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 General 
Description 

Microsoft Office 2013 - Upgrading provides skills and knowledge in a wide range of new 
features, enhancements and changes found in Microsoft Office 2013. 

 Learning 
Outcomes 

At the completion of this course you should be able to: 

 understand the Office 2013 interface 

 personalise and make changes to the ribbon 

 use the help system tools available to you in Office 2013 

 work with the file formats found in Office 2013 

 use the printing settings in Office 2013 

 share your work with others using Office 2013 

 use the new features available for formatting graphics 

 insert and edit pictures 

 use the new drawing and illustrating tools in Office 2013 

 understand what has changed in Word 2013 

 understand and work with a number of the new and improved features of Excel 2013 

 understand and work with the Power View and PowerPivot tools in Excel 2013 

 use the new and enhanced features of PowerPoint 2013 

 work with many of the new features of Outlook 2013 

 work with email messages in Outlook 2013 

 work with the new People and Calendar features in Outlook 2013 

 Prerequisites Experience and knowledge of a version of Microsoft Office prior to Office 2010 is essential 
for this course, Microsoft Office 2013 - Upgrading, including experience in manipulating 
Office files, and creating documents, workbooks, presentations and emails. 

 Topic Sheets 220 topics 

 Methodology The In Focus series of publications have been written with one topic per page. Topic sheets 
either contain relevant reference information, or detailed step-by-step instructions designed 
on a real-world case study scenario. Publications can be used for instructor-led training, self-
paced learning, or a combination of the two. 

 Formats 
Available 

A4 Black and White, A5 Black and White (quantity order only), A5 Full Colour (quantity order 
only), Electronic Licence 

 Companion 
Products 

There are a number of complementary titles in the same series as this publication. 
Information about other relevant publications can be found on our website at 
www.watsoniapublishing.com. 

This information sheet was produced on Thursday, June 20, 2013 and was accurate at the time of printing. Watsonia Publishing reserves its right to alter the 
content of the above courseware without notice. 
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Interface 
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Understanding The Start Screen 
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Options 
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Accessing The Backstage View 
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Working With Touch Mode 
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Understanding Personalising The 
Ribbon 
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Settings 
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2013 
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Accessing Images And Pictures 
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The Office 2013 File System 
Understanding Office 2013 File Types 
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Opening Files In Office 2013 
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Opening Recent Files And Folders 
Recent Files From The Start Screen 
Understanding File Saving In Office 
2013 
Saving To SkyDrive 
Saving To A Previous Version 

Saving As Macro Enabled 
Creating A PDF File 
Creating New Files In Office 2013 
Understanding Templates In Office 
2013 
Saving Custom Templates 
Setting A Custom Templates Location 
Understanding Draft Versions 
Configuring AutoSave 
Recovering An Unsaved File 
Managing Versions 
Accessing File Information 

Printing From Office 2013 
Print Previewing 
Choosing A Printer 
Specifying Print Settings 
Specifying Page Layout Settings 
Changing Printer Properties 

Sharing From Office 2013 
Understanding Sharing 
Sharing A Document Using SkyDrive 
Sending A File As An Email 
Attachment 
Sending A File As A PDF Attachment 
Protecting Your File Before Sharing 
Checking For Issues 
Checking File Accessibility 
Checking File Compatibility 

Formatting Graphics In Office 
Understanding Graphics Formatting 
Understanding Format Panes 
Working With The Format Pane 
Moving The Format Pane 
Formatting With The Layout Options 
Button 
Quickly Formatting Charts 

Pictures 
Inserting A Picture 
Inserting An Online Picture 
Removing A Picture Background 
Applying Picture Styles 
Repositioning Pictures 
Applying And Changing Effects 
Correcting Pictures 
Changing Picture Colouring 
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Drawing And Illustrating 
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Formatting Clip Art 
Inserting Shapes 
Modifying Shapes 
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Inserting A Screenshot 
Inserting A Screen Clip 

Microsoft Word 2013 
What’s New In Word 2013 
The Word 2013 Screen 
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Working With The Navigation Pane 
Locating Non Textual Items 
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Applying A Style Set 
Inserting Online Videos 
Aligning Graphical Elements 
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Working With Comments 
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Viewing A Document In Read Mode 
Using Resume Reading 
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Table 
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