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Office 2016/2013/0ffice 365

Presented by
Greg Creech
Microsoft Certified Application Specialist - Instructor
CompTIA Certified Technical Trainer +
A Nutty Professor!



- What’s New Office 2013

v Welcome Back - Word and PowerPoint

v Quick Analysis Toolbar and Flash Fill - Excel
v Design Tab - Word

v Word'’s Collapse and Expand Headings

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

v Revamped File Tab - Again (Backstage View)
v Cloud friendly and Office 365
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- What’s New Office 2013

v Greatly Improved online apps

v' Smart guides

v The App Store of Add ins

v Very nice and complimentary error and dialogue boxes
v PowerPoint Slide Master for Themes and Custom Designs
v Outlook’s redesigned To-Do Bar

v Outlook’s enhanced People view and Calendar preview
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- What’s new Office 2016

v Outlook - Attachments has your last 12 opened items in a
menu for you,

v Excel - New charts, such as Funnel, Waterfall,
v Excel - New Functions
v PowerPoint - New transitions such as Morph,

v' Revamped File Tab - Save as, Files grouped by dates, such as
Today, Yesterday,

v Black theme is back (but where is blue?!),
v Tabs are in Title case and in color, not UPPERCASE and gray.
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Office 365 and OneDrive
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other Tablets, Smartphones, Laptops, etc.
v Works with Office 2007/2010 but uses the 2013 Interface
v Online Apps and Desktop applications
v Uses OneDrive/SharePoint etc. for storage
v Office on Demand for computers without Office
v Online Apps not as robust or versatile as desktop apps
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2010 Carryover Quick Access Toolbar
DO THERGBS OS8R Y HL @ A A AD L Ta T8 HwBEY¥2&EY% -
L -|-1 ------- IEEENEER RN 20 3o 4 Customize Quick Access Toolbar [

v 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 to the Quick Access
Toolbar by right clicking the button T k?\::‘““ ==

Ju
vl

Customize Quick Access Toolbar.

Show Quick Access Toolbar Above the Ribbon
Customize the Ribbon...

Collapse the Ribbon
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2010 Carryover Customize Ribbon

HOME Greg's Tab INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS

DCaIib A .I:f’[:—‘ D EP/\' D:‘ . fZAoS « [f] Custom Sort & My Favarite Filte E;[;!. @

ZlSotAtoZ & MultiSort
Font Format Format Merge 8 Wrap Conditional | New Close Save Save Clea Far MName PivotTable Ins - ] Page Page Break Print Preview
| 'Palnter Cels

I ter* Tﬂd Formattmg As AII Manager Functlon AlSotZtoA Y Fiter Area* Setup  Preview  and Print

Farmat File Management

v Customize the Ribbon - Create 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
> Activate or deactivate tabs through Customize the Ribbon
> Interface is similar Quick Access Toolbar
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&~ 2010 Carryover Save/Save As Tools

v’ Save/Save As Tools ————

» Save Options - Opens the
application options at the
Save item

» General Options lets you set
a password

» Compress your photos here to
reduce file size
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- Start Screen

v When you open an application, the Start
Screen appears

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

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

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

v You may disable the Start Screen in your
Options, General and the Start-up SECtION | cu e s [ossm

Tell me if Microseft Excel isn't the default progam for viewing and editing spreadsheets,
Show the Start screen when this application starts
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Revamped File Tab (Backstage view)

v Open item contains Recent
Documents, Computer, Online

(Cloud) servers, and ability to e
add a place > B :
v" The other Ribbon tabs hide I
v' The arrow at the top returns iﬁ :
to your file for editing i

v Pin often used files to your
recent pane

v Set recent files in Options
and the Advanced section
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Revamped File Tab (Backstage view)

v Save As includes your saved
locations and recent places

v Export is similar in allowing you to
change your file type, such as PDF,

Jxt, etc.

v' Share offers you the ability to use
OneDrive or other cloud service to
share with others through an email

id

v" New has tons of online templates

but makes getting to your own

templates cumbersome

404-299-1706
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Save As

#@ Greg Creech’s OneDrive

& Greg Creech's OneDrive

® Documen ts

Greg Creech's OneDrive = Documents

® Women's Work
Greg Creech's OneDrive » Women's Wark

@& Greg Creech's OneDrive

& 2010 Office
Greg Creech's OneDrive = 20010 Office

@& TEC14
Greg Creech's OneDrive » [AAP » TEC14

&

Browse
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Ribbon Display Options

v Ribbon Display Options are on the right of your
Title bar - next to help

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

v You may collapse or expand the Ribbon using
these four methods:
» Use the Ribbon Display Options pane
» The CTRL + F1 keys
» Double clicking the active tab’s title
» Right click on a tab for the shortcut menu
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[ ------ Auto-hide Ribbon
( 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.

— | Show Tabs and Commands

——— | Show Ribbon tabs and
commands all the time.

L o I . U

HOME INSERT DESIGN TRANSITIONS AMINE
Customize Quick Access Toolbar...

€

o

Show Quick Access Toolbar Above the Ribbon
Customize the Ribbon... i
v « Collapse the Ribbon

rowcd crline apg
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&~ There’s an App for that!

v Insert Tab contains Apps Group to download helpful Apps from The
Store

v' Wikipedia and Bing Dictionary in Word, Bing Maps in Excel
v Helpful Apps for you through the Store such as

> Polling,

» Maps,

» Tutors,

» Dictionary, Thesaurus

v Apps depend upon the application
v Online stores your apps for you to manage
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Welcome Back!

v' Word and PowerPoint have a
new box when you open a saved

file that you recently edited

v" Welcome back allows you to
return to where you were
editing your document

v Great for quickly navigated from

P Editing

Welcome back!

Pick up where you left off:

Oops! and Legal Stuff
July 09, 2014

the beginning of your file

v' The dialogue box tells you the
section where you left off
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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 ariginal PDF, especially if the original file contained lots of graphics.

|:| Don't show this message again

ok | | cancel | | Help

v You may open BASIC PDF files in Word for editing

v The message above displays important
information and the conversion may not work well
for you

v When you save a Word file back to PDF you may
click Options to Password protect the file plus
other helpful features like Headings as bookmarks
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Word’s Design Tab

HOME Greg's Tab INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER ADD-INS Greg Creech
= e Titla itl ithe Tithe Tims e me T Eﬂl Paragraph Spacing -
Aa Title TITLE Tith Title TITLE Title TITLE TiTLE i Title A E &
= ommeen e RS Hese 1 EES e L e gl e o pp— s | ET— S e i Effects ~
Themes | Zomomans Somimrm T=momo i —— P . P et el Lo e e e ———— T Colors Fonts Watermark Page Page
> =TT T R —— i — mEmmmm f— f— st I S - @ SetasDefault - Color - Borders

v 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 paragraph spacing quickly
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Word’s Collapse and Expand Headings

t-)\bout this Course. . .

(nAbout this Course. . .

v Word has a new Collapse and Expand arrow that hides or

displays text below a heading

v' Similar to using the Outline view in Word

v OOPS! You may accidentally click this arrow and wonder
what happened to your text - clicking the arrow again

expands your heading’s text

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




& Smart Guides

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

v' These Smart Guide are
particularly helpful in Word,
PowerPoint, and Publisher for
centering your photos and
graphic objects and aligning
them with one anther
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Excel Quick Analysis

v’ Selecting an area produces a shortcut button for
you to click and receive a menu

v The selected area determines how well this
works for you

v' Formatting produces Conditional Formatting

v' Charts creates a selected chart

v’ Totals offers Sum, Average, Count, Percents
v Tables produces Format as a table for you and

aids in sorting and filtering information

v' Sparklines are quick graphic analytical tools -
similar to a basic chart

404-299-1706
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FORMATTING: | CHARTS | TOTALS | TABLES | SPARKLINES

H B B B B =

Data Bars Color.. lconSet Greater.. Top10%  Clear..

Conditional Farmatting uses rules to highlight interesting data.
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Recommended Charts and Shortcuts

v Using the Quick Analysis Toolbar and the
Charts section, you may choose a chart to
accompany your selected information

v IMPORTANT! Selecting the area or data to
base your chart upon is critical to receiving
a helpful chart

v’ After inserting your chart you may
add/delete elements, change formatting,
and filter your information for shortcut
keys as displayed here
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Chart Title

Recommended Charts help you visualize data.

Chart Title . EEEEEEEEEEEEE
4 Axes
[] Axis Titles
v Chart Title
D Data Label
- e e EE . e [] Data Tabl
& o & I:l ars
FOPC D R iy e -
& N o (@,\ 3
& & Legend
& “ [ Trendline
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&~ Excel Magic - Flash Fill

v' Completes series for you - Combines AutoComplete ‘ : :
and Text-to-Columns features for you with the magic T —
of Fill

v’ Great for text, text as numbers, dates, and so on I ]

v Insert a column, enter a couple of items, and Excel
produces a “gray” list of items it believe you want ° g:;;:;;:g:ﬂg;nj
to use - press enter to accept the Flash Fill it

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

v You may need to format the column as text :s
404-299-1706 gregcreech.com/gregcreech.biz e
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Outlook: To-Do Bar Enhancements
v The To-Do bar is in the View tab and activates for each ourans
Outlook object - Mail, People, Calendar Sl

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

v" The To-Do bar offers an At-A-Glance look of your calendar

appointments, people, and tasks D; a
v You may quickly open an item by double clicking 1 v, -
on it L F—
v You may navigate to different months with your = ' | ,

calendar displayed

RESULTS (1)

® Greg Creech

' President/Cwner at Techedutai...
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Outlook: Email Conversations aka Thread

v A popular view in email systems
(Yahoo, iPad, Gmail, etc) is
threads called Conversations in
Outlook

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

» Show messages from other folders
» Show senders above the subject

» Always expand selected
conversation

» Use classic indented view

404-299-1706
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HOME  SEND/RECENVE  FOLDER = VIEW | DEVELOPER

& Date (Conversations) %) From ) To 1} Reverse Sort

- | i Add Columns

[T] )
¥ Show as Conversations M0 Categories

= =l
™ Conversation Settings - Message g Flag: Start Date g Flag: Due Date H Size =1 Subject - Folder
[T - += Expand/Collapse~ | pape~
v Show Messages from Other Folders Amangement
v Show Senders Above the Subject | i Search People .:::. .:::. & = Q_ ré:(}_ @) |_—E| -@ L,T" B
Always Expand Selected Conversation
Use Classic ndented View Search Follow-up (Ctrl+E)
0 |0 |10 ' FROM SUBJECT SIZE RECEIVED
4 Date: Thursday
4 Q_ ‘Greg Creech’; doc@m.., Tracey Grace.. Training 27KB Thu 7/17/2014 12:34 PM
Tracey Grace, IBEX Greg Creech  RE Training 55KB Sent ttems

! ining ent e
Thank you! The pleasure is all mine, | have plenty of information at my websites - www.gregereech.com <http://www.gregcreech.com= (Static/Dreamwez

Q_ ‘Greg Creech” doc..  Tracey Grace.. RE Training S8 KB Thu 7/17/2014 12:54 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
@J Tracey Grace, IBEX; <. Greg Creech  RE Training 765 KE Sent ltems
Docand Tracey - Doc, thank you for thinking of me and let me know how | may help in your recuperation. | appreciate your referral and all you do for m

0

<doc@moneda.com> Tracey Grace... Re: Training 20KB Wed 7/16/2014 7:44 PM
Excellent, Greg can you forward your phone number so | can call you tomorrow to discuss? Thanks Doc! | will be back in contact soon regarding your o




Outlook: Calendar Previews and Weather

Pine Lake, GA = €2 Today @y Toemorrow e Menday

v" Calendar views contain a quick glance for e
the Weather at locations you Select aS 52:‘::;::2]: WEDNESDAY THURSDAY
displayed here you may Add Locations ——

v Besides Outlook’s preview on your
calendar when you hover your cursor over S earey
an appointment a fly out pane displays NN | o

College of Education at UGA

Speaking Engagement Request - :

the appointment for you in Week, Work :
Week and Month views
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= Outlook: People and Quick Access

v" Outlook refers to Contacts as People in the =
Folder or Navigation Pane -

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

v’ 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

v Add People to your To-Do bar to locate your
contacts using the To-Do bar across Outlook
objects
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Outlook: Journal and Notes

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

° [ Sccco o>

I [ 0 Search Folders

Mawigation Options...

Motes

I- gocreech@gmail.com

Folders
[@] Shortcuts
ﬂ LN |

Attendees: Che

v Journal is great for documenting
phone calls, billable time, and

4 0utlook

b 27 Inbox 19
7 Dratts [6]
9 Sent tems
3 Deleted ltems 36
2008 Holiday Events
b [FF] Calendar
Clients &Opportunities
4[5 Contacts

EJam3vip

other entries =

v You may quickly email your
journal entries through click and
drag

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

4 My Motes

[ o - - -
Search Journal (Ctrl <]

0|0 |sussect START DURATION CONTACT CATEGORIES

80 ) conference Cal: Excel Classes at Mingledorff's Tue 10/2/2012 2:00 PM 30 minutes [ Phone call

@ Training at Mingledorff s for Rab Willis Tue B/28/2012 10:10 AM 0hours I Excel, Training B
Three morning sessions - %00 - 1230 Hands on learning for 8- 11 people Fundamentals class Excel 2010 Interface, Shorteuts, Tips N Tricks, Quick Access Toolbar

{®  Conference Cal Tue 7/31/2012 10:00 AM 25 hours [ Phone Call, Trainin
Rose Ray Kelly 675,347.9260

§©  csxand Emory Conference Call for Excel Content Mon 12/13/2010 12:00 PM 22 minutes Johnson, Talia I Training Business
Conference Call with Sarah Smith, Monika Burts, Greg Creech, and Talia Johnson Sarah, Monika, and Greg discussed content for Excel 2003,

@ Excel Training at Carter's Wed 9/15/2010 10:25 AM 502 minutes [N Training Businest
Version of Excel? 2003 Platform - PC

{.@ LaTonya Blount and IAAP/Access Mon 9/13/2010 10:22 AM S minutes W 24P, Education,
We are on for the moming of October 23rd, LaTonya wil send Greg a Speaker agreement today.

(©  Oglethorpe University Classes Wed 9/8/2010 10:30 AM 23 minutes [ Phone Call, Trainin
Arthur Arend and Greg Creech discussed the following items:

4@ Powerfoint Call with John and Gilian Fri 7/23/2010 :21 AM 45 minutes

Call with John, Gillian, and Greg to discuss PowerPoint templates and needed modifications.

iPatience is a!
| virtue that |
i carries a lot |
| ofwait.

Fear sees the Motes are the Running and
electronic

Obstacles.
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anly if it's

Do not
for a lighter thosethattry judge those
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Plan, Plot, The Light at

and Prepare  the End of
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PowerPoint: Slide Master and Themes

FILE SLIDE MASTER HOME INSERT TRAMSITIONS AMIMATIONS REVIEW VIEW ADD-IMS DEVELOPER HOME  INSERT | DESIGN | TRANSITIONS ~ ANIMATIONS  SLIDESHOW ~ REVIEW  VIEW  ADD-INS  DEVELOPER FORMAT
S i R | (] [He Gvmie [ g | e e e
ey [ ’E'I,R eeeee Vo — TI*.1.“ = Fonts - Hide Background Graphics - | B cobr
nsert Slide  Insel aster nser - emes ide S
Footers DEHS 00hgRE b Bra WEEE ¢ 5 - Fonts
Master Layout T Preserve Layout Placeholder - [O] eftects - Sizew | Master View e il P ag 2 2 [0 s
Edit Master Master Layout Edit Theme Background G Size Close &) Background sle

v Customizing and creating Themes in the Slide Master, too, effects all
or certain slides and layouts

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

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

v Save your theme to reuse on new and existing presentations
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- Photo and Object Task Panes

v Office 2013 moves away from
dialogue boxes for customizing

. ormat Shape M ormat Data Series v X ormat Picture
objects to task panes ovirmms oo | | oo o
4 4 S Ol
v Most photos, charts, text boxes, .. i
slides, and so on have format PR
options that appear as task panes -
° ° Calor v Eull Pyramid o |
v' Some of the options appear inthe . .= s o
Ribbon and tabs but not all as AL o S
they do in the Task Panes o

v The task pane type appear based
on your selected object
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