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Introduction

Welcome to the Microsoft Word 2013 Bible. Like all books
in the Bible series, you can expect to find both hands-on
tutorials and real-world practical application information, as
well as reference and background information that provides
a context for what you are learning. This book is a
comprehensive resource on Word 2013 (also known as Word
15). By the time you have completed the Microsoft Word
2013 Bible, you will be well prepared to take full advantage
of the numerous enhancements in Word 2013.

The update to Word 2013 is evolutionary rather than
revolutionary. Nice touches, like the move to contextual
buttons beside selected objects so you can more easily
apply layout and formatting changes, provide even more
and better ways to work with document content. Word 2013
also provides more ways to collaborate and share, including
ways to make your work environment more portable by
sharing to your SkyDrive in the cloud so you spend less time
copying files to and from thumb drives and more time
working.

Who Should Read This
Book

The Microsoft Word 2013 Bible is a reference and tutorial for
Word users of all levels. For the user who is completely new
to Word, the early parts of this book will tell you everything
you need both to quickly start using Word 2013 and to get
the most out of the features it offers. Word 2013 is a full-
service word processing program that can do just about
anything you need it to do. Often, there are multiple ways to



accomplish a given task. This book will show you the
quickest and easiest ways to accomplish your mission, while
at the same time pointing out the longer-term advantages
of using methods better suited to extensibility and
repurposing your work.

For new and veteran Word users alike, this book assumes
that you have a basic level of computer literacy, as well as
some proficiency with the version of Windows that you are
using. (Office 2013 is compatible with Windows 7 or
Windows 8, as well as Windows Server 2008 R2 and
Windows Server 2013, but it does not run on earlier versions
of Windows or Windows Server.) It assumes that you're
familiar with Windows basics and that you know what click,
drag, and double-click mean. It also assumes that you're
familiar with basic Windows-wide techniques for selecting,
copying, and deleting text. Furthermore, this book assumes
that you know the difference between Internet Explorer and
Windows Explorer (Windows 7) or File Explorer (Windows 8),
and that you know where and what the Windows taskbar
and desktop are.



How This Book Is
Organized

The Word 2013 Bible is organized in a way that reflects both
the way users tend to learn Word as well as the relative
timing when particular kinds of information and techniques
are needed. This book is organized into nine parts. The first
four parts are designed to get you up-and-running as quickly
as possible, covering things you need to know to start using
Word immediately. However, the early parts of the book not
only show you the basics, but also offer tips and strategies
that will enable you to become an effective Word user.
Topics and techniques covered in the early chapters are
revisited throughout the Microsoft Word 2013 Bible. You'll
quickly gain an understanding of how some concepts—such
as Heading styles—give you incredible leverage and easy
access to sophisticated word processing techniques and
features.



Part I: Welcome to a New Word

Part | begins with things you need to know in order to
become comfortable and fully proficient with Word 2013.
The mission of this collection of chapters is to get you over
any initial stumbling blocks so you can begin to take
advantage of Word 2013’'s power and enhancements. Part |
offers a quick-start chapter especially useful for newbies.
For Word veterans, there’s a chapter explaining how to find
features that otherwise appear to be missing in action. To
prepare you to be the kind of power user the Microsoft Word
2013 Bible knows you can be, Part 1 offers chapters on
making Word work for you, understanding Word’s new file
format, and learning how to tame and control Word's
automatic features.



Part Il: Working with Document
Style and Content

Part Il focuses on the baseline skills that every Word user
uses and needs. The chapters here cover essentials such as
font and character formatting; paragraph formatting; using
styles; cutting, copying, and pasting; finding and replacing
text; and using Go To to navigate in a document.



Part Ill: Improving Document
Content and Consistency

Part Ill focuses on aspects of Word that can make your word
processing life proceed more smoothly. In Part Ill, you'll
learn how to use Word'’s cadre of tools for cleaning up your
documents, including checking spelling and grammar, Quick
Parts, AutoCorrect, AutoFormat, and more.



Part IV: lllustrating Your Story
with Graphics

It takes more than words to make a document. Part IV
details the many kinds of elements you can include in
documents, and shows you how to decide what to use and
when to use it. In Part IV, you'll learn how to insert all kinds
of objects, including tables, charts, SmartArt graphics,
pictures, shapes, WordArt, and text boxes.



