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Chapter 1 Getting Started 

 Saving Files 

I. Exporting a File to PDF 
To export a PowerPoint as a PDF: 

1. Open of the Office Menu. 
2. Click Export. 
3. Select Create PDF/XPS Document. 
4. Click Create PDF/XPS. 
5. Select where to save the file. Enter a file name and ensure the “Save as Type” is PDF. 
6. Click Publish to save the PDF file. 

 
 

II. Using Auto Recover 
To access auto recover: 

1. Open the Office Menu. 
2. Click Options from the left menu. 
3. Click Save from the left menu. 
4. Select how often AutoRecover will save and choose where it will save the information. 
5. Click OK. 

 

 
 

 Using Templates 

I. Opening a Template 
To open a template: 

1. Open the Office Menu. 
2. Select one of the templates. 

3. To view a personal template, click the Personal button . 
4. Select the template to open. 
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II. Creating a Template 
To create a template: 

1. Create a new presentation with formatting for the template. 
2. Open the Office Menu. 
3. Click Save As from the left menu. 
4. Click Browse. 
5. Using the Save as Type drop-down menu, choose “PowerPoint Template (*.pptx). 
6. Enter a file name and choose where to save it. 
7. Click Save. 

 

 Navigating the Slide Show 

Previous Slide Click to move back one slide in the presentation. 

Next Slide Click to advance to the next slide.  

LaserPointer/Pen/Highlighter Use a virtual marker to 
emphasize points about the 
presentation. Click the 
command and then choose a 
style/color for the 
Highlighter or Pen. 
When the slideshow has 
been completed, there is an option to save any 
markings. 

All Slides See a thumbnail of all slides. Use to jump to a 
specific slide. 

Zoom Select and then click where to zoom in on the slide. 
Click and drag to move around the slide. Click to 
zoom back out. 

Slide Show Menu Click to see options about the show (also accessible 
by right-clicking any slide): 

 
 

 

 

I. Slide Show Button 
Ways to begin a slide show: 

 Slide Show button in the Slide Show tab. 

 Slide Show Button on the Quick Access Toolbar.  

 Slide Show button in the bottom right.  
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Chapter 2 Tables and Chart 

 Inserting a Table 
To insert a table: 

1. Select the Insert Tab. 
2. Click the Table command. 
3. Hover the mouse over the squares to insert a table of that size. 
4. Or click the Insert Table button to insert a custom size. 

 

I. Design Sub Tab 
 

 

Table Style 
Options 

Options to indicate the style of the table, whether or not to have 
a header row, a totals row, etc. These options are not 
automatically inserted with the default table style. 

Table Styles These styles are preformatted tables that may be altered in 
terms of color, font or fill. Borders, shapes and effects can also 
be added to these styles. 

WordArt Styles Add styles to a table by formatting the title or other parts using 
WordArt. 

Draw Borders With this group, set the width and style of the border, select a 
border color and correct mistakes with the eraser. 

 

II. Layout Sub Tab 
 
 

Table The table group to select the whole table, or columns and rows 
for editing. Table gridlines can also be shown or hidden. 

Rows & Columns Insert or remove rows and columns in the table. 

Merge Select cells and form them into one big cell. Splitting a cell will 
do the opposite: take the area of one cell and split it up into a 
specified number of pieces. 
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Cell Size Formats individual cells of a table. Specify the width and height, 
as well as distribute the columns and rows for an even and 
organized look. 

Alignment Align the content in a cell with the margins of the cell. Use left, 
right, or center justify, as well as space the contents evenly 
within the boundaries of the cell. 

Table Size Set the width and height of the table. 

Arrange Used if cells are overlapping or want to group cells together. 

 

 Inserting an Excel Table 
To insert an Excel Table: 

1. Click the Table command on the Insert tab. 
2. Click Excel Spreadsheet. 
3. Move and resize the table to fit. 

 
When editing the table, a new set of ribbons will appear with commands similar to those in 
Excel.  

I. Home Tab 

 
 
1. Clipboard 
This group relates to cutting, copying and pasting items from one location to another. 
 
2. Font 
These buttons change a font’s type, size, color, and style. 
 
3. Alignment 
The alignment group controls how data (text or numbers) appears in spreadsheet cells. 
 
4. Number 
The number group controls how numerical values are displayed in cells. In Excel, numbers can 
have different formats including normal, number, accounting, scientific, fraction, percentage, 
date and time. 
 
5. Styles 
The style group allows for cell(s) to be styled quickly. There is also a conditional formatting 
control to quickly apply special color coding and other rules to cells conditionally (based on 
particular aspects or qualities of the data). 
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6. Cells 
The Cells group controls inserting, deleting and adjusting the size of a cell or group of cells.  
Clicking the small arrow on each button displays a menu of options corresponding to the button 
in question (insert, delete or format). 
 
7. Editing 
The editing group provides quick access to some useful arithmetic features, filtering and sorting 
features, and a convenient search and replace feature.  
 

II. Insert 

 
 

1. Tables 
Tables apply functionality and formatting to a selection of data. 
 
The Pivot Table button will apply a pivot table to a selection of data. A pivot table will 
investigate relationships and dependencies in the data. 
 
The Table button will apply a standard table to the data. These tables can help organize, sort, 
and filter data based on criteria that is created. 
 
2. Illustrations 
The Illustrations group adds pictures, Smart Art and Clip Art to the spreadsheet.  
 
3. Apps 
This can be used to add additional functionality to Excel. However, this will have to be enabled 
and will not be covered. 
 
4. Charts 
The Chart group displays a menu of possible charts belonging to the chart type represented by 
the button. There are a number of different column charts to choose from, including, line charts, 
pie charts, bar charts, area charts, and other charts.  
 
5. Reports 
The Reports chunk contains the Power View. Power View is an interactive data exploration, 
visualization and presentation experience that encourages intuitive ad-hoc reporting. 
 
6. Sparklines 
Sparklines are a smaller type of information graphic that show trends and variations in data. 
There are Line, Column and Win/Loss Sparklines. 
 
7. Filters 
Filters are used to filter data in a range or table to show /hide specific data. 
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8. Links 
The Hyperlink button adds a hyperlink to the spreadsheet. This feature can link to a Web page, 
e-mail address, file or another location in the same spreadsheet or workbook 
 
9. Text 
The Text group provides buttons for adding text boxes and headers and footers that will be 
visible on printed documents. 
 
10. Symbols 
The Symbols chunk contains commands to add equations or symbols to the sheet. 
 
 

III. Page Layout Tab 

 
 

1. Themes 
The Themes group is used to change the colors, fonts and other visual effects associated with a 
given Excel 2013 theme. 
 
2. Page Setup 
The Page Setup group is for laying out a workbook’s pages for printing. 
 
3. Scale to Fit 
The scale to fit group of controls shrinks or scales a printed output to fit on a specified number 
of pages.  

 
4. Sheet Options 
The Sheet Options control group adds or removes the gridlines and/or headings from a printout 
or from the Excel screen. 
 
5. Arrange 
The Arrange control group arranges various objects (such as shapes, images, or other graphic 
elements) in the spreadsheet. This can change the alignment, center, and adjust the positions of 
objects in the spreadsheet. 
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IV. Formula Tab 

 
 

1. Function Library 
The Functions library has pre-set functions which are mathematical formulas or algorithms 
designed to perform a specific task. Excel 2013 provides a large library of functions designed to 
solve a variety of problems. 
 
2. Defined Names 
In Excel, individual cells or groups of cells can be given names. In many cases it is easier to refer 
to a group of cells by a name given to them rather than some abstract cell reference like A6:B12 
(meaning all of the cells from A6 to B12). 
 
3. Formula Auditing 
The formula auditing group helps track chains of cell references and find formula errors. These 
buttons are useful for correcting complex formulas that have hard to find errors. 
 
4. Calculation 
The main part of the Calculation Ribbon is the Calculation Options button. This will show a menu 
with options for how Excel 2013 will calculate the data in a workbook. 
 
 

V. Data Tab 

 
 

1. Get External Data 
The Get External Data group provides tools for importing data into Excel from other sources 
such as a database, a web page or a text file. 

 
2. Connections 
When a spreadsheet depends on data from external sources, it may be necessary to periodically 
update or refresh the data so the data in the spreadsheet reflects any changes to the data in the 
external sources. The Connections group can help do this. 

 
3. Sort and Filter 
The Sort and Filter button group gives finer control over how the spreadsheet data is sorted or 
filtered. Sorting is the process of ordering data based on some criteria, while filtering is the 
process of extracting data from a larger group based on some criteria.  
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4. Data Tools 
The Data Tools group provides even more features for controlling and manipulating the 
spreadsheet data. 
 
The Text to Columns button can arrange a large uninterrupted block of text into individual data 
elements stored properly in columns. This can be a useful feature to cut and paste data into 
Excel from another program. 

 
5. Outline 
The Outline group organizes rows and columns of data into groups that can be collapsed or 
expanded. This is useful for large spreadsheets to temporarily hide data that is not important or 
for reducing the size of a printout when only certain data elements are required. 
 

VI. Review Tab 

 
 

1. Proofing 
The proofing group contains the Spelling button as well as the Thesaurus and Research. 

 
2. Language 
The Language chunk contains the Translate button used to translate the document or parts of 
the document to another language. 
 
3. Comments 
The Comments group adds comments and explanations to the spreadsheet as needed. 
 
4. Changes 
The Changes group is used to help guard against unwanted data modification and to track 
changes made to a workbook that is shared with others. 
 

 Working with Charts and Graphs 
To insert a chart or graph: 

1. Click the Chart button on the Insert Tab. 
2. Select a chart or graph to insert. 
3. Click OK. 

 
Once the Chart or Graph has been inserted and selected, a new set of commands will appear to 
help edit the Chart or Graph. Also, an excel spreadsheet will appear where the data can be 
entered/edited. 
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 Working with SmartArt 
To insert SmartArt: 

1. Click the SmartArt button from the Insert tab. 
2. Select the SmartArt to insert. 
3. Click OK. 

 
Once the SmartArt has been inserted and selected, a new set of commands will appear to help 
edit the SmartArt. 

 

 Inserting Symbols 
To insert a symbol or special character: 

1. Click in the document where to insert the symbol.  
2. Click the Symbol button on the Insert tab. 
3. Choose a symbol to be inserted. 
4. Click Insert. 
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Chapter 3 Adding Graphics 

 Adding a Text Box 
To insert a text box: 

1. Click the Text Box button in the Insert Tab. 
2. Click and drag a text box. 

OR  
Click and then resize the text box.  

 Selecting Text Boxes 
To select a text box: 

1. Click within the text box. 
2. Hover the mouse over the border of the text box. 
3. Left-Click. 

 Deleting a Text Box 
To delete a text box: 

1. Select the text box. 
2. Press the Delete key. 

 

 Moving a Text Box 
To move a text box: 

1. Click within the text box. 
2. Hover the mouse over the border of the text box. 
3. Click and drag. 

 Resizing a Text Box 
To resize a text box: 

1. Click within the text box. 

2. Click and drag one of the eight squares  on the border. 
 

 Rotating a Text Box 
To rotate a text box: 

1. Click within the text box. 

2. Click and drag the circular arrow  that appears.  
 

 Formatting a Text Box 
Text boxes can be formatted with borders, background color, shadow or 3-D effects. The shape 
of the text box, size and position on the slide can be changed. The Drawing Tools Tab has all of 
the options to help create a professional look for your slide. 
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 The Drawing Tools Tab 

 

Insert Shapes Changes the shape of the text box or insert shapes into the text 
box. 

Shape Styles Format the look and feel of the text box. 

WordArt Styles Adds WordArt to a text box and customizes all aspects of the 
WordArt. 

Arrange If there are multiple objects in the text box, use these 
commands to manipulate how they will appear in the text box. 

Size Adjust the dimensions of the text box to an exact 
measurement. 
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Chapter 4 Adding Audio & Visual Effects 

 Video Clips 

I. Online Video 
To insert an online video: 

1. Click the Video button on the Insert tab. 
2. Choose Online Video. 
3. Paste the video’s embed code in the box. 
4. Click the arrow to insert the video. 

 

II. Local Video 
To insert a local video: 

1. Click the Video button on the Insert tab. 
2. Choose Video on My PC. 
3. Browse to find the video. Select the video and click insert. 

 Audio Clips 

I. Inserting Audio Clips 
To insert an Audio clip: 

1. Click the Audio button on the Insert tab. 
2. Choose Audio on My PC. 
3. Browse to the file, select it and click insert. 

 

II. Sound Tools 

 

Preview Listen to the audio. 

Bookmarks Bookmarks spots within the audio clip. 

Editing Trim and add fade ins/outs to the audio clip. 

Audio Options Various audio options such as volume, loop, etc. 

Audio Styles Options to play the audio in the background. 
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III. Recording an Audio Clip 
To insert an Audio clip: 

1. Click the Audio button on the Insert tab. 
2. Choose Record Audio. 
3. A window will appear. Enter a name for the clip. 
4. Click the red circle to start recording. 
5. Click the square to stop recording. 
6. Click the green triangle to hear the audio. 
7. Click OK to insert the audio. 

 
 

IV. Deleting an Audio Clip 
To delete an audio clip: 

1. Click on the audio clip. 
2. Press the delete key. 

 

 Using Animation 

I. Entrance, Emphasis and Exit Effects 
To apply Entrance, Emphasis and Exit effects: 

1. Select the object to animate. 
2. Go to the Animation Tab. 
3. Select an animation from the Animation 

Chunk. 
4. Click Effect Options to edit the options for that animation. 

 

II. Add and Draw Motion Paths 
To change a motion path: 

1. Select the object with the Animation to edit. 

2. Click the  button from the animation chunk. 
3. Choose an animation path from the bottom. 
 

III. Speeds and Timing Options 
To apply speed timing options: 

1. Go to the Animation tab. 
2. Select the object with an animation to edit. 
3. Use the Timing options to adjust when the animation occurs, how fast it occurs and if 

there is a delay. 


