Office 365/2013

Presented by
Greg Creech
MCAS- Instructor and CompTIA CTT+
A |IAAP Partner
A Nutty Professor!

laap

Branch




What's New

Welcome Back — Word and PowerPoint
Quick Analysis Toolbar and Flash Fill - Excel
Design Tab — Word

Word's Collapse and Expand Headings

Task Panes for formatting options, such as
Charts, Photos, Text boxes, etc.

Revamped File Tab - Again (Backstage View)
Cloud friendly and Office 365
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What's New

Greatly Improved online apps
Smart guides

The App Store of Add Ins

Very nice and complimentary error and
dialogue boxes

PowerPoint Slide Master for Themes and Custom
Designs

Outlook’s redesigned To-Do Bar

Outlook’s enhanced People view and Calendar
preview
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laap Offlce365 and OneDrlve

@3 PowerPoint Online
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Drawing

Clipboard Delete Slides Font Paragraph

Terrific subscription based platform for Desktop,
IPad and other Tablets, Smartphones, Laptops, etc.

Works with Office 2007/2010 but uses the 2013
Interface

Online Apps and Desktop applications

Uses OneDrive/SharePoint etc. for storage
Office on Demand for computers without Office
Online Apps not as robust or versatile as desktop
apps

learn, Lead, and Excel



LLIy 2010 Carryover Quick
Access Toolbar
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* Quick Access Toolbar — Saves time by
remaining constant and retains your favorite
commands
— Customize for each application
— Add commands not in the Ribbon, such as Speak
— Show above or below the Ribbon

— Quickly add buttons from the Ribbon = ..~ "
fo the Quick Access Toolbar by right e msemresemesein |
clicking the button ——

learn, Lead, and Excel



2010 Carryover
Customize Ribbon

Flash Fill xlsx - Excel

HOME  Greg'sTab | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  ADD-INS

D= —A ¢ lldF (EHE¢E mflfxz“ it -1 L

snz&ws
Reader Font. Format Form Mg&WpCd\NewCISSCI Form  Name PivotTable Insett PPngEkPPlew

Gt Faoter Color~ Painter Cells Center~ | Test Formatting~ b Al Manager Fu 15 tZtoh Y Fier Area~ Setu p Preview  and Prin
eeeeeeeeeeeeee

. Cus’rom|ze the R|bbon Creo’re your own tab
with your favorite commands plus change
the button picture and name
— Customize for each application

— Add commands not in the standard Ribbon, such
as Speak

— Acftivate or deactivate tabs through Customize
the Ribbon

— Interface is similar Quick Access Toolbar
learn, Lead, and Excel




2010 Carryover

Save/Save As Tools

« Save/Save As Tools
— Save Options - 1 |smorime

Opens The ieenbez:}::::n;
application options

at the Save item

— General Options lefs
you set a password

— Compress your
photos here to
reduce file size

Tools - ‘ | Save |

learn, Lead, and Excel



Start Screen

When you open an application, the Start
Screen appears

The Start screen displays your recent files
beginning with those you have pinned

You may access a New Blank Worklbook
or template from the Start Screen

You may click the Open Other Workbooks &
button to browse to open another file

You may disable the Start Screen in your

.
Options, General and the Start-u
' -
. Choose the extensi ant Excel to open by default: | Default Programs.
S e < -I- | O ' . Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets
Show the Start screen when this application starts

learn, Lead, and Excel
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Administrative Professionals

Revamped File Tab
(Backstage view)

 Open item contains Recent
Documents, Computer,
Online (Cloud) servers, and
ability tfo add a place

» The other Ribbon talbs hide 3
 The arrow at the top returns & T

/B 2014 Email Summe...

to your file for editing

7 iPad Means Busine...

* Pin often used files to your K&

7B Office 2013-365.pptx

Office 2013-365 ppbx - PowerPoint

Open

@ Recent Presentations Recent Presentations

014 Email Summer.pptx

Docurnents » My PowerPoint

ﬁ Greg Creech's OneDrive

= @ EFAM 14 Success Skills for the First Time Manager.pptx
E;I Computer Documents » [AAP » 2014 EFAM

+ Add a Place @ iPad Means Business.pptx

PAL Admin.pptx

Documents » My PowerPoint

\ﬁ‘ SMILE UGA pptx

Documents » My PowerPaint

Tech Bytes IAAP.ppt
re C e nT p G n e EﬂPALAdmm‘ppu Documents » My PowerPaint
0 SMILE UGA pptx

MILE Ellen Johnson.pptx

16 Tech Bytes AAP.ppt ocuments » My PowerPoint

« Setrecent files in Options
and the Advanced section

A Funny Thing Happened on my way to the Word Processor.pptx

ocuments » My PowerPoint

Ha Funny Thing Ha...

A Funny Thing Happened on my way to the Word Processor 2012...
Documents » My PowerPoint » A Funny Thing Happened on my way to the Word..

learn, Lead, and Excel



Save As includes your saved
locations and recent places

Export is similar in allowing
you to change your file
type, such as PDF, .txt, efc.

Share offers you the ability
to use OneDrive or other

cloud service to share with
others through an email id

New has tons of online
templates but makes
getting to your own
templates cumbersome

Learn,

Revamped File Tab
(Backstage view)

Save As

& Greg Creech's OneDrive
Ej Computer

+ Add a Place

& Greg Creech’s OneDrive

Recent Falders

& Documents
Greg Creech's OneDrive » Documents

& Women's Work
Greg Creech's OneDrive » Womnen's Work

@& Greg Creech's OneDrive

& 2010 Office
Greg Creech's OneDrive » 2010 Office

& TEC14
Greg Creech's OneDrive » IAAP » TEC14

Browse

lead,

and Excel
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« Ribbon Display Options are on the rig

of your Title bar — next to help

Auto-hide takes you to a full screen
view and fo retrieve the ribbon you
must click at the top of your screen

* You may collapse or expand the
Ribbon using these four methods:
— Use the Ribbon Display Options pane
— The CITRL + F1 keys
— Double clicking the active tab’s fitle

— Right click on a tab for the shortcut
menu

learn, lLlead,

¥ Ribbon Display Options

oht [0

r Auto-hide Ribbon
A Hide the Ribbon. Click at the top

of the application to show it,

— Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.

E Show Tabs and Commands
== | Show Ribbon tabs and

commands all the time,
1 FoulL B rsAa 1 LA

HOME INSFRT DFSIGN TRANSITIONS ANIM
Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon

€

Customize the Ribbon... i
y « Collapse the Ribbon

and Excel



sl There's an App for that!

Insert Tab contains Apps Group 1o download
helpful Apps from The Store

Wikipedia and Bing Dictionary in Word, Bing Maps
INn Excel

Helpful Apps for you through the Store such as

— Polling,

— Maps,

— Tutors,

— Dictionary, Thesaurus

Apps depend upon the application

Online stores your apps for you 1o manage

learn, Lead, and Excel



Word and PowerPoint have a new
box when you open a saved file that
you recently edited

Welcome back allows you to return 1o
where you were editing your
document

Great for quickly navigated from the
beginning of your file

The dialogue box fells you the section
where you left off

Welcome Back!

Oops! and Legal Stuff

learn, Lead, and Excel




Word and PDF

Word will now convert your PDF to an editable Word document, This may take a while, The resulting Word document will be optimized to allow you to edit the text, so it might not look
exactly like the original PDF, especially if the original file contained lots of graphics.

D Don't show this message again

oK Cancel Help

 You may open BASIC PDF files in Word

for editing L
« The message above displays e
important information and the s
conversion may not work well for you

 When you save a Word file back 1o
PDF you may click Options to
Password protect the file plus other S——
helpful features like Headings as

bookmarks _———

learn, Lead, and Excel



 Word has a new Design tab for using
these important features:

— Creating and using different themes that
span the Office applications

— Inserting Watermarks on your pages

— Changing your page colors and page
borders

— Using Saved color and font schemes

— Changing the pcrogroph pacing quickly
learn, Le and Excel



Word’s Collapse and

Expand Headings
@outthis Course. .. '@Abgutthis Course. . .

 Word has a new Collapse and Expand arrow
that hides or displays text below a heading

« Similar to using the Outline view in Word

« OOPS! You may accidentally click this arrow
and wonder what happened to your text —
clicking the arrow again expands your
heading’s text

« The downward pointing arrow collapses/hides
your text and the right pointing arrow
expands/displays your text

learn, Lead, and Excel




Smart Guides

* Pink lines and arrows called
Smart Guides help adjust
your objects as you move 52
them

: The?e Slmcljr’rhGlui?elqr\?\/ 4 |
particularly helpful in Word, |
PowerPoint, and Publisher _
for centering your photos
and graphic objects and
aligning them with one
anther

learn, Lead, and Excel




Excel Quick Analysis

« Selecting an area produces a shortcut
button for you to click and receive a

m e n U Budget  Expenses Difference

- The selected area determines how well w
this works for you | s

» Formatting produces Conditionall -
Formaftfing T

- Charts creates a selected chart i

o 'I' O-I- CIlS Off e rS Sum, Av e rO g e, COU n-l-, FORMATTING | CHARTS | TOTALS | TABLES | SPARKLINES
Percents H x B

- Tables produces Format as a table foryou |
and aids in sorfing and filtering information|{———————

« Sparklines are quick graphic analytical
tools — similar fo a basic chart

learn, Lead, and Excel



Recommended Charis
and Shoricuts

« Using the Quick Analysis Toollbar | ..
and the Charts section, you may | «
choose a chart fo accompany = " i L
your selected information | oS

 IMPORTANT! Selecting the area or

dq’[o to base your chart upon is
crifical fo receiving a helpful N TN
ChOr-I- Clustere.. Stacked.. Scatter |Clustere.. Stacked.. Mor

Recommended Charts help you visualize data,

« Affer inserfing your chart you may

add/delete elements, change | Z
formatting, and filter your FEE

information for shortcut keys as y |2 omme
displayed here B E Sl i I P

) & & A & 2 or
é@é\ & & Q&& Q@e. ‘3\\\?'% Gridlines
¥ o 3
& @u\‘(\ & .@?’3 Legend
&
o “ [ Trendline
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Completes series for you — Combines
AutoComplete and Text-to-Columns
features for you with the magic of Fill

Great for text, text as numbers, dates, and
SO ON

Insert a column, enter a couple of items,
and Excel produces a “gray” list of items it
believe you want to use — press enter to
accept the Flash Fill

Use the Fill Handle to produce the Flash Fill
option in the Fill Handle option for you list

You may need to format the column as text

learn, Lead, and Excel
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| TS
O Copy Cells

®| HashFil
Lia, .
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O Fill Withgut Formatting /g




Outlook: To-Do Bar
Enhancementis

 The To-Do baris in the View tab and
activates for each Outlook object -
Mail, People, Calendar

 You may set different options for each
Outlook object to view Calendar,
People, or Tasks

 The To-Do bar offers an At-A-Glance
look of your calendar appointments, iE

people, and tasks { CIea ) —
. You may quickly open an item by e |4 [

double clicking on it ‘ o vl
« You may navigate to different months T

with your calendar displayed E—

RESULTS (1)

B GregCreec h
PdtO at Techeduta

learn, Lead, and E
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Administrative Professionals

« A popular view in email
systems (Yahoo, iPad, Gmail,

Conversations in OQutlook

« Conversation View activates
from the View tab and has
these options for you to
choose:

— Show messages from other
folders 1

— Show senders above the
subject :

— Always expand selected
conversation

— Use classic indented view

Learn,

/| Show as Conversations [r\ﬂate [Canversations) (rf:- From g-:- Ta

{7 Converstion Setings = | Messe b Flag: Start Date
Demsimars
v Show Messages from Other Folders

v Show Senders Above the Subject

Use Classic |ndented View

lead,

Ouvutlook: Emaiil

Conversations aka
Thread

etc) is threads called

FUIUW=UP = WULIUOK = ULLIUUK

SEND/RECENE  FOLDER | VIEW | DEVELOPER

N Reverse Sort

| Add Columns

g =l
d Flag: Due Date H Size 1 Subject - Folder
+= Bxpand/Collapse™ | pape~

n }
T Cateqories

Armangement

|4 2 secPepeg O O € 2 #=- QR GE DG 5

Always Expand Selected Conversation -

Search Follow-up (Ctl+E)
0o ‘ FROM SUBJECT SIZE RECEIVED

4 Date: Thursday
4 E{_ ‘Greg Crezch’; doc@m.., Tracey Grace.. Training 87KB

Thu 7/17/2014 1254 PM
1BEX Greg Creech  RE Tralning 35K8 Senit thems
Thank you! The pleasure is all mine, | have plenty of information at my websites - www.greqereech.com < http://www.gregereech.com: [Static/Dreamwez
Q_ ‘Greg Creech’; doc.,  Tracey Grace.. RE: Training 58KB Thu 7/17/201412:54 PM
Thanks so much for calling me Greg, | certainly look forward to reviewing your offerings and working with you in the future! Warm Regards, Tracey Gra

7RI KB

y - Dot thank you for thinking of me and let me know how | may help in your recuperation. | apprediate your referral and all you da form

E@_ <doc@moneda.com> Tracey Grace.. Re: Training 29K Wed 7/16/2014 T:44 PM
Excellent, Greg can you forward your phane number sa | can call you tomorrow to discuss? Thanks Doc! [ will be back in contact soon regarding your o]

and Excel



Outlook: Calendar
Previews and Weather

« Calendar views contain a QUICK e @ e @ i @ i

Mew York, NY

5 Pine Lake, GA WEDNESDAY THURSDAY

glance for the weather aft e
locations you select as displayed
here you may Add Locations

Besides Outlook’s preview on : ) s e s
your calendar when you hover  EiEl| ... -
your Cursor over an appointment
a fly out pane displays the

appointment for you in Week,

Work Week and Month views

Speaking Engagement Request - :

College of Education at UGA

learn, Lead, and Excel



Outlook refers to Contacts as People in
the Folder or Navigation Pane

Add Search people to your Quick
Access Toolbar for quick access to
your contacts

After clicking the person in your search
list, Outlook provides a preview of the
person’s information from which you
may perform many actions and edit
the contact’s information

Add People to your To-Do bar to
locate your contacts using the To-Do
bar across Outlook objects

learn, Lead, and Excel

Greg|

1 Greg Creech

B President/Owner at Techedutainmen

Greg Vetter

Greg & Dulce Davis

Greg Trumbull

gregcreech@me.com

\\\\\\\\\

Send Email

(((((((

eeeeeeeeeeeeeeee

rrrrrrrrrrr

crecchure@mindspring.com

Ovtlook: People and
Quick Access

t Se..




The Journal no longer exists
in the Navigation Pane, you
must use the folder view to

access the Journal

Journal is great for
documenting phone calls,
billable time, and other
entries

You may quickly email your
journal entries through click
and drag

Notes are similar to the 3-M
Post it Notes, only digital

Learn,

Fourd

Outlook: Journal and

Notes _

b0 Search Folders Navigation Optiens...

Notes

I gocreech@gmail.com

Folders

[2] Shortcuts
Attendees: Che

4 My Notes

SN B I e

PatIEﬂCEISE Sexisdity Donotpray Donotjudge  Donot
ivirtuethat ; onlyifit's foralighter thosethattry judgethose

{carries a lot |
N o

Fear seesthe Motes arethe Runningand  Plan, Plot,  The Light at
Obstacles,  electronic  achieveme.. and Prepare  the End of

ana CcCXxcel

Leada,



iaap PowerPoint: Slide Master
and Themes

FILE SUDEMASTER ~ HOME  INSERT ~ TRANSITIONS  ANIMATIONS ~ REVIEW  VIEW  ADD-INS  DEVELOPER

S & fy| Mook Bgunasye: [ g fi. =A== - | ¢
= B cakd

3 Rename .F s~ e b e
et rset * Master Them Slide T e 6
Master  Layou out # Prese Layout .Ef'f s~ Size~ M ste Vew "_J T L : : : Do

Edit Master Master Layout Edit Them Background G Size Clos

Cus’rommng and creo’rmg Themes in the Sllde
Master, too, effects all or certain slides and layouts

Streamlined Design tab with Themes, changing
Color/Fonts and Backgrounds plus saving a theme

* You should use Slide Master and Themes, Colors,
Fonts to create a custom template and design for
your slides and layout

Save your theme 1o reuse on new and existing
presentations

learn, Lead, and Excel



iaap Photo and Object Task
2 Panes

« Office 2013 moves away from
dialogue boxes for

b 3-DROTATION

CUSTomIZIHQ ObJeCTS TO TOSk Format Shape "’ Format Data Series v Format Picture
PANEs suorios 1o 508
« Most photos, charts, text Ad o
boxes, slides, and so on have = P
format options that appear o — M
as task panes o M=
« Some of the opftions appear o
in the Ribbon and talbs but -
not all as they do in the Task o L o
Panes e o

4 ARTISTICEFFECTS

« The task pane type appear
based on your selected
object

Artistic Effects

learn, Lead, and Excel



Thank youl

* Thank you —everyonel
You are the best,

« OK-0ne Unabashed,
shameless, self-
promotion slide!

* | appreciate you and
the work you do,

 Thanks for our fime!

learn, Lead, and Excel



