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Introduction
Microsoft Office 2013 is a popular suite of individual programs designed to work 
together and share data easily and quickly. Microsoft provides the following programs: 
Word, a word processor; Excel, a spreadsheet-maker; PowerPoint, a presentation 
program and OneNote, a place to take notes and manage information. Using only this 
suite, you can produce everything from a simple letter to a sophisticated newsletter.

System Requirements
Microsoft Office 2013 requirements are listed in the table below. 

Standard system requirements

Computer processor 1 gigahertz (GHz) or faster

RAM memory 1 gigabyte (GB) RAM (32-bit); 2 gigabytes (GB) RAM 
(64-bit)

Required hard disk space 3.0 gigabytes (GB) available

Required display DirectX10 graphics card and a 1024 x 576 or higher 
resolution monitor

Browser Internet Explorer 8 or later; Apple Safari 5; Google 
Chrome 17.x; or Mozilla Firefox 10.00 or later

Multi-touch A touch-enabled device to use any multi-touch features

At the time of the original publication of this book, all of the following programs, 
templates and websites were fully functional. Please note that due to the nature 
of rapid advances in technology, some of these features may no longer function or 
appear as they are presented in this text.

Who should use this book?
Make It with Microsoft can be used by teachers, students, seniors and professionals 
wanting to increase productivity. Microsoft Office can be used in primary, secondary 
and tertiary level classes for both pre-service and in-service instruction.

What do you need to know?
Make It with Microsoft assumes familiarity with the Windows interface. For example, 
you should know how to open and save files and use the mouse and scroll bar. If you 
are not knowledgeable about the Windows operating system, you may need to use the 
on-screen tutorial or read beginners books on your particular operating system.
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How is this book organised?
Make It with Microsoft uses a hands-on approach with illustrated tutorial projects. You 
will modify the templates that are included with Microsoft Office and use the Microsoft 
Office online clip art library.

Microsoft Office is a tool that lets you create a wide variety of projects ranging from 
book reports, slideshows, parent letters and resumés to grade books, column graphs 
and more. If you spend a conscientious hour in your first session with Make It with 
Microsoft, you should be able to complete two or more projects. Each activity or project 
focuses on different skills. For example, while creating a letter, you will learn how to set 
margins, change line spacing and fonts, and insert pictures. While creating a science 
slide, you will learn how to use PowerPoint’s drawing and painting tools. The Lesson 
Folder includes every project that appears in the book, as well as additional examples.
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Getting Started
Objective: Learn important Microsoft Office 2013 basics and become familiar with 
such topics as the Introductory Screen, Help, Backstage View, how to customise the 
Quick Access Toolbar, Enter and Select Text and more.

Open Microsoft Office 2013 Programs
Once you have Microsoft Office 2013 installed, you are ready to open a program. 
Microsoft Word was used for this example.

The introductory screen

1. Open Microsoft Word 2013. The following introductory screen will appear.

2. There are many templates. Click on Word Document and press the 
Choose button.

A blank document appears with a ribbon or “toolbar”.© H
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The Ribbon will appear across all applications. The ribbon brings the important 
commands to the front. The tab keys are a part of the ribbon.

The command tabs group the tasks you want to perform. For example, if you 
click the Home tab you can format your document, change font styles, etc.

In the top left corner is the File tab. When you click on the File tab you get 
access to the Backstage View where you see Save, Print, Share and more.

In the right-hand corner is the Help button, the question mark (F1).

At the bottom of the window is the status bar where you can see features 
such as Print Layout View and Zoom.

If your monitor’s resolution is set to a low resolution (800 x 600) the 
commands in your ribbon will look different.

The Home tab is activated by default. Double-clicking on the Home tab when it 
is active gives you more workspace. You can also click on the up arrow 

 located next to the Help button to minimise the ribbon.

© H
aw

ke
r B

ro
wnlo

w E
duc

ati
on



Getting Started

© 2014 Hawker Brownlow Education • 9781743301333 • VIS1333 3

Microsoft Office Help
Microsoft Office Help is connected to Office Online. This feature offers comprehensive 
help for its programs by providing tips, training, clip art, downloads, articles and more.

1. Click on the Help button (F1) (number 4 in the previous illustration).  
The Word Help dialogue box appears.

2. Under Getting Started you can see What’s New, Keyboard shortcuts and 
Get free training. Under Basics and beyond you can learn about Word 
basics and more. Some of these items require access to the internet, while 
others do not.

Using Microsoft Office Help

1. In the Word Help text box in the top left corner, type, “Save a document.” 
Then click the Search button and click Enter. 
 
You can also press Enter. 

2. A window will appear with help about how to save a document. Click on one 
of the topics or type another question. This information is found online and 
you will need an internet connection.
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3. Click the cross button in the left-hand corner to close the help window.

Customise the Quick Access Toolbar

In this example you will add the following buttons to the Quick Access Toolbar: 
Copy, Paste and Spelling & Grammar.

1. Click on the File tab to access the Backstage View.

2. On the left-hand side of the screen, click on Word Options.

3. From Word Options, choose the Quick Access Toolbar.

4. Under Choose Commands from, use the drop-down menu to select 
Popular Commands.

5. Select Copy and click on Add.
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6. Using the same procedure, create a Paste button and a Spelling & 
Grammar button.

7. When you are finished, click OK.

8. On the Quick Access Toolbar (top of screen) the new Copy, Paste and 
Spelling & Grammar buttons appear.

You can also press the F7 button to bring up the spell checker.

Remove a button by right-clicking on the button and choosing Remove from 
Quick Access Toolbar. In the Word Options dialogue box you can also 
customise the ribbon.© H
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Create Your Own Projects with Microsoft

Create Your Own Projects with 
Microsoft

Create the following projects with Microsoft or use the reproducibles found at go.hbe.
com.au. Projects with asterisks (*) are only found as reproducibles.

Projects
Agenda* Grade book (p. 35) Pie chart (p. 57)

Assignment sheet (p. 259) Inserting pictures (p. 72) Place card (p. 204)

Bar chart (p. 47) Lab sheet* Planner*

Book report web page (p. 
250)

Lesson planner* Portfolio*

Brochure* Letter (p. 181) Proofreader (p. 171)

Budget (p. 25) Letterhead stationery (p. 
197)

Research report (p. 229)

Speed Calculator (p. 14) Memorandum* Resumé (p. 160)

Award Certificate (p. 152) Mail merge (p. 238) Science slide (p. 118)

Envelopes (p. 193) Newsletter (p. 213) Screensaver (p. 132)

Faxes* Organisation chart (p. 
145)

Slideshow (p. 92)

Flyer (p. 222) Outline* Video (p. 143)

Game board* Photo album (p. 138) Yearbook*
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