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' Objectives

« Understand Office 2013 in the Cloud
 Work Online

* EXplore SkyDrive

 Manage Files on SkyDrive
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' Objectives

« Share Files
" |+ Explore Office Web Apps
« Complete a Team Project
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' Understanding Office 2013 in the
“fCloud
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The term cloud computing refers to the
process of working with files and apps
online

Applications such as Gmail and
outlook.com are cloud-based, which
means that you do not need a program
installed on our computer to run them

Office 2013 has also been designed as
a cloud-based application
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' Understanding Office 2013 in the
Cloud
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A roaming setting is a setting that travels
with you on every connected device

SkyDrive is an online storage and file sharing
service

The term synced means that when you add,
change or delete files on one computer, the
same files on your other devices are also
updated

Office Web Apps are the versions of
Microsoft Word, Excel, PowerPoint, and
OneNote that you can access from your
SkyDrive
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Understanding Office 2013 in the
Cloud
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FIGURE WEB-1: FILE tab in Microsoft Excel
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' /Understanding Office 2013 in the
Cloud

FIGURE WEB-3: Saving a Word file on SkyDrive
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Work Online

are usually signed in to your Microsoft
account automatically

‘ « When you use another person’s computer or

L
o . . .
a public computer, you will be required to
3 enter the password associated with your
{

' «  When you work on your own computer, you
f

Microsoft account to access files you have
saved on Windows SkyDrive

|
* You know you are signed in to Windows
when you see your name and possibly your
picture in the top right corner of your screen
|
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Work Online

FIGURE WEB-4: Viewing Windows account options in Word
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Work Online

FIGURE WEB-5: Connected services associated with a Profile
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' Getting a Microsoft Account

* You have a Microsoft account if
you use

— QOutlook.com

— SkyDrive

— Xbox LIVE

— Windows Phone

; « A Microsoft account consists of
an email address and a password

\ Microsoft Office 2013 - Illustrated 11



' Exploring SkyDrive

« SkyDrive works like the hard drive on
your computer

 You can save and open files from
SkyDrive, create folder, and manage
your files

 You can access the files you save on
SkyDrive from any of your connected
devices and from anywhere you have a
computer connection

Microsoft Office 2013 - Illustrated 12



How to Disable Default Saving to
SkyDrive

| By default, files are saved to locations
Y you specify on your SkyDrive

{  You can change the default to be a

o

0 * Click the FILE tab, then click Options.
" ' Click Save in the left sidebar, then in

different location
n

the Save section, click Save to
‘ Computer by default check box
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' How to Disable Default Saving to
SkyDrive

FIGURE WEB-6: Saving a presentation to SkyDrive
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' How to Disable Default Saving to
| kyDrive

FIGURE WEB-7: Changing the default Save location in PowerPoint
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Managing Files on SkyDrive

* You are automatically connected to
, SkyDrive when you sign into your
Microsoft account and launch an
Office 2013 application

| * You can also access SkyDrive through
| your Web browser or from the
' SkyDrive App in Windows 8

‘ « When you start the SkyDrive app, you

can upload and download files, create
folders, and delete files
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| * You can also download the SkyDrive
A

|
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Managing Files on SkyDrive

app to your tablet or other mobile
device so you can access files
wherever you have an Internet
connection

« When you access SkyDrive from
Internet Explorer, you can do more file
management tasks, including
renaming and moving files

Microsoft Office 2013 - Illustrated 17



' Managing Files on SkyDrive

|

FIGURE WEB-8: File management options on SkyDrive
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Managing Files on SkyDrive

FIGURE WEB-9: File management options on SkyDrive App
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Sharing Files

 One of the great advantages of
working with SkyDrive Is that you

When you share files using
SkyDrive, you only have to work
‘ with one version of the file

' can share your files with others
' o

Microsoft Office 2013 - Illustrated
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Co-authoring Documents
A

" }

} f' » You can work with a document,

,: A presentation, or workbook

5 simultaneously with a partner

| — Save the file to SkyDrive

| 3 _ Click the FILE tab, click Share, then
' click Invite People

p.

1
w — Enter the email addresses of the
people you want to work with the

file
— Click Share

Microsoft Office 2013 - Illustrated
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" Sharing Files

FIGURE WEB-10: Sharing a file from SkyDrive
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" Sharing Files

FIGURE WEB-11: Sharing a file with another person
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' Exploring Office Web Apps

« A Web App Is a scaled-down version
of an Office program

« Office Web Apps include Word, Excel,
PowerPoint, and OneNote

* You can use Office Web Apps to create
and edit documents, even if you don’t
have Office 2013

|, Microsoft Office 2013 - Illustrated 24



" Exploring Office Web Apps

FIGURE WEB 12: Selecting the Quotable desugn
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Exploring Office Web Apps

TABLE WEE-1: Commands on the PowerPoint Web App

optlons

+ (pen in PowerPoint {also available on the toolbar above the document window)

+ Previows Versions

* Where's the Save Button?: In PowerPoint Web App, the prasentation is being saved automati-
cally so there is no Save button

+ Dowmlioad: wse to download a copy of the presentation to your computar

+ Create a printable POF of the presentafion that you can then open and print

+ Share with people - you can invite others to view and edit your presentation

+ Embed - include the presentation in a bleg on Web site

+ Try Microsoft Office, Terms of Ukse, and Privacy and Cooldes

* Help with PowerPoint questions, Give Feedback to Microsoft, and modify how you can view
the presentation (for example, text only)

* Close the presentation and exit to view SkyDrive folders

+ Cut, Copy, Paste, Format Painter

* Dalete a slide

+ Add a new slide, duplicate a siide, hide a siida

+ Change the font, size, style, and color of salected taxt

+ Add bullets and numbering, indent text, align text, and change text direction

+ Add text booes and shapes, arrange them on the slide, apply Quick Styles, modify shape fill
and outline, and duplicate a shape

+ Add new slidies with salected layout

+ Add pictures from your computer, online pictures, or screen shots

+ Add shapes, SmartArt, or charts

+ Add links or actions to objects

+ Add comments, taxt boxes, headers and footers, and other text alements

+ Add comments

+ Apply a limited number of themes to a presentation and apply variants to a selectad theme
+ Apply variants to a selected theme

+ Apply a limited number of animation effects to a shide element and modify existing timings

+ Apply a limited number of transition effects to slides and chose to apply the effect to all slides

* You can view the slide in Editing View, Reading View, Slide Show View, and Motes View and
you can shaw any comments made by users who worked on PowerPoint using the full version
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