perform the steps in the yellow box that immediately follows these Windows 8 steps.

1)

e If necessary, scroll to display the
Excel tile on the Start screen
(Figure 7).

Why does my Start screen look
different?

It may look different because of
your computer’s configuration.
The Start screen may be
customized for several reasons,
such as usage requirements or
security restrictions.

Q&A

What if the app | want to run is
not on the Start screen?

You can display all installed apps
by swiping up from the bottom of
the Start screen or right-clicking
an open space on the Start screen
and then tapping or clicking the
All apps button on the App bar.

How do I scroll on a touch screen?
Use the slide gesture; that is,
press and hold your finger on the

—
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e a— ,,;

—

C—

slide to scroll or

drag scroll bar
right to view
additional apps

screen and then move your finger
in the direction you want to scroll.

Figure 7

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



OFF 12 Office 2013 and Windows 8 Chapter Essential Concepts and Skills

2]

e Tap or click the Excel 2013 tile to run the Excel app and display the Excel start screen (Figure 8).

Excel app is Excel start screen
running in desktop

Sign in to get the most out of Office

L mose

Soggmted seawches  Budget  bewwice  Colemdens  Experme Lt

loan  Sohedule

Figure 8

e Tap or click the Blank workbook thumbnail on the Excel start screen to create a blank Excel workbook in the Excel
window (Figure 9).

< | What happens when you run an app?

©| Some apps provide a means for you to create a blank file, as shown in Figure 8; others immediately display
a blank file in an app window, such as the Excel window shown in Figure 9. A window is a rectangular area that
displays data and information. The top of a window has a title bar, which is a horizontal space that contains the
window’s name.
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title bar Book? - Excel R
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blank workbook
created

pinned app

buttons always

are displayed

on taskbar Windows taskbar
displays Excel app Touch Keyboard
buttop, indic_ating icon displays
Excel is running on-screen keyboard

Figure 9
’ Other Ways

1. Tap or click Search charm on Charms bar, type app name in search 2. Double-tap or double-click file created in app you want to run
box, tap or click app name in results list

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.





