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Microsoft Office 2013 Excel Tutorial: Mastering the Basics and Beyond

microsoft office 2013 excel tutorial is your gateway to unlocking the powerful features of one of
the most widely used spreadsheet programs in the world. Whether you're a beginner eager to
understand the fundamentals or someone looking to refresh your skills with Microsoft Excel 2013,
this tutorial covers the essential tools and techniques to help you become proficient. Excel 2013
remains a popular choice for professionals, students, and hobbyists alike, offering a robust platform
for data organization, analysis, and visualization.

If you've ever found yourself overwhelmed by rows and columns or puzzled about formulas and
charts, this guide will walk you through the key components of Excel 2013, making the learning
process smooth and intuitive. Let’s dive into this comprehensive microsoft office 2013 excel tutorial
and explore how you can harness Excel’s capabilities to simplify your tasks.

Getting Started with Microsoft Office 2013 Excel
Tutorial

Before diving into advanced functions, it’s important to familiarize yourself with the Excel 2013
interface and basic operations. This foundation will ensure you feel comfortable navigating the
software.

Understanding the Excel 2013 Interface

When you open Excel 2013, the first thing you’ll notice is the clean and user-friendly Ribbon
interface. The Ribbon organizes commands into tabs like Home, Insert, Page Layout, Formulas,
Data, Review, and View. Each tab contains groups of related tools, making it easier to find what you
need.

Key elements include:

- *Workbook and Worksheets**: Excel files are called workbooks, and each workbook contains
multiple worksheets (tabs at the bottom). Worksheets are where you enter and manipulate data.

- ¥*Cells, Rows, and Columns**: Data is entered into cells arranged in rows and columns. Each cell
has an address, such as Al or B3, which helps identify it.

- ¥*Formula Bar**: Located above the worksheet, this bar shows the content of the selected cell and
allows you to enter or edit formulas.

- *Name Box**: Displays the active cell’s address and can be used to name cells or ranges for easier
reference.

Getting comfortable with these components is the first step in your microsoft office 2013 excel
tutorial journey.



Basic Operations: Entering and Formatting Data

Entering data in Excel is straightforward: click a cell and start typing. However, formatting your
data properly enhances readability and professionalism. Here are some quick tips:

- Use the **Home tab** to format text style, size, color, and alignment.

- Apply *number formats** such as currency, percentage, or date to ensure data is displayed
correctly.

- Use **cell borders and shading** to highlight important data or separate sections.

- Try out the **Format Painter tool**, which copies formatting from one cell to another, saving time.

These basics might seem simple, but mastering them sets the stage for more advanced spreadsheet
work.

Essential Features in This Microsoft Office 2013 Excel
Tutorial

Once you’'re comfortable with basic navigation and data entry, it’s time to explore some of Excel
2013’s most useful features that boost productivity and data handling.

Formulas and Functions: The Heart of Excel

One of Excel’s greatest strengths lies in its ability to perform calculations automatically. Formulas
are expressions you write to perform operations on data in your worksheet.

- To create a simple formula, start by typing an equals sign (=), followed by the expression, such as
"=Al1+B1".

- Excel supports a wide variety of built-in functions, including SUM, AVERAGE, IF, VLOOKUP, and
many more.

- For example, '=SUM(A1:A10) adds all values from cell A1 to A10.

Understanding how to write and apply formulas is crucial. In this microsoft office 2013 excel
tutorial, experimenting with functions like COUNT, MAX, MIN, and IF will greatly enhance your data
analysis capabilities.

Sorting and Filtering Data

When working with large datasets, being able to sort and filter data efficiently is a game-changer.

- Use the **Sort** feature under the Data tab to arrange your data alphabetically, numerically, or by
date.

- Filtering allows you to display only the rows that meet certain criteria, which is especially useful
when dealing with complex spreadsheets.



- Apply filters by clicking the Filter button in the Data tab, then selecting conditions for your data.

These tools help you organize information quickly, making data management much easier.

Visualizing Data with Charts and Graphs

Numbers and tables are informative but can sometimes be overwhelming. Visual representations
like charts make understanding data trends and comparisons much simpler.

Creating Charts in Excel 2013

Excel 2013 offers a variety of chart types, including column, bar, pie, line, and scatter charts.

- To create a chart, select the data range, go to the **Insert tab**, and choose your desired chart
type.

- Once inserted, you can customize the chart’s style, colors, and layout via the Chart Tools tabs that
appear.

- Adding titles, labels, and legends helps make your chart more informative and professional.

Learning to use charts effectively is an essential part of any microsoft office 2013 excel tutorial
because it empowers you to present data in a visually appealing way.

Using Sparklines for Quick Data Trends

Sparklines are tiny charts embedded within a cell that provide a snapshot of data trends.

- Found under the Insert tab, sparklines are great for showing patterns directly next to the data.
- They are perfect for dashboards or reports where space is limited but visual insight is needed.

This subtle yet powerful feature is often overlooked but can add a lot of value to your Excel projects.

Tips and Tricks to Enhance Your Excel 2013 Experience

Beyond the basics, there are several handy tips that can help you work faster and smarter in Excel
2013.

Keyboard Shortcuts to Save Time

Using keyboard shortcuts boosts your efficiency significantly. Some useful shortcuts include:

- ¥**Ctrl + C / Ctrl + V**: Copy and paste.



- ¥**Ctrl + Z**: Undo an action.

- ¥»Ctrl + Arrow Keys**: Navigate quickly to the edges of data regions.
- ¥F2**: Edit the active cell.

- ¥*Alt + =**: Automatically sum selected cells.

Familiarizing yourself with these shortcuts is a valuable part of any microsoft office 2013 excel
tutorial.

Using Conditional Formatting

Conditional formatting lets you apply formatting rules based on cell values, which helps highlight
important data points.

- Access this feature from the Home tab.
- You can highlight cells greater than a certain value, display data bars, color scales, or icon sets.

- It’s especially useful for spotting trends or outliers in your data without manual inspection.

Try using conditional formatting to make your spreadsheets more dynamic and insightful.

Protecting Your Workbooks

If you're sharing your Excel files or want to prevent accidental changes, protecting your workbook is
essential.

- You can password-protect an entire workbook or specific worksheets.
- Lock cells to prevent editing while allowing changes in other areas.
- Find protection options under the Review tab.

Security features ensure your data integrity, a crucial aspect often covered in microsoft office 2013
excel tutorial sessions.

Exploring Advanced Features: PivotTables and Data
Analysis

For those ready to take their Excel skills to the next level, PivotTables are a must-learn feature. They
allow you to summarize, analyze, and explore large datasets with ease.

Creating and Using PivotTables

- Select your data and go to the Insert tab > PivotTable.
- Choose where to place the PivotTable and then drag fields into rows, columns, values, and filters.
- PivotTables can instantly calculate sums, averages, counts, and more, letting you explore data from



different angles.

Mastering PivotTables opens new possibilities for reporting and data analysis, making your work
more insightful and impactful.

Using Excel’s Data Analysis Toolpak

For statistical and engineering analyses, Excel 2013 includes the Data Analysis Toolpak add-in.

- You may need to enable it via File > Options > Add-Ins.
- It provides tools like regression, histograms, t-tests, and more.
- This feature is invaluable for users needing to perform complex analyses without external software.

Integrating these advanced tools into your workflow is a powerful step forward in your microsoft
office 2013 excel tutorial.

By gradually building your knowledge from understanding the interface to mastering advanced
features like PivotTables and data visualization, you'll develop a comprehensive skill set in Microsoft
Excel 2013. Whether for work, study, or personal projects, investing time in learning Excel 2013
pays off with increased productivity and confidence in managing data. Keep exploring, practicing,
and applying these tips, and you’ll find that Excel is not just a spreadsheet tool but a versatile
platform that can transform how you handle information.

Frequently Asked Questions

What are the new features introduced in Microsoft Office 2013
Excel?

Microsoft Office 2013 Excel introduced features such as Flash Fill, Quick Analysis tool,
recommended charts, improved PivotTable tools, and enhanced cloud integration with OneDrive.

How can I create a basic chart in Excel 2013?

To create a basic chart in Excel 2013, select the data range, go to the Insert tab, choose the desired
chart type from the Charts group, and Excel will generate the chart automatically.

What is Flash Fill and how do I use it in Excel 2013?

Flash Fill in Excel 2013 automatically fills in values when it detects a pattern. You can use it by
typing an example of the desired output in a column next to your data and then pressing Ctrl+E or
going to the Data tab and clicking Flash Fill.



How do I use PivotTables in Excel 2013 for data analysis?

To use PivotTables in Excel 2013, select your dataset, go to the Insert tab, click PivotTable, choose
the location for the table, and then drag fields into the Rows, Columns, Values, and Filters areas to
analyze your data dynamically.

Can I collaborate on Excel 2013 workbooks using OneDrive?

Yes, Excel 2013 supports cloud integration with OneDrive, allowing you to save workbooks online
and collaborate with others by sharing the file and working on it simultaneously.

What tutorials are best for beginners learning Excel 2013?

Beginners should start with tutorials covering Excel basics like data entry, formulas, basic functions
(SUM, AVERAGE), formatting cells, and creating simple charts. Microsoft's official support site and
video tutorials on platforms like YouTube are highly recommended.

How do I use conditional formatting in Excel 2013?

To use conditional formatting in Excel 2013, select the cells you want to format, go to the Home tab,
click Conditional Formatting, choose a rule type (e.g., Highlight Cell Rules), define the condition,
and select the format to apply when the condition is met.

Additional Resources

Microsoft Office 2013 Excel Tutorial: A Detailed Exploration of Features and Functionalities

microsoft office 2013 excel tutorial serves as a fundamental guide for users aiming to harness
the power of one of the most widely utilized spreadsheet applications in the world. Microsoft Excel
2013, part of the Office 2013 suite, brought several enhancements over its predecessors, targeting
both novice and advanced users seeking efficient data management, analysis, and visualization tools.
This tutorial-oriented article delves into the core aspects of Excel 2013, examining its interface, key
functions, and practical applications, while offering insights into how it compares with other
versions and alternatives.

Understanding the Microsoft Office 2013 Excel
Interface

The first step in mastering Excel 2013 is familiarizing oneself with its user interface, which was
redesigned to improve usability and streamline workflow. Unlike earlier versions, Excel 2013
introduced a cleaner, flatter look consistent with Windows 8’s design language, emphasizing clarity
and ease of access.



The Ribbon and Quick Access Toolbar

At the top of the Excel 2013 window lies the Ribbon, a prominent feature that organizes commands
into tabs such as Home, Insert, Page Layout, Formulas, Data, Review, and View. Each tab contains
groups of related tools, making navigation more intuitive. The Quick Access Toolbar, positioned
above the Ribbon, allows users to customize shortcuts for frequently used commands like Save,
Undo, and Redo.

Backstage View

Accessed via the File tab, the Backstage View replaced the traditional File menu, offering a
centralized location for managing workbooks. Here, users can create new files, open existing ones,
save with different formats, print, and access document properties, enhancing file management
efficiency.

Core Features and Functionalities Explored

Excel 2013 expanded on its robust set of features, catering to data analysis, visualization, and
collaboration needs. A microsoft office 2013 excel tutorial inevitably covers these core capabilities to
equip users with practical knowledge.

Data Entry and Formatting

Users can input data into cells organized in rows and columns, with Excel 2013 supporting various
data types including text, numbers, dates, and times. The formatting options under the Home tab
enable customization of fonts, colors, borders, and alignment, allowing users to improve spreadsheet
readability and presentation.

Formulas and Functions

One of Excel’s most powerful aspects lies in its formula capabilities. Excel 2013 supports a wide
array of built-in functions — from basic arithmetic to complex statistical and financial calculations.
The Formula tab provides access to function libraries, formula auditing tools, and named ranges
management. For example, users can apply functions like SUM(), IF(), VLOOKUP(), and COUNTIF()
to perform conditional calculations and data retrieval.

Data Analysis Tools

Excel 2013 integrated several tools designed to analyze and interpret data effectively:



e PivotTables: Allow users to summarize large datasets dynamically, facilitating quick insights
without altering the original data.

e Power View: A data visualization add-in introduced in Excel 2013 that enables interactive
charts, graphs, and maps, enhancing reporting capabilities.

¢ Flash Fill: An intelligent feature that detects patterns in data entry and automatically fills in
remaining values, saving time on repetitive tasks.

Charting and Visualization Enhancements

Excel 2013 improved charting functions by introducing new chart types such as Waterfall,
Histogram, and Pareto charts, which are particularly useful for financial and statistical analysis. The
enhanced Chart Tools contextual tab allows quick customization of chart elements, styles, and
layouts, creating visually appealing and informative graphics.

Comparing Excel 2013 with Other Versions

When considering a microsoft office 2013 excel tutorial, it’s essential to contextualize Excel 2013’s
capabilities relative to its predecessors and successors.

Excel 2010 vs. Excel 2013

Excel 2013 advanced beyond Excel 2010 by refining its user interface, introducing Flash Fill, and
enhancing cloud integration through OneDrive compatibility. These improvements made
collaboration and data entry more efficient, though the core functionality remained largely
consistent.

Excel 2013 vs. Excel 2016 and Later

While Excel 2013 laid the foundation for modern Excel experiences, subsequent versions added
features like more robust Power Query integration, 3D Maps, and improved data modeling tools.
However, for many users, Excel 2013 remains sufficient for everyday data management and analysis
needs.

Practical Applications and Use Cases

A comprehensive microsoft office 2013 excel tutorial naturally extends to real-world applications,
demonstrating how the software supports various professional and personal tasks.



Business and Financial Analysis

Excel 2013’s advanced functions and PivotTables are instrumental for budgeting, forecasting, and
financial reporting. Businesses can automate repetitive calculations, track expenses, and generate
detailed reports, improving decision-making processes.

Academic and Scientific Research

Researchers utilize Excel 2013 to organize experimental data, perform statistical analysis, and
visualize results. The availability of functions like regression analysis and the ability to create
complex charts make it a valuable tool in scientific environments.

Project Management and Scheduling

Though not a dedicated project management software, Excel 2013’s customizable spreadsheets and
timeline templates allow users to track tasks, deadlines, and resources effectively, especially for
small to medium-sized projects.

Getting Started with Microsoft Office 2013 Excel
Tutorial

For users new to Excel 2013, the learning curve can be managed through structured tutorials that
progressively cover foundational to advanced topics.

1. Familiarize with the Interface: Understand the Ribbon, Quick Access Toolbar, and
Backstage View to navigate efficiently.

2. Master Basic Operations: Learn data entry, cell formatting, and simple formulas to build
confidence.

3. Explore Functions and Formulas: Study common functions and practice creating formulas
for calculations.

4. Utilize Data Tools: Experiment with PivotTables, Flash Fill, and sorting/filtering to analyze
data.

5. Create Visualizations: Build charts and graphs to present data clearly.

6. Implement Templates and Automation: Use built-in templates and learn basics of macros
for repetitive tasks.



Online resources, including Microsoft’s official support pages and third-party tutorials, complement
hands-on practice, offering video demonstrations and downloadable practice files.

SEO Considerations for Learning and Teaching Excel
2013

In crafting content around microsoft office 2013 excel tutorial, incorporating relevant LSI keywords
such as “Excel 2013 functions,” “Excel 2013 PivotTable guide,” “Excel 2013 data analysis,” and
“learning Excel 2013 basics” enhances search visibility. Moreover, addressing specific features like
Flash Fill, charting improvements, and formula usage attracts users seeking targeted information.

Creating detailed, well-structured articles that avoid repetitive phrasing and instead provide varied
sentence structures helps maintain reader engagement and improves SEO performance. Including
comparative insights and practical applications also broadens the article’s appeal.

Exploring the nuances of Excel 2013 through a professional lens not only supports users in skill

development but also contributes to a clearer understanding of spreadsheet software evolution and
best practices.
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Getting Acquainted with PowerPoint 1. The PowerPoint Environment 2. The Title Bar 3. The Ribbon
4. The “File” Tab and Backstage View 5. The Quick Access Toolbar 6. Touch/Mouse Mode 7. The
Scroll Bars 8. The Presentation View Buttons 9. The Zoom Slider 10. The Status Bar 11. The Mini
Toolbar 12. Keyboard Shortcuts Creating Basic Presentations 1. Opening Presentations 2. Closing
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Make Table Queries 2. Update Queries 3. Append Queries 4. Delete Queries 5. Crosstab Queries 6.
The Find Duplicates Query 7. Removing Duplicate Records from a Table 8. The Find Unmatched
Query Creating Forms 1. Forms Overview 2. The Form Wizard 3. Creating Forms 4. Using Forms 5.
Form and Report Layout View 6. Form and Report Design View 7. Viewing the Ruler and Grid 8. The
Snap to Grid Feature 9. Creating a Form in Design View 10. Modifying Form Sections in Design
View Form & Report Controls 1. Selecting Controls 2. Deleting Controls 3. Moving and Resizing
Controls 4. Sizing Controls to Fit 5. Nudging Controls 6. Aligning, Spacing, and Sizing Controls 7.
Formatting Controls 8. Viewing Control Properties Using Controls 1. The Controls List 2. Adding
Label Controls 3. Adding Logos and Image Controls 4. Adding Line and Rectangle Controls 5. Adding
Combo Box Controls 6. Adding List Box Controls 7. Setting Tab Order Subforms 1. Creating
Subforms 2. Using the Subform or Subreport Control Reports 1. Using the Report Wizard 2.
Creating Basic Reports 3. Creating a Report in Design View 4. Sorting and Grouping Data in Reports
5. Creating Calculated Fields Subreports 1. Creating Subreports Charting Data 1. Using Charts 2.
Insert a Modern Chart Macros 1. Creating a Standalone Macro 2. Assigning Macros to a Command
Button 3. Assigning Macros to Events 4. Using Program Flow with Macros 5. Creating Autoexec
Macros 6. Creating Data Macros 7. Editing Named Data Macros 8. Renaming and Deleting Named
Data Macros Switchboard and Navigation Forms 1. Creating a Switchboard Form 2. Creating a
Navigation Form 3. Controlling Startup Behavior Advanced Features 1. Getting External Data 2.
Exporting Data 3. Setting a Database Password Helping Yourself 1. Using Access Help 2. The Tell
Me Bar

microsoft office 2013 excel tutorial: Microsoft Word 2019 Training Manual Classroom in a
Book TeachUcomp , 2020-08-15 Complete classroom training manual for Microsoft Word 2019. 369
pages and 210 individual topics. Includes practice exercises and keyboard shortcuts. You will learn



document creation, editing, proofing, formatting, styles, themes, tables, mailings, and much more.
Topics Covered: CHAPTER 1- Getting Acquainted with Word 1.1- About Word 1.2- The Word
Environment 1.3- The Title Bar 1.4- The Ribbon 1.5- The “File” Tab and Backstage View 1.6- The
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and Redoing Actions 4.4- Finding and Replacing Text 4.5- Selecting Text and Objects CHAPTER 5-
BASIC PROOFING Tools 5.1- The Spelling and Grammar Tool 5.2- Setting Default Proofing Options
5.3- Using the Thesaurus 5.4- Finding the Word Count 5.5- Translating Documents 5.6- Read Aloud
in Word CHAPTER 6- FONT Formatting 6.1- Formatting Fonts 6.2- The Font Dialog Box 6.3- The
Format Painter 6.4- Applying Styles to Text 6.5- Removing Styles from Text CHAPTER 7- Formatting
Paragraphs 7.1- Aligning Paragraphs 7.2- Indenting Paragraphs 7.3- Line Spacing and Paragraph
Spacing CHAPTER 8- Document Layout 8.1- About Documents and Sections 8.2- Setting Page and
Section Breaks 8.3- Creating Columns in a Document 8.4- Creating Column Breaks 8.5- Using
Headers and Footers 8.6- The Page Setup Dialog Box 8.7- Setting Margins 8.8- Paper Settings 8.9-
Layout Settings 8.10- Adding Line Numbers 8.11- Hyphenation Settings CHAPTER 9- Using
Templates 9.1- Using Templates 9.2- Creating Personal Templates CHAPTER 10- Printing
Documents 10.1- Previewing and Printing Documents CHAPTER 11- Helping Yourself 11.1- The Tell
Me Bar and Microsoft Search 11.2- Using Word Help 11.3- Smart Lookup CHAPTER 12- Working
with Tabs 12.1- Using Tab Stops 12.2- Using the Tabs Dialog Box CHAPTER 13- Pictures and Media
13.1- Inserting Online Pictures 13.2- Inserting Your Own Pictures 13.3- Using Picture Tools 13.4-
Using the Format Picture Task Pane 13.5- Fill & Line Settings 13.6- Effects Settings 13.7- Alt Text
13.8- Picture Settings 13.9- Inserting Screenshots 13.10- Inserting Screen Clippings 13.11- Inserting
Online Video 13.12- Inserting Icons 13.13- Inserting 3D Models 13.14- Formatting 3D Models
CHAPTER 14- DRAWING OBJECTS 14.1- Inserting Shapes 14.2- Inserting WordArt 14.3- Inserting
Text Boxes 14.4- Formatting Shapes 14.5- The Format Shape Task Pane 14.6- Inserting SmartArt
14.7- Design and Format SmartArt 14.8- Inserting Charts CHAPTER 15- USING BUILDING BLOCKS
15.1- Creating Building Blocks 15.2- Using Building Blocks CHAPTER 16- Styles 16.1- About Styles
16.2- Applying Styles 16.3- Showing Headings in the Navigation Pane 16.4- The Styles Task Pane
16.5- Clearing Styles from Text 16.6- Creating a New Style 16.7- Modifying an Existing Style 16.8-
Selecting All Instances of a Style in a Document 16.9- Renaming Styles 16.10- Deleting Custom
Styles 16.11- Using the Style Inspector Pane 16.12- Using the Reveal Formatting Pane CHAPTER 17-
Themes and style sets 17.1- Applying a Theme 17.2- Applying a Style Set 17.3- Applying and
Customizing Theme Colors 17.4- Applying and Customizing Theme Fonts 17.5- Selecting Theme
Effects CHAPTER 18- PAGE BACKGROUNDS 18.1- Applying Watermarks 18.2- Creating Custom
Watermarks 18.3- Removing Watermarks 18.4- Selecting a Page Background Color or Fill Effect
18.5- Applying Page Borders CHAPTER 19- BULLETS AND NUMBERING 19.1- Applying Bullets and
Numbering 19.2- Formatting Bullets and Numbering 19.3- Applying a Multilevel List 19.4- Modifying
a Multilevel List Style CHAPTER 20- Tables 20.1- Using Tables 20.2- Creating Tables 20.3- Selecting
Table Objects 20.4- Inserting and Deleting Columns and Rows 20.5- Deleting Cells and Tables 20.6-
Merging and Splitting Cells 20.7- Adjusting Cell Size 20.8- Aligning Text in Table Cells 20.9-
Converting a Table into Text 20.10- Sorting Tables 20.11- Formatting Tables 20.12- Inserting Quick
Tables CHAPTER 21- Table formulas 21.1- Inserting Table Formulas 21.2- Recalculating Word



Formulas 21.3- Viewing Formulas Vs. Formula Results 21.4- Inserting a Microsoft Excel Worksheet
CHAPTER 22- Inserting page elements 22.1- Inserting Drop Caps 22.2- Inserting Equations 22.3-
Inserting Ink Equations 22.4- Inserting Symbols 22.5- Inserting Bookmarks 22.6- Inserting
Hyperlinks CHAPTER 23- Outlines 23.1- Using Outline View 23.2- Promoting and Demoting Outline
Text 23.3- Moving Selected Outline Text 23.4- Collapsing and Expanding Outline Text CHAPTER 24-
MAILINGS 24.1- Mail Merge 24.2- The Step by Step Mail Merge Wizard 24.3- Creating a Data
Source 24.4- Selecting Recipients 24.5- Inserting and Deleting Merge Fields 24.6- Error Checking
24.7- Detaching the Data Source 24.8- Finishing a Mail Merge 24.9- Mail Merge Rules 24.10- The
Ask Mail Merge Rule 24.11- The Fill-in Mail Merge Rule 24.12- The If...Then...Else Mail Merge Rule
24.13- The Merge Record # Mail Merge Rule 24.14- The Merge Sequence # Mail Merge Rule 24.15-
The Next Record Mail Merge Rule 24.16- The Next Record If Mail Merge Rule 24.17- The Set
Bookmark Mail Merge Rule 24.18- The Skip Record If Mail Merge Rule 24.19- Deleting Mail Merge
Rules in Word CHAPTER 25- SHARING DOCUMENTS 25.1- Sharing Documents in Word Using
Co-authoring 25.2- Inserting Comments 25.3- Sharing by Email 25.4- Presenting Online 25.5- Posting
to a Blog 25.6- Saving as a PDF or XPS File 25.7- Saving as a Different File Type CHAPTER 26-
CREATING A TABLE OF CONTENTS 26.1- Creating a Table of Contents 26.2- Customizing a Table of
Contents 26.3- Updating a Table of Contents 26.4- Deleting a Table of Contents CHAPTER 27-
CREATING AN INDEX 27.1- Creating an Index 27.2- Customizing an Index 27.3- Updating an Index
CHAPTER 28- CITATIONS AND BIBLIOGRAPHY 28.1- Select a Citation Style 28.2- Insert a Citation
28.3- Insert a Citation Placeholder 28.4- Inserting Citations Using the Researcher Pane 28.5-
Managing Sources 28.6- Editing Sources 28.7- Creating a Bibliography CHAPTER 29- CAPTIONS
29.1- Inserting Captions 29.2- Inserting a Table of Figures 29.3- Inserting a Cross-reference 29.4-
Updating a Table of Figures CHAPTER 30- CREATING FORMS 30.1- Displaying the Developer Tab
30.2- Creating a Form 30.3- Inserting Controls 30.4- Repeating Section Content Control 30.5- Adding
Instructional Text 30.6- Protecting a Form CHAPTER 31- MAKING MACROS 31.1- Recording Macros
31.2- Running and Deleting Recorded Macros 31.3- Assigning Macros CHAPTER 32- WORD
OPTIONS 32.1- Setting Word Options 32.2- Setting Document Properties 32.3- Checking
Accessibility CHAPTER 33- DOCUMENT SECURITY 33.1- Applying Password Protection to a
Document 33.2- Removing Password Protection from a Document 33.3- Restrict Editing within a
Document 33.4- Removing Editing Restrictions from a Document

microsoft office 2013 excel tutorial: Office 2013 For Dummies Wallace Wang, 2013-02-13
Office 2013 For Dummies is the key to your brand new Office! Packed with straightforward, friendly
instruction, this update to one of the bestselling Office books of all time gets you thoroughly up to
speed and helps you learn how to take full advantage of the new features in Office 2013. After
coverage of the fundamentals, you'll discover how to spice up your Word documents, edit Excel
spreadsheets and create formulas, add pizazz to your PowerPoint presentation, and much more.
Helps you harness the power of all five Office 2013 applications: Word, Excel, PowerPoint, Outlook,
and Access Discusses typing and formatting text in Word and easy ways to dress up your documents
with color, graphics, and more Demonstrates navigating and editing an Excel spreadsheet, creating
formulas, and charting and analyzing Excel data Walks you through creating a PowerPoint
presentation and adding some punch with color, sound, pictures, and videos Explores Outlook,
including configuring e-mail, storing contacts, organizing tasks, scheduling your time, and setting
appointments Delves into designing Access databases, including editing, modifying, searching,
sorting, and querying; also covers viewing and printing reports, and more The fun and friendly
approach of Office 2013 For Dummies makes doing Office work easy and efficient!

microsoft office 2013 excel tutorial: Guide to RRB Junior Engineer Stage II Exam -
Physics, Chemistry, General Awareness, Basics of Computers, Environment & Pollution
Control Disha Experts, 2019-01-25 The book Guide to RRB Junior Engineer Stage II Online Exam
has 4 sections (common to all streams): General Awareness, Physics & Chemistry, Basics of
Computers and Applications & Basics of Environment and Pollution Control. *« Each section is
further divided into chapters which contains theory explaining the concepts involved followed by



MCQ exercises. * The book provides the past 2014 & 2015 Solved Questions. * The detailed
solutions to all the questions are provided at the end of each chapter.

microsoft office 2013 excel tutorial: SharePoint 2016 User's Guide Tony Smith,
2016-11-22 Learn how to make the most of SharePoint 2016 and its wide range of capabilities to
support your information management, collaboration, and business process management needs.
Whether you are using SharePoint as an intranet or business solution platform, you will learn how to
use the resources (such as lists, libraries, and sites) and services (such as search, workflow, and
social) that make up these environments. In the fifth edition of this bestselling book, author Tony
Smith walks you through the components and capabilities that make up a SharePoint 2016
environment. He provides step-by-step instructions for using and managing these elements, as well
as recommendations for how to get the best out of them. What You Will Learn Create and use
common SharePoint resources like lists, libraries, sites, pages and web parts Understand when and
how workflows and information management policies can be used to automate process Learn how to
take advantage of records retention, management, and disposition Make the most of SharePoint
search services Take advantage of social capabilities to create social solutions Who This Book Is For
Whether you have not yet used SharePoint at all, have used previous versions, have just started
using the basic features, or have been using it for a long of time, this book provides the skills you
need to work efficiently with the capabilities SharePoint 2016 provides.

microsoft office 2013 excel tutorial: Installation and Configuration Guide for MicroStrategy
9.5 MicroStrategy Product Manuals, MicroStrategy, 2015-02-01 The Installation and Configuration
Guide includes information to install and configure MicroStrategy products on Windows, UNIX,
Linux, and HP platforms, as well as basic maintenance guidelines.

microsoft office 2013 excel tutorial: Guide for State Bank of India (SBI)/ Bank of
Baroda (BoB) Apprentice Bharti Pariksha 3rd Edition | 2021 & 2023 State Bank of India
Solved Papers| Bank of Baroda Model Paper Disha Experts, The revised and updated 3rd edition
of the book Guide for State Bank of India (SBI)/ Bank of Baroda (BoB) Apprentice Recruitment
Exams contains : # 4 Specific sections on Reasoning Ability & Computer Aptitude, Quantitative
Aptitude, General English & General / Financial Awareness. # To-the-point theory of all the sections
(divided into chapters) with illustrations followed by an exercise with detailed solutions. # 2021 &
2023 Previous Year Solved Papers of SBI Exam. # 1 Model Paper for the BoB Exam. # Solutions are
provided for all the questions. # Updated Current Affairs are provided at the end of the book.

microsoft office 2013 excel tutorial: Installation and Configuration Guide for
MicroStrategy 10 MicroStrategy Product Manuals, 2015-06-04

microsoft office 2013 excel tutorial: IC3: Internet and Computing Core Certification
Global Standard 4 Study Guide Ciprian Adrian Rusen, 2015-04-23 Hands-on IC3 prep, with expert
instruction and loads of tools IC3: Internet and Computing Core Certification Global Standard 4
Study Guide is the ideal all-in-one resource for those preparing to take the exam for the
internationally-recognized IT computing fundamentals credential. Designed to help candidates
pinpoint weak areas while there's still time to brush up, this book provides one hundred percent
coverage of the exam objectives for all three modules of the IC3-GS4 exam. Readers will find clear,
concise information, hands-on examples, and self-paced exercises that demonstrate how to perform
critical tasks. This useful guide includes access to a robust set of learning tools, including chapter
review questions, a practice test environment, electronic flashcards, and author videos that explain
complex topics. The certification consists of three separate exams: Computing Fundamentals, Key
Applications, and Living Online. Candidates are given fifty minutes to answer forty-five questions, so
rapid recall and deep understanding are critical to success. IC3: Internet and Computing Core
Certification Global Standard 4 Study Guide provides expert instruction on everything candidates
need to know, including hardware, software, networking, and more. Review operating system basics
and common application features Understand troubleshooting and safe computing Learn basic word
processing, spreadsheet, presentation, and database activities Study networking concepts, digital
communication, and research fluency The exam includes both multiple choice and



performance-based questions, and this guide provides plenty of both so candidates can get
comfortable with both material and format. More than just a memorization tool, this book helps
exam candidates understand the material on a fundamental level, giving them a greater chance of
success than just going it alone. For the IC3 candidate who's serious about certification, IC3:
Internet and Computing Core Certification Global Standard 4 Study Guide is the complete, hands-on
exam prep guide.

microsoft office 2013 excel tutorial: Outlook on the Web Training Manual Classroom in a
Book TeachUcomp , 2019-10-27 Complete classroom training manual for Microsoft Outlook on the
Web. 143 pages and 94 individual topics. Includes practice exercises and keyboard shortcuts. You
will learn all about email, tasks, effective use of the calendar, and much more. Topics Covered:
Getting Acquainted with Outlook on the Web 1. Introduction to the Outlook on the Web 2. What is
the Outlook on the Web? 3. Starting Outlook on the Web 4. The Outlook on the Web Environment 5.
System Requirements for the Outlook on the Web 6. Using the Outlook on the Web (Light) Version 7.
Applying a Theme 8. Adding and Managing Add-ins E-Mail 1. Using the Inbox 2. Creating and
Addressing Messages 3. Entering and Formatting Messages 4. Checking Message Spelling 5. Saving
Message Drafts 6. Sending Attachments from OneDrive 7. Sending Local Attachments 8. Inserting
Pictures 9. Sending a Message 10. Receiving E-Mail Messages 11. Opening Messages 12. Printing
Messages 13. Downloading Attachments 14. Replying to Messages 15. Forwarding Messages 16.
Ignoring a Conversation Thread 17. The Deleted Items Folder 18. Permanently Deleting Items 19.
Recovering Deleted Items Managing Items 1. Creating and Managing Categories 2. Categorizing
Items 3. Marking Messages as Read or Unread 4. Flagging Items 5. Marking Messages as Junk 6.
Pinning Messages 7. Archiving Messages 8. Changing the Display of Messages in the Inbox Pane
Mailbox Management 1. Creating and Using Inbox and Sweep Rules 2. Creating a Folder 3. Moving
and Copying Messages 4. Managing the Favorites Folder List 5. Filtering and Sorting Messages in
the Inbox Pane 6. Setting and Managing Folder Permissions 7. Finding [tems E-Mail Options
1.Creating and Using E-Mail Signatures 2. Using Automatic Replies (Out of Office Assistant) 3.
Changing Your Password 4. Viewing Your Mailbox Usage 5. Enabling Online Access Calendar 1.
Opening the Calendar 2. Navigating Calendar Dates 3. Creating Appointments and Events 4.
Canceling Appointments and Events 5. Creating Recurring Appointments and Events 6. Printing the
Calendar 7. Sharing Calendars 8. Managing Multiple Calendars 9. Adding Shared Calendars 10.
Using the Scheduling Assistant 11. Using the Suggested Meetings App 12. Accessing Calendar
Options 13. Changing Automatic Processing Settings 14. Changing the Calendar Appearance 15.
Changing the Notifications Settings 16. Publishing Calendars 17. Changing Reminders Settings
Meetings 1. Creating a Meeting Request 2. Responding to Meeting Requests 3. Viewing Meeting
Request Responses 4. Editing and Updating Meetings 5. Creating Recurring Meetings People 1.
Creating a New Contact 2. Adding Contacts from E-Mail 3. Creating a Contact List 4. Linking
Contacts 5. Finding Contacts 6. Connecting to Social Networks 7. Using the Directory 8. Importing
Contacts Tasks 1. Creating a New Task 2. Editing Tasks 3. Attaching Files to Tasks 4. Viewing Tasks
and Flagged Items 5. Sorting Tasks 6. Filtering Tasks 7. Deleting Tasks Groups 1. Accessing Groups
2. Creating a New Group 3. Adding Members to Groups 4. Contributing to Groups 5. Managing Files
in Groups 6. Accessing the Group Calendar 7. Changing the View of Groups 8. Subscribing to and
Unsubscribing from Groups 9. Leaving Groups 10. Editing, Managing, and Deleting Groups

microsoft office 2013 excel tutorial: Evaluation Guide: Introduction to MicroStrategy 10
MicroStrategy Product Manuals, 2015-06-04

microsoft office 2013 excel tutorial: Quick Start Reference Guide for MicroStrategy 9.5
MicroStrategy Product Manuals, MicroStrategy, 2015-02-01 The Quick Start Reference Guide
provides an overview of the installation and evaluation process, and additional resources.

microsoft office 2013 excel tutorial: Evaluation Guide (Windows) for MicroStrategy 9.5
MicroStrategy Product Manuals, MicroStrategy, 2015-02-01 The Evaluation Guide includes
instructions for installing, configuring, and using the MicroStrategy Evaluation Edition. This guide
also includes a detailed, step-by-step evaluation process of MicroStrategy features, where you



perform reporting with the MicroStrategy Tutorial project and its sample business data.

microsoft office 2013 excel tutorial: Microsoft Outlook for Lawyers Training Manual
Classroom in a Book TeachUcomp , 2020-10-27 Complete classroom training manuals for Microsoft
Outlook 2019 for Lawyers. 211 pages and 120 individual topics. Includes practice exercises and
keyboard shortcuts. You will learn how to effectively manage legal contacts, tasks and digital
security. In addition, you’ll receive our complete Outlook curriculum. Topics Covered: Getting
Acquainted with Outlook 1. The Outlook Environment 2. The Title Bar 3. The Ribbon 4. The Quick
Access Toolbar 5. Touch Mode 6. The Navigation Bar, Folder Pane, Reading Pane, and To-Do Bar
Making Contacts 1. The People Folder 2. Customizing the Contacts Folder View 3. Creating Contacts
4. Basic Contact Management 5. Printing Contacts 6. Creating Contact Groups 7. Categorizing
Contacts 8. Searching for Contacts 9. Calling Contacts 10. Mapping a Contact’s Address E-Mail 1.
Using the Inbox 2. Changing the Inbox View 3. Message Flags 4. Searching for Messages 5.
Creating, Addressing, and Sending Messages 6. Checking Message Spelling 7. Setting Message
Options 8. Formatting Messages 9. Using Signatures 10. Replying to Messages 11. Forwarding
Messages 12. Sending Attachments 13. Opening Attachments 14. Ignoring Conversations The Sent
Items Folder 1. The Sent Items Folder 2. Resending Messages 3. Recalling Messages The Outbox
Folder 1. Using the Outbox 2. Using the Drafts Folder Using the Calendar 1. The Calendar Window
2. Switching the Calendar View 3. Navigating the Calendar 4. Appointments, Meetings and Events 5.
Manipulating Calendar Objects 6. Setting an Appointment 7. Scheduling a Meeting 8. Checking
Meeting Attendance Status 9. Responding to Meeting Requests 10. Scheduling an Event 11. Setting
Recurrence 12. Printing the Calendar 13. Teams Meetings in Outlook 14. Meeting Notes Tasks 1.
Using Tasks 2. Printing Tasks 3. Creating a Task 4. Setting Task Recurrence 5. Creating a Task
Request 6. Responding to Task Requests 7. Sending Status Reports 8. Deleting Tasks Deleted Items
1. The Deleted Items Folder 2. Permanently Deleting Items 3. Recovering Deleted Items 4.
Recovering and Purging Permanently Deleted Items Groups 1. Accessing Groups 2. Creating a New
Group 3. Adding Members to Groups and Inviting Others 4. Contributing to Groups 5. Managing
Files in Groups 6. Accessing the Group Calendar and Notebook 7. Following and Stop Following
Groups 8. Leaving Groups 9. Editing, Managing and Deleting Groups The Journal Folder 1. The
Journal Folder 2. Switching the Journal View 3. Recording Journal Items 4. Opening Journal Entries
and Documents 5. Deleting Journal Items Public Folders 1. Creating Public Folders 2. Setting
Permissions 3. Folder Rules 4. Copying Public Folders Personal and Private Folders 1. Creating a
Personal Folder 2. Setting AutoArchiving for Folders 3. Creating Private Folders 4. Creating Search
Folders 5. One-Click Archiving Notes 1. Creating and Using Notes Advanced Mailbox Options 1.
Creating Mailbox Rules 2. Creating Custom Mailbox Views 3. Handling Junk Mail 4. Color
Categorizing 5. Advanced Find 6. Mailbox Cleanup Outlook Options 1. Using Shortcuts 2. Adding
Additional Profiles 3. Adding Accounts 4. Outlook Options 5. Using Outlook Help Delegates 1.
Creating a Delegate 2. Acting as a Delegate 3. Deleting Delegates Security 1. Types of Email
Encryption in Outlook 2. Sending Encrypted Email Managing Mail 1. Using Subfolders 2. Using
Mailbox Rules to Organize Mail 3. Using Search and Search Folders to Organize Mail 4. Making Mail
Easier to Search 5. Managing Reminders 6. Saving Email as PDF 7. Turning Emails into Tasks 8.
AutoReply to Email 9. Auto-forward Email 10. Using Quick Parts 11. Using Quick Steps in Outlook
12. Tips to Reduce PST Folder Size 13. Adding Confidentiality Notices 14. Deferring Mail Delivery
Legal Contacts 1. Using BCC for Confidentiality with Contact Groups Managing Legal Scheduling 1.
Automatically Processing Meeting Requests Managing Tasks 1. Task Tracking vs. Forwarding Email
2. Viewing and Managing Task Times 3. Categorizing Tasks and Managing Views

microsoft office 2013 excel tutorial: Microsoft Access 2016 Training Manual Classroom
in a Book TeachUcomp , 2015-10-27 Complete classroom training manuals for Microsoft Access
2016. Three manuals (Introductory, Intermediate, Advanced) in one book. 174 pages and 105
individual topics. Includes practice exercises and keyboard shortcuts. You will learn all about
relational databases, advanced queries, creating forms, reporting, macros and much more. Topics
Covered: Getting Acquainted with Access 1. Creating a New Database 2. Overview of a Database 3.



The Access Interface 4. Touch Mode 5. Viewing Database Objects in the Navigation Bar 6. Opening
and Closing Databases Creating Relational Database Tables 1. The Flat File Method of Data Storage
2. The Relational Model of Data Storage 3. Tips for Creating a Relational Database 4. Creating
Relational Database Tables 5. Assigning a Primary Key to a Table Using Tables 1. Using Datasheet
View 2. Navigating in Datasheet View 3. Adding Records in Database View 4. Editing and Deleting
Records in Datasheet View 5. Inserting New Fields 6. Renaming Fields 7. Deleting Fields Field
Properties 1. Setting Field Properties 2. The 'Field Size' Property 3. The 'Format' Property for
Date/Time Fields 4. The 'Format' Property for Logical Fields 5. Setting Default Values for Fields 6.
Setting Input Masks 7. Setting Up Validation Rules and Responses 8. Requiring Field Input 9.
Allowing Zero Length Entries Joining Tables in a Database 1. The Relationships Window 2. Enforcing
Referential Integrity 3. Creating Lookup Fields Indexing Tables 1. Indexes 2. Creating Indexes 3.
Deleting Indexes Queries 1. Using the Simple Query Wizard 2. Designing Queries 3. Joining Tables
in a Query 4. Adding Criteria to the QBE Grid 5. Running A Query 6. How is Using the QBE Grid
Writing SQL Code? 7. Sorting Query Results 8. Hiding Fields in a Query 9. Using Comparison
Operators 10. Using 'AND' and 'OR' Conditions Advanced Queries 1. Using the 'BETWEEN...AND'
Condition 2. Using Wildcard Characters in Criteria 3. Creating a Calculated Field 4. Creating 'Top
Value' Queries 5. Function Queries 6. Parameter Queries Advanced Query Types 1. Make-Table
Queries 2. Update Queries 3. Append Queries 4. Delete Queries 5. Crosstab Queries 6. The 'Find
Duplicates' Query 7. The 'Find Unmatched' Query Creating Forms 1. Forms Overview 2. The Form
Wizard 3. Creating AutoForms 4. Using Forms 5. Form and Report Layout View 6. Form and Report
Design View 7. Viewing the Ruler and Gridlines 8. The 'Snap to Grid' Feature 9. Creating a Form in
Design View 10. Modifying Form Selections in Design View Form & Report Controls 1. Selecting
Controls 2. Deleting Controls 3. Moving and Resizing Controls 4. Sizing Controls 'To Fit' 5. 'Nudging'
Controls 6. Aligning, Spacing and Sizing Controls 7. Formatting Controls 8. Viewing Control
Properties Using Controls 1. The Controls Group 2. Adding Label Controls 3. Adding Logos and
Image Controls 4. Adding Line and Rectangle Controls 5. Adding Combo Box Controls 6. Adding List
Box Controls 7. Setting Tab Order Subforms 1. Creating Subforms 2. Using the Subform/Subreport
Control Reports 1. Using the Report Wizard 2. Using Basic Reports 3. Creating a Report in Design
View 4. Sorting and Grouping Data in Reports 5. Creating Calculated Fields Subreports 1. Creating
Subreports Charting Data 1. Using Charts Macros 1. Creating a Standalone Macro 2. Assigning
Macros to a Command Button 3. Using Program Flow with Macros 4. Creating Autoexec Macros 5.
Creating Data Macros 6. Editing Named Data Macros 7. Renaming and Deleting Named Data
Macros Switchboard and Navigation Forms 1. Creating a Switchboard Form 2. Creating a
Navigation Form 3. Controlling Startup Behavior Advanced Features 1. Getting External Data 2.
Exporting Data 3. Setting a Database Password Helping Yourself 1. Using Access Help 2 The Tell Me
Bar- 2016 Only

microsoft office 2013 excel tutorial: Teach Yourself VISUALLY PowerPoint 2013 William
Wood, 2013-02-14 A straightforward, visual approach to learning the new PowerPoint 2013!
PowerPoint 2013 boasts updated features and new possibilities; this highly visual tutorial provides
step-by-step instructions to help you learn all the capabilities of PowerPoint 2013. It covers the
basics, as well as all the exciting new changes and additions in a series of easy-to-follow, full-color,
two-page tutorials. Learn how to create slides, dress them up using templates and graphics, add
sound and animation, and more. This book is the ideal show me, don't tell me guide to PowerPoint
2013. Demonstrates how to create memorable and captivating presentations using PowerPoint 2013,
the latest generation of Microsoft's presentation software Walks you through PowerPoint 2013's new
features, including new wide-screen themes and variants, improved collaboration tools, and an
enhanced Presenter View Shows you how to create slides, dress them up with templates and
graphics, add sound and animation, and present in a business or Internet setting Features
easy-to-follow, full-color, two-page tutorials With Teach Yourself VISUALLY PowerPoint 2013, you
have the power to make a remarkable presentation!
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