Table Of Contents

SECTION I: EXPLORING WINDOWS 8

1. INTRODUCTION TO WINDOWS 8 ..ottt ettt sne e 1
HISTORY OF WINDOWS 8 DEVELOPMENT ......cootiiiiiienieesie ettt seenea 2
DY =] (o] L= gl o € AT OSSN 2
CONSUMET PIEVIEW ......evivictisiescete sttt sttt sttt ettt s b et sttt sb et et st e et nbe e ebe e ebenbeneas 2
REIBASE PIEVIEW .....viiieiceie ittt ettt ettt ettt e e s te e te s et e she e ebeeebeeabeeabeeasesbaesbeesbeebesnnesaens 2
SYSTEM REQUIREMENTS ..ottt sttt sttt bt nesn e ans 3
WINDOWS BEDITIONS......ccoiiotiteieeset ettt sttt sttt sb ettt bt et b st nnens 4
WWVINAOWS 8 PO ...ttt bttt bt bt e ke e et e b sbe s b e e beabeennenbenbe e 4

L AT T [T TS 4
WINAOWS 8 ENEEIPIISE. ...ttt ettt b ettt e et e e e et e be bt e beeneaneenneebeneesaens 4
WWINAOWS RT ..ttt ettt bbbttt s bbbt st b et en e b e nnenes 4
WINDOWS B LICENSES ...ttt sttt bbbttt n et 4
L0 Lo = 1o [T I o= - SO 4
SYSIEM BUIIAET LICENSE ...ttt sttt st e ane s e e e neenee e e 5
OEM LICENSE ...ttt ettt ettt bttt b ettt b et et e eb et et e ebe st et e e be e ebesbe e etenneneas 5
FEATURES OF WINDOWS 8......ooiiititiicititi ettt sttt sttt sttt sa et tesae s teste e asasae e asessesens 5
a1 C=T o = Tol SO 5
oL o] £ PSR 5

LIVE THIBS .ttt et et e et e et e et b e s te e s be e te e beeaeesaeesbeebeeabeerbeeteenbeenbeareenreens 6

[ 0] O] 01T £ PSPPSR 7

(O 0T T 0 1SRRI 7
ONEINE FUNCLIONAIILY ...c.veiiciieeee bbb bbbttt e b b e 8
Sign In With MiICrOSOTt ACCOUNL........cc.iiiiiiiiiiiie et bbb e 8
SOCial NEtWOIrKING FEAUIES ......c.iiiiiiiiiiee e et sbe s 9
OBNEE FRAIUIES. ...ttt b et b e ettt ettt sb et ebesb et et e s b e ebe s b e e ebesbe e ebenbeneas 9
Simplified Desktop FOr INCreased SPEEM.........coiveveeeiieie it 9

NO STAIMT BUTTON ... bbbttt b bbb nn e n b e 9
IMPIOVEA SECUFILY.....eiviieiiitiieeteit et bbbk bbbt bbbt 10

2. GETTING TO KNOW THE USER INTERFACE - START SCREEN..........ccccooviiniiiiinieeen, 11
LOGGING IN TOWINDOWS 8......ocotiieicieiteiee sttt sttt st sttt st sa ettt sa et e 11
EXPLORING THE START SCREEN .......coi ittt sttt st st 14
LT To (oL Y o] oSS U RPN 14

L AV T [0TSR (o] (- SRS R 14
IMICTOSOTE ACCOUNT ...ttt ettt e sttt b et es et ene b e nnenen 15

LI LT OO SRPROPSPRON 15

N E Yo T L aTo o] A o] g T-T SRS 15
0 =T o I SO PP SOPRO 16

L0 0T g I i S 16



X

Windows 8 With Office 2013 For Beginners
LOF g g L3 S T OO PPPUSPRRR 17
RS 1ol O g T 1 OO 18
SRAIE CREIMN ..o bbbt bbbttt b et 20
SEAME CRAIIN ...ttt bbbt b ettt eene et 20
DYoL O o T 1 OSSPSR 20
SEHINGS CNAIMN ...ttt bbb bbb et b ettt sr et 21
Y LT (=TS BT = L 1Y 1= o T SRR 22
PERSONALIZING THE START SCREEN .....ccoiciiiiictiseeee ettt 23
Viewing Personalization PC SEttINGS.......c.ooiiiiiieiieiiicie e e 23
Changing The LOCK SCIEEN.......ccuoii ettt bbbt 25
Changing The Start Screen BaCKgroUNG ............coiiiiiiiiiiiie e 26
Changing The ACCOUNE PICLUE .......oviiiiieicieiete sttt st sn et e 27
CUSTOMIZING THE START SCREEN APPS ..ottt 28
MoVing APP TileS ATOUNG.......cveieiie sttt sresre e ene e e enes 29
Removing Or Unpinning An APP THlE.....oii et 29
Pinning An App Tile TO The STart SCrEEN .......c.cviiiie et 30
RESIZING AN APP THIE ..o et et sb e et sb et 32
UNINSTAHTING AN ADD 1.ttt bbb et b ettt ab e et ab e e ebeabe et 33
Turning OFf The LiVe APP THIE ..o e 33
CreatiNg AP GIOUPDS ......oiviuietirteiteteste ettt ettt sttt eb et bt e s bt s e bt b s bbbt bt et b et st b ans 34
Creating A NEW APD GIOUP ...cveiiiiieieieiieieste ettt sttt sb ettt sb ettt nre s 34
Naming The NEW APP GIOUP ...c..cuviiieiriiieisiertei ittt sb ettt sb e 35
PrIVACY OF TNE ADPS -ttt st b bbbt e e bbb bbbt et e e e eas 37
AAMINISIIALIVE TOOIS ....ccuieiie bbbttt b e b bbbt e e nbennen 40
WORKING WITH START SCREEN APPS ...ttt eene 41
Launching An AppP From Start SCIEEN........ccvivieiiireseeeeeere et sne e eeseees 42
Closing An App Opened From STart SCrEEN .........ccveveierieriere e e ettt 42
QLI A= =10 o] LY o o PSSP 43
EXPIOring The PEOPIE APP ..ot 44
SOCIAI FEEUS ....veeeiieeee ettt sttt e st et e steeteeseeseese et e teseeseesreeneereaneeneas 44
N o] ) =V o 4P 44
WVNAE'S INBW ...ttt sttt st bbbt e b et enbenee st e sbeaneeteene e 45
FAVOUITTES ...ttt ettt ettt e b be bt st e me e s et et e nbesbenbeseeereene e 45
F A | O] Uy £SO PRPR 45
CONNECIEA NEIWOIKS ...ttt bbbttt et bbb eae s 45
AGUING CONTACES. ...t iveetiie ettt e bbbt e bt e b e et et et besbe b ebeenes 45
Manually Adding A NeW CONLACT.........cceviieieriie e 45
Importing Contacts FrOM A SEIVICE ......ccvcieiiie et 46
VIBWING CONLACES.....cviiviiieeiieieitee ettt sttt et e st e st e s teebaere et et e sbesresteaneereenes 49
SENA MESSAGE. ...ttt ettt ettt bbbttt bbbttt b et b bbbt s 50
WVIABO Call ..ottt bbbt b ettt 50
L0 || OSSOSO USTPRTSPRN 51
LT o I - V| PSR 51
MBD AGATESS ...ttt ettt b et b et bbbttt b et b et r et n e 51

AV T o (0] 1 LT 51



Table Of Contents xi

WWVNBE'S INBW ...ttt e bbb 51

o L] T AN O] o - Tod ARSI 51
LT (o a1 To 0] ] 7= Yo O 52
LINKING CONLACTES. ... cuveveiieitesie ettt ettt st te s aeete e e s e stesbesbesaeeteeneeneeaeseneenreas 53
Adding Contacts TO YOUr FAVOUNILES LiSt........cccceieiiiiieiisesc e 55
Pinning Contacts TO The STArt SCIEEN ........cccoi it 55
VIeWiNG YOUF SOCIAI FEEUS .......cuiiiiiiiriiieirte bbb 57
Changing The Profile PICTUME.........cocoiiiiiiiiee s 58

THE IMAIT ADD ettt bbb et btk b e ekt b etk b etk h et b e bt nre e 60
OPENING THE IMAIT ADP ..ot bbbt bt 60
CUITENT ACCOUNT. ...ttt bttt sttt b e s bt ettt e esb e eb e e sb e e beenbeeaesnneannas 61
FOIURTS ... 61
CUITENT IMIBSSAGES . ¢ ettt ettt e et ettt et b et b et e e bt et ekt e eb e eb e e bt e st e esbeebeesbeesbeenbeenneennas 61
SROMCUL BUELONS ...t 61
IMIESSAQE PANE......eetieieeie ettt et et et e st e st e s te e teeteaneeane e e reenae e reenbeentenneenraens 62

HOW T0 SeNd EMAIIS? ....cviiiiciiiisee e 62
REAAING MESSAGES. ... vevvereeieiesie et ettt e e e st et e st steereeseesae e e bestestesteeneeneeseeeeneenaenrn 63
REPIVING TO MESSAGES ... vevereiteerieeeietestestesteaseeseeseeaessestesteatesseasseseeseessessessessesseeseesseseseessesses 63

(@] 0T T AT 1o Y, - U1 S 64
Moving Messages TO A FOIUET ........couiiiieee e 65
DEIEtiNG A IMESSAGE ......cvereetirtiieiiste ettt ettt bbbt bbbttt b bbb 65
AddiNg ANONET ACCOUNL......cuiiiiiiiiitiiee ettt sttt 65
MOdifying ACCOUNT SELLINGS .....viiuiitiiietiiiie ettt et ee e b b sne s 66

THE WINAOWS SEOTE ...ttt ettt e e sb et sb et b e st e s e et e beseesbeseesneeeas 67
NAVIGALING THE STOTE ......eeiiiiiieieti ettt ettt sne e 68

T UL TTg o Y o] oL 70
UPAALING ADPS -ttt ettt sttt bbbttt bbbt bt bt b et es b e b eb e s be e bt eb e e bt ent e besbenbenee b e 71
SHUTTING DOWN WINDOWS ...ttt 72
SRULEING DOWIN ...t bbbt b ettt bbbttt b et sr et 72
LOCKING THe COMPULET ......eiiiiitiieciiete ettt bbbttt 73
SHGNING OUL... ettt bttt b ettt bt b e bt b e bt et b et bbb 74
3. GETTING TO KNOW THE USER INTERFACE - DESKTOP ......cccoviiiirniinnreeeneecnenas 75
SWITCHING TO THE DESKTOP.......ctiiitiiiiiieieiieisieeisieie sttt sttt 75
EXPLORING THE DESKTOP MODE........cccooititiiiiitnisieieisiee sttt 76
T (= = T USROS 76
FIIES ANG FOIARIS ...ttt b ettt 76
LTI g o (o] (- SO 77
LAV L0 01T OSSP 77
TASKDAT ...t 77
ShOrtCULS ON THE TaSKDAI .......eieieeieieece sttt st na e e e e nrenns 77
Date & Time AN SELLINGS. .. c.vivieeiiitirieieite ettt bbbt saenes 77
PERSONALIZING THE DESKTOP........coiiiiirieitisieert ettt 77
PartS Of TREIMES ...ttt b bttt sbe et et e neesnenbenbesbe 78

DeSKIOP BACKGIOUNT.........iiuitiieitieiieeeie ettt bbbttt b bbbt e et e e b e 78



xii Windows 8 With Office 2013 For Beginners

(070 o] SE OO SOTE TSP PRV TR TP 78
SOUNGS. ..tttk bbb bR R R R R R R R R e bt n b 78
SCIEEIN SAVET ...ttt ettt r et er e nr e 79
Opening The Personalization Dialog BOX.........ccccviiiieieiierieieiese e e s 79
Y I T 1SS 80
WiNAOWS DefaUlt THEIMES. ....c.ueivieiecieeeee ettt ne e e 80
High CONLrast TREIMES ......ccvoiiiiiiiiiee bbbt 80
CrEatiNG THEMES ...ttt bbb bbb bbb bbbt bbb bbbt b b ens 81
Changing The Desktop BaCKgroUNd ............ccooeiririiinieiseecse e 81
Changing The Colour Of Window Borders And Taskbar...........ccoccciiiiiiiniiiiniieee 81
Changing THE SOUNGS ........ciiiiiiiieiete ettt ettt 82
Changing ThE SCIEEN SAVETS .....c..couiiuiiiiieiie ettt b ettt bbb bbbt e e e eebe e 83
SAVING A THITIE ... e e bbbt b et e e b sb e eb e b bt e b e e e ene e e e 84

Y gL T T T T I 1T TSRS 84
=] € T I 1T 1TSS 86
CHANGING THE DESKTOPR DISPLAY ..ottt 86
Changing The SCreen RESOIULION..........ciiiiiirieiiie e 88
Changing The BIigNINeSS........cvoiieiieieiiie sttt ettt sneeene e 88
Changing The Display Settings FOr A CRT MONITON.........cccoiiiiiiriiieeiseeecsese s 89
Connecting TO The SECONT SCIEEM .......c.iiviiitirieieitert ettt 89
Using ClearType TEChNOIOQY ......cvoiiiiiiiiiiiie et 89
WORKING WITH DESKTOP APPS ...ttt 90
LT g Tod T T AN T AN o o SRS 90
Pining An App To The DesKtop TasKbar..........ccccvcieiiiiiieiese s 90
CUSTOMIZING THE DESKTOP APPEARANCE .......ccociiiiiirieeirieeniete s 92
] 1 o S 92
PEEK .ttt 94
SRAKE. ..t 95

L L OSSPSRV PRPSOPR 95
LIRSS = 7 o SRR 96
Viewing The Desktop BaCKGrOUN ..........ccciiiriiiriiiiinieiscsie et 96
ACCESSING A JUMP LEST 1.ttt 97
Locking / Unlocking The TaskDar ..o e 97
MOVING THE TASKDAT ........eitiietiieeict bbbttt 98
Changing The Appearance Of Taskbar BULLONS ............ccocoiiiiiiiiniiieec e 98
Always combine, hide 18DelS ..........co e 99
Combine when taskbar iS fUll...........cooiiii e 100
INEVET COMDINE ...ttt 100
Customizing The NOtIfiCAtION ATEa........ccceiiiiie it 100
VIEeWING HIAAEN ICONS .....c..oviiiiiiie et 101
Changing The Icons And Notifications APPEAranCe..........cceeererereresesieereereeseseseesesessennes 101
Show icon and NOLITICALIONS ..........ceiririiie s 102
Hide icon and NOLITICALIONS .......oveiiiiie e et 102
ONly SNOW NOLITICALIONS .....c.eviiciiiiceeii e 102
MANAGING FILES AND FOLDERS ........ciitiititiiieirieiet ettt 102

OpeNINg The File EXPIOTET .......ocuiii ettt sttt sr e ae e eneas 102



Table Of Contents  xiii

EXPIOring The File EXPIOIEr .......covo it st 103
RIDDON <.ttt 103

N Eo AV o= L o] =101 0] PSS 103
NAVIGATION PANE.......ciiiee ittt a e et e s bestesreere e e eneesnesteneenreas 103

I o] U = OSSPSR 104
AN [0 =TT = T OSSP 104
SBAICH B ... e iiiiiiiie ettt ettt bt R e r et et e naenrenaennen 104
B e ettt r et e renReaReer e e e ene e e e tenae e 104
Changing The CONTENT'S VIBW .......eviuiiiiiiiiieeirie ettt 104
SOMTING FIIES ...ttt bbbt bbb 105
SEAICNING FOT FIIES ... bbbt 106
Opening Files With DIifferent APPS......coooe i s 107
Changing The Default AP .. ..o e sae 109
DEIBIING FIIES.. ettt sr et e e et e re e r e ettt rn 110
TASK MANAGER ..ottt sttt sttt sttt e e et st reebeseenesbeneereas 111
Launching Task IMANAGET .........ccviveieriie sttt e e e e aestestesneenaeneeneeeeneenes 111
PIOCESSES ... ettt sttt bbbt eR e e bt e bt n b erbe et e nbeenbeenaenneas 111
=Y {0 0 Lo = SRS 112
AAPP HISTOMY bbbt bbb 113
SEAMTUD ... e 114

L0 L £ PSSP UR O U URTTR PRI 115
=] U TSRO UR PSPPI 116

RS TET Y [or ST PP U SR URUPTUTUPTPURIN 117
CONTROL PANEL ...ttt ettt sttt sttt st sttt n et n e 118
OPENING CONLIOL PANEL......cviiiiiiie ettt sre st e e e e e sresrens 119
EXPIOring Control PANEI .......c.oii ittt nee s 120
SYSIEM NG SECUIILY . ...vevveieitisese sttt et st e re s teere e e esbesresbeseestesresnennea 120
NEWOIK @NG INTEIMEL ..ottt 120
Hardware and SOUNG. ........ccviieieie ettt st e stesresseereeneeseeseeseenneanen 120
PrOGIAMIS ...t 121
User Accounts and Family Safety ..o 121
Appearance and PersonaliZation ..o 121
Clock, Language and REGION .........c..ciiiieiiiiieiisie ettt sb e e ene e 122
BB OF ACCESS ...ttt sttt ettt sttt ettt ettt b e b e bt et e et e st e nbeebesbeebe e b e e Rt enteneenbeneenne 122
Keeping HiStOry Of FIlES........ciiiie e e bbb 122
Parental CONTIOIS. ... ..o bbbttt see bt na e s b e e 124
e T VT U] ST PRRN 126
ACHVILY REPOITING ...veviciiciecieeeee sttt sttt et b e te e ene et e besresnears 126
WWED FIILEIING ..ttt et e st st e st e e teeae e e et et e st e besteanenrs 126
THME LEMITS Lottt bbbttt b bbb bt enes 126
Windows Store And Game RESLICLIONS .......ocviiveiiiriiiiiiesereese s 126

F N o O R =TS 1T o] S 127

VIEW ACHVITY REPOITS ....vitiieeiietireest ettt 127



xiv.  Windows 8 With Office 2013 For Beginners

L SIKYDRINVE ..o ettt et et e et e et e et e et e et e et et e e e e et e e e e e reeeesaeerres 129
UPLOADING FILES TO SKYDRIVE ......cc ittt ettt sttt sttt st be s s 130
ACCESSING SKYDRIVE THROUGH AWEB BROWSER......ccoiiiiiecieecee et 133

(O] 0T o Ta o T =TSSR 135
o L T T TSP 135
DOWNIOAAING FIIES ...t 136
Keeping Tracks Of Versions 1N ONe PIACE ..ot 137
INSTALLING SKYDRIVE DESKTOP APP ...ttt ettt st ee e s seaese e svn s s 138

5. USER ACCOUNTS ...ttt ettt ettt sttt s bt st e s sabe s st e s s st e s s abessbbessbbeesabesssbeesbbessreeesrreeas 145
ADDING NEW USERS ... oottt ettt sttt st s ettt e st e e st e e e st e e s st e s s etaesetassstessabassbeesareas 145
ADDING ANEW LOCAL USER ...ttt ettt ettt te sttt stn s s s 150
CHANGING USER ACCOUNT TYPE ...ttt ettt sttt st sba s st svassves 152

6. SECURITY AND MAINTENANCE ..o oottt e e e s e s e e st seanenre e 157
SECURITY FEATURES OF WINDOWS 8.ttt ettt stes v sbessbe s s sressbes s 157

L0 LT g AN ofoto 10 (| A O g1 o ] 158
L AT AT To (oA TV L= (=T o [T 158
MV INAOWS SIMAITESCIEEN ...ttt et e ettt e ettt e s s e e e st et e e sttt e e s sabeeesasbeeessbaeessbeeessasaeeesranes 158
WINAOWS FITBWAIL ...ttt e et e e s st e e et e e st e e st e e e s eateeeseaees 158
ACTION CENTER ..ottt ettt ettt ettt e st e et e st e st e e st e st e e st e s e e rtaeesenerees 158
TROUBLESHOOT ...ttt ettt et e et e e st e et e e s b e e ebe e e st e e e ebt e e sbesesaaessaeessaanssbanssresssreas 161
PIOGIAMS ..ttt bttt ettt h e bt e b e e bt e st e e b e e s he e s b e e e he e bt e bt e ne e Rr e bt e bt enrennr e 162
Hardware ANG SOUNG..........oocueiiiiiiiie ettt et e st e e e s e e e s s eab e e e s sabeeessabesessbbneesssbbeeens 162
NEIWOIK AN INTEINEE ...ttt st e st e e st e e st e e st e e sat e e sbbe e sraeesreas 162
SYSEM ANG SECUIITY ... vviveiieie ettt ettt sttt b et sttt sttt st ne b neetns 163
R ol0 Y/ = 2 OO PRRRPOR 163

7. INTRODUCTION TO WINDOWS 8.1 ...ttt ettt s etee sttt stassrtn s sranesree e 165
HOW TO GET THE WINDOWS 8.1 PREVIEW? ...ttt st 166
FEATURES OF WINDOWS 8.1 PREVIEW........oiiiiiitei ettt ettt evae s 166

Personalizing LOCK SCIBEN........ciiiie ettt ettt snesteaneenens 166
Personalizing STAM SCIEEN .....c..iviieie ittt sttt e e seesbestesbesreaneaneas 167
SEArt SCIEEN VIBWING ...eveiieieieieie ettt e st e te st steeseaseeseeseesteseesteseeaneeneanennens 167
Viewing Multiple Apps Without SNap VIBW .........couiiiiiiiiiieie et 168
RT=: L (o] TSRO 168
SKYDIIVE ...ttt bbbtk b et b e bbb bbb e bt bttt et n s 169
O T=1 1] 3o F TSSOSO U TP PRUPTURURURON 169
Internet EXPIOrEr VEISION 11.......ccooiiiiiiiiie ettt ettt bbb 169
Windows StOre REVAMPED. ........civiiiieieeiie et sttt st e naene e e eneenes 170
TN o o 170
o 4101 (o AN o o OSSR 170

CONCLUSION ...ttt bbbt r bt et b b bt e e b n e r b bbb 170



Table Of Contents xv

SECTION II: EXPRESSING WORDS IN OFFICE WORD

8. INTRODUCTION TO OFFICE WORD 2013.......c.cciiiieiiecteeeeecieeteete ettt st aneas 171
STARTING OFFICE WORD 2013 ....oceeieiesiesiesteste e eree e eie e ste st snessesna s esaesaensesaesne e snessasneanens 172
EXPLORING WORD 2013......ocieieiiesieie i ste s eee e ste e ste st te s e esaesaesaesaessessassaaseessenseseessessessens 173

QUICK ACCESS TOOIDAT ... .cciiitieiticcte ettt et eb e ettt s b e s be e sbe s ae s aeesbeeebeebeenns 173
LA L T T OSSP TSSO URROPRPPPRO 174
LT L I o OSSOSO 174
Minimize, Maximize and ClOSE BULLONS..........cuviieiiiiecciee ettt st srre s eare s 174
L1 o] o] o SRS 174

[ (0] 0TI I o TS S TSR 174
LTSt A I Lo O ST OU SRR 175
Page LaYOUL TaD ..ecuiiiiicic ettt r bbb e s beereene e e tesrenrea 176
RETEIENCES TAD ...viiiciiiice ettt et s b e s besreete e e etesre st 177

T LT T I o S 177

A ATV I o RSOSSN 178
AT I o SRS 179
AA-INS TAD L.t be e be b e et e et e et enbe e sbe e reenreares 179
DESIGN TAD ettt 179
(DT 1o o =0 I 10 ol o1 ST 180

S to LU 3 = - | PSR 180
b0 To] 14 O] 111 (o] PP 180
PAGE WIBWS ...ttt bbbttt b e bt b e b e bt e bt et et e e e b e e bt e bt b e e ne e st e et b e 180
T a T oo ]| o ST 181
LYo o oL T SRS 181
CONEEXTUAL TaAD...c.viiie ittt s b e s be e beeta e b et e besbestesbeeneeseennestesrens 181
)V 1 1SS 182

RS Tod =T N T oL OSSP 182
CREATING A WORD DOCUMENT ....otiieiise ettt ettt e e st snasneensenaeseennas 183
Creating a Blank Word DOCUMENT.........couiiiiiiiriiiecsieiecsie et 183
Creating A Word Document Based On A TemMPIate.........ccooeriiiriiieneenesesees e 184
OPENING AN EXISTING DOCUMENT .....cuiitiiteiteteetete ettt ettt sttt eee s 186
SAVING ADOCUMENT ..ottt sttt ettt st be s be st e e teeae et e st e besbesbesbeaaeesse s entene 187
CLOSING ADOCUMENT ..ottt sttt sttt ettt sttt st s beeaa et e besbesbesbeebaeraensestesretas 188

9. MANAGING DOCUMENT ...ttt sttt sie et ste e s e e eesaesbesaestesseensesaensenseseens 191
PAGE MARGINS ...ttt e be et e e s e e s et et e besteebesteenseseeseneenrens 191
N T Y 7 OSSR 194
PAGE ORIENTATION ...ttt ettt sttt r e e e te st e stesneeraeneen e seenreneenneas 194
ADDING TEXT ....iiiiititteeeieie e sie sttt e e esae et e st stesteaseeseesaeseesaestestesseesaeseeneeeeseestesseaseesaensensessens 195
CUTTING, COPYING AND PASTING TEXT .ot itceeieie e se ettt seenes 195
FINDING AND REPLACING TEXT ...cooiiiiiiiiieieee ettt ettt ettt ete st st sbesve v e 197
CREATING BULLETED AND NUMBERED LIST ......coiiiiiieceeeceeeeeec et 198
WORKING WITH FONTS ..ottt ettt ettt sttt et et testesbestesveeteensenteseens 200

Changing FONE SEYIE ..o et bbbt e b b e 200



xvi ~ Windows 8 With Office 2013 For Beginners

ChangiNg FONE SIZE.......cviieieicce ettt st be s be et e e e et e e e st e s tesaesreaneeneas 201
Applying Bold, Italics And Underling ..........cccooviiirciiicc e 202
Applying Strikethrough, Subscript And SUPEISCIIPL.......ccveveieierierere e 203
Changing FONE COlON ..ot et re b e sbesneereaneenens 204
USING FOrMAE PAINTET .....viiieciiceieice ettt s teere e e e et e stesnesreaneeneas 205
PARAGRAPH FORMATTING ..ottt sttt sttt st n e saens 206
INAENTING Paragraph ......c.ocuiiiiic b 206
BOrdering Paragraph ...........ouiiiiiiiieiieese bbb 207
PAGE BACKGROUND .....oooiiiiiiiiiiet sttt sttt sttt sbe sttt sttt se st snene s 208
WATERMARKS ..ottt bbb ettt s bbbt s e be b ese bt ene b 210
Adding BUilt-in WaterMark ..........coooiiiiiiieeiee e s 210
Creating And Applying Custom WatermMark...........ccocereiiierieieienieie s 212
PAGE BORDERS. ..ottt sttt sttt ettt sttt st b et e e et e ebe st teabeneetennas 213
HEADER AND FOOTER. ...ttt sttt sttt st sttt st et 214
DOCUMENT VIEW. ..ottt et sttt bbbttt 216
PRINTING A DOCUMENT ...ttt sttt ettt 218
10. PROOFREADING DOCUMENTS ...ttt 221
SPELLING AND GRAMIMAR ..ottt ettt sttt st a st sa et b se st saeneabenes 221
THESAURUS ...ttt ettt sttt e et et e b e st et e s e s be s e b e st e s ebentesaeneasenes 223
COUNTING NUMBER OF WORDS.......ccoiiieiiieisit sttt sttt st e ste st ssesesnesnesassesens 224
AUTOCORRECT ...ttt et s et e sttt s et b e st st b e st be b enesbenbenentns 225
RESTRICTING EDITING ADOCUMENT .......cctiiietietse ettt 228
COMMENT S .ottt ettt et b et b e s b e et e sb et ebe st e st ebesb e s e ebene et e e be st eteabeabeeeteneas 230
TRACK CHANGES ...ttt bbbt st b et 231
Reviewing A Document With Track Changes.........cccoceiiiiiiiiecieiiese st 232
Accepting And Rejecting TraCk ChangES ........coeveieririeieeieieeie e se e se e e sre e ees 232
11. WORKING WITH PICTURES ..ottt 235
PICTURE ...ttt e e b ettt b ettt b et b e s bt e b e bt et b et et s bt et ne b et 235
SIMA RT ART .ottt ettt sttt st e et et e s e e be s b e s e e b e e et e e b e s e e s e ebese et e ebe e eteebe st eteebe st eteabe e etenres 236
SHAPE ... e e e et L e et b et R e e b et et e eb et e teeb et e teebe st etenre e arenes 238
WVORDART .ottt ettt s bt s e be st e st e b e b e s s et et e st e b e s be s e b e s b e s esesbe b enente b eneerens 239
WORKING WITH PICTURE ..ottt sttt st ssens s snens 240
CrOPPING A PICHUIE ...ttt st b e bbbt be e b e e e et eseesbesbesbesbeaneeneas 240
Adding A Border TO A PICLUME ....ooueiieieeee ettt et 241
Removing The Background Of A PICIUIE........ccvvciiiiic i 241
Changing The Brightness Or Contrast Of A PICIUIE........ccccoivieieinienieie e 242
Setting Height And Width Of A PICIUIE ......ccviiiicicce e 243
LC] oTU o113 1o @] o] =Tt £ S PRPSSSRPR 243
WRAPPING TEXT ..ottt ettt b et s b et s be bbb bbbt st sb et et nbe s 244
12. WORKING WITH TABLES ..ottt 245
INSERTING A TABLE ..ottt ettt ettt ne e 246

ADDING ROWS AND COLUMNS TO AN EXISTING TABLE ..o, 247



Table Of Contents  xvii

SETTING ROW HEIGHT AND COLUMN WIDTH.....cccoitiiiiiiieinseeee e 249
MERGING AND SPLITTING CELLS .....ooiiiiiiieeee s 249
SPLITTING ATABLE. ... 251
SETTING CELL MARGINS AND SPACING.......ccoiriirireirisreensreeesrere s 252
INSERTING A FORMULA ..ottt 252
ADDING BORDERS AND SHADINGS .......ccitiiiiiiieeiniee sttt 253
13. MAIL MERGE, ENVELOPES AND LABELS ..ottt 255
MAIL MERGE ......oiiiiitiiiisee ettt bttt sttt b et ettt ettt e bene s 255
Setting The Environment FOr Mail MEIQE. .......cooiiiiiiiiiieiese sttt e 255
Adding And Editing RECIPIENTS ......eiviiiiiiiiiee et 257
Adding New Recipient AAAress LiST ........coieiiiiiiie e 257
Selecting The Existing Recipient Address LiSt..........cooeiiiiieiiniieiene e 259

Edit ReCIPIENT AQAIESS LISt ....viviiiiieieieiieieie sttt sttt 260
Inserting Mail MErge FIBlUS.........ccoviiie it nne s 262
PrevieWing Mail IMEBITE ....c.voveie ettt e besaeere e et e seente e e 264
ComPIeting Mail MEBIQE. ....cuiiiieieeeee ettt sttt sb et e e e e e e e aesrenrens 265
CREATING ENVELOPES.......coit ittt sttt sttt sttt sttt et 266
CREATING LABELS ..ottt bbbttt sttt ettt 271

SECTION I11: WORKING WITH NUMBERS IN OFFICE EXCEL

14. INTRODUCTION TO OFFICE EXCEL 2013......coii ittt eve e svae v 275
GETTING STARTED WITH OFFICE EXCEL 2013 ......ccoviiiiitieiteciectecteecte ettt 276
Starting OffiCe EXCEI 2013........cviicieeie ettt sttt s be et sr e aesresre s 277
EXPLORING EXCEL 2013 ... .ocitiiiteiie ittt ettt ettt ettt ebe e be st staesbe s sbe s steaaesntesbaesbeebeenbesnnesrnens 278
QUICK ACCESS TOOIDAT ......cciiitieitiectee et b e et b e e s be e sbe e ae s teesaeeabeebeenns 278
T B ..ttt ettt ettt e e b e b e b e et et b e s be e s be e ebe e ebeebe et e eabeebeeebeenbeetbeabaeareens 278
[T L I o OO SRRSO 279
Minimize, Maximize and ClOSE BULLONS..........cuviieiiiieecie ettt ettt sare s 279
L] o] o 1o o R 279

[ 0] 0 LT 1 IR 279
LTSt A I Lo O SRRSO SRR 280
Page LaYOUL TaD ...ttt b e bbb e e s e e e e e nnenae 281
FOIMUIAS TaD ....oeiiviccec e ettt ste e st e e sate e stbe e saae e sabeesneeenaeeas 281
(D1 - I o TSRS TOR 282
REVIBW Tab ..ottt e s e e st e e st e e s b b e e saae e sbb e e sbeeesbeeesbaeesbeeesnreesaeens 283

AV A= A I 1« IO OO 283
FOPMUIA B ...ttt ettt s be et e s te s ae e e be e ebeebeeabeetbesbaesbeesbeesbeeneesreas 284

I F= T gL =0 ) G SRS 284
STALUS B .....iiiiiiieeiciie ettt et e e ettt e e e et e e e et e e e e ebt e e e e eab e e e e ebeeeeabaeeeeatbeeeabreeeabaeeean 284
LAY e ] 1T O UTRORRR 284

1o (0] | I ST TR 285



xviii Windows 8 With Office 2013 For Beginners

CREATING AWORKBOOK ..ottt sttt ettt st sttt sae st seesesbeseeresseneas 285
Creating a Blank WOrkDOOK ..........ccccviiiiiiiic e s 285
Creating A Workbook Based On A TEMPIALE .......cvcveieiiiie e 286

OPENING AN EXISTING WORKBOOK ......ccotiiiiiinieieiinieeeie ettt s 286

SAVING AWORKBOOK ..ottt ettt ettt st ettt ettt nnese st seeresbe e 287

CLOSING AWORKBOOK ..ottt sttt sttt sa et st asbe s saabe st eseabesaerasbeneas 289

15. MANAGING WORKSHEETS AND CELLS .....coocciiiiicieesese e 291

WHAT IS AWORKBOOK? ..ottt sttt sttt bt snens 291

WHAT IS AWORKSHEET? ..ottt st sttt sttt nnns 291

DAT A ettt R R LRt E e bR bRt R bRt Ee bRt Ee bR e et et e ettt rens 292

ADDING ANEW WORKSHEET ...ttt 292

RENAMING AWORKSHEET ..ottt ettt sttt see e ste st s sneseesesseneesens 293

DELETING AWORKSHEET ......cccoiitiiietsieitse ettt st sttt sttt saens 295

INSERTING ROWS AND COLUMNS .....oiiiiiiiiiiesiie st 296

DELETING ROWS AND COLUMNS ..ottt st s 297

ADDING DATA TO AWORKSHEET .....coiiirec et 298

CUTTING, COPYING AND PASTING DATA ...ttt sttt sttt sttt sve s 299

SETTING THE ROW HEIGHT ..ottt sttt sttt sne s 300

SETTING THE COLUMN WIDTH ....cociiiitiieitie ettt sttt ave s 301

MANAGING THE APPEARANCE OF DATA ..ottt 302

ALIGNING CELL DATA ..ottt sttt sttt sttt bt sbe et bt et nnens 304

WRAPPING DATA IN A CELL w.ovtiiiiicit ettt sttt 305

MERGING CELLS ... ..ottt ettt sttt sb et b ettt sbe e ebesaeseeteneerenbens 306

SETTING ORIENTATION OF CELL DATA . ..coo ettt 307

ADDING BORDERS TO CELLS.......ooiiiiiieiiriesse sttt 308

USING FORMAT PAINTER ..ottt bbbt 309

HEADER AND FOOTER. ..ottt et sttt ettt 310

SETTING WORKSHEET MARGINS .....cooiiiiiieeirieeee ettt sne e 312

PRINTING AWORKSHEET .....cociiiiiiiet sttt sttt sttt n et nens 313

16. CONDITIONAL FORMATTING, SORTING AND FILTERING DATA ..o, 317

CONDITIONAL FORMATTING ....coitiieititeiiee ettt sttt te sttt sbe st svesnenesbesaenesreseas 317
HighlGNt CIIS RUIES ...t bbbt e b bbb 318
TOP/BOLOM RUIES ...t bbb bbb s 320
DALA BAIS.....eeeteeteiee ettt e bbbt bt bt bR b e b bt bt e be e nbe et nnenae e naeennas 322
(07 ] (o] g Tor: 1 L= TOURPST 323
FCOM SIS ...ttt b et h e bt b e e bt bt et eR e eR e e b bR et e b ne e 324
Creating New Conditional Formatting RUIES............cceiveiiiiie i 326

SORTING DATA ettt b bbbt bt h bt b bbbt bbbt e b b s bt n et et neene s 329

FILTERING DATA . ettt ettt b ettt b ettt b ettt b e et b e et eabe st ebeabeneereas 331

17. CHARTS, SMARTART GRAPHICS AND SPARKLINES .......ccccocvitniinicinisc e 335

(08 o 12 1S TSR USOPSPRIPRN 335

TYPES OF CRAIS ...ttt ettt eb bbbt et b et eb e et e ab et ebe e 335

(7] 1111 010 1O -1 1 FTT RS 336



Table Of Contents  xix

BaI CRAIT...... et 336
LNE CRAIT ...ttt 337

PIE CNAIT ... 337
ATEA CRAIT......eeceeeeeeeeeereeereereeereereeereenrnes 338
SUMTACE CREIT ...ttt 339

10 -1 O o o PSSR 339
DOUGNNUE ChAT ..ttt et bbbt b e e 340

XY (SCALEN) CNAIT....coeitiiciiite ettt bbbttt be e abe e 340
12101 o] o] (S @1 - U TR URUPTU PN 341

3 (0101 QO 0 T TSR PRRSURPPRN 342
CrEatiNG A CRAIT.......oeieiieie bbb bbbt b bbbt b 342
Converting A Chart Type Into ANOThEr TYPE ....c.ecuiiiiiiii ittt 343
PIINTING A CREIT.....eiie et bbbttt sa e bbbt bt b et nee b b e 344
L] o AN O =T A 4L SSSSRP 345
Setting The AXIS TItIE.....ciiie it ae e nre s 346
L] T I T =T 1= o T OSSR 346
SMARTART GRAPHICS ...ttt bttt 348
INSErting SMArtAIrt GraphiCS........coveiiiieiie et e 348
AGAING TEXE ettt b ekt b ettt b et b e bbbt et b et et b s b 350
AAAING A SEYIE <ttt bbb e nne e 350
SPARKLINES ...ttt bbbtk bbbt bbbkt b ettt 352
Creating SPArKIINES. .......cc.oiiiiiie bbb bbbt 352
Changing The Type And Color Of SParklines..........ccccucviiiiiiiiiiiiieeee e 353
Highlighting Data POINTS ........c.ccoiiiiiiiiiiie e 355
18. FORMULAS AND FUNGCTIONS ..ottt ste et ene e sneennee s 357
FORMULAS ..ottt p et nr et n et n s 357
L@ 0 T=] - (0] £ S PS 358

F AN g 100 o @] o =T o] £ P 358
COMPATTSON OPEIALOIS ...ttt ettt sttt sttt sttt sb et bbb s et se bt ebesbeseabenrebeabe e 358
Text CoNCAtENALION OPEIALOT .......coveiiiieiiite ettt bbbttt e 359
RETEIENCE OPEIALOT .....veieeieterteeete ettt bbbttt bbbt 359
OPErALOr PrECEABNCE ......c.vciiitieeiiit ettt bbbttt bt 359
Cell RETEIBNCHING ...ttt bbbt bbb 359
ADSOIULE Cell REFEIENCES.......eieieieeee et 360
Relative Cell REFEIENCES.......c..ciieieeiie et 360
MiXEU Cell RETEIENCES. ... ittt 360
FUNGCTIONS .t bbb et b b et n et n s 360
AT (10 AT} ) - VSRS 361
(@00 ¢ =Tot 11 a0 I = £ (0] £ TSRS 361
PRODUCT FUNCEION. ...ccvtviteiirerecrre st 361
SUM FUNCLION ...ttt 362
AVERAGE FUNCLION ...t 363
CONCATENATE FUNCHION ..ottt sttt nn et s 364

FIND FUNCHION ...ttt ettt sttt ettt e sttt e e st e s et e e e sabaeeessabeeesasbbeessbeeeesasbeaesssbenesanes 365



XX Windows 8 With Office 2013 For Beginners

YA NN 2 T Tox [ 3 R 366
1 T o1 (o] TR 367

SECTION IV: DOING PRESENTATIONS IN OFFICE POWERPOINT

19. INTRODUCTION TO OFFICE POWERPOINT 2013 .....ccoooiiiirieieiseneese e 369
STARTING OFFICE POWERPOINT 2013 .....ciciiiieiesieiete ettt sre s ene s 370
EXPLORING POWERPOINT 2013......ciiiiietiiieeetesiee st siee sttt e v ettt ss e v 372

QUICK ACCESS TOOIDAN .......eiiiiicii et s b e et e et e e s e steesraesreesreesnens 372

LI L (=3 =T SO TUR RSP 372
I TaD bbbt bR bbbt b et bbb nne s 373
Minimize, Maximize ANnd ClOSE BULLONS. ........c..oiviiiiiiirieisiseese s seenes 373
RIDIION ... bbb ettt 373
HOME TAD ..ottt bbbttt nr et e 373
INSEIE TAD L.ttt bbbt 374

[ 1= o[ N I oSSR 375

LI LA FT 1o 4 I 1o TSP 375
ANIMALIONS TAD ...ttt e e et e e seeseeeneeneas 376

ST T [c ] T LY I o PR 376
REVIBW TaD ...ttt ettt sttt beese e s et et e besaesteeneeneas 377
VT I o SRS 377
Dialog BOX LAUNCHET .......ocuiiiicii ettt ettt ettt be e s re e teeneesneenas 378
Vo] oI N T RS 378
S1idesS AN OULIING TADS .. .cviiieieieiie ettt b e bbbt 378
SHUE PANE ...t b e et b et bbbt ettt sttt rene et 379
INOTES PANE ...ttt b bbbt e bRt E bRt e e b e r et en e renne e 379
SEALUS B ...ttt bRt b e r e r b nr e reene s 379

N E YT T Lo N o T 379
WAoo ] 1 K @0 11 £ o OSSPSR 379
CREATING APRESENTATION ....coitiiiiiiti ettt sttt st a st sa et saenesaesneresne e 379
Creating A BIank PreSentation...........cccoerieiiiiieneinieneese st e 379
Creating A Presentation Based On A TemMPIAtE .........cooiiiiiiiiiiee e 381
Opening An EXIiSting PreSENtation ............ccoooiiiiiiiieiieieee e 382
SAVING APRESENTATION L...oiiiiiiieiite ettt ettt nnenes 383
CLOSING APRESENTATION ..ottt ettt sttt sttt st et et seesesneneas 384

20. MANAGING PRESENTATIONS ..ottt sttt sttt 387
INSERTING A SLIDE ..ottt sttt st bbbt bbbt be e 387
ADDING TEXT ..ttt bbbttt b ket b bbbttt s bt st et st ne et st 388

L L [ AN o P ToT=Y T ] o LT S PSRRPR 388
USING A TEXE BOX ottt bbbttt bbbt 389
HEADER AND FOOTER......cociiitietet sttt sttt st sttt st se sttt be s tenaens 390
AddIiNg Date AN TIME....cuiiiiiiiiiee ettt bbb et sb e e b e b e b nnas 391

AddiNgG SHAE NUMDEIS ...ttt e b e bttt se bbbt e e reens 392



Table Of Contents  xxi

FORMATTING TEXT ..ottt 393
CHANGING FONT AND FONT SIZE OF TEXT ..ovitiiiiiieirisiee st 395
CHECKING SPELLING ...ttt 396
CREATING BULLETED AND NUMBERED LIST ....coiiiiriiinceeense s 398
MOVING AND DELETING A SLIDE .....ociiieiiriecreensee s 400
ADDING THEMES ...ttt ettt sttt e sttt st et s e st ebe e et 400
Changing ThemME COlOr ..o bbb 401
Changing THEME FONT ......coiiiii bbbttt 402
Changing Theme Background StYIES..........cooiiiiiiieii e 402
21. WORKING WITH OBJIECTS ...t 405
ADDING CHARTS TO A SLIDE ...ttt 405
INSERTING AWORDART ...ttt sttt b et 407
INSERTING AN IMAGE ..ottt bbbt 408
(@3 70T o] o1 L0 I AN 4 114 o[- OSSP 409
INSERTING A SMARTART ..ottt 410
INSERTING A SHAPE ..ottt 412
INSERTING A VIDED ...ttt bbbttt st 413
INSERTING A AUDIO ... .ottt sttt sttt neebene e 414
22. ENHANCING A PRESENTATION ..ottt 417
ADDING A TRANSITION STYLE ...ttt 417
ADDING TRANSITION SOUND ..ottt 418
SETTING TRANSITION DURATION ..ottt 419
APPLYING TRANSITION EFFECT TO ALL SLIDES.......ccocietiieerieeneseiesese e 419
ADDING ANIMATION TO OBUJIECT ..ottt 419
REORDERING ANIMATION ..ottt 420

SECTION V: MANAGING DATA IN OFFICE ACCESS

23. INTRODUCTION TO OFFICE ACCESS 2013 ......ccvitieiiieieiisienisesie s seens 423
WHAT IS A DATABASE?.....coi ettt s e b et s et et s e s be st ne st senes 423
DATABASE MANAGEMENT SYSTEMS. ..ottt 424

BENEfitS OF DBIMS ...ttt sttt sb et sb e be b et e sbe e e besae e e rearereas 425
WHAT IS RELATIONAL DATABASE MANAGEMENT SYSTEM? .....covviiviiieineecseens 426
WhY REIALIONAI? ...ttt e b b e 427
0101 [0) V=TT I o USSR 427
DePArtMENTS TADIE ......ciiiieiciece ettt 427

T 1] o] (- B 7 RSP 428
INTRODUCTION TO OFFICE ACCESS ..ottt 431
ACCESS VIS EXCEL....cviiiiiciiiie et bbbt bbbt 431
ODJECLS OF ACCESS. ... tuevieeieetert ettt ettt ettt b bbbt b bbbt b et nb et b et ne st 431
LI 0] OSSPSR 432

L@ T 4 -SSR 433



xxii ~ Windows 8 With Office 2013 For Beginners
0] 01 PSR 434
L] 1] SRR PR PR OPRPP 435
Putting All The ObjJects TOGEINET .....vceeeece e 435
ACCeSS Database File EXIENSION ......c.coviiiiiiiiiecie ettt sttt ettt ebeebesbe st e sbeesbeesre s 437
24, WORKING WITH DATABASE ..ottt sttt st sttt are s 439
STARTING ACCESS 2013 ...ttt ettt ettt st be e eteere et ebesteebesbesteereensenteseens 439
CREATING A DATABASE........ccue ottt ettt ettt te s te st e teeaeete et ebesreebesreans 441
Creating A Database By Choosing A TeMPIALe..........ccoviirireiiieneeree e 441
Creating A Database From SCIAtCh........ccoiiiiiiii e 443
EXPLORING ACCESS 2013 ..ot ciiiiiitie ittt sttt ettt s as sttt ba et e bessaesbaesbaesbessresaesaneans 445
QUICK ACCESS TOOIDAT .......ei it be e st e et e et e e r e steesreesreesreennea 446
I L1 L T USROS 446
BULEONS ...ttt e e e e e e e e e e e e e e e e tre e e ahre e e e atteeeeatbeeeanrreeeabaeeearrreeans 447
Microsoft ACCESS HEIP (FL) ..cviieiie ettt ettt nnens 447
VHINIMIZE ottt et sttt e et eab e e bt et e e be e beetbesteesbeesbeesbeenbesneeareennes 447
IVIAXIITHZE 1ooveeve ettt et ettt b e s b e e b e et e s et e ebe e ebe et e eabeeabesbbesbeesbeebeenbesanesaeeareennes 447
[0 [0 447
L] 0] oo o 447
[ [0 0 LT 1 447
(1T | (I I o OO 448
[t G F L DL L I o IR 448
Database TOOIS TAD......c.uiiiriiiiieiie ettt e st e s be e sabe s sareesabe e sabeesareseens 449
DESTION TAD .ttt bbbt bttt bbb ene 449
[T [0 S I o IO PRROTRRPPN 449
LI o] [T - Lo OO U RSP ROUPRRPRPRPI 450
Unpinning And Pinning RIBDON...........ooi i 450
N E Yo T Lo N o T S 451
JLIE: 1 o] =11 SO 451
L Toto Lo I\ V7T Lo = - SRRSO 452
RECOIA SBATCN BOX ...cviiiviiiiiiecie ettt ettt ettt ettt st s be e sbe e ebe s e e s teesbeeebeebeenbeenbesrsenns 452
WIBW BULLONS ...ttt ettt sttt e sbe et s teesbe e sbeeebeeabesabesbseebeebeesbesseesbeesbesseen 452
(D11 1= A A 1= O 453
DESIGN VIBW ...ttt bbbtttk bbbt b bbb e bt besn et ebe et e 453
BACKSTAGE VIEW ...ttt sttt e ettt st s ba s baets ettt sbeebeeaeeraenis 453
10 (o J RSP STOPRRR 454
N =L 454
L] 0T o USRS 454
SAVE ANG SAVE AS.....eiiiiiitie ittt ettt ettt ettt ettt e st e et te e s be e sbestesaeesbe e ebeeebeenbeeabeerbeebeesbeesbeesbeerrens 454
T PSS 454
[0 [ TSR 454
AACCOUNL ... .ueteiee ettt e e e e e e s et e e e e e e et e et b e e e e e e e e s e s bbb s eeeeeesa s bbb seeeeessa bbb bseeeesssansabeaeeeesssnsrrnns 454
(0] 011 [0 4 OO RTS O R TSR U PO PR PSP 455

[ (ToL=] | TR 455



Table Of Contents  xxiii

WORKING WITH NAVIGATION PANE ..ottt 455
Minimizing NaVIgation PANE ..........ccceiiiiiiieieic ettt sre e et se et e sresresneeneenas 455
Maximizing NaVIgation PANE .........ccccvcviveieierese e e e te e et e e re e e e e seeseesresnenns 456
ST 10 @] o] o3 £ SSSRS 456
Minimizing And MaXimizZiNg GrOUPS........cvevereerierueresesesteseeseeessessessessessessessesssessessessessessenses 457

OPENING AN EXISTING DATABASE ........coviititietceset ettt sttt 458

CLOSING ADATABASE ...ttt ettt bbbt aesenbe s neerens 460

25. WORKING WITH TABLES ..ottt 463

TABLE FUNDAMENTALS .....ooitititeiet sttt sttt sttt sttt st resaesaesesneseenens 464

ACCESS DATATYPES ...ttt bbbttt nn 464
AULONUMDET ..ot b bbbt et et sb e s b e b e et e e e enteseesbenbeseens 465
INUIMIDET ..ttt bbbttt b et e b e e bt e b e e b e e e b e ebe st ebeebe e ebeabe st ebeabe e ebenrereas 465
IS 4T A I SRRSO 465
0] 00 I I PSRRI 465
D (=Y I 0 TSRS PRU RSP PRPRIN 466
LT 0T3S 466
B (= £ o OSSP 466
(O] I @] o] 1= ot A OSSP 466
HYPEITINK ..ttt b e et b e et sbe et nrene 467
ATLACHIMENT ...ttt sttt b et e st e e st et et e sb e st e ebeer e e e enbentennente e 467
(08 101 1] -1 (=T OSSP UR PRSPPI 467
LOOKUP WIZAIT. .. ..oeieiieiiieeieeiest ettt bbbttt b e b nn st ane e 467

CREATING A TABLE ...ttt sttt sttt sttt sttt 467
Creating Table IN DataSheet VIBW ........ccviiiiviiiiiecieieie sttt sttt sne s 470
Creating A Table 1N DESIGN VIBW .....cviiiiiiiiiiiieeieeeese sttt e ettt sre st e e e aesresnens 471
N Ty g T a0 R I L= =] oS 474

SAVING A TABLE ...ttt st b et bbbt et et se s et e 475

CLOSING A TABLE ...ttt ettt b e ettt be et bns 476

OPENING AN EXISTING TABLE........c.cot ittt sttt st 477

RENAMING A TABLE ..ottt sttt b e 478

WORKING WITH THE TABLE RECORDS.........cotiiiiisectsces et 478
INSErting Data INt0 TADIES. .....ccuiiiiiiiee et sbesae 478

Directly AAdiNg RECOIS .....ccueiuiiiieieieie ettt bbb sne 479
Using Ribbon For Adding RECOITS.........coiiiiiiiiiiee et 479
Using Record Navigator Bar FOr Adding RECOTUS .......cocovieiiineineneesee e 480
Saving A ReCOrd IN A TabIE ..o 481
Viewing Records IN The TabIES .......ccviieiiiic e sne s 482
o 1T T o] o [ S 484
D] o AN =T ot (o 485

WORKING WITH TABLE FIELDS ..ottt 486
Adding New Field To An EXiSting Table .........coooiiiiiiiie e 486
DEIEtiNg A FIEIU ..o ettt 487

REArTaNGING FIBIUS ... ..ottt et se e nee e 489



xxiv.  Windows 8 With Office 2013 For Beginners

WOrking With FIEld RUIES .........ccvieiicece et 490
Changing The Data Type Of An EXisting Table........cccccoiiviiciiicic e 490
Changing The Field Character Limits Of An Existing Table.........c.ccoovvivviviiiicicic e, 491
Changing The Validation Rules Of An EXisting Table..........cccccovvviviiviiiiineiciesere e 492
Adding Calculated Fields And Total Rows Of A Table ......cccoeveieiieiiciieeeee e 495

Creating A Calculated Field...........coooiiiiiiii e 495

LI L L (0T 499

WORKING WITH TABLE APPEARANCE ..ottt 500

ReSIZING FIEIAS ANG ROWS .......oiiiiiie ettt s b e bbb neeneas 501

HIING FIEIUS. ...ttt b et b et e bbbt see e 502

Changing Alternate ROW COlOr..........ciiiiieie et 503

MOITYING GIIAINES. ...c.veviiviciieiee ettt sttt b et et nes 504

DataSheet FOIMELLING ....cvviveieiiiteieiirte ettt sb e bbb nes 505

26. DATA CONSTRAINTS .ottt bbbttt bbb b et et n b 507
PRIMARY KEY ..ottt 508
LAV = L ES LT (=3 T SR 515
FOREIGN KEY ...ttt ittt ettt sttt bttt b bttt e st s b bbbt b b et et s 516

What IS Referential INtEgIitY?.......coiiiiiiiiiiee e 517

Insert/Update Operations On The Detail Table..........cccooviiiiiiniie e 517
Cascade Update Related FIelds...........coiiiiiiiiie e 519

Delete Operation On The Master Table ..o 519
Cascade Delete Related RECOIUS........cviiiiirieieie et 519

What iS ReIAtIONSNIPS? ... bbbt bbb 520
KINDS OF RELATIONSHIPS ..ottt 525

ONB-TO-ONE ... 525

L@ 1o 1o - T USRS 527

Y L0 0T V- YT 528

27. WORKING WITH FORMS ...ttt bbbt 531
CREATING FORMS ...ttt bttt ettt bttt et 532

Creating A Default Form Based On All The Fields Of A Table......c..ccoovvoveiiieeieniie e 532

Creating FOrm USING WIZArd ..........ccooiiiiiiiiiee e 534

Creating FOrm UsiNg FOIM DESION.......coiuiiiiiiiee ettt s 538

SAVING A FORM.....oiiiitiiiee ettt bbbkt b bbbt bbbkt ettt ne et 541
CLOSING A FORM ...ttt bbbt bbbt bbbkttt se et 542
OPENING AN EXISTING FORM ..ottt 543
PROPERTY SHEET ..ottt bbbttt 544
WORKING WITH FORM RECORDS.......ccooiiiiriiinereene s 546

AdAiNG NEW RECOMS ......vveveeeieieiiisie ettt ettt e e e sr et tesnesre e enee e e eeneeeneenes 546
Directly Adding RECOITS .....uvcviieieiiicre st es 546
Using Ribbon For Adding RECOITS. .......ccueiiiiiiiiiieeie e 547
Using Record Navigator Bar For Adding RECOIUS ........cocceieiiiniiiiiiece e 548

SAVING RECOTUS ...ttt bbbttt b bbb et st r e e 549

EQItING RECOMS. .....cvieiieitiieiei bbbttt et 549

DEIEtiNG A RECOM ...ttt bbbt b ettt nn e 550



Table Of Contents xxv

28. WORKING WITH QUERIES........ccocot ittt 551
TYPES OF QUERY ..ottt sttt sttt sttt bbbt st be e senbeneas 552
ST 1= od A TN T 2SS 552
A 1o 1O TN T YOS 553

F o] o1=1 1o [ 11 1T Y2 S 553
DEIEIE QUETY ..ttt bbb et b bbb bbbt 553
MaKE TaDIE QUETY ...t bbb bbbt b et 553
UPAAEE QUETY .ttt ettt b et bbbtk bbbt st b et st nb et st e e 554
CrOSSLAD QUETY ...ttt bbbt b bbbtk bbbt bbbt 554
Parameter QUETY ......c..ooiiiiiiiiiic e s 554

] @ IO 1 -] o PO STR O ROPRPPR 554
AGGIEOALE QUETY ...ttt sttt ettt et e bt et e st e st e e s be e be e b e s s e e s be e sbe e ebeeebeenneenneebrenneenreen 555
CREATING A QUERY ..ottt sttt st bt b et sttt 555
Creating Query Using QUErY WiZard.........ccccvviviiveieieereiesesese e e esiesaesie e sre e e ensesessaesseseens 555
Creating Query UsSiNg QUENY DESION ....ccveiveiiiiieeieieeses e stestesesseeeeseesie e seestesnesses e enseseesseseessens 559
Object RelatioNShiP PANE.......cccviiiiee ittt st saesre e ene 561
DESIGN GFIl. .ttt ettt bbbt b et et b et bbb et 561
Field Names And Table NAMES ........oovierrrireeieie e s see e 561
SOTTING. ettt bbbt b et 561
ShoWING/HIAING FIEIAS .....c..cviiiiieieie e 561

QUETY CIILEIIA ...tttk bbbt b bbbt 561
SAVING THE QUERY ..ottt sttt sttt sttt st baebe st tesaesaetesaeneetens 564
CLOSING THE QUERY ..ottt sttt sttt bt bttt 564
QUERY CRITERIA ...ttt ettt sttt s b et b et b ettt n e 565
o 1SS 566
N0 ] B TSP PRU SO PO PPTP PP 566

IS INUIT bbbt b ettt s b ettt b et b et et b ettt ne st 567

IS INOE INUIT . bbbttt sttt 567
LI K ettt b e bbb e be e be e be et beetaeah e e ebeeebeebeeabeeaeeabeebeenbeareenreens 567
N0} B G ST 569
Greater Than Or Equal To & Less Than Or EQUal TO ......covvereiieniiiesseese e 569
Greater Than & LESS THAN.......coiieiiieiee et sb et a et e 570
TS A=) o RSP PTOPTRRURUPPR 571
TOOAY'S DAL ...ttt bbbttt bbbttt 572
DALEPAIT ...ttt b et b bt E e Rt e e b e be e b e r e nnenreenrean 573
INEEIVAL ...ttt b bbbttt b bbbt ne e 573

D LT OO TSP PP PP R URTOUPUPPON 573
FIrStDAYOTWEEK ... ..ottt ettt st e st e teeaeere et e beseestesaenteas 573
FIPSEWEEKOTY AN ...ttt ettt bt 574
MODIFYING QUERY ...ttt ettt bttt et b ns et b ne e 575
SOMTING QUETIES ..ttt bbbt b e bbbttt bbb 576

HIAING FIEIUS ...ttt b bbbt sre e 576



xxvi  Windows 8 With Office 2013 For Beginners

29. WORKING WITH REPORTS......cciiiiciiit sttt ettt 579
CREATING REPORTS ...ttt sttt sttt sttt sttt sttt sttt st be st e enesbeseatennes 580
Creating Reports Using REPOI TOOL.........coiiiiiiiiiiiiecieieiese et sne e enens 580
Creating Report Using REPOIt DESIGN ......oiveviiieiieeieeieieies ettt e et sae e snesnesneenens 581
Creating Report Using REPOIt WIZArd...........ccoceveeiiieeieieeieseese st srae e sve e s sne s 584
SAVING THE REPORT ....ooiiiiciste ettt sttt sttt sttt e bt e be st et e e be st esesbe s ereabeneas 590
EXPORTING REPORT ..ottt sttt sttt sttt sttt sttt st et bt et b et ettt be e 591
Saving The Report AS PDF 0OF XPS ...t 592
Saving The Report As Any Other Type Of File.......cocooiiiiie e 593
PRINTING REPORTS.... .ottt ittt sttt sttt st sttt sttt st s et st s bennens 594
CLOSING THE REPORT .....oiiiiitiiet sttt sttt sttt sttt sttt sttt st se st saenesbesearesbeneas 596

SECTION VI: ORGANIZING WITH OUTLOOK

30. INTRODUCTION TO OFFICE OUTLOOK 2013 .....ccoieiiieieiesieesesiee e sesie st 599
NEW IMPROVEMENTS AND FEATURES. .......cccoititieie e 600
IMProved USEE INTEITACE ....c.veiieiieciite ettt et sb e e 600
BeaUtiful SHABSNOWS ....cueiiiiiiicie ettt sne e ne e 601
NEW BACKSIAGE WIBW ...ttt bbbt b bbb s 601
PROPIE .t 602
New Placement Of Navigation CONrolS...........ccviiiiiiiiiiiiesesese e 603
Weather Bar IN CaleNdar............oooiiiiiiieiee et 604
PEEK WWINTOWS ...ttt bbbttt b bbbttt e nb e b e s beebe et e sbeene s 605
Displays Mails More EISQantly...........ccocooiiiiiiiiieieeee et 606
Delete BUtton 1N The MESSA0E LiSt.......ceciiiiiiieiisireeee et 607
INSErtING ONIINE PICLUME ....cvvivieiecie ettt a e se et stesrenresneeneens 607
Connecting To Social NEetWOrking SItES ........cvciviierieriie s 608
OULIOOK DAL FIlE......ccviiveicieieeeie e ettt sb et nn s 608
NAVIGATING OUTLOOK 2013 ......cvciiiieictesiee ettt st sttt st re s nns 609
QUICK ACCESS TOOIDAN ... .ottt ettt st sbesbesnesneaneenens 609

L o] oo o TSRS 610
HOME T ettt e bt et e bt eb e e seen e e e et e besaeereaneeneas 611
SENA/RECEIVE TAD ...ttt ettt ettt e b e e besreeneens 611

0] 0[] I USSR 611
VIBW TaD . bbbttt b e bbbt et e e et b e bbb e b ene s 612
SBANCH TAD .. et b e 612
ATTACHMENTS TAD ...ttt sttt sttt 612

N E YT T o] N = T 613
CONENTS PANE ...ttt bbbt e b bbbt e bt bt et et e e sb et sbeebesreene s 613
REAAING PANE ...kttt et bbb 614
PEOPIE PANE ..ottt 614
TO-DO BT ..ot b bbbt nar et e b nnre s 615



Table Of Contents  xxvii

VATV @] o) o] TSSOSO 617
Ao 1o 11 1] [T [T SO OO 617
SETTING UP QUTLOOK 2013......ceiiiiieieiieieie ettt sttt et sttt sttt st et 617
Automatically Configuring An EMail ACCOUNT .......ccveiviiiieiire e 619
Manually Configuring An Email ACCOUNL........ccccviviieieercie e 620
31 GETTING STARTED ... .ottt bbbttt bt naenes 627
127 =10 S 627
UNpinning RIDDON. ..o s 627
PINNING RIDDON ... bbbt e 628
NAVIGATION PANE ... .ottt st b et b ettt et neete b e e 628
Minimizing NavIigation Pane ..........ccociiiiiiioieee ettt e bbb eeas 628
Maximizing NaVIgation PANE .........ccccecviieiieiieiiie e eeae ettt re e sta e e e srestesbesnenras 630
READING PANE ...ttt sttt ettt bbbt bbbt ne st nn e 630
Displaying Reading Pane At The Bottom Of Contents Pane...........cccccvvvvvevvsesieeeeieeseseseeens 630
Displaying Reading Pane At The Right Side Of Contents Pane.........ccccceevevevvvevennnivsnsnsnennns 631
TO-DO BAR ..o b et b et b e Rt b e et b e bbb et be et st 632
Viewing Appointments in TO-DO Bar.........ccocooiiiiiiiiiiie e 633
Viewing Favorite Contacts in T0O-D0 Bar........ccccooiiiiiiiniiieee e 634
Viewing Task List in TO-DO Bar ........ccoooiiiiiiiiiieeee e 635
PLAYING WITH NAVIGATION CONTROLS........ootititiiciiseisie e 636
Changing The NUMber Of CONLIOIS.........cociiiiiiieieieie e e 637
Reducing The Size Of CONLIOIS .....c.oiiiiiiiicee e 637
Changing The Order Of CONLIOIS .........cocoiuiiiiiieceecce e 638
Resetting The Navigation OpPtiONS..........coieiiiieiiiieisese et seenes 638
PEEKING AT APPOINTMENTS AND TASKS .....ooiiiieiitineneeisie st 639
PINNING THE PEEK ...ttt st e et e besresnesreenaenaenre e e 640
32. WORKING WITH MALLLS ...ttt naenes 641
RECEIVING EMALLS ...ttt bbbt bttt 641
SENDING EMALLLS ...ttt ettt sttt n et e et ne 644
L o] oo o USSR 645

L (0] B =] o USSR 645
101 1= (o OSSR OSSPSR 646
(O o o =] o OSSOSO SUS RPN 646
SUBJBCE bbbttt 646
ATEACNIEM ...t b bbbt h b bbb Rt e et e e bt nre s 646
200 Y2 OSSO PPSPRR PSRN 646
ST T [OOSR 647
SENDING A FILE ATTACHMENT ..ottt ettt sae b sne e 648
EMAIL SIGNATURE ....ooitiitiiet ettt sttt bbbt 650
Creating An EMail STGNALUIE .......c.viiiiiiiiiese bbb 650
Adding Signature TO AN EMAil ..ot 653
REPLYING TO AN EMAIL ..ottt sttt 653

Setting An AULOMALIC REPIY ....oveiiie b e 655



xxviii Windows 8 With Office 2013 For Beginners

FORWARDING AN EMAIL ..ottt 655
PRINTING EMALLS ..ottt 657
DELETING AN EMAIL ..ottt 658
MANAGING JUNK MAILS ..o 659
Defining The Settings For The Junk Email FIlter...........ccccviviviieeiciecc e 660
T Lc I T=] 0 < £SO 661
SAFE RECIPIENTS. ...ttt bbb b bbbttt b bbbt e et b s 662
BIOCKEA SENABIS. ...ttt ettt e s re e e eneeseesbestesnesteaneeneas 662
INEEINALTIONAL ...ttt ettt et s e e b e sbesbesbesaeenea 662
Blocked Top-Level DOMAINS LiSt.........cccciiiriiiiinieisiesieisie e 662
BIOCKed ENCOUINGS LSt .......cviviiieiiiieiieiieierietesie ettt 662
EMails Marking AS JUNK.......cc.oiiiiiieiiie ettt bbb e bbb eneas 662
Restoring A Junk EmMail TO Safe LISt ......coieiiiiiee it 664
Emptying The JUnK E-Mail FOIAEr .........ccvoiiieie e s 664
MAILBOX CLEANUP ...ttt 664
VIEWING MaITDOX SIZE ...vveeiiee sttt snenre e eneenes 666
FINAING MAIIS ... bbbttt e 666
N 10 Y AN (o T LY R 667
Using AutoArchive To Delete Older Deleted Items And Junk E-mail ..........ccccooiniiininnnnn, 668
Configuring Outlook To Empty Deleted 1tems On EXit......c.ccoviriiiiniiinicincec e 672
Viewing Deleted ITBMS SIZE.......coiiiiiiiiree bbb 674
ORGANIZING MAILLS ...ttt bbbt bbbt et n b 675
WOTKING WIth FOIAEIS ..ot et re bt reens 675
Creating NEW FOIEN ........cci it re et neens 676
Creating New Sarch FOIAEN ..o e 677
RENAMING A FOIUBI ...ttt sttt e e st et re st e sreeneereeneeneas 678

(O3 7= T oo T oIS 678
Displaying FOIAer IN FAVOIITES........ccciieieiiiese st e et et re e eneas 679
WOrKING With CategOIES .....eveiiiieieieiie ettt bbbt sb e st nnas 679
CUSOMIZING CAIEGOTIES ....vvviveieteiteieeiest ettt b bbbt b ettt b et b et 680
APPIYING A CAEEIOIY ..ttt bttt b et b et s b et et b et 682
Filtering Emails According TO Categories........ccuierieirerieirieieiinieeeie et 682
WOrking With CONVEISALIONS. ........c.eiiiiiiiiitiieeisie ettt 683
Showing Emails AS CONVEISAtIONS .........cviuiriiiiiiiiiisieieeise et 684
Cleaning Up The CONVEISALIONS .........cc.eiuiiiiiiiieniieieeieie et sttt e sbe bbb sneens 685
1GNOIING CONVEISALIONS ... .c.viitiiiiiiie ettt ettt et bbb et e e e sbesaesbesaeaneas 686
Changing Conversation SEttINGS........ccocviiiiiiiieieeirere et sr e s 687
Show Messages from Other FOIAEIS ..........oiviiiiiiieec e 687

Show Senders ADBOVE the SUDJECT ........ccccviiiiiiicce e e 687
Always Expand Selected CONVErSAtION..........ccevvvrereierieie s 688

Use ClasSiC INENTEA VIBW ........cviiriiiireeiiniseeee s 688

RUIES ...t 688
LRS-ttt bbbttt bt n e 690



Table Of Contents  xxix

33. MANAGING CONT ACTS .ottt ettt e e e et e e e e et e e et e s et e s et esereeseteesereesereesereeses 697
EXPLORING CONTACTS ..ottt ettt e sbt e st e s ebt e s s b e s s sba s s sbassbe s s sbaesbasssbessnbes s 698
RSTe T Lot g1 = - 698
010 (o) Q= - T 698
(070] 01 (=1 0] 31 = 1= 698
REAAING PANE ...t b bbbttt b bbb 699
AADDING CON T A CT S ettt ettt ettt e et e st e e e e sttt e et e sttt e ee e e et e s e e eaeteseeesreeesaessreeas 699
Manually Adding NEW CONLACTS. .......cveiiiiiirieiee ettt sne e 699
IMPOITING CONTACES ...ttt bt e b e bbb e bt b e et enbeseesbenbesaea 701
EDITING CONTACTS ottt ettt ettt e s st e st e e s ab e e s et e e sbb e s satessbbeesbeeesateesaeessbesesbenesrenas 703
CREATING CONTACT GROUP ...ttt sttt sttt st e e st a e s te s saba e saae e sanas 704
DELETING CONTARCT ...ttt ettt sttt e st s s sbt e st e s ebt e s s ba s s bt s s s bassbe s s sbaesabasssbessnbee s 706
SHARING CONTACTS ..ottt sttt sttt st s st e s st e s st e s s ab e s sab e s sbbassbbessbbessateesbbessbeeees 706
SENDING EMAILS TO CONTACT GROUPS .......o oottt sttt 707
ASSIGNING TASKS ..ottt et e st e e s b e e sb e e s s bt e e sbe e e sbbessbeeesbbessbeeesbbeesaeessrbeas 708
[N OO T\ I 1 O 5 T 710
PRINTING CONT A CT S ..ottt ettt ettt e e e st e et e st e et e s e e et e s e e et e e st e sareeesreesarens 711
CHANGING THE VIEW OF CONTACTS . ..ottt ettt eee e eee e e et s et eseteesereesnn e 712
BUSINESS CAIT ....vviiiiiieii ettt ettt e e sttt e e ettt e st e e s sttt e e s asbaesesabeaesstbeeesabateesasbeaessabeeessssbesessreeas 713
(O (o IR 713

[ 110 [T 713
1) ARSI 714
34. MANAGING CALENDARS. ... ettt e e e e e e e e e et e e e e eaee e 715
EXPLORING CALENDAR ..ottt ettt ettt st e sbt e s st s e sbt s s s ba e s sbe s s sbessba s s sbassbee s 716
N VAN o] 1o T 14 [=T o | SO S 716

N Y V1= o S 717
Lo T 1o T 717
Viewing Options FOr CaleNdars...........cucveieieieie ettt sresnesneenens 717
SCNEAUIE WIBW ..ottt ettt e e ettt e st e e s et e e s ete e e e seaeeeesstbeeesaasaesesbeeeessareeeas 717
MaNAGE CAIENUAIS. ... c.veieieieieeeieie et e et e et e tesbesteeneeseeseeeeneennenees 717

] A LT TRRRTTTT 717
QUICK VIBW ...ttt b et bttt s et e et sb e s be s beeneeneenaeneeseens 718
MY CBIBNTAIS. ...ttt bbb ekt b ettt eb etk nb et sn et e nnene s 718
AAPPOINIMENTS ...ttt ettt bbbtk b et b e bbbt b b e bbbt b e bt b 719
IMIBEEINGS .ttt b bbbt bbbt bbbt e Rt e b e b e nb e bt b e bt b et ne e e et et 719
CREATING AN APPOINTMENT ...ttt sttt ettt s b b s sba s s ba s sabe s st 719
CREATING A NEW CALENDAR .....ooociii ettt sttt sttt sbte s sves s sb s s sbes s srasesbessreas 721
APPLYING CATEGORIES TO APPOINTMENTS ..ottt s 722
CREATING MULTIPLE DAY APPOINTMENTS ....ooiitii ettt 722
CREATING APPOINTMENT REMINDERS. ..ot eee e s e sen s 723
PRINTING CALENDARS ...ttt ettt et e et st e et e st e et e s e e et e e raeeereeesreeeanees 724
SCHEDULING MEETINGS ...ttt ettt ettt et e et e st e st e st e st e st e seneesereesennenans 725

SCHEDULE VIEW ..ottt e bbb 727



xxx  Windows 8 With Office 2013 For Beginners

35. MANAGING TASKS ...ttt ettt ettt bbb et ae et et bene et 729
CREATING ANEW TASK ...ttt 730
ASSIGNING ATASK ..ottt 732

SeNAING A TaSK REGUEST.....c.veveieiesiisie ettt sae st s raenae e e seeseeseesnenneanens 733
Accepting Or Declining A Task ASSIGNMENT.........c.coviviiieiiirieeiereres e 735
Forwarding A Task To Someone ElIse TO Track TasK ........cccveriiriniininieinese e 735
Tracking Tasks That YOU Have ASSINEA.......cccoiiiiiiieeerieeie sttt 737
Sending A Status Report / Comment About A Task ASSIGNMENL...........ccoeriieneinennieneneeee 738
PRINTING A TASK ...ttt bttt bbb bbbt bbbttt b bt ne bt 739

36. MANAGING NOTES ...ttt 741
ADDING NOTES ...ttt bbbt bbbt e bbbt bt e s b bt nn e 742
VIEWING NOTES ..ottt bbbttt 743
EDITING NOTES.......cotiitiiiteteete ettt bbbt bbbt nn ettt 744

DELETING NOTES ..ottt e nn e anennene s 744



