It’s not too late to \ / QuiCk Tip S \

.Upgrade to Ofﬁce 2013 Hover over a link to see where it will

actually go.
1. Go to your START menu and select

When a marquee (flashing border)
around a cell or selection, is no
longer needed, use ESC to remove it.

>All Programs

ﬂz Contact groups are disclosed to all
recipients unless in the BCC field.

W . _
To edit an existing template,

3. Select Microsoft Office 2013 navigate to the file, right-click to
open as a template.
>Install selected

E] Set the Transparency of a picture in

. the Format Tab, Format Shape,
\ N ‘ / \ Picture Fill dialog box. /

. “Computers, like automobiles and airplanes, do only what people tell them to do.™

Bill James

Featured I'TT Classes View in Outlook

az Each folder in Outlook has its own View.
Outlook QuickR (IT273) The Inbox can look different from Sent
— 2 hr. practice the 7 tools that get you Items or personal folders.

through the InBox QuickR. e Select the folder

e Use the View Tab

e Can only change the View for one folder
at a time

Leveraging the Web (1T209)
— 1.5 hr. check your digital footprint,
see how a web page gets to you, and

reading - naparagp@jmu.edu - Outlaok B
more. SEND/RECEVE  FOLDER | VIEW | DEVELOPER

= =
Show as Conversations l T1 Reverse Sort Folder Pane IE

=] Add Columns [El Reading Pane -
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@ . . Preview~ By~

ShafePOlnt 2013 OVeereW (IT325) Messages yArrang:m:nt Layout People Pa...
_3 hr. uses SharePOint 2013 Online to | [search all Mail tems (ctri<e) 0 |~ < January 2015
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for Basic level PowerPoint, Excel, & ot % nE= »
Word.

\ / &tthe View that suits the way you Woy
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