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 About This Book In this section:
 
 ■ No Computerspeak! ■ A Quick Overview ■ What’s New in Ofﬁce 2007? ■ A Few Assumptions
 
 If you want to get the most from your computer and your software with the least amount of time and effort—and who doesn’t?—this book is for you. You’ll find 2007 Microsoft Office System Plain & Simple to be a straightforward, easy-to-read reference tool. With the premise that your computer should work for you, not you for it, this book’s purpose is to help you get your work done quickly and efficiently so that you can get away from the computer and live your life.
 
 ■ A Final Word (or Two)
 
 No Computerspeak! Let’s face it—when there’s a task you don’t know how to do but you need to get it done in a hurry, or when you’re stuck in the middle of a task and can’t figure out what to do next, there’s nothing more frustrating than having to read page after page of technical background material. You want the information you need—nothing more, nothing less—and you want it now! And it should be easy to find and understand. That’s what this book is about. It’s written in plain English, with no technical jargon and no computerspeak. No single task in the book takes more than two pages. Just look up the task in the index or the table of contents, turn to the page, and there’s 1
 
 the information you need, laid out in an illustrated step-bystep format. You don’t get bogged down by the whys and wherefores: Just follow the steps and get your work done with a minimum of hassle. Occasionally you might have to turn to another page if the procedure you’re working on is accompanied by a See Also. That’s because there’s a lot of overlap among tasks, and we didn’t want to keep repeating ourselves. We’ve scattered some useful Tips here and there, pointed out some features that are new in this version of Office, and thrown in a Try This or a Caution once in a while. By and large, however, we’ve tried to remain true to the heart and soul of the book, which is that the information you need should be available to you at a glance and it should be plain and simple!
 
 Useful Tasks… Whether you use the programs in Microsoft Office for work, school, personal correspondence, or some of each, we’ve tried to pack this book with procedures for everything we could think of that you might want to do, from the simplest tasks to some of the more esoteric ones.
 
 …And the Easiest Way to Do Them Another thing we’ve tried to do in this book is to find and document the easiest way to accomplish a task. The Office programs often provide a multitude of methods for achieving a single end result—and that can be daunting or delightful, depending on the way you like to work. If you tend to stick with one favorite and familiar approach, we think the methods described in this book are the way to go. If you like trying out alternative techniques, go ahead! The intuitiveness of Microsoft Office invites exploration, and you’re likely to discover ways of doing things that you think are easier or that you like better than ours. If you do, that’s great! It’s exactly what the developers of Office 2007 had in mind when they provided so many alternatives. 
 
 A Quick Overview
 
 A Quick Overview First, we’re assuming that Office 2007 is already installed on your computer. If it isn’t, Windows makes installation so simple that you won’t need our help anyway. We’re also assuming that you’re interested in the most popular of the Office programs: Word, Excel, PowerPoint, Outlook, Access, and Publisher. Some of the other programs that are part of the Office 2007 suite—Microsoft OneNote, for example—are so intuitive that you’re unlikely to need any guidance; you’ll just jump right in and start using them. Others, such as Microsoft Project, are complex enough that you’ll want to find a specialized book devoted to that program. Next, you don’t have to read this book in any particular order. It’s designed so that you can jump in, get the information you need, and then close the book and keep it near your computer until the next time you need it. But that doesn’t mean we scattered the information about with wild abandon. We’ve organized the book into some sections that deal with the individual programs in Office, and some that show you how to use the programs together. If you’re new to Office or if you’re stymied by the Ribbon, we recommend that you first read sections 2 and 3, “Working in Office” and “Common Tasks in Office,” for an introduction to the ways in which the programs look and work alike. Try out the step-by-step procedures that are common to most of the programs: working with the Ribbon; using dialog boxes, menus, and toolbars; saving, copying, and moving content; working with pictures and diagrams; doing some research; and getting help if you need it. Regardless of which program you’re working in, you’ll find that the tasks you want to accomplish are always arranged in two levels. The overall type of task you’re looking for is under a main heading such as “Inserting a Picture” or “Formatting a Worksheet.” Then, under each of those headings, the smaller tasks within each main task are arranged in a loose progression from the simplest to the more complex.
 
 About This Book OK, so what’s where in this book? As we said, sections 2 and 3 cover the basic tasks—and a few slightly more complex ones—that are common to all the Office 2007 programs. Sections 4, 5, and 6 are dedicated to Microsoft Office Word 2007, and they’ll take you step by step through the basics to some of the more complex tasks. If you’re new to Word, section 4 is where you’ll learn how to create different types of documents; edit your text; use Word’s find-andreplace feature to take care of document-wide changes; correct your spelling and grammar; add page numbers to your documents, and so on. In section 5, you’ll move on to some slightly more complex tasks: using the Track Changes feature to mark changes in your documents; reading and accepting or rejecting the changes made to a document you’ve sent out to be reviewed; formatting text, lists, and tables; creating a layout, and dividing a long document into sections or chapters; working with running heads; and wrapping text around a graphic. Section 6 takes you well beyond the basics and focuses on designing and formatting your documents, using themes, styles, and fonts to create letters, memos, and other types of frequently used documents. You’ll see how simple it is to create and design a sophisticated cover page, and add sidebars, pull quotes, and watermarks to liven up a document. If your work involves technical or scholarly documents, you’ll learn how to number headings and lines, create footnotes or endnotes, insert citations, and create a table of contents. And, if you need to send a bunch of letters to a large group of people, Word’s mail merge feature is the way to go. Sections 7 and 8 are about Microsoft Office Excel 2007. Section 7 introduces you to the program and covers the basics to get you started: the column/row/cell composition of the worksheets and workbooks; entering, editing, and replacing data; formatting numbers and cells; adding and deleting columns and rows; formatting and organizing your worksheets; and setting up and printing your worksheets. In section 8, which is about analyzing and presenting your data, we’ll cover
 
 some of Excel’s more complex features. You’ll learn about cell notation and functions, and create a PivotTable that will help you examine the relationships among your data. We’ll discuss filtering the data to display only the items you want to work with; using the AutoFill feature to create a series of calculations; sorting your data, and more. And, if you’ll be presenting your data at a meeting or in a report, we’ll show you how to turn your boring old worksheets into snazzy, professionallooking charts that hold your audience’s interest and make the results of the data immediately understandable to everyone. Sections 9 and 10 are about Microsoft Office PowerPoint 2007, an immensely popular slide-presentation program. Section 9 introduces you to the various components of the program—its views, tabs, buttons, working area, and so on—and then takes you through the creation of your presentation. You’ll choose among ready-made themes and layouts and learn how to add tables, SmartArt graphics, WordArt, and multimedia items—videos and sounds—to your slides. And, of course, if you’re not satisfied with the themes and layouts just as they come, you can create your own designs. Section 10 takes you to the next level: the presentation of your slide show. You might have seen (or even given) a slide show that turned out to be a complete disaster. Everything went wrong, and both the presenter and the audience were mightily embarrassed. That won’t happen again—PowerPoint and Windows Vista provide easy-to-use tools to ensure that your show will run smoothly. In this section, you’ll learn how to create and print speaker notes and handouts; rehearse and time your show to fit into a specific time slot; run the show from a projector or from dual monitors; and, if your work involves traveling, take your presentation on the road. Sections 11 and 12 cover Microsoft Office Outlook 2007, Office’s e-mail program. (These two sections were written by Jim Boyce and Beth Sheresh, who graciously brought their knowledge and expertise to our book.) Section 11 walks you through the basics: creating and sending e-mail messages; A Quick Overview
 
 
 
 reading the e-mail messages you receive; replying to those messages and/or forwarding them to someone else; attaching a file to a message you’re sending; and opening the attachments you receive. You can indicate which messages you’ve read and which are unread, and you can set up as many other e-mail accounts as you want. Section 12 takes a look at Outlook’s other useful features, including the Calendar and the Contacts folder. You can use the Calendar to schedule your business or personal appointments on an hourly, daily, weekly, or monthly basis; and, if you’re using Outlook with Exchange Server, you can schedule meetings and even reserve a meeting room. Your Contacts folder stores the names and e-mail addresses of your contacts, with as much or as little other information as you want to include—telephone numbers, home or work addresses, and so on. You can also create customized electronic business cards that you can exchange via e-mail with your business partners. Section 13 walks you through the creation of various publications in Microsoft Office Publisher 2007. Publisher is a page-layout program that provides a vast array of welldesigned, ready-made publications such as newsletters, reports, business cards, brochures, award certificates, banners, menus, résumés, and so on. You select the type of publication you want, choose a design, and then insert your own text, pictures, and other items. If you have the time and you’re feeling creative, you can, of course, modify any of the existing designs or create your own and save them for reuse. Section 14 concentrates on Microsoft Office Access 2007—a relational database program. (This section of the book was written by Curt Frye, who was kind enough to lend his in-depth knowledge of the program to our book.) If you need to understand and work with a database program, this is a good place to start. You’ll find basic information about databases, tables, and forms; and you’ll learn how to add data to tables, add tables to a database, extract information from
 
 
 
 A Quick Overview
 
 your database, analyze the data with a PivotChart, and define relationships among tables. Section 15 discusses the interoperability of all the Office programs—that is, their ability to work together to enhance each other’s performance. Let’s say you’re preparing a PowerPoint slide show. You’ll find it easiest to write and format your text in Word and then send the completed text to PowerPoint. You can insert a PowerPoint slide show into a Word document, and you can have Excel analyze the data in a Word table. These are just a few of the many other ways in which you’ll find that using certain Office programs together can often achieve better results than using one program alone. Section 16 is about customizing and securing Office. You can customize just about anything in all the Office programs—the Quick Access toolbar, the window, the status bar, your user information, the spelling and grammar checkers, and more. We’ll also talk about an extremely important topic: your computer’s security. We’ll discuss all the precautions you can and should take to protect your files and guard against the bad stuff we all know is out there in cyberspace We’ll show you how to add or remove Office components and how to run some easy-to-use automatic diagnostics should you encounter any problems with your Office programs and your computer.
 
 What’s New in Office 2007? Much of Microsoft Office 2007 has been built on an entirely new structure, and you’ll find that some of its features look different from those of earlier versions and work quite a bit differently too. The first conspicuously new feature you’ll encounter when you start Word, Excel, PowerPoint, and Access, or create a new message in the Outlook Editor, will undoubtedly be the Ribbon. And where are the menus and toolbars? That’s the beauty of the Ribbon. No longer do you have to wander through the maze of menus, submenus, and
 
 About This Book toolbars searching for what you want—they’re all right there, in plain sight, at a glance. On the Ribbon are all the commands, styles, and resources you need, arranged on taskoriented tabs. Click the Page Layout tab to see the tools and resources you need to lay out your document’s pages. Click the Insert tab to insert something into your file—how simple, and how sensible! The one and only menu remaining from earlier versions of the programs is the Office menu—hidden until you click the big, round Office button—which gives you access to most of your file-management commands. The one remaining toolbar is the Quick Access toolbar, where you can place your most frequently used commands and resources for easy access, regardless of which tab of the Ribbon is active. Another aspect of replacing the menus was the development of the galleries. These are the graphical equivalents of drop-down menus, except that they show you samples of all the choices that are available for you to “try on.” There are many different galleries—for styles, for themes, for page numbers, and so on. The galleries provide you with the ability to look before you leap, so to speak. With Live Preview, you can see how the formatting you choose will change your text, pictures, or other content; or how the overall look of your document will change when you switch the theme simply by pointing to the different items in the galleries. So what else is new in these programs other than the entire interface? Plenty! Some of the biggest changes you’ll encounter are the new file types. Word, Excel, PowerPoint, and Access use a whole new file structure that, unfortunately, isn’t directly compatible with earlier versions of these programs. Of course, you can open and use files from earlier versions, but people who are using any earlier version of Word, Excel, or PowerPoint will need to download and install a converter so that they can open the files you create using the Office 2007 file format. However, the good news is that the new file format is what enables many of the improvements in these Office 2007 programs.
 
 Word, Excel, PowerPoint, and the Outlook Editor also include an entirely new graphics tool, SmartArt graphics, designed to help you create diagrams and lists that not only present your information graphically but take the finished product to a new level of professionalism. However, even if you don’t use SmartArt graphics, you’ll find that the formatting and special effects you can apply so easily to shapes, text boxes, and pictures can produce some amazing results. And it’s not only all the new stuff that expands your capabilities; some existing features have been greatly enhanced too. In Word and PowerPoint, and in the Outlook Editor, the ability to check your spelling has become much more accurate and comprehensive. Now you can check the contextual use of words: for example, should it be “to” or “too,” “there” or “their”? You get the picture. If you’re involved in mathematics, science, or engineering, you’ll appreciate the enhanced Equations feature, which not only supplies some predesigned equations that you can edit but also makes it easy to create your own equations and save them for future use. In Outlook and Publisher—two of the programs that don’t use the Ribbon—you’ll find some changes that are less dramatic than those in the Ribbon-based programs but that substantially improve the programs nevertheless. In Outlook, for example, you’ll see the new To-Do Bar that helps you keep track of your appointments and tasks but stays out of the way when you don’t need it. In Publisher, creating attractive publications is easier than ever with the simple switching of designs and easy-to-apply layouts. A really useful addition to Publisher is the Content Library, where you can keep all sorts of content that you can use over and over again. Despite the differences among the programs that we’ve pointed out, what all the 2007 Office programs have in common is greatly improved file safety and security. You’ll be better able to control access to your files—for example, you can indicate when a file is completed and specify that no further changes may be made to it. You can easily check for and What’s New in Office 2007?
 
 
 
 remove any sensitive or personal information in your files that you don’t want other people to have access to. You can digitally sign a file to provide verification in the electronic file that it really was you who signed it. With Office’s improved filerecovery system, your files are now not only more secure from loss than ever before, but the new file system also assists you in being able to recover files if they’ve become corrupted. And, if you end up with any system problems involving the Office programs and your computer, you can easily run a series of diagnostics that can determine the problem and either fix it or get you the help you need to get it fixed. The appearance of Office 2007 is extremely dynamic, so be aware that the look of the Ribbon will change depending on the screen resolution you’re using. That is, with a high resolution, you’ll see many more individual items on the Ribbon than you will if you’re using a low resolution. With a low resolution, you’ll find that items are contained under a button, and only when you click the button are the items then displayed. To see this effect, resize the width of a window in Word, Excel, PowerPoint, or in an Outlook message, and note that items are hidden when you decrease the size of the window and that they appear when you increase the size of the window. The programs in Office 2007 were designed using a screen resolution of 1024 by 768 pixels, so this is the resolution we’ve used in the graphics you’ll see throughout this book.
 
 A Few Assumptions We had to make a few educated guesses about you, our audience, when we started writing this book. Perhaps your computer is solely for personal use—e-mail, the Internet, and so on. Or you might run a small business or work for a giant corporation. After taking these quite varied possibilities into account, we assumed that you’d be familiar with computer
 
 
 
 A Few Assumptions
 
 basics—the keyboard and your little friend the mouse, for example—and that you’re connected to the Internet and/or a company intranet. We also assumed, if you’re working on a corporate network, that you’re familiar with the specialized and customized tools, such as a SharePoint site or a filemanagement system, that are being used on the network. We also assumed that you’re using and that you’re familiar with the basics of Windows Vista, and that you have the Aero glass appearance enabled. However, if you’re running Microsoft Windows XP, you’ll still be able to use this book, although you might find that the look and function of the windows and dialog boxes on your screen are a bit different from those shown in this book. Whichever version of Windows you’re using, we’d like to recommend two other books we’ve written that you’ll find helpful: Windows Vista Plain & Simple and Microsoft Windows XP Plain & Simple—2nd Edition.
 
 A Final Word (or Two) We had three goals in writing this book: • Whatever you want to do, we want the book to help you get it done. • We want the book to help you discover how to do things you didn’t know you wanted to do. • And, finally, if we’ve achieved the first two goals, we’ll be well on the way to the third, which is for our book to help you enjoy using Office 2007. We think that’s the best gift we could give you to thank you for buying our book. We hope you’ll have as much fun using 2007 Microsoft Office System Plain & Simple as we’ve had writing it. The best way to learn is by doing, and that’s how we hope you’ll use this book.
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 Working in Office In this section:
 
 ■ What’s What in Office? ■ Dialog Box Decisions ■ Using the Ribbon ■ Using Menus and Toolbars ■ Using Only the Keyboard ■ Moving and Copying Content ■ Getting Help ■ Saving Your Work ■ Office’s File Formats
 
 I
 
 n this section of the book, we’ll discuss the various programs in the 2007 Microsoft Office System—their similarities and differences, and the ways they work separately and together. Depending on which version of Office you’re running, you might have some or all of the programs installed on your computer. All the Office programs have elements in common, but there are two big differences that you’ll notice right away. Some programs use the new design, which features the Ribbon and the command tabs and does away with all the menus and toolbars except for one solitary menu and one lone toolbar. Other programs use the menu-based design that you’re familiar with if you’re an Office aficionado, and one program—Microsoft Outlook—uses a combination of both designs. We’ll describe on a case-by-case basis the different ways in which each program works. We’ll take a quick look at the basics that are common to all the Office programs: dialog boxes that you use to choose among various options; shortcut menus that appear when you rightclick an item; keyboard shortcuts that speed up your work; the Office Clipboard and the Windows Clipboard that you use to cut, copy, and move text from one place to another; the Help system; and, of course, the process of saving your work. You’ll also find a listing of Office’s many file formats. 7
 
 What’s What in Office? Here’s a listing of the most common programs in the 2007 Microsoft Office System, with a brief description of each program’s purpose. Depending on which version of Office 2007 you have and whether you purchased any additional Office programs, you might have some or all of these programs installed on your computer. Take a look at the different designs for the programs. Microsoft Word, Excel, PowerPoint, and Access all use the new Ribbon design, with
 
 tabs to display the different tools for specific types of tasks. Microsoft Publisher and the Office Tools programs use the more traditional menu-based design. Microsoft Outlook is a hybrid—some of its parts use the traditional design and others use the Ribbon design. As you become familiar with the different designs, you’ll find that it’s easy to understand the way the programs work as you switch from one to another.
 
 Microsoft Office 2007 Programs Microsoft Office Access is a relational database program for storing, retrieving, and analyzing data.
 
 Microsoft Office Tools are programs you can use in conjunction with the main Office programs:
 
 Microsoft Office Excel is a worksheet program for organizing, analyzing, and graphing data.
 
 • Microsoft Clip Organizer provides easy access to Clip Art and similar content.
 
 Microsoft Office Outlook is an e-mail program and a great way to manage your contacts, tasks, and schedules.
 
 • Microsoft Office 2007 Language Settings control the languages identified and used in your programs.
 
 Microsoft Office PowerPoint is a program for developing and presenting electronic slide shows with accompanying lecture notes and supporting printed handouts, to be shown on a computer screen, projected onto a screen, or displayed on the Web.
 
 • Microsoft Office Diagnostics provides a suite of diagnostics to determine the source of problems when Office isn’t performing correctly, and either fixes the problem or provides information so that you can figure out how to fix it.
 
 Microsoft Office Publisher is a desktop publishing program for intricate placement of text and graphics on the printed page or on the Web. Microsoft Office Word is a powerful word processing program for doing everything from writing a letter to writing a novel to creating mass mailings.
 
 8
 
 What’s What in Office?
 
 • Microsoft Office Picture Manager organizes and creates quick access to your pictures. • Microsoft Office Document Imaging and Microsoft Office Document Scanning scan and view documents and recognize text in scanned images and faxes.
 
 Working in Office Dialog Box Decisions You’ll be seeing a lot of dialog boxes as you work with your Office programs, and if you’re not familiar with them now, you soon will be. Dialog boxes appear when a program, or Windows, needs you to make one or more decisions about what you want to do. Sometimes all you have to do is click a Yes, a No, or an OK button; at other times, there’ll be quite a few decisions to make in one dialog box. The Print dialog
 
 The title bar; drag it to move the dialog box. Select an item from a drop-down list.
 
 Click an options button to turn on one option in the group.
 
 box, shown below, is typical of many dialog boxes and is one you’ll probably be seeing frequently, so take a look at its components and the way they work. If you’re using Windows Vista, you’ll also be seeing windows that work like dialog boxes and some dialog boxes that work like windows. Whatever they’re called, you use them to make your decisions and get on with your work.
 
 Click the Close button to close the dialog box. Click to open a different dialog box to see more choices.
 
 Click to increase or decrease a value.
 
 An option that’s grayed is currently unavailable. Click to cancel your decisions and close the dialog box. Clear the check box to turn off the option. Select a check box to turn on an option.
 
 Click to put your decisions into effect— in this case, to print your slides in color.
 
 Dialog Box Decisions
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 Using the Ribbon Microsoft Word, Excel, PowerPoint, and Access, and some parts of Outlook, use the Ribbon and its different tabs instead of the standard menu structure to access the programs’ commands and features. With the Ribbon, you can switch
 
 among the task-oriented tabs and see all the available options. Additionally, many items provide a live preview: You point to something on the Ribbon—a style or a font, for example—and see immediately how it affects the content of your document.
 
 Explore the Ribbon
 
 2
 
 1
 
 1 Open one of the programs that uses the Ribbon. 2 If you see the command tabs but no commands, click a command tab to display the Ribbon temporarily.
 
 5
 
 3 Do any of the following:
 
 4
 
 • Click a button to execute a command. • Click a down arrow to open a gallery, a drop-down menu, or a drop-down list. • Point to an item in a gallery to see its effect on the content of your document.
 
 3 A gallery
 
 4 Click another tab and explore those items. 5 Click the Office button to see the commands for opening, saving, printing, or otherwise managing your document.
 
 Tip The Ribbon is composed of tabs and commands. When the Ribbon is minimized, you see only the tabs.
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 Using the Ribbon
 
 Working in Office Set the Ribbon Display
 
 1
 
 1 With the Ribbon displayed, click the down arrow at the right of the Quick Access toolbar, and, on the Customize Quick Access Toolbar menu, click Minimize The Ribbon. 2 When you want to display the Ribbon, click the tab you want to use, and the Ribbon will appear and will remain displayed until you click a command on the Ribbon or click in your document. 3 To have the Ribbon constantly displayed, click the down arrow at the right of the Quick Access toolbar, and click Minimize The Ribbon again.
 
 2
 
 3 Try This! With the Ribbon in its displayed state, double-click the active tab to minimize the Ribbon, and then click any tab to display the Ribbon temporarily. Click in your document to minimize the Ribbon again. Double-click the active tab to have the Ribbon always displayed. Press Ctrl+F1 to hide the Ribbon, and press Ctrl+F1 again to have the Ribbon always displayed.
 
 Using the Ribbon 11
 
 Using Menus and Toolbars If menus are gateways to the power of your programs, toolbars are shortcuts to the most frequently used features that you access from the menus. Stored within the menus are keyboard shortcuts that speed up your work. And there are even special context-sensitive shortcut menus that pop
 
 up right in the middle of your work when you right-click the mouse button. To make your work quick and easy in Publisher and in parts of Outlook, the menus and toolbars all use the same basic structure, with customizations for each program.
 
 Explore the Menus
 
 1
 
 A submenu
 
 2
 
 1 In an Office program that uses the standard menu structure, click to open the File menu. 2 Click a command that has a right-pointing arrow to see the contents of the submenu. 3 Click a menu name to open another menu, and take a look at the items listed. The icon at the left of a menu item is the toolbar button you can use to execute that command. The text at the right of the command is the keyboard shortcut for the command. 4 Continue exploring the different menus in this and other Office programs. 5 To execute any command, click it. 3
 
 6 To close a menu without executing a command, click outside the menu.
 
 5
 
 4 Tip To open a menu without using the mouse, press and release the Alt key, and then press the underlined letter in the menu name. Then, to execute a command, press the underlined letter in the command name.
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 Using Menus and Toolbars
 
 6
 
 Working in Office Use the Toolbars 1 Point to a button on the toolbar and wait for a ScreenTip, showing the button’s name, to appear. Click the button to execute that action.
 
 1
 
 3
 
 2
 
 2 If a button looks “pressed,” click it again if you want to turn off that feature. 3 If the toolbar shares a single line with another toolbar and is truncated—that is, part of it isn’t visible—click the right-pointing arrows to display the hidden buttons.
 
 See Also “Customizing the Quick Access Toolbar“ on pages 316–317 for information about modifying the Quick Access toolbar in Word, Excel, PowerPoint, and Access, and in the Outlook Editor.
 
 Use the Shortcut Menus
 
 1
 
 1 Right-click any content or location in your program where you want to execute an action. 2 Choose the action you want from the context-sensitive shortcut menu that appears.
 
 Tip
 
 2
 
 Items that are grayed on menus or toolbars are items that aren’t available at the moment. For example, if you haven’t copied anything, the Paste button is grayed because there’s nothing to paste.
 
 Using Menus and Toolbars
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 Using Only the Keyboard If you prefer to keep your hands on the keyboard instead of using the mouse, you can do almost everything using Office and program-specific keyboard shortcuts. By activating the command tabs and the Ribbon, you can use the displayed
 
 keys to navigate and to execute commands and activities. There are also many keyboard shortcuts you can use to execute some of the most common commands and activities.
 
 Browse the Ribbon with Your Keyboard 1 Press and release the Alt key to display the KeyTips for access to the tabs and the Ribbon. 2 Type the letter for the tab you want. You can also type the letter for any item on the Quick Access toolbar or to open the Office menu.
 
 2
 
 3 Type the letter or the keyboard shortcut to access the item you want on the Ribbon. If a gallery or a drop-down menu appears, use the arrow keys to select the item you want, and then press Enter.
 
 3
 
 4
 
 4 If you want to access items on the status bar, press the F6 key until an item on the status bar becomes selected. Use the arrow keys to select items on the status bar, and press Enter to execute your choice.
 
 Tip If you decide you don’t want to execute an action after you’ve pressed the Alt key, press the Esc key to return to your work.
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 Using Only the Keyboard
 
 Working in Office Use Keyboard Shortcuts
 
 Common Keyboard Shortcuts Action
 
 Keyboard shortcut
 
 Copy and delete (cut) selected content
 
 Ctrl+X
 
 Copy selected content
 
 Ctrl+C
 
 Paste content
 
 Ctrl+V
 
 2 If you want to switch from mouse methods to keyboard methods, point to the button or other item you want to work with, and note the keyboard shortcut in the ScreenTip. Then use that keyboard shortcut.
 
 Hide or minimize Ribbon
 
 Ctrl+F1
 
 Apply/remove bold formatting
 
 Ctrl+B
 
 Apply/remove italic formatting
 
 Ctrl+I
 
 Apply/remove underline formatting
 
 Ctrl+U
 
 3 If you don’t see the keyboard shortcut you want in the table or in a ScreenTip, search Help for “keyboard shortcuts.”
 
 Align paragraph left
 
 Ctrl+L
 
 Align paragraph center
 
 Ctrl+E
 
 Align paragraph right
 
 Ctrl+R
 
 Add/remove space before paragraph
 
 Ctrl+0 (zero)
 
 Apply double line spacing
 
 Ctrl+2
 
 Apply single line spacing
 
 Ctrl+1
 
 Apply Normal style
 
 Ctrl+Shift+N
 
 Apply Heading 1 style
 
 Alt+Shift+1
 
 Apply Heading 2 style
 
 Alt+Shift+2
 
 Apply Heading 3 style
 
 Alt+Shift+3
 
 Change case
 
 Shift+F3
 
 Undo last action
 
 Ctrl+Z
 
 Redo last action
 
 Ctrl+Y
 
 Open shortcut menu
 
 Shift+F10
 
 Check spelling
 
 F7
 
 Save document
 
 Ctrl+S
 
 Save As
 
 F12
 
 Print (show Print dialog box)
 
 Ctrl+P
 
 Open Help
 
 F1
 
 1 Use the keyboard shortcuts shown in the table at the right to execute the action you want. Not all shortcuts are appropriate for all programs all the time.
 
 See Also “Getting Help” on page 18 for information about using Office’s Help system.
 
 Using Only the Keyboard
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 Moving and Copying Content Office programs, and most other programs, use a tool called the Clipboard as a temporary holding area for content that you want to move or copy to another part of your document, to another document in the same program, or to a document in another program. You simply park your text on the Clipboard and then, when you’re ready, you retrieve it and “paste” it into its new location. Office programs use two
 
 different Clipboards: the Windows Clipboard, which stores the item most recently cut or copied; and the Office Clipboard, which can store as many as 24 different items, including the most recently cut or copied item. You’ll probably use the Paste button (or press Ctrl+V) when you’re pasting the last item you cut or copied, and the Windows Clipboard when you want to move several different pieces of text from one place to another. 1
 
 Cut or Copy Text 1 Select the text you want to cut or copy. 2 Do either of the following:
 
 2
 
 • Click the Cut button (or press Ctrl+X) to delete the selected text and store it on the Clipboard. • Click the Copy button (or press Ctrl+C) to keep the selected text where it is and place a copy on the Clipboard.
 
 See Also “Customizing Your Editing“ on page 320 for information about modifying the default settings for the way items are cut and pasted in your document, and to display the Paste Options button.
 
 Tip You can use both the Windows Clipboard and the Office Clipboard to store items other than text, including pictures, tables, and even data from Microsoft Excel worksheets.
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 Moving and Copying Content
 
 Tip Although the Windows Clipboard is limited to storing only one item at a time, you can use it to transfer information among many different programs. The Office Clipboard works only with Office programs.
 
 Working in Office Paste the Cut or Copied Text 1 Click in your document where you want to insert the text.
 
 2
 
 2 Click the Paste button (or press Ctrl+V). 3 If the inserted text looks strange because it doesn’t match the look (that is, the formatting) of the surrounding text, click the Paste Options button that appears and, from the menu, choose to match the destination formatting.
 
 1 3
 
 Copy and Paste Multiple Items 1 In Word, Excel, PowerPoint, or Access, click the Clipboard button on the Home tab. In Publisher or Outlook, choose Office Clipboard from the Edit menu. In a new Outlook message, click the Office Clipboard on the Message tab. Select and cut or copy the items you want to copy to one or more different locations in your document, or in any other Office document. 2 If necessary, switch to the document into which you want to paste some or all of the items you cut or copied. Click where you want to insert one of the items. 3 Click the item to be inserted. Continue inserting, cutting, and copying text as necessary.
 
 5
 
 1 4
 
 3
 
 2
 
 The Office Clipboard
 
 4 To paste all the items you copied into one location, click Paste All. 5 Click Clear All when you no longer need any of the copied items and want to empty the Clipboard to collect and store new items. Moving and Copying Content 17
 
 Getting Help
 
 Go back and forth between topics you’ve already opened.
 
 Nothing can replace this book, of course, but Office does provide you with other resources to help solve problems you might encounter. We’re using Word Help here to illustrate the ways you can get help in all your Office programs.
 
 1
 
 Click to keep window on top.
 
 Browse for Help 1 In your program, press the F1 key to display the Help window for that program.
 
 2
 
 2 Click a category to expand the list. 3 Click an appropriate topic, and then click an article that seems relevant to your question.
 
 4
 
 6
 
 4 If the font size is too small or too large, click the Change Font Size button, and choose a font size from the menu.
 
 5
 
 3
 
 5 To print the topic, click the Print button. 6 To return to either the list or the articles, click the Back button. To return to the list of categories, click the Back button again.
 
 Search for Help
 
 3
 
 5
 
 1
 
 1 Type your Search text. 2 If you want to specify which Help resources you want, click the Search down arrow, and then click the resource. 3 Click Search. 4 Click a search result that seems relevant. If there’s more than one page of results, click the Next button at the top of the search results to see any additional pages. 5 Close the window when you’ve finished. 18
 
 Getting Help
 
 2
 
 4
 
 Working in Office Saving Your Work While you’re working on your document, you’ll want to save it frequently to make sure that it’s preserved for posterity— or at least until you’ve completed it, printed it, or sent it off
 
 for someone to read or comment on. After you’ve named and saved the file, the Save As dialog box won’t appear for subsequent saves. 1
 
 Save the File 1 In Word, Excel, and PowerPoint, click the Save button on the Quick Access toolbar. In Publisher, click the Save button on the Standard toolbar. In Access, the file is saved automatically when you create it; click the Save button to save individual items, such as a new table. 2 Type a name for the file in the File Name box if you don’t want the name that the program proposes. File names can be as long as 250 characters and can include spaces, but you can’t use the \ / * ? < > and | characters. 3 If you’ll always want to save the file to your default location, click Hide Folders.
 
 2
 
 3
 
 4 If you don’t want to save the file in the suggested format, select the format you want. 5 Select this check box (if it’s available) if you want to see a preview of the file in a folder window.
 
 5
 
 4
 
 6
 
 6 Click Save. 7 Work on the file, saving your work frequently by clicking the Save button or pressing the keyboard shortcut Ctrl+S.
 
 Tip If you’re running Windows XP instead of Windows Vista, the Save As dialog box looks different from the one shown here but functions in a similar way.
 
 Saving Your Work
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 Office’s File Formats Microsoft Word, Excel, PowerPoint, and Access use some file formats that are different from those of previous versions, but whether or not to use them is your choice. If you decide not to use the new formats, however, be aware that you won’t be able to use some of the programs’ very cool new features. Review the descriptions of the formats used in Word, Excel, and PowerPoint to see which formats work best for you. To see the list of all available formats, choose Save As from the Office menu, and, in the Save As dialog box, scroll through the Save As Type list. To see a description of the Access file format choices, see “Access File Formats” on page 275. • Document, Workbook, or Presentation: This is the new format that enables all of the programs’ new features. Files in this format can’t be opened in earlier versions of their respective programs unless you’ve downloaded and installed a special translating filter program. The new format has the standard file extension with an added “x” (for example, .docx, .xlsx, .pptx).
 
 Other File Formats for Office Programs
 
 • Macro-Enabled Document, Workbook, or Presentation: This is the same format as the Document, Workbook, or Presentation format, except that it contains macros.
 
 • Plain Text: This text file contains only the text of the document and no formatting.
 
 • XML Document or Presentation: This is a plain Text file that includes all the text and the XML coding. This format is used primarily in a corporate setting where transforms are created to extract and/or reformat information that will be stored for reuse.
 
 And There’s More
 
 • Word, Excel, or PowerPoint Template: This new form of template also enables the new features of the program. • Word, Excel, or PowerPoint Macro-Enabled Template: This is the same format as the Template format, except that it can contain macros.
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 Office’s File Formats
 
 • Word, Excel, or PowerPoint 97–2003 format: This is the binary file format used in previous versions of these programs. Although it provides compatibility with earlier versions, saving in this format disables some of the advanced features of the 2007 programs. • Word, Excel, or PowerPoint 97–2003 Template: This is the binary file format for templates used in previous versions of Word. • Single File Web Page: This format creates a Web page and stores all the graphics in the same file. • Web Page: This format creates a standard HTML-format Web page whose graphics are stored in a separate folder. • Rich Text Format: This is a binary file that contains the text and formatting information but little else. It provides compatibility with many programs.
 
 Many Office programs have their own special formats. Excel has a new Binary Workbook format that enables the new features and is optimized to speed your work. Word has a Web Page Filtered format that creates a standard HTML-format Web page but deletes Word-specific information that isn’t needed to display the Web page. In PowerPoint, you can save the file as a PowerPoint show, with or without macros. In most cases, however, you’ll probably want to use the default 2007 file formats.
 
 3
 
 Common Tasks in Office In this section:
 
 ■ Working with Old Documents ■ Inserting Special Characters ■ Inserting Pictures ■ Changing the Size of a Picture ■ Editing a Picture ■ Adding Shapes ■ Adding Clip Art ■ Formatting a Shape ■ Inserting the Date and Time ■ Creating Stylized Text ■ Inserting a Relational Diagram ■ Researching a Subject
 
 I
 
 n this section of the book, we’ll cover some of the step-by-step procedures that are common among most of the programs in the 2007 Microsoft Office System. Even though there are some differences among the programs that use the Ribbon and those that don’t, you’ll still find that most features work in similar ways, whether you’re adding special characters, such as accented letters in other languages, or currency or mathematical symbols; or pictures, such as photographs and drawings. After you’ve placed your pictures, you can edit them, crop them, add special effects, and so on. You can put text inside an assortment of shapes to create pull quotes, advertising blurbs, and other interesting effects; and, using the alchemy of WordArt, you can transmute words into wonderfully colorful three-dimensional art. You can have your Office program insert the date and/or time that you created your document or presentation; you can describe your topics visually using Office’s new diagramming system; and you can use Office’s built-in research feature to look up definitions of words or get information about just about anything simply by clicking a word or a name. As varied as these tasks are, most of them work in just about the same way as each other—and if there are any significant differences, we’ll point them out as we go along. 21
 
 Working with Old Documents When you open a file that was created in an earlier version of Microsoft Office Word, Excel, PowerPoint, or Access, you’re working in Compatibility mode, which means that some of
 
 Convert the Document
 
 the new features of your program won’t be available. To use these features, you’ll need to convert the file to the program’s 2007 format.
 
 1
 
 1 With your Office 97–2003 format file open, choose Convert from the Office menu. 2 If you see a dialog box asking you whether you want to convert the file, click OK. The original file won’t be overwritten because its file extension is different from that of the updated file.
 
 2
 
 3 Work on the file, using all the features of your program.
 
 3
 
 Caution When you upgrade the file format of the document, the file won’t be usable by people who have earlier versions of the program unless they’ve installed the Office Compatibility pack, which enables them to read and save this type of file. In Access, databases saved in the 2007 format can’t be opened or accessed from previous versions of Access.
 
 22
 
 Working with Old Documents
 
 Tip If you need to send an upgraded file to someone who has an earlier version of the Office program but doesn’t have the Office Compatibility pack, point to the arrow at the right of the Save As command on the Office menu, and choose the Office program’s 97–2003 Format from the gallery that appears. You might lose some advanced features in your file, but at least the other person will be able to read it.
 
 Common Tasks in Office Inserting Special Characters With at least 101 keys at your fingertips, you’d think that every character you could possibly need would be available on your keyboard. But what about the accented characters in other languages? Different currency symbols? Mathematical symbols? You’d need a keyboard with thousands of keys!
 
 As you can see in the illustrations, Microsoft Word, Excel, PowerPoint, Publisher, and the Outlook Editor all provide a huge assortment of symbols and special characters, as well as several ways to insert them into your documents. 1
 
 Insert a Character 1 On the Insert tab, with the insertion point located where you want to insert the symbol into your document, click the Symbol button. In Publisher, choose Symbol from the Insert menu. In Excel, PowerPoint, and Publisher, skip to step 4. 2 In Word and Outlook, in the Symbol gallery that appears, click the character you want if it’s displayed, or click More Symbols to display the Symbol dialog box. 3 If the symbol you want is displayed, select it, and then skip to step 7. 4 Click Normal Text to insert a character from the font you’re currently using, or click a specific font. Click one of the symbol fonts for nonstandard characters.
 
 2
 
 8 4
 
 5
 
 6
 
 3
 
 5 Select the character’s category if it’s displayed. 6 Click the character you want to use. 7 Click Insert. To add more characters, click in your document to activate it, click where you want to insert each special character, and then select and insert the character. 8 To insert a typographic character or a special mark, click the Special Characters tab, and double-click the character you want to insert. Click Close after you’ve inserted the special characters and symbols you want.
 
 7 Tip The Symbol dialog box in Word and Outlook has extra features that let you assign a keyboard shortcut to the symbol and add it to the program’s AutoCorrect list.
 
 Inserting Special Characters
 
 23
 
 Inserting Pictures In Word, Excel, PowerPoint, Publisher, and the Outlook Editor, you can add different types of picture files to a single document—photographs and drawings, for example—
 
 Insert a Picture
 
 provided the pictures are in one of the many different file formats that can be used. Once you’ve added the picture file, you can add effects and can even edit the picture. 2
 
 1 Click in your document where you want to insert the picture. 2 On the Insert tab, click the Picture button to display the Insert Picture window. In Publisher, point to Picture on the Insert menu and choose From File from the submenu that appears. 3 Navigate to the folder that contains the picture you want, and select the picture file from the list.
 
 1
 
 3
 
 4 Do either of the following: • Click Insert to place the picture in your document. • Click the down arrow at the right of the Insert button, and choose to link to the file only or to insert and link to the file.
 
 24
 
 4
 
 Tip
 
 See Also
 
 If you link to the picture, the image in your document will be updated if the picture is updated. Linking without inserting the entire file can substantially reduce the file’s size.
 
 “Managing and Editing Your Pictures“ on page 312 for information about organizing and editing your picture files using the Microsoft Office Picture Manager, and “Managing Pictures, Videos, and Sound Files” on page 314 for information about including your pictures in the ClipArt collections.
 
 Inserting Pictures
 
 Common Tasks in Office Changing the Size of a Picture Your inserted picture doesn’t always look exactly right—the subject might be too far to one side, or the picture might be too big or too small in proportion to the page. You can easily
 
 fix both problems: You can crop the picture to keep only the content you want, and you can decrease or increase the size of the picture. 1
 
 Trim It
 
 2
 
 1 Click to select the picture if it isn’t already selected and to activate the Picture Tools Format tab. 2 On the Picture Tools Format tab, click the Crop button. 3 Place the cropping mouse cursor over a Cropping handle, and drag the sides, top, or bottom of the picture to crop off the parts you don’t want. 4 Click the Crop button again to turn off cropping. 3 See Also
 
 4
 
 A Cropping handle
 
 “Modifying a Picture“ on page 251 for information about editing pictures in Publisher.
 
 Size It
 
 1
 
 1 Click to select the picture if it isn’t already selected. 2 Drag a Sizing handle on the picture to modify the size of the picture. Tip When you drag a Sizing handle, your picture can become distorted. To change its size but keep its original aspect, adjust the picture’s size in the Size section of the Picture Tools Format tab.
 
 2 A Sizing handle Changing the Size of a Picture
 
 25
 
 Editing a Picture After you’ve placed a picture in your document, workbook, presentation, or mail message, you can make substantial changes and add many different effects to the picture to make it look exactly the way you want. 1
 
 Change Its Appearance
 
 2
 
 1 Click to select the picture if it isn’t already selected, and click the Picture Tools Format tab if it isn’t already displayed. 2 Click the Brightness, Contrast, and Recolor buttons in turn, and drag your mouse through each gallery that appears to see how the settings affect the picture. Click the settings to produce the effects you want. See Also “Modifying a Picture“ on page 251 for information about editing a picture in Publisher.
 
 Rotate It 1 Click to select the picture if it isn’t already selected. 2 Drag the Rotation handle to rotate the picture. Tip When you edit a picture, you’re editing only the copy of it that you’ve inserted into your document. If you want to change the original picture file, you’ll need to edit it in a separate program—for example, in the Windows Photo Gallery that comes with Windows Vista.
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 Editing a Picture
 
 2 1
 
 Common Tasks in Office Add an Effect 1 Move your mouse though the different styles in the Picture Styles section of the Ribbon to see how your picture looks when you apply that style, and then click the style you want.
 
 1
 
 4
 
 2
 
 3
 
 The Format Shape button
 
 2 Click the Picture Border button, and move your mouse through the gallery to see the effects of a different picture-border color, weight, or pattern. Click any effects you want. 3 Click Picture Effects to add or change the 3-D rotation, shadow, reflection, glow, or soft edges. 4 If, after all that hard work, you don’t like the result, click the Reset Picture button to reset the entire picture to the way it looked when you first inserted it.
 
 Caution
 
 Tip
 
 The Reset Picture button resets all the changes you’ve made, including any cropping or sizing. If you want to undo only one or two changes, use the Undo button on the Quick Access toolbar.
 
 If you want to set precise values for brightness, contrast, shadow, or 3-D settings, including rotation, click the Format Shape button. To rotate a picture 90 or 180 degrees, click the Rotate button in the Arrange section of the Ribbon.
 
 Editing a Picture
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 Adding Shapes Shapes are drawing objects that you can manipulate in many ways to create unusual and eye-catching effects. You can also use shapes as containers for text, which allows you to create callouts, pull quotes, advertising blurbs, and so on, producing
 
 all sorts of interestingly shaped special effects. Shapes are available in Word, Excel, PowerPoint, and Publisher, and in the Outlook Editor. 1
 
 Draw a Shape 1 Click in your document where you want to insert the shape. On the Insert tab, click Shapes, and click the shape you want in the gallery that appears. In Publisher, click AutoShapes on the Objects toolbar, point to a type of shape, and then choose the shape you want from the submenu that appears.
 
 2
 
 2 Hold down the left mouse button, and drag out the shape. 3 Adjust the shape by dragging
 
 3
 
 4
 
 5
 
 • The Sizing handles to change the size of the drawing. • The Adjustment handle to reshape the drawing. • The Rotation handle to rotate the drawing. 4 Drag the shape to place it where you want it. 5 In any of the programs except Publisher, use the tools on the Drawing Tools Format tab to customize the appearance of the shape. See Also “Formatting a Shape“ on page 30 for information about modifying the appearance of a shape. “Formatting an Object“ on page 252 for information about formatting an AutoShape in Publisher.
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 Adding Shapes
 
 A Sizing handle The Adjustment handle The Rotation handle
 
 Common Tasks in Office Adding Clip Art When you’re looking for just the right piece of clip art to illustrate a story, an article, or a presentation, you can hunt through different categories or conduct a search using
 
 keywords. When you add a picture to a document, the picture becomes part of the document. 2
 
 Find and Insert Clip Art 1 Click in your document where you want to place the clip art.
 
 3
 
 2 On the Insert tab, click the Clip Art button. In Publisher, point to Pictures on the Insert menu, and choose Clip Art from the submenu.
 
 6
 
 4 5
 
 3 In the Clip Art pane, type a keyword or keywords to describe the type of picture you want. 4 In the list, click the clip-art collection you want. To select only certain categories, expand the list under the collection, and select the check box for each category you want to look through.
 
 1 7
 
 5 Specify the type of clip you want. 6 Click Go to view the items that match your criteria. 7 Click to insert the picture into your document. Add any other clip art you want, and close the Clip Art pane when you’ve finished.
 
 See Also “Managing Pictures, Videos, and Sound Files“ on page 314 for information about customizing the content of the Clip Art collections.
 
 Adding Clip Art 29
 
 Formatting a Shape Shapes are useful tools for illustrating your content. However, in Word, Excel, PowerPoint, and in the Outlook Editor, you can often add extra impact to a document by creating a formatted
 
 shape rather than using a plain black-and-white-outlined shape. 4 2
 
 Format the Shape
 
 3
 
 5
 
 Shape with shadow effect
 
 1 Click to select the shape if it isn’t already selected. 2 Point to different shape styles, and click the style you want.
 
 6 7
 
 3 Click the Shape Fill button if you want to customize the color of the fill. 4 Click the Shape Outline button if you want to customize the color, thickness, and style of the outline. 5 Use the Shadow or 3-D Effects galleries to add any special effects you want. 6 If you want to add text to the shape, click the Edit Text button to insert a text box, and then enter your text. Note, however, that all the Callouts shapes automatically contain a text box. 7 To add special effects, such as a fill pattern, a fill transparency, or arrow styles, adjust the properties of the text box; or, for other advanced customizations, click the More button to open the Shape Styles gallery, and click Advanced Tools to display the Format AutoShape dialog box.
 
 30
 
 Formatting a Shape
 
 Shape with text and gradient fill
 
 Rectangle shape with 3-D formatting
 
 1
 
 See Also “Formatting an Object“ on page 252 for information about formatting an AutoShape in Publisher.
 
 Common Tasks in Office Inserting the Date and Time If you want to indicate the date and/or time that you created your document or presentation, or if you want the current
 
 date and/or time shown, you can have Word, PowerPoint, Publisher, or the Outlook Editor insert either or both for you.
 
 Insert the Date and/or Time 1 Click in the document where you want the date and/or time to appear. 2 On the Insert tab, click the Date & Time button to Display the Date And Time dialog box. In Publisher, choose Date And Time from the Insert menu to display the dialog box. 3 Select the format you want and the information to be included. 4 Specify the language you want to use if it isn’t your default language. If the selected language supports more than one type of calendar, select the calendar you want to use.
 
 2 4 3 5 6
 
 5 Select this check box to have the date and/or time updated each time you open, save, or print the document. Clear the check box if you want the original date and/or time to be displayed.
 
 1
 
 6 Click OK. Tip Tip The date and/or time are often placed in a document as part of the running head. Use the header and/or footer features that are unique to each program to insert the date and/or time in the running head.
 
 The Date And Time dialog box is slightly different in each individual program. For example, the Calendar list isn’t available in Word or Outlook unless a language with more than one calendar appears. Also, for no apparent reason, the location of the Update Automatically check box is moved around in the different programs.
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 Creating Stylized Text You can achieve some spectacular effects by creating text as art in Word, Excel, PowerPoint, and Publisher, and in the Outlook Editor. WordArt lets you twist your text into weird and wonderful shapes and three-dimensional configurations, and then inserts the result into your document as an object.
 
 Although the way you work with WordArt is a bit different in some of the Office programs, the main method and the end results are similar. The steps in the procedure below walk you through the process of creating WordArt in Word and in the Outlook Editor. 1
 
 Create Some WordArt 1 On the Insert tab, click the WordArt button to display the WordArt gallery.
 
 2
 
 2 Click the WordArt style you want. 3 In the Edit WordArt Text dialog box, specify a font, a font size, and any character emphasis you want. The same formatting will apply to all the text in this piece of WordArt. 4 Type your text. Note that WordArt text doesn’t wrap automatically; you have to press Enter to start a new line. (To transform existing text into WordArt, select the text before you click the WordArt button.)
 
 3
 
 4
 
 5 Click OK. Try This! Create some WordArt, select it, and then use the tools on the WordArt Tools Format tab to change the shape, character spacing and height, and text alignment. Use the WordArt Styles gallery to apply a three-dimensional effect. Use the 3-D Effects tools to change the color, depth, direction, lighting, surface type, and 3-D angle. Amazing, isn’t it? And so much fun!
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 Creating Stylized Text
 
 5 See Also “Formatting a Chart“ on pages 154–155 for information about using WordArt in Excel and PowerPoint.
 
 Common Tasks in Office Fine-Tune the Result
 
 4
 
 3
 
 2
 
 1 Click to select the WordArt if it isn’t already selected, and use the Sizing handles to change the size of the WordArt. 2 If you want to arrange the WordArt in relationship to your text, on the WordArt Tools Format tab, click Text Wrapping, and specify the way you want the text to wrap around the WordArt.
 
 1
 
 3 Point to different WordArt styles, and click the style you want. 4 Use the text tools to edit the WordArt text, modify the letter spacing, and change the text orientation and alignment.
 
 5
 
 6
 
 7
 
 5 Use the Shape Fill or the Shape Outline button to customize the color of the fill effects or the outline thickness.
 
 8
 
 6 Click the Change Shape button, and select the type of shape you want the text arranged in. 7 Add any shadow or 3-D effects. 8 Use the Rotation and Adjustment handles if you want to modify the angle or shape.
 
 Tip To change the colors of dual-colored or multicolored WordArt, on the WordArt Tools Format tab, click the Shape Fill button, point to Gradient on the drop-down menu, click More Gradients, and modify the colors on the Gradient tab of the Fill Effects dialog box.
 
 Tip The steps you take to create WordArt in Publisher are similar to those on this page, except that you insert the WordArt from the Objects toolbar and use the WordArt toolbar to adjust the style and formatting.
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 Inserting a Relational Diagram The new diagramming system in Word, Excel, and PowerPoint, and in the Outlook Editor, provides a great opportunity for you to describe your topic visually, whether your diagram illustrates the command structure at your workplace, the flow
 
 diagram of a project, or the interrelationship among different activities. After you’ve inserted a diagram, you’ll find that it’s extremely customizable. 1
 
 Create a Diagram 1 On the Insert tab, click the SmartArt button to display the Choose A SmartArt Graphic dialog box. 2 Select the type of diagram you want. 3 Click a diagram type, and review the information about that diagram.
 
 2 Click here if the Text pane isn’t displayed.
 
 3 4
 
 4 Click OK to create the diagram type you want. 5 Click the first item in the Text pane, and type the text for that item.
 
 5
 
 6 Continue entering text, doing any of the following:
 
 6
 
 • Press the Tab key to make the entry a subentry of the previous item (or click Demote), or Press Shift+Tab to elevate the entry one level (or click Promote). • Press Enter to finish the current item and insert a new line for text. • Press the Down arrow key to move to the next item. • Press Delete to remove entries you don’t want. 34
 
 Inserting a Relational Diagram
 
 Tip You must use the new file formats to create SmartArt graphics. When you save a document that contains SmartArt in the 97–2003 file format, the SmartArt is converted into a picture that you can’t modify.
 
 Common Tasks in Office Modify the Diagram 1
 
 1 On the SmartArt Tools Design tab, point to different layouts and click the one that works best for your content.
 
 2
 
 2 Point to the different Quick Styles and click the one you want. 3 Click an item in the diagram to select it. 4 On the SmartArt Tools Format tab, point to the different Shape Styles, and click the one you want. 5 Click the Shape Fill, Shape Outline, and Shape Effects buttons to modify the fill color, modify the outline color and style, or add special effects, such as a shadow or a glow. 6 Point to different WordArt Styles to see how the text in the shape is affected. Click a style you like if you want to use WordArt.
 
 4
 
 5
 
 6
 
 7 Drag a selected shape to move it into a new location, or use a Sizing or a Rotation handle to change the dimensions or rotation of the diagram. 8 Click the frame of the diagram, and use a Sizing handle to change the diagram’s size. 8 See Also “Converting Text Into WordArt“ on page 166 for information about converting text into a SmartArt graphic in PowerPoint.
 
 3
 
 7 Inserting a Relational Diagram
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 Researching a Subject Wouldn’t it be great to look up the definition of a word directly from your computer? Or to get information about something simply by clicking a word or a name? Well, you
 
 can do this in Word, Excel, PowerPoint, and Publisher, and in the Outlook Editor, by using the built-in research feature and access to the Internet.
 
 Do Some Research
 
 2
 
 1 Click a word (or select a group of words) that you want information about. 2 On the Review tab, click the Research button. In Publisher, choose Research from the Tools menu. 3 Select the resource or the types of resources you want to use.
 
 1
 
 4 Review the results. 5 If you want to look up something more, type the word or words, and press Enter.
 
 3
 
 Tip To quickly open the Research pane, hold down the Alt key and click the word to be looked up.
 
 4
 
 Caution Some research services charge to view the full content of their results. If there’s a charge, you’ll see an icon indicating the amount next to the search result.
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 Researching a Subject
 
 4
 
 Viewing and Editing Text in Word In this section:
 
 ■ What’s Where in Word 2007? ■ Creating a New Document ■ Composing Different Types of Documents ■ Word’s Views ■ Reading a Document ■ Editing Text ■ Finding and Replacing Text ■ Correcting Your Spelling and Grammar ■ Correcting Text Automatically ■ Adding Page Numbers ■ Marking and Reviewing Changes in a Document ■ Comparing Documents Side by Side
 
 T
 
 he new design of Microsoft Office Word 2007 makes creating professional-looking documents faster and easier than ever. If you’re new to Word, the logical layout of its tools and the ease of finding just what you need for the job at hand will quickly make you feel like an expert. If you’re a longtime user, you’ll probably say, as we did, “Why didn’t they think of this before?” In this section, we’ll introduce that new interface and cover the basic skills you’ll use every day: creating different kinds of documents using Word’s templates; editing, copying, and moving text, and adding page numbers; correcting your spelling and grammar; and using Word’s Track Changes feature to mark document revisions. If you’re not familiar with Word, step through the first few tasks and see just how easily you can produce great-looking documents. If you’re already a Word aficionado, you’ll quickly see how the new design eliminates that all-too-familiar “Now which menu was that command on?” Hallelujah! No more digging through menu after menu looking for that elusive command. Turn the page for a short visual tour of Word’s new interface. Then jump right in! If you get stuck in some way, you’ll find the answers to most of your questions in other sections of this book, or in Word’s Help system. 37
 
 What’s Where in Word 2007? Microsoft Word 2007 has many faces and can be customized in countless ways. The pictures on these two pages show some of the common features you’ll see when you’re working in Word, and they also introduce just a few of the customizations you can use. We’ve identified many of the screen elements for you, but it’s a good idea to explore Word’s interface while
 
 you’re looking at these two pages. For example, click each of the tabs and familiarize yourself with what’s on the different parts of the Ribbon. If you’re not sure what the buttons are used for, point to one of them. In a moment or two, you’ll see a ToolTip that tells you the button’s name and gives you a pretty good idea of that particular tool’s function.
 
 The Quick Access toolbar The command tabs The Office menu The Ribbon
 
 The Home tab Click to select different types of tab stops.
 
 A gallery
 
 The ruler The marker for the left margin and indents
 
 A ToolTip
 
 The Full Screen Reading view button The Outline view button The Zoom Control
 
 The status bar
 
 The Draft view button The Web Layout view button The Print Layout view button
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 What’s Where in Word 2007?
 
 Viewing and Editing Text in Word The picture below shows more of Word’s new interface. As you experiment with it, you’ll find that Word has different tabs for different tasks, toolbars that you can customize,
 
 items that appear exactly when you need them for the job you’re doing right that minute, and many more features that you’ll discover as you work in Word.
 
 The Help button The Insert tab A scroll bar Text wrapped around a picture
 
 The Mini toolbar A space mark The insertion point
 
 Formatted clip art A paragraph mark
 
 A reviewer’s comment A marked change
 
 A table
 
 The Browser The page number The current language The Spelling and Grammar Status icon The word count
 
 What’s Where in Word 2007?
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 Creating a New Document You can start Word in several different ways, depending on how it was installed, but the tried-and-true method is to choose Microsoft Word from the Windows Start menu. When Word starts, it automatically opens a new blank document
 
 for you. If you’ve been experimenting and Word is already running, you can open a new blank document with a few mouse-clicks. 1
 
 Start Word and Enter Some Text 1 If Word is already running and you’ve entered some text, choose New from the Office menu to display the New Document dialog box, and double-click Blank Document to create a new blank document. If Word isn’t running, start it from the Windows Start menu. 2 To show paragraph marks and other formatting marks such as spaces and tabs, on the Home tab, click the Show/Hide ¶ button. Click the button again if you want to hide the marks.
 
 5
 
 3 Type your text. When you reach the end of a line, continue typing. Word automatically moves, or wraps, your words onto the next line. 4 Press Enter to start a new paragraph.
 
 3
 
 5 Click Save on the Quick Access toolbar, enter a name for the file, and click Save. To quickly save the document while you’re working, press Ctrl+S.
 
 4
 
 Tip To better see the formatting marks, as well as your text, use the Zoom Control at the bottom of the window to increase the magnification, as shown here.
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 Creating a New Document
 
 2
 
 Viewing and Editing Text in Word Composing Different Types of Documents You can use templates to quickly create all kinds of documents. Word 2007 comes with numerous templates, and you can download many more. When you start a new document based on a template, the document contains its own design elements, and the template’s predefined styles
 
 ensure that all your paragraphs work harmoniously together. Templates are completely customizable and can come from a variety of sources, so you’re likely to encounter substantial differences both in design and in ways to complete a document that’s based on a template. 1
 
 Start the Document 1 Choose New from the Office menu to display the New Document dialog box. 2 If you see the template you want, select it to preview it, and then click Create. 3 If you don’t see the template you want, do any of the following: • Click Installed Templates to see the Microsoft templates that you’ve either installed on your computer or downloaded, and double-click the one you want to use.
 
 3
 
 • Click My Templates to display the New dialog box and your custom templates. Double-click a template to create a document. • Click a topic to see templates of that type that are available for download, and double-click the one you want to use.
 
 2
 
 • Click New From Existing to open an existing document as a template. 4 In the new document that appears, replace any placeholder text with your own text, and add any other elements you want.
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 Word’s Views Word gives you several ways to view your document as you work on it, and you’ll find that your efficiency increases and your work becomes easier when you use the optimal view
 
 for the task at hand. You can use either the View tab on the Ribbon or any of the five view buttons at the bottom-left of the window to change your view.
 
 Print Layout View
 
 Full Screen Reading View
 
 Web Layout View
 
 The standard working view for print documents, Print Layout view shows you how your document will look when it’s printed—the page and line breaks, the placement of pictures, the way text wraps around pictures or other items, the arrangement of columns, the distance of the text from the edge of the page, and so on.
 
 Full Screen Reading view makes it easy to read documents on your screen. The text is laid out in long vertical pages (or screens), just like those you see in most books. If you increase the size of the text for better readability, the content simply flows from one screen to the next. To maximize the area of the screen that’s available for the document’s content, the elements you normally see in the other views—the tabs, the Ribbon, and the status bar, for example—are no longer visible.
 
 Web Layout view is exclusively for working with online documents as if they were Web pages. That is, all the elements are displayed, but font size, line length, and page length all adjust to fit the window, just as they do on many Web pages.
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 Word’s Views
 
 Viewing and Editing Text in Word Although the six views shown on these two pages are the ones you’ll probably use most often, there are other views and options that are useful in various circumstances: Thumbnails, Document Map, draft font, picture placeholders, and more.
 
 You’ll find information about many of these items elsewhere in this book, in the discussions of the tasks and procedures where their use is the most relevant.
 
 Outline View
 
 Draft View
 
 Print Preview
 
 Outline view displays your document as an outline, with the paragraph formatting defining the levels of the outline. By default, Word’s standard heading styles have corresponding outline levels— Heading 1 is level one, Heading 2 is level two, and so on—and other paragraph styles, such as Normal, are treated as regular text. You can use Outline view to organize your topics before you start writing, or you can use it to reorganize an existing document.
 
 Draft view is designed for speed of entry and editing. It’s based on the commercial publishing technique of creating galleys. You place the text and other elements in one long, continuous column that flows from one page to the next, and you deal with the placement of elements after you’ve ironed out any content problems. (Draft view was called Normal view in earlier versions of Word.)
 
 Print Preview is designed to show you just how your document will look when you print it. You can see a close-up view, one page at a time, or two or more pages at once. Use Print Preview to make sure your document’s layout is exactly the way you want before you go ahead and print it. Unlike Word’s other views, you switch to this view by pointing to Print on the Office menu and choosing Print Preview from the gallery that appears.
 
 Word’s Views
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 Reading a Document To help you cut down on the amount of paper that piles up in the so-called “paperless office,” Word’s new Full Screen Reading view is designed to make it simple and pleasant
 
 to read documents without printing them. If you like it, that’s great—you’ll save some trees, as well as some clutter. 4
 
 Read
 
 3
 
 1 If you’re not already in Full Screen Reading view, click the Full Screen Reading button on the status bar to display your document for easy reading. 2 Move the mouse to the left or right edge of the screen until the cursor turns into a little hand. Click to move to the previous page or pair of pages (left edge) or to the next page or pair of pages (right edge).
 
 2
 
 3 Click the View Options button, and specify how you want to view the page or pages, whether you want to do some typing in the document, and whether you want tracked changes and comments to be shown. 4 Click the Page button to go to a specific page, location, or heading, or to display the Document Map or the Thumbnails pane. 5 When you’ve finished, press the Esc key or click the Close button to exit Full Screen Reading view. Tip Word is set to display any Word attachments in your e-mail in Full Screen Reading view. If you prefer not to use this view, you can turn it off from the View Options gallery.
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 Reading a Document
 
 Viewing and Editing Text in Word Editing Text Whether you’re creating a business letter, a financial report, or your master’s thesis, it’s a sure bet that you’re going to need to go back into your document and do some editing.
 
 Word provides a great variety of ways to edit. To edit existing content, you simply select it and make your changes, or, if you prefer, you can type over some existing text to replace it. 1
 
 Select and Modify Text 1 Click at the beginning of the text you want to delete.
 
 2
 
 2 Drag the mouse over all the text to select it, and then release the mouse button.
 
 3
 
 3 Press the Delete key. The selected text is deleted. 4 Select some text that you want to replace with new typing. 5 Type the new text. The selected text is automatically deleted and replaced by the new typing.
 
 4
 
 6 Click Save. See Also
 
 5
 
 “So Many Ways to Do It” on page 52 for more information about different ways to select text.
 
 Tip If you prefer to type over text without selecting it, use Overtype mode. To turn it on, choose Word Options from the Office menu, and, in the Advanced section, select the Use The Insert Key To Control Overtype Mode option. Click OK, and then press the Insert key to turn on Overtype mode; press Insert again to turn off overtyping.
 
 Tip If you accidentally delete some text, immediately click the Undo button on the Quick Access toolbar to restore the deleted text.
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 Finding Text If you’re not sure where to find some text in your document, Word can locate it for you. You can broaden the search so that Word finds similar words, or you can narrow the search to a
 
 designated part of the document or to text that uses specific formatting. 1
 
 Find Text One Instance at a Time 1 On the Home tab, click Find (or press Ctrl+F) to display the Find And Replace dialog box.
 
 2
 
 2 Type the text you want to find. 3 Click Find Next. Continue to click Find Next as you move through the document, finding each instance of the text.
 
 3
 
 4 If you want to refine the search criteria, click the More button, and select your conditions.
 
 4
 
 Tip To limit the search to a specific part of a document, select that part of the document before you open the Find And Replace dialog box.
 
 Find All Instances of Text 1 Do either of the following: • Click Reading Highlight, and choose Highlight All from the drop-down menu if you want to highlight all the words that match the search. To remove highlighting from the text, click the Reading Highlight button again, and choose Clear Highlighting from the menu. • Click Find In, and, on the drop-down menu, specify where to search to select all instances of the search text in that part of the document; then click Find Next. 2 Click Close when you’ve finished. 46
 
 Finding Text
 
 1 2
 
 Viewing and Editing Text in Word Replacing Text When you need to replace a word or phrase with a different word or phrase in several places in your document, let Word
 
 do it for you. It’s a great way to use Word’s speed and power to make quick work of those tedious document-wide changes. 1
 
 Replace Text 1 On the Home tab, click the Replace button (or press Ctrl+H) to display the Find And Replace dialog box. Click the More button, if it’s displayed, to show the full dialog box.
 
 2
 
 5 6
 
 2 Type the text you want to find.
 
 7
 
 3 To narrow the search, click Format, and specify the formatting of the text you’re searching for. 4 To replace non-text items, click Special, and specify any element that’s associated with the text. 5 Type the replacement text. Click the Format button to specify any formatting the replacement text should have. Use the Special button to specify a non-text element. 6 Click one of the following: • Replace to replace the found text and find the next instance of the search text • Replace All to replace all instances of the search text with the replacement text • Find Next to find the next instance of the search text without replacing it 7 Click Close when you’ve finished.
 
 3 4 See Also “Finding Text” on the facing page for information about broadening or narrowing a search.
 
 Tip If you used the Replace All button and the results aren’t quite what you expected, click the Undo button on the Quick Access toolbar. You can then try the replacement again, this time with more specific search parameters.
 
 Replacing Text
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 Correcting Your Spelling and Grammar You can avoid the embarrassment of distributing a document full of misspellings, incorrectly used words, or poor grammar even if you don’t have a proofreader or an editor at your disposal. Word comes to the rescue by discreetly pointing out
 
 your spelling errors, word usage problems, and grammatical no-no’s. When you see one of those helpful little squiggles under a word or phrase, you can choose what you want to do to correct the mistake—if it really is a mistake. 1
 
 Correct a Spelling Error 1 Right-click a red squiggle to see one or more suggestions for correcting the error.
 
 2
 
 2 Click the suggestion you want to use.
 
 3
 
 3 If you believe that what you have isn’t an error but is something that Word doesn’t recognize, click Ignore to have Word ignore this one instance; click Ignore All to have Word ignore the word throughout this document; or click Add To Dictionary to have Word ignore the word throughout all your documents. Tip If Word didn’t offer any suggestions when you right-clicked a squiggle, return to your document and try to correct the error yourself. If the squiggle remains, right-click it, and see whether there are any suggestions now.
 
 Correct a Contextual Spelling Error 1 Right-click a blue squiggle to see one or more suggestions for fixing improper word usage. 2 Click the suggestion you want, or choose to ignore this error or this word throughout the document. 48
 
 Correcting Your Spelling and Grammar
 
 1
 
 2
 
 Viewing and Editing Text in Word Correct the Grammar
 
 1
 
 1 Right-click a green squiggle. 2 If the shortcut menu suggests alternative phrasing, click to use the alternative. If only a description of the problem is shown, click in the document and edit the text as suggested.
 
 2 3 4
 
 3 If you’re sure your grammar is correct, click Ignore Once. 4 If you want to know why the text was marked, click About This Sentence for an explanation of the grammar rules involved.
 
 Automatically Correct Your Misspellings 1 Right-click one of your own common misspellings, point to AutoCorrect on the shortcut menu, and choose the correct spelling from the list of suggestions.
 
 1
 
 2 Check your document, and observe that the correct spelling has replaced your misspelling. 3 Continue composing your document. Note that if the same misspelling occurs again, Word corrects it for you. See Also Tip Word uses blue squiggles to mark formatting inconsistencies as well as contextual spelling errors.
 
 “Customizing the Spelling and Grammar Checkers“ on page 322 for information about modifying the way Word checks your spelling and grammar, and “Customizing Your Spelling Dictionaries” on page 323 for information about using and editing custom dictionaries.
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 Correcting Text Automatically Word provides an exceptionally useful feature called AutoCorrect that you can use to correct common misspellings of certain words. You can also customize the AutoCorrect
 
 feature to include your own common repetitive typing errors and misspellings, and you can make AutoCorrect work even harder for you by defining special AutoCorrect entries. 1
 
 Add Entries 1 Choose Word Options from the Office menu, select the Proofing category, and click the AutoCorrect Options button. 2 On the AutoCorrect tab of the AutoCorrect dialog box, with the Replace Text As You Type check box selected, enter the abbreviated or misspelled text that you often type. 3 Type the text that you want to replace the incorrect or abbreviated text you typed.
 
 2
 
 3
 
 4 Click Add. 4
 
 5 Add any other entries you want. When you’ve finished, click OK, and then click OK again to close the Word Options dialog box. 6 In your Word document, type the text you entered in the Replace box, type a space, and make sure your corrected entry has been inserted.
 
 Tip To modify the way the AutoCorrect feature works, open the AutoCorrect dialog box, and clear or select check boxes to specify what you want AutoCorrect to do.
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 Correcting Text Automatically
 
 5
 
 Viewing and Editing Text in Word Adding Page Numbers It’s a wise practice to add page numbers to any document that’s more than a few pages long. We all know what a timeconsuming hassle it is to try to put the unnumbered pages of
 
 a long document back in the right order after they’ve gone flying all over the place. Don’t let this happen to you!
 
 Insert Page Numbers 1 On the Insert tab, click the Page Number button. On the drop-down menu, point to the location where you want the page number to appear.
 
 1 3
 
 2 Click the page-numbering design you want in the gallery that appears.
 
 2
 
 7
 
 3 If you want to change the numbering format or the way the pages are numbered in a multi-section document, click Page Number again, and choose Format Page Numbers from the menu that appears. 4 In the Page Number Format dialog box, select the numbering format you want. 5 If you have more than one section in your document, specify whether you want the page numbering to be continuous or to restart at the beginning of each section. 6 Click OK. 7 If you don’t like the way the page number looks or where it’s positioned, click Page Number, choose Remove Page Numbers, and then choose a different numbering format.
 
 See Also “Setting the Overall Look” on page 59 for information about changing the appearance of the page numbers by changing the theme. “Creating a Running Head” on page 84 for information about incorporating page numbers with other information.
 
 4
 
 5 6
 
 Adding Page Numbers
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 So Many Ways to Do It Word offers you a variety of ways to do most things. You might, for example, be able to use a button, a menu item, a keyboard shortcut, a task pane, or a mouse-click to accomplish the same result. Why are there so many choices? Well, one reason is that we all work differently. Given several choices, we usually do some experimenting, find the way that works best for us and that we’re most comfortable with, and then stick with it. Another reason is that certain methods work best in certain situations. You can accomplish two frequently used procedures— selecting text and moving or copying it—using quite a few
 
 different methods, some of which might cause you a bit of difficulty if you use them in the wrong situation. The tips we offer here will help you choose which method to use in which circumstances. Try these common methods of selecting text to see which work best for you. Of course, there are other ways to select text, and, depending on whether and how you’ve customized Word, some selection methods might work a bit differently from those described here. For information about customizing Word, see “Customizing Your Editing” on page 320.
 
 Text-Selection Methods To select
 
 Use this method
 
 Characters in a word
 
 Drag the mouse over the characters.
 
 A word
 
 Double-click the word.
 
 Several words
 
 Drag the mouse over the words.
 
 A sentence
 
 Hold down the Ctrl key and click anywhere in the sentence.
 
 A line of text
 
 Move the pointer to the far left of the window, and click when you see a right-pointing arrow.
 
 A paragraph
 
 Move the pointer to the far left of the window, and double-click when you see a right-pointing arrow.
 
 A long passage
 
 Click at the beginning of the passage, and then hold down the Shift key and click at the end of the passage.
 
 Noncontiguous blocks of text
 
 Drag the mouse to select the first block. Hold down the Ctrl key and drag the mouse to select the second block.
 
 A vertical block of text
 
 Click at the top-left corner of the text block. Hold down the Alt key and drag the mouse over the text block.
 
 The entire document
 
 Press Ctrl+A.
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 Viewing and Editing Text in Word After you’ve selected the text, your next step might be to move it or copy it. Again, some methods are better than others, depending on the situation. The process of moving or copying contents uses different tools, depending on what you want to do. When you use the F2 key or the Shift+F2 key combination, the selected material is stored in Word’s short-term memory, where it’s remembered only until you paste it into another location or execute any other Word activity. The Cut and Copy buttons on the Clipboard store the selected material on the Office Clipboard, from where you can
 
 retrieve the information once or numerous times. The Office Clipboard stores up to 24 items, which you can retrieve one at a time or all at once. For more information about the Office Clipboard, see “Moving and Copying Content” on pages 16–17. If these seem like an overwhelming number of ways to accomplish the same tasks, get ready for a surprise—there are even more ways! If you really want to explore the full range of different ways to do these tasks, take a stroll through Word’s Help and try out some of the other methods.
 
 Copying and Moving Methods To do this
 
 Use this method after you’ve selected the text
 
 Move a short distance
 
 Drag the selection to the new location.
 
 Copy a short distance
 
 Hold down the Ctrl key, drag the selection to the new location, and release the Ctrl key.
 
 Move a long distance or to a different document or program
 
 Click the Cut button, click at the new location, and click the Paste button. OR press Ctrl+X, click at the new location, and press Ctrl+V.
 
 Copy a long distance or to a different document or program
 
 Click the Copy button, click at the new location, and click the Paste button. OR press Ctrl+C, click at the new location, and press Ctrl+V.
 
 Copy several items and insert all in one place
 
 Open the Office Clipboard, click the Copy button, select the next item, click the Copy button again, and repeat to copy up to 24 items. OR hold down the Ctrl key, select multiple items, and then click the Copy button. Click at the new location, and then click the Paste All button on the Clipboard.
 
 Move a long or short distance
 
 Press the F2 key, click at the new location, and press Enter.
 
 Copy a long or short distance
 
 Press Shift+F2, click at the new location, and press Enter.
 
 So Many Ways to Do It
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 Marking and Reviewing Changes in a Document When you have a document that needs to be reviewed or changed and you want to mark the changes you or others make, you can use the Track Changes feature in Word. When this feature is turned on, additions, deletions, moves, and even formatting changes are marked. You can also add comments.
 
 When you’re reviewing the edited document, you can accept or reject any change or comment, view the changes made by individual reviewers, and even view the document as it was before the changes were made. You can also view the document as it would look if you accepted all the changes. 8
 
 Review a Document
 
 7
 
 2
 
 1
 
 4
 
 3
 
 1 Open the document to be reviewed. 2 On the Review tab, click the Track Changes button if it isn’t already selected. 3 Click Final Showing Markup so that you can see your changes.
 
 5
 
 4 If you want to monitor your changes, click Reviewing Pane, and specify whether you want the pane to be displayed on the left side or at the bottom of the window.
 
 6
 
 5 Edit the content as usual. Note that text you insert is underlined, and text you delete has strikethrough formatting. 6 To insert a comment, select the text you want to comment on, and click the New Comment button. Type your comment in the balloon that appears or in the Reviewing pane, depending on your settings. 7 To highlight text without adding a comment, on the Home tab, click the Highlight button, and drag the mouse pointer over the content you want to highlight. 8 Switch to Final view, review the document for any errors, and then save and close it. 54
 
 Marking and Reviewing Changes in a Document
 
 Tip In Draft view, all your changes are marked in the document, and the descriptions and comments are displayed in the Reviewing pane at the left side or at the bottom of the window. In Page Layout view, click the Balloons button to select the content that’s placed in the balloons.
 
 Viewing and Editing Text in Word Review a Review
 
 1
 
 2
 
 3
 
 1 Open a document that has been reviewed and edited. If it’s marked as Read-Only, save it using a different name. 2 On the Review tab, click the Track Changes button, if it’s selected, to turn off marking changes.
 
 4
 
 3 Switch to Final Showing Markup view if it isn’t already selected. 4 Click Show Markup, and specify the types of changes you want to be displayed. If you don’t want to see the markup from every reviewer, specify which reviewers’ changes you do want to see. 5 Choose to accept, reject, or locate each change in the document. To accept all the changes, click the down arrow on the Accept button and choose Accept All Changes In Document from the drop-down menu. To reject all changes, click the down arrow on the Reject button, and choose Reject All Changes In Document. 6 When you’ve finished, switch the view to Final, review the document for any errors, and then save and close it.
 
 Tip Note that paragraphs you’ve moved are indicated by a double underline, and that their original location is indicated by a double strikethrough.
 
 6
 
 5
 
 Tip To compare two versions of the same document and mark the changes, click the Compare button on the Review tab, and choose Compare from the drop-down menu. To combine separate files that contain marked changes by different reviewers, click the Compare button, and choose Combine from the dropdown menu.
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 Comparing Documents Side by Side When you want to look at two documents at the same time to compare their content, Word will place the documents in adjacent windows. If the documents are similar enough, you
 
 can have Word scroll through both of them at the same time, or you can scroll through the documents at your own pace. 2
 
 View the Documents 1 Open the two documents you want to view and compare. 2 In one document, on the View tab, click the View Side By Side button. 3 If a dialog box appears and asks you which documents you want to view, select the documents you want, and click OK.
 
 4
 
 4 If you don’t want the documents to scroll together, on the View tab, click the Window button to expand the window section (if it’s collapsed), and click the Synchronous Scrolling button to turn off the scrolling. Click Synchronous Scrolling again to resume the coordinated scrolling. 5 Scroll through the documents. When you’ve finished, click the Window button again, and click the View Side By Side button to turn off that view.
 
 Tip If the two windows don’t start at the same part of the document when you scroll through them, turn off Synchronous Scrolling, scroll through one window until it displays the same top line as the other window, and then turn Synchronous Scrolling back on.
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 5
 
 5
 
 Formatting in Word In this section:
 
 ■ Controlling the Look: Themes, Styles, and Fonts ■ Formatting Text ■ Formatting Paragraphs ■ Formatting with Tabs ■ Adding Emphasis and Special Formatting ■ Copying Your Formatting ■ Creating and Formatting Lists ■ Creating and Formatting Tables ■ Laying Out the Page ■ Flowing Text into Columns ■ Creating Chapters ■ Creating a Running Head
 
 E
 
 ven if you don’t have the time, inclination, or experience to design the documents you use every day, you can still produce professional-looking, well-designed letters, reports, memos, and even the Great American Novel. You do this by using the themes, styles, fonts, colors, borders, shading, decorative lines, and other design elements that Microsoft Office Word 2007 provides to help you create, design, and maintain consistency throughout the documents you produce at work, at school, or at play. Depending on your desired end result and how little or how much involvement you want in the design, you can use the predesigned themes and style sets just as they come, without changing a thing; you can modify the existing ones a little or a lot; or, with a bit of time and experimentation, you can create your own highly individual designs. We’ll cover a lot of topics in this section, including creating, formatting, and working with lists and tables; laying out your pages, and using automatic hyphenation to improve the overall look of the layout; setting up a long document such as a book or report that you intend to have bound, dividing it into chapters or sections, and adding running heads; flowing text into columns like those in a newspaper or magazine; and wrapping text around a graphic for a very professional look. 57
 
 Controlling the Look: Themes, Styles, and Fonts Microsoft Office Word 2007 provides powerful tools that make it possible for you to easily create professional-looking documents. To simplify the design process—and thereby avoid the chaos that’s often a problem in heavily formatted documents—Word’s tools help you build consistent layouts with a minimum of hassle. Themes: The master controllers of the design, themes set many elements, including the default fonts; the color schemes for text, horizontal and vertical lines, and backgrounds; and the shading and shadow effects in graphics. When you change a theme, you change the entire appearance of your document. You can change the whole theme or only individual elements—the default fonts, for example, or the color scheme or shading effects. Word comes with many built-in themes, but you can also design and save your own themes. See “Setting the Overall Look” on the facing page for information about choosing and changing themes. Paragraph Styles: These styles define the layout of your paragraphs—line spacing, indents, tab spacing, borders, and so on. Character Styles: These styles define the look of individual text characters—for example, boldfaced, italicized, or underlined emphasis; strikethrough, superscript, color, and shadow effects; and spacing between characters. If you specify the font as something other than the theme’s default font, the character style can also define the font and font size. Otherwise, the font is determined by the chosen theme.
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 Controlling the Look: Themes, Styles, and Fonts
 
 Linked Styles: These styles define both paragraph and character formatting—for example, in a single style you can define the paragraph layout, including the alignment and line spacing, as well as the appearance of the characters for the entire paragraph, including font, font size, emphasis, and effects. See the Tip on page 60 for information about creating your own styles. Table Styles: These styles define the appearance of your tables—for example, the shading of rows or columns and the thickness of the gridlines. See “Formatting a Table” on page 76 for information about using table styles. List Styles: These styles determine the appearance of your bulleted and numbered lists—for example, the kind of bullet used and how far the paragraph is indented. See “Formatting a List” on page 71 for information about using list styles. Direct Formatting: You can use direct formatting to create customized words, paragraphs, or blocks of text. For example, you can apply bold formatting to a couple of words for emphasis, or select a quotation and add italics to it. Although you’ll want to use styles most of time to maintain a consistent look, direct formatting is a useful tool in certain instances. If you use direct formatting and later want to use the same formatting again, you can either use that formatting to create a new style or copy the formatting and apply it elsewhere with the Format Painter tool. See “Copying Your Formatting” on page 69 for information about using the Format Painter tool.
 
 Formatting in Word Setting the Overall Look Themes define the look of your entire document—the color scheme, the pairing of the default fonts used for body and heading text, and even the shading effects on graphics. Once
 
 you’ve selected a theme, you can use the font pairing and the color palette in your formatting to apply a unified look to your document design. 3
 
 Choose a Theme 1 On the Page Layout tab, click the Themes button to display the Themes gallery.
 
 1
 
 2 Do any of the following: • Point to a theme to see how your document will look if you use that theme. • Click the theme you want to use. • Click More Themes on Microsoft Office Online to find more themes on line, and select the theme you want.
 
 2
 
 • Click Browse For Themes to display the Choose Theme Or Themed Document dialog box. Select a theme or a document that contains the theme you want, and click Open. • Click Reset To Theme From Template to revert to the original theme for the document. 3 Use the tools on the Home and Insert tabs as you normally would, selecting from the theme fonts and colors displayed or selecting nontheme fonts and colors for special effects.
 
 Tip If you don’t see a preview of the changes when you point to different themes, choose Word Options from the Office menu, and, with the Popular item selected, select the Enable Live Preview check box. Click OK.
 
 Setting the Overall Look
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 Formatting Text Rarely, unless it’s a short note, is a document composed of just plain old text, with all the paragraphs in the same font and font size and with the same indents and line spacing. In Microsoft Word, you can quickly add formatting to selected
 
 text, or set all the formatting for the paragraphs to give your documents a consistent and professional look. You can apply formatting whenever you want—before you type, while you’re typing, or after you’ve typed all your text. 2
 
 Apply a Quick Paragraph Style 1 Click in the paragraph that you want to format, or select multiple paragraphs to which you want to apply the same formatting. 2 On the Home tab, point to a style to preview it. Click the style if you want to use it.
 
 1
 
 2
 
 Apply Character Formatting 1 Select the text you want to format. 2 On the Home tab, point to any style that isn’t a paragraph style—that is, one that doesn’t have a small paragraph mark (¶) at the left of its name—to preview it. Click the style if you want to use it.
 
 1
 
 Tip To create a style, format your text or paragraph so that it looks the way you want, and then select it. On the Home tab, open the Styles gallery, and click Save Selection As A New Quick Style. In the Create New Style From Formatting dialog box that appears, type a descriptive name for the style, and click OK. Presto! You’ve created your own style.
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 Formatting Text
 
 Formatting in Word Using Any Style Sometimes there are styles you want that aren’t part of the Quick Styles set you can see at a glance on the Home tab.
 
 You can easily access these other styles and use them wherever you want.
 
 Access Your Styles 1 On the Home tab, click the Show The Styles Window button at the bottomright of the Styles group. 2 Select the Show Preview check box if it isn’t already selected.
 
 1 3
 
 3 Click in a paragraph, or select the text, paragraphs, or table cells to which you want to apply the same formatting.
 
 4
 
 4 In the Styles list, click the style you want to apply. 5 If the style you want isn’t listed, click Options, and, in the Styles Gallery Options dialog box, under Select Styles To Show, click All Styles, click OK, and then click the style you want.
 
 2 5
 
 Try This! Tip The symbol at the right of the style name in the Styles list indicates the style type: paragraph, character, linked, or table.
 
 Open the Quick Styles gallery, and click Apply Styles to display the Apply Styles window. Click in a paragraph, or select the text you want to format. Click the Apply Styles window, and start typing the name of the style you want. Press Enter when the name of the style you want is displayed.
 
 Using Any Style 61
 
 Changing Character Fonts The combination of font and font size largely determines the look of your document. You can easily set both of these
 
 elements for all or part of your content with just a few clicks. Font and font size affect the selected character or characters. 2
 
 Change the Font 1 Select the text whose font you want to change. 2 On the Home tab, click the Font list down arrow. 3 Click the font you want to use.
 
 Fonts recommended for the current theme Fonts you’ve used recently List of all available fonts
 
 1 3
 
 Change the Font Size
 
 The Grow Font button The Shrink Font button
 
 1 Select the text whose font size you want to change. 2 On the Home tab, do any of the following: • Click the Font Size down arrow, and select a font size from the drop-down list that appears. • Click the Font Size list, and type the font size you want. • Click the Grow Font button or the Shrink Font button to increase or decrease the font size. 62
 
 Changing Character Fonts
 
 1
 
 2 The Font Size list
 
 Formatting in Word Setting Paragraph Alignment The alignment you choose for a paragraph results in a distinctive appearance, and you can experiment with the various alignments to achieve just the right look for the way
 
 you’ll be using that particular paragraph. With Word, you can adjust the alignment of an individual paragraph, several paragraphs, or even all your paragraphs.
 
 Set the Alignment 1 Click in a paragraph, or select all the paragraphs whose alignment you want to set.
 
 Center 2
 
 Align Left
 
 Align Right Justify
 
 2 On the Home tab, click any of the following: • The Align Left button to align the paragraph with the left margin or left indent, creating a ragged right edge • The Center button to center each line of the paragraph, creating both a ragged left edge and a ragged right edge • The Align Right button to align the paragraph with the right margin or right indent, creating a ragged left edge • The Justify button to align the paragraph with both the left margin or left indent and the right margin or right indent by adding any necessary space between words
 
 Justified alignment is often used in presentations and multi-column pages. Right alignment is often used when text wraps around objects, or to create special effects.
 
 Tip Consider using a style instead of direct formatting to ensure consistency in your document if you’re going to use this formatting more than once.
 
 Center alignment is often used in titles, pull quotes, and special layout designs. Left alignment is often used in standard paragraphs for ease of reading.
 
 Setting Paragraph Alignment
 
 63
 
 Adjusting Paragraph Line Spacing You can improve the readability of your text by adjusting the spacing, or leading (pronounced “ledding”), between the lines. Too little space makes the lines of text looked squashed
 
 together and difficult to read; too much space also makes the text difficult to read because the reader’s eye has to search for the beginning of the next line. 2
 
 Set the Line Spacing Within a Paragraph 1 Click in a paragraph, or select all the paragraphs whose line spacing you want to set. 2 On the Home tab, click the Line Spacing button. 3 Select the line spacing you want.
 
 3
 
 1
 
 4
 
 4 If you don’t see the spacing you want, click Line Spacing Options. 5 On the Indents And Spacing tab of the Paragraph dialog box, select the line spacing you want: • Exactly to create a specified space between lines regardless of the font size used • At Least to create a minimum space between lines, which can increase if you use large font sizes • Multiple to specify how many lines of space you want between the lines of text 6 Use the arrows or type a value. For Exactly and At Least settings, this is a distance measurement, usually in points; for Multiple, this is the number of lines of space. Click OK. Tip The default measure for spacing is the point, abbreviated as “pt.” A point is a typographic measure: 72 points equal one inch (or about 28.57 points equal one centimeter). 64
 
 Adjusting Paragraph Line Spacing
 
 6 5
 
 7
 
 Formatting in Word Set the Line Spacing Between Paragraphs
 
 2
 
 1 Click in a paragraph, or select all the paragraphs for which you want to set the spacing. 2 On the Home tab, click the Line Spacing button.
 
 1
 
 3 Click the option for adding space before or after the paragraph or paragraphs. 4 If you want to customize the spacing, click Line Spacing Options to display the Paragraph dialog box. 5 In the Before and After boxes, use the arrows or type a value for the space before (above) the first line of the paragraph and for the space after (below) the last line of the paragraph.
 
 4
 
 3
 
 5 6
 
 6 Select this check box if you don’t want space between paragraphs of the same style. 7 Click OK. 8 If you want to remove the space before or after the selected paragraph or paragraphs, click the Line Spacing button again, and choose Remove Space Before Paragraph or Remove Space After Paragraph from the menu.
 
 7
 
 8
 
 Caution
 
 Tip
 
 Note that the distance between two paragraphs is the sum of the space below the first paragraph and the space above the second paragraph. Keep this in mind so that you don’t end up with a bigger space between paragraphs than the space you intended.
 
 Some commonly used keyboard shortcuts are for line spacing and “space-before” spacing. Press Ctrl+1 for single spacing, Ctrl+5 for 1.5 line spacing, Ctrl+2 for double spacing, and Ctrl+0 (zero) for 1 line before the paragraph. Ctrl+0 is a toggle, so you can use it to change a paragraph from 1 line before to no lines before.
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 Indenting a Paragraph An indent is the distance a paragraph or a first line is moved in from the left and/or right margin. Indenting a paragraph sets it off from other paragraphs. The indention can be as simple
 
 as slightly indenting the first line to indicate the start of a new paragraph, or as complex as indenting both the left and right sides of the paragraph to create a separate block of text. 2
 
 Indent the Paragraph 1 Click in a paragraph, or select all the paragraphs for which you want to set a first-line indent. 2 On the Home tab, click the Paragraph button to display the Paragraph dialog box. 3 Click in the Left box, and use the arrows or type a value for the distance you want the text indented from the left margin. 4 Click in the Right box, and set the distance for the right indent from the right margin.
 
 1 3
 
 7
 
 4
 
 6
 
 5
 
 5 Select this check box if you want the left and right indents to switch depending on whether they’re on odd- or even-numbered pages. This option is designed for two-sided documents, so you’ll notice that the Left label changes to Inside and the Right label changes to Outside. 8
 
 6 Click in the Special box, and select • First Line to indent the first line. • Hanging to indent all lines in the paragraph except the first line. 7 Click in the By box, and use the arrows or type a value to specify the size of the indent. 8 Click OK.
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 Indenting a Paragraph
 
 Tip Using the ruler, you can easily set the indents by dragging the Left Indent, First Line Indent, and Right Indent markers. You can also create a left indent in a paragraph by clicking the Home tab and then clicking the Increase Indent button. When you set indents using the Paragraph dialog box, however, you can specify precise values for all the indents.
 
 Formatting in Word Formatting with Tabs Although using a table is generally the easiest way to position text horizontally, there are times when setting tab stops and pressing the Tab key work best. All you need to do is specify the location of each tab and the alignment you want for
 
 the tab stop. If you don’t set any tab stops, however, Word provides default tab stops that are usually set at 0.5 inch all the way across the line of text. You can change this default value in the Tabs dialog box.
 
 Set Your Tabs
 
 Center tab
 
 1 If the ruler isn’t already displayed, click the View Ruler button to display the ruler.
 
 Left tab
 
 Decimal tab 4
 
 Right tab
 
 Bar tab
 
 3
 
 1
 
 2 Click in a paragraph, or select all the paragraphs in which you want to set the tabs. 3 Click to select the type of tab you want. Each click selects a different type of tab or other ruler marker.
 
 5
 
 Bar tab
 
 4 Click in the ruler where you want the tabs. If necessary, drag a tab stop to a new location to adjust it. Drag a tab stop off the ruler to delete that tab stop.
 
 6
 
 5 If you want to modify a tab stop or set a tab leader—a dotted, dashed, or solid line—double-click any tab stop on the ruler to display the Tabs dialog box. 6 Make the changes you want. 7 Click Set. 8 Make any changes you want to other tabs, and then click OK.
 
 7
 
 8
 
 Tip You can also display the Tabs dialog box by clicking the Home tab, clicking the Paragraph button, and then clicking the Tabs button in the Paragraph dialog box.
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 Adding Emphasis and Special Formatting You’ll often want to add special formatting to some text: for example, italics to use in a reference, bold to draw attention to a particular element, strikethrough to show what has been
 
 deleted, and so on. Word gives you a large array of special formatting options. 2
 
 Format the Text
 
 3
 
 1 Select the text you want to format. 2 On the Home tab, use any combination of the formatting buttons to add the formatting you want. Click a button a second time to remove that formatting. 3 If there isn’t a button for the formatting you want, click the Font button to display the Font dialog box. 4 Do any of the following:
 
 1 4
 
 • Select a font color. • Select the type of underline and the underline color you want. • Select any effect or combination of effects. Note, however, that there are some effects that can’t be combined with others. 5
 
 5 Click OK.
 
 Tip See Also “Formatting Text” on page 60 for information about using Quick Styles to add emphasis.
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 Adding Emphasis and Special Formatting
 
 If you’re not sure what a formatting button does, point to it, and wait for the ScreenTip to appear. In addition to describing the button’s function, the ScreenTip shows you which keyboard shortcut you can use instead of clicking the button with the mouse.
 
 Formatting in Word Copying Your Formatting If you’ve created some formatting that you like, you can copy it and apply it to any text or paragraph that you want to have the same look. On the other hand, if you’ve created some
 
 formatting that you don’t like or that looks really weird, you can replace it with a copy of any of your good formatting. 1
 
 Copy the Formatting 1 If paragraph marks aren’t displayed in your text, click the Home tab, and then click the Show/Hide ¶ button. 2 Select the text whose formatting you want to copy. If you want to copy paragraph formatting, make sure your selection includes the paragraph mark at the end of the paragraph. 3 On the Home tab, click the Format Painter button.
 
 3
 
 The formatting to be copied
 
 2
 
 Drag over the text to apply the formatting.
 
 4 Drag the Format Painter over the selected text to apply the formatting, and then release the button. Tip To copy only paragraph formatting, select only the paragraph mark before you click the Format Painter button.
 
 Tip To copy formatting to several locations, double-click the Format Painter button after you’ve selected your text. You can then copy the formatting to as many places as you want. When you’ve finished, press the Esc key or click the Format Painter button again.
 
 Caution You can’t copy multiple types of formatting at one time. For example, in a selection where the first word is formatted in bold and the next word is in italics, only the bold formatting will be applied when you use the Format Painter.
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 Creating a Bulleted or Numbered List A great way to provide information clearly is to present it in a numbered or bulleted list. Not only does Word add numbers or bullets to your list, with consistent spacing between the number or bullet and the text, but it keeps track of your list
 
 so that if you move an item within a numbered list, Word will renumber the list to keep the items in the correct order. You can also have the numbering skip paragraphs and can even split a list by restarting a series at 1. 2
 
 Create the List 1 Start typing the first line of your list. Make sure you’re using the paragraph style you want for the list. 2 On the Home tab, click the Numbering button for a numbered list or the Bullets button for a bulleted list. 3 After completing the first line, press Enter to start the second list item.
 
 1
 
 4 When you’ve completed the list, press Enter twice to create an empty paragraph and to turn off the list formatting. Tip Sometimes, between the items in a numbered list, you need to insert unnumbered paragraphs that aren’t part of the list. To restart numbering, right-click the paragraph following the unnumbered paragraph, and click either Restart Numbering or Continue Numbering.
 
 3 Tip To create a multi-level list, press the Tab key to indent and demote an item in the list, or press Shift+Tab to promote the item.
 
 70
 
 Creating a Bulleted or Numbered List
 
 Formatting in Word Formatting a List The standard bulleted or numbering system is fine for a simple document, but if you want to give your work some extra
 
 pizzazz, or if you need to create a document with a specific outline-numbering scheme, you can adjust the look of the list. 2
 
 Change the Format 1 Select your list. 2 On the Home tab, click the down arrow at the right of either the Bullets, Numbering, or Outline Numbering button to display the gallery for that button. 3 Move the mouse pointer over the different bulleted or numbering schemes, and preview the way your list will look with each scheme.
 
 When you point to an item in the gallery…
 
 3
 
 …you see a live preview of that numbering scheme in your text.
 
 4 Click the bulleted or numbering scheme you want.
 
 Tip You can apply character styles to an existing list to customize its appearance. However, applying other styles might remove the bullets or the numbering. For example, if you apply the Strong character style to a list, the bullets or numbers will remain; if you apply the Normal paragraph style, the bullets or numbers will be removed.
 
 See Also “Formatting Text“ on page 60 for information about applying different styles, and “Adding Emphasis and Special Formatting” on page 68 for information about applying special formatting.
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 Creating a Table from Scratch If you tend to think of tables merely as containers for numbers, think again. Tables provide an excellent way to lay out and organize almost any kind of information. There are many ways to create a table, but the simplest and most versatile is to
 
 create an empty, unformatted table with a prescribed number of rows and columns. You can easily add content, and you can format and modify the table contents and layout later. 1
 
 Create the Table 1 On the Insert tab, click the Table button. Move the mouse pointer to select the number of rows and columns you want in your table, and then click to insert the table. 2 Click in the first cell, and insert your content. 3 Press Tab to move to the next cell, and add your content. (Press Enter only to start a new paragraph inside a table cell.) Continue pressing Tab and entering content to complete your table. 4 If you’ve reached the end of your table but you still need to enter more items, press Tab, and Word will create a new row.
 
 2
 
 3 4
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 Tip
 
 See Also
 
 To move to the previous cell, press Shift+Tab. To insert a tab inside a cell, press Ctrl+Tab.
 
 “Creating a Table from Text” on page 74 for information about converting existing text in paragraphs into text in a table.
 
 Creating a Table from Scratch
 
 Formatting in Word Using a Predesigned Table In the same way that you use templates for creating specialized types of documents, you can use a table template
 
 to create a specialized type of table, complete with formatting and related material—a title or a caption, for example.
 
 Choose a Table 1 Click in your document where you want the table to appear. 2 On the Insert tab, click the Table button, point to Quick Tables, and click the type of table you want. 3 Drag the mouse over the content of the table, and press the Delete key to remove the sample text. 2
 
 4 Click in the top-left cell, and type your information. Use the Tab key to move through the cells, and enter the rest of your content.
 
 Tip After you’ve created the table, you can modify its appearance by applying table styles or other formatting.
 
 See Also “Formatting a Table“ on page 76 for information about formatting a table.
 
 3
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 Creating a Table from Text Many people still use tabs to create columns for a table, but doing so means that the content can get seriously messed up if you decide to reformat the document with different fonts, margins, and layouts. One way to avoid this problem is to
 
 convert your text into a table. That way, not only is the formatting so much simpler, but you can use the table tools to organize your information more easily. 7
 
 Convert the Text
 
 3
 
 1 Examine the text to make sure that the information is correctly separated by tabs, commas, paragraphs, or other marks. Delete any extra tabs (more than one tab between columns, for example) even if this affects the current alignment. 5
 
 2 Select all the text. 3 On the Insert tab, click the Table button, and click Convert Text To Table to display the Convert Text To Table dialog box.
 
 2
 
 4 Select the type of mark you’ve used to separate the columns of text. 5 Verify the number of columns you want. If there are more columns than you had in the text, repeat steps 1 through 4.
 
 4
 
 6
 
 6 Click OK. 7 If you’re not happy with the way the table looks, click the Undo button, and repeat steps 1 through 6. Tip To convert text in a table to regular text, click in the table and, on the Table Tools Layout tab, click Convert To Text.
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 Tip You can convert regular text to text in a table for many reasons other than just aligning columns. When the information is contained in a table, you can sort it, add or delete columns, and even do some math with it. To do some simple math in the table, click the Formula button on the Table Tools Layout tab.
 
 Formatting in Word Adding or Deleting Rows and Columns You can modify the layout of an existing table by adding or deleting rows and columns anywhere in the table.
 
 2
 
 Add to the Table 1 Click in the table next to where you want to add a row or column. 2 On the Table Tools Layout tab, choose what you want to add.
 
 1
 
 Try This! Create a table with three columns and three rows. Click in the top-left cell. Drag the mouse to the right to select the first two cells. Click the Table Tools Layout tab, and then click Insert Left. With the new columns selected, click Insert Above. Note that the number of rows and columns that are inserted is based on the number of rows and columns in which cells were selected. Now try deleting rows and columns to revert to the size of the original table.
 
 Caution Tip To delete the content of a row or column without deleting the row or column itself, select the row or column, and press the Delete key.
 
 If you want to delete content from a row or column without deleting the row or column itself, make sure your selection doesn’t extend above or below the table. If it does, you’ll delete whatever part of the table is selected, as well as its content.
 
 Delete from the Table 1 Click in a table cell that’s in the row or column you want to delete. 1
 
 2 On the Table Tools Layout tab, click Delete, and choose what you want to delete. 2
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 Formatting a Table A table provides a superb way to organize almost any kind of information, and you can add interest and clarity to any table with the styles and formatting options Word provides. For example, you can use shading to delineate certain cell
 
 groupings, add borders to draw attention to particular cells, or use the formatting tools to vary the dimensions and alignment of the text. 2
 
 Format the Table 1 Click anywhere inside the table. 2 On the Table Tools Design tab that appears, select a style for the table.
 
 4
 
 5
 
 3
 
 3 Select or clear the check boxes to turn the various formatting options on or off, as desired. 4 Select the cell or cells to which you want to add or from which you want to remove shading, click the Shading button, and select a color to add shading, or select No Color to remove shading.
 
 6
 
 5 Select the cell or cells to which you want to add or from which you want to remove borders, click the Borders button, and select the borders you want, or select No Borders to remove the borders. 6 Click the Layout tab, and use the tools to add or delete rows or columns, to set the dimensions of the rows and columns, and to set the text alignment, the text direction—that is, horizontal or vertical— and the margins.
 
 See Also “Using a Predesigned Table” on page 73 for information about using a template to create a preformatted table.
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 Formatting in Word Improving the Layout with Hyphenation Sometimes the ragged right edges of left-aligned paragraphs look way too uneven. And sometimes justified paragraphs can contain big white spaces between words, especially in
 
 columnar text. You can easily repair these common problems by having Word automatically hyphenate the document.
 
 Set Automatic Hyphenation 1 On the Page Layout tab, click the Hyphenation button, and choose Automatic from the gallery that appears. 2 If you don’t like the way Word hyphenates, click the Hyphenation button again, and choose Hyphenation Options from the gallery to display the Hyphenation dialog box. 3 Specify whether or not you want to allow hyphenation of capitalized words. 4 Specify the maximum distance between the end of the last word and the edge of the column. 5 Specify whether you want to limit the number of consecutive end-of-line hyphens. (In many books, including this one, a limit of two consecutive end-of-line hyphens is customary.)
 
 1 2
 
 3
 
 4 5 6
 
 6 Click OK. Tip If you want to use automatic hyphenation in a document but want a few specific paragraphs to remain unhyphenated, create and use a separate paragraph style (or use direct paragraph formatting) for those paragraphs, making sure that, on the Line And Page Breaks tab of the Paragraph dialog box, you’ve selected the Don’t Hyphenate check box.
 
 Improving the Layout with Hyphenation
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 Laying Out the Page When you create a document that will be printed, you need to tell Word how you want the page to be set up—what size paper you’re using, whether the page will be printed in landscape or in portrait orientation, the size of the margins, and so on. If the document will be printed on both sides
 
 Set Up a Standard Page
 
 of the paper or is going to be bound, you can tell Word to accommodate those design elements. A good template will usually set up the specifics for you, but you might need to readjust the settings a bit to get everything exactly right. 1
 
 2
 
 1 On the Page Layout tab, click the Size button, and, in the gallery that appears, select the size of the paper you want. If that size isn’t listed, click More Paper Sizes, and specify your paper size on the Paper tab of the Page Setup dialog box. 2 Click the Margins button, and select the margins you want. If that size isn’t listed, click Custom Margins, and specify your margins on the Margins tab of the Page Setup dialog box. 3 Click the Orientation button, and select the orientation you want for the page: Portrait (longer than wide) or Landscape (wider than long).
 
 3 Tip The gutter is the extra space you add to the margin where the document is to be bound so that the text won’t be hidden by the binding.
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 Formatting in Word Set Up a Two-Sided Document
 
 1
 
 1 On the Page Layout tab, click the Margins button, and choose Custom Margins from the gallery to display the Page Setup dialog box.
 
 3
 
 2 On the Margins tab, click Mirror Margins in the Multiple Pages list. 3 Set the document’s side margins using the Inside and Outside boxes. The Inside margin will be on the left side of odd-numbered (right-hand, or recto) pages and will be on the right side of evennumbered (left-hand, or verso) pages.
 
 2
 
 4 Click OK. Tip You can apply a gutter to any document layout. For a document that’s set up for one-sided printing, you can specify the gutter location as the left side of the paper or the top of the paper. For a multiple-page layout, Word uses the default location of the gutter for the type of layout you choose. Use the preview to see the placement of the gutter.
 
 4
 
 1
 
 Set Up a Bound Document 1 Click the Margins button, and choose Custom Margins from the gallery to display the Page Setup dialog box.
 
 2
 
 2 On the Margins tab, specify a value for the gutter. 3 If the Multiple Pages list is set to Normal, specify whether the gutter (and therefore the binding) should be on the left side or at the top of the page. For other Multiple Pages settings, the gutter position is set automatically.
 
 3
 
 4 Click OK. 4
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 Changing Page Orientation Within a Document Different parts of a long document sometimes require different layouts. For example, although most of the document’s text is in portrait orientation, one or two pages might contain tables, figures, or other special elements that need
 
 to be set up in landscape orientation because of their width. By dividing the document into sections, you can set up each section with its own orientation. 2
 
 Change the Page Orientation 1 Select the part of the document whose page orientation you want to change. 2 On the Page Layout tab, click the Margins button, and choose Custom Margins from the gallery to display the Page Setup dialog box.
 
 1
 
 3
 
 3 Click the orientation you want. 4 Specify Selected Text. 5 Click OK. 6 Use the Zoom Control on the status bar to see your pages in detail, and verify that the layout is what you want.
 
 4
 
 5 Tip When you change the orientation of selected text, you’re actually creating two new sections: one for the selected text and another for the text that follows the selection.
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 Changing Page Orientation Within a Document
 
 The Zoom Control
 
 Formatting in Word Flowing Text into Columns You can flow text into multiple columns on a page, like the columns in a newspaper or magazine. By dividing a page into
 
 separate sections, you can even vary the number of columns in each section of the page. 2
 
 Change the Number of Columns 1 Without worrying about the layout just yet, complete the content of your document. Make sure the page orientation and the margins are set correctly for the document.
 
 4
 
 1
 
 2 On the Home tab, click the Show/Hide ¶ button if it isn’t already turned on. 3 Select the text that you want to flow into columns. 4 On the Page Layout tab, click the Columns button, and select the layout you want. Word makes the selected text into a separate section by inserting Continuous section breaks before and after the selected text.
 
 3
 
 5 If you want to adjust the columns, click anywhere in the section that has the columns. 6 Click the Columns button again, and click More Columns in the Columns gallery to display the Columns dialog box.
 
 6
 
 7 If you don’t want even-width columns, clear this check box, and then specify the width you want for each column. 8 Select this check box if you want a vertical line centered between adjacent columns. 9 Make sure the settings are applied only to the selected text, and then click OK.
 
 8
 
 7 9
 
 Flowing Text into Columns
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 Creating Chapters A long document is usually divided into chapters or sections, each of which should begin on an odd-numbered (right-hand, or recto) page. Word will start your chapters or sections on
 
 odd-numbered pages, and will create running heads to your specifications.
 
 Start a New Chapter 1 In the document you want to divide into different chapters, place the insertion point at the beginning of the paragraph that starts a new chapter. 2 On the Page Layout tab, click the Breaks button, and click the Odd Page section-break option in the gallery. Word inserts the section break in front of the insertion point.
 
 Change the Running Heads
 
 1
 
 1 On the Insert tab, click the Header button, and click Edit Header in the gallery. 2 On the Header & Footer Tools Design tab that appears, click the Link To Previous button to turn it off and to disconnect the header from any previous header.
 
 2
 
 1
 
 2
 
 3 Replace the old header text, if any, with the text for your new running head.
 
 5
 
 4 Click the Go To Footer button to move to the footer, and repeat steps 2 and 3 for the footer. If the document is set for a different running head on the first page, or for different running heads on odd- and even-numbered pages, repeat steps 2 and 3 for those running heads. 5 Click Close Header And Footer when you’ve finished. 82
 
 Creating Chapters
 
 3
 
 4
 
 Formatting in Word Wrapping Text Around a Graphic Wrapping text around an item can add another level of polish to the professional look of your document. However, using one of the standard text-wrapping configurations doesn’t
 
 always produce the desired effect. As you might expect, you can customize the way Word wraps the text.
 
 In Line With Text Square
 
 Set the Text Wrapping
 
 Tight
 
 2
 
 1 Click the graphic to select it. 2 On the appropriate Format tab for that item (for example, the Picture Tools Format tab or the Drawing Tools Format tab), click the Text Wrapping button, and specify the text-wrapping option you want. 3 Drag the graphic to set its position in the paragraph and to specify the way you want the text to wrap around it. 4 If the text wrapping still doesn’t look the way you want, click the Text Wrapping button again, choose More Layout Options from the menu, and make your custom layout settings in the Advanced Layout dialog box. Click OK when you’ve finished.
 
 1 3
 
 Behind Text 4
 
 Top And Bottom
 
 In Front Of Text
 
 Through
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 Creating a Running Head In addition to page numbers, a long document usually has some type of identifying text—called a running head—at the top or bottom of each page of the document. All you do is create the running head once, and Word places it on the pages you designate. For the sake of consistency, we’re using
 
 the term running head for the heading itself, and the terms header and footer to indicate the running head’s position on the page. Note that on the screen you can see the headers and footers on your page only in Print Layout view or Print Preview.
 
 Create a Header and a Footer 1 On the Insert tab, click the Header button, and, in the gallery that appears, select the layout and content you want in the header. 2 If there are placeholders in the header, click the placeholder field or text, and select or type your information. 3 Click the Footer button, select the layout and content you want, and enter the footer information.
 
 1 2
 
 4 Click the Close Header And Footer button to return to the main part of your document. 5 If you want to edit the contents of the header or footer, double-click it to activate the area, and make your changes.
 
 3
 
 4
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 Formatting in Word Sorting Your Information Tables and lists are invaluable tools for presenting information briefly and clearly, and you can make them even more useful by organizing their contents as efficiently as possible. If you
 
 have a table or a list that you want to rearrange so that it’s presented in alphabetic or numeric order, all you need to do is tell Word to sort it for you. 1
 
 Sort a Table 1 With the insertion point anywhere in the table, on the Table Tools Layout tab, click the Sort button.
 
 3
 
 2 In the Sort dialog box, specify whether the table will contain a header row (a row that shows the column titles).
 
 4
 
 3 Specify the title of the column you want to use to sort the table, the type of content in the column, and whether you want the information to be sorted in ascending or descending order. 4 If you want to conduct a second- or third-level sort, enter the criteria.
 
 2
 
 5
 
 5 Click OK. 2
 
 Sort a List
 
 3
 
 1 Select the entire list. 2 On the Home tab, click the Sort button. 3 In the Sort Text dialog box, specify the type of information that’s in the list, whether you want to sort by words or by paragraphs, and whether you want the information to be sorted in ascending or descending order. 4 Click OK.
 
 1
 
 4 Sorting Your Information 85
 
 Reorganizing a Document Outline view provides a powerful way for you to view the structure of your document and to rearrange the order of presentation of the topics. The outline structure assumes
 
 that you’ve used specific heading and body styles to organize your document into a hierarchy of topics and subtopics. 4
 
 View a Document’s Outline 1 Click the Outline View button at the bottom-right of your screen to switch to Outline view. 2 On the Outlining tab, specify the lowest level of heading to be displayed. 3 Click to expand or collapse the content under the selected heading. 4 Click to change the outline level of the selected text by promoting it one level or demoting it one level, or to change body text to a heading or a heading to body text.
 
 2
 
 3 A squiggle indicates that the content under the heading is collapsed and not shown. A plus sign indicates that there’s some content under the heading.
 
 5 To move a section, click the plus sign to select the entire section, and drag the section up or down.
 
 Try This! Drag a topic’s plus or minus sign to the left to quickly promote the topic’s outline level, to the right to demote it, or to the far right to turn it into body text. Changing the outline level also changes the style that’s assigned to that paragraph.
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 Reorganizing a Document
 
 A minus sign indicates that there’s no content under the heading. 5 Tip To quickly expand or collapse a section, doubleclick the plus sign next to the heading.
 
 6
 
 Working with Special Content in Word In this section:
 
 ■ Inserting a Cover Page ■ Numbering Headings and Lines ■ Inserting Information with Smart Tags ■ Inserting an Equation ■ Adding a Sidebar or a Pull Quote ■ Inserting a Watermark ■ Creating Footnotes and Endnotes ■ Inserting a Citation ■ Creating a Table of Contents ■ Printing Envelopes and Mailing Labels ■ Mail Merge: The Power and the Pain ■ Creating a Form Letter ■ Finalizing Your Document
 
 T
 
 his section of the book deals with the special content required in certain types of documents. Something many documents need is a well-designed cover page, and in Microsoft Office Word 2007 you’ll find a wide selection of predesigned cover pages that you can use as is or customize to better coordinate with your needs. It’s a common practice to number heading levels—and often individual lines—in scientific or legal documents for convenience when the documents are being reviewed, and it’s a snap to do in Word. We’ll talk about inserting equations, using text boxes to create sidebars and pull quotes, and creating watermarks. If your document needs footnotes or endnotes, Word not only numbers them automatically but updates the numbers for you if you add or delete a note, and even figures out their exact placement on the page. We’ll also discuss adding citations, creating a table of contents, and finalizing your document. And then there’s the mail merge feature—a great timesaver when you need to send the same information to a few individuals or to a large group of people. You provide a main document and a data source, and Word combines, or merges, the information into a new, personalized document. 87
 
 Inserting a Cover Page First impressions count! A well-designed cover page can provide the incentive that makes your readers want to see what’s inside your document.
 
 3
 
 Insert the Cover Page 1 On the Insert tab, click the Cover Page button, and, in the gallery that appears click the cover page you want. 2 Switch to Print Layout view if you aren’t already in that view, press Ctrl+Home to move to the beginning of your document, click in an area that needs to be completed, and type the required information. Repeat for all the other areas that need to be completed. 3 If you’re not happy with the design of the cover page, do any of the following:
 
 1 4
 
 • On the Insert tab, click Cover Page, and choose another design. • On the Page Layout tab, click Themes, and choose a different theme. • Add a picture, a drawing, fields, text, or other items to customize the page. • On the Insert tab, click Cover Page, and choose Remove Current Cover Page to delete the cover page. 4 Save your document.
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 2
 
 Working with Special Content in Word Numbering Headings It’s a commonly accepted practice to number each heading level in certain long documents so that when the document is being reviewed or is under discussion at a meeting, it’s easy
 
 to refer to the relevant sections. Word uses the outline-level setting for each style as the basis for the numbering hierarchy. The Multilevel List button
 
 Number the Headings 1 Verify that you’ve applied the correct styles to all the headings. 2 Click in the first heading paragraph.
 
 2
 
 3 On the Home tab, click the Multilevel List button, and click one of the headingnumbering schemes. 4 Verify that your document headings are numbered correctly. If you don’t like the look of the numbering scheme, click the Undo button on the Quick Access toolbar. 3
 
 Tip If a paragraph that you want to number as a heading isn’t included when you use a headingnumbering scheme, you haven’t assigned it the proper outline level. To correct this problem, you can either modify the style and assign it the correct outline level, or switch to Outline view, click in the paragraph, and select the outline level on the Outlining tab.
 
 4
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 Adding Line Numbers Numbering lines is a convenient—and sometimes required— way to provide references in a document that is going to be reviewed. Word will automatically number the lines for you
 
 and will also skip the numbering of any lines that you don’t want numbered. 1
 
 Number the Lines
 
 The Paragraph button
 
 1 On the Page Layout tab, click the Line Numbers button, and choose the type of line numbering you want from the drop-down menu. 2 If you want to change the starting number or the interval at which line numbers are shown (every fifth line, for example), click Line Numbers again, choose Line Numbering Options from the menu, and, on the Layout tab of the Page Setup dialog box, click the Line Numbers button to display the Line Numbers dialog box.
 
 2 3
 
 3 Select this check box, if it isn’t already selected, to turn on line numbering.
 
 4
 
 4 Specify the options you want. 5
 
 5 Click OK, and then click OK in the Page Setup dialog box.
 
 Tip If there’s a paragraph whose lines you don’t want to be included in the line-numbering process, click in the paragraph, click the Line Numbers button on the Page Layout tab, and choose Suppress For Current Paragraph.
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 Adding Line Numbers
 
 Tip The line numbers are visible on your screen only in Page Layout view and Print Preview.
 
 Working with Special Content in Word Inserting Information with Smart Tags Word searches through your document for certain text that it recognizes (names, phone numbers, stock symbols, and so on) and, when it finds that text, attaches a smart tag to it. You use the smart tag to obtain additional information about an item
 
 or to perform some type of action. Because smart tags are add-ins, there are many different types available, depending on which ones are installed on your computer. A date smart tag
 
 Insert a Character 1 Look through your document for text with the purplish-red dotted underline that indicates a smart tag. 2 Point to the text and wait for the Smart Tag Actions button to appear.
 
 1 2 A telephone-number smart tag
 
 3 Click the Smart Tag Actions button. 4 In the drop-down list that appears, click the action you want to take. The actions listed depend on the type of data represented by the text (an address or a name, for example) and the type of smart tag being used.
 
 A financialsymbol smart tag
 
 3 4
 
 Try This! Click the Office button, and then click the Word Options button to display the Word Options dialog box. Click the AutoCorrect Options button in the Proofing category. On the Smart Tags tab, select the check boxes for the smart tags you want to use and clear the check boxes for the tags you don’t want to use. Make sure the Label Text With Smart Tags check box is selected. Click More Smart Tags to see whether there are other tags you want to use. In the Word Options dialog box, click Recheck Document, and then click OK.
 
 Tip Note the difference between smart tags and Actions buttons. A smart tag identifies a certain type of text. An Actions button lists the actions you can perform. Some Actions buttons, such as the AutoCorrect and Paste Options buttons, aren’t associated with smart tags.
 
 Inserting Information with Smart Tags
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 Inserting an Equation Few tasks have been as difficult as displaying mathematical equations in a document—until now. Word 2007 provides powerful equation-writing tools that allow you to insert a prepackaged equation as is, modify one as you want, or
 
 create a new one from scratch. Remember, however, that any equation you insert is the current version of that equation only; Word is unable to do any math with that equation.
 
 Insert the Equation 1 Click in the document where you want to insert the equation. 2 On the Insert tab, click the down arrow at the right of the Equation button, and, in the gallery that appears, click the equation you want.
 
 2
 
 1
 
 3 Use standard editing techniques, such as formatting text size and emphasis; or use the tools on the Equation Tools Design tab to insert different symbols, letters, or numbers or to change the equation into a linear form or to plain text. 4 Click outside the equation when you’ve finished working with it. 3
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 4
 
 Tip
 
 Tip
 
 To create your own equation from scratch, click the Equation button to insert a blank equation content control, and use the tools on the Equation Tools Design tab to build your equation.
 
 A content control is an object that Word uses to hold special content and to keep that content as one unit. Click the content to display the content control; click outside the control to show only the content and not the control.
 
 Inserting an Equation
 
 Working with Special Content in Word Adding a Sidebar or a Pull Quote Sidebars and pull quotes are useful features that add interest to a design and break up the sea of text on a page while drawing attention to special pieces of information. Word
 
 provides a variety of predesigned text boxes that you can use for sidebars and pull quotes.
 
 Insert a Predesigned Text Box 1 Switch to Print Layout view if you aren’t already in that view. 2 On the Insert tab, click the Text Box button, and, in the gallery that appears, click the textbox design you like. 3 Select any sample text in the text box, and paste or type your replacement text.
 
 2
 
 4 Click the outer boundary of the text box, and drag it to the location you want. 5 Use any of the tools on the Text Box Tools Format tab to modify the text box itself, or use the formatting tools on the Home tab to modify the text.
 
 5
 
 6 Click outside the text box to resume working on the main content of your document.
 
 3
 
 Tip To create your own custom text box, click Draw Text Box in the Text Box gallery, and use your mouse to drag out the dimensions of the text box.
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 Inserting a Watermark A watermark is a picture or some text (a company logo, for example) that sits “behind” the main text. It appears on every printed page as if it were part of the paper. You can create
 
 a picture watermark or a text watermark, but you can’t have both on the same page.
 
 Create the Watermark 1 On the Page Layout tab, click the Watermark button, and choose the watermark you want from the gallery that appears.
 
 1
 
 2 If none of the existing watermarks is what you want, choose Custom Watermark from the gallery to display the Printed Watermark dialog box. 3 To create a text watermark, select Text Watermark, type the text, choose your formatting options, and click OK.
 
 2 5
 
 4 To create a picture watermark, select Picture Watermark, locate and select the picture file you want to use, choose your formatting options, and click OK. 5 If you decide you don’t want a watermark after all, click the Watermark button on the Page Layout tab, and choose Remove Watermark from the gallery.
 
 4 3
 
 Tip To have the same watermark appear automatically in every document that you create using a particular template, create the watermark in that template. To have the watermark available to all your documents, add it to the Watermark gallery.
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 Inserting a Watermark
 
 Tip The watermark appears in Print Layout and Full Screen Reading views, and in Print Preview. It also appears, of course, in the printed document.
 
 Working with Special Content in Word Creating Footnotes and Endnotes Word makes it so easy to add footnotes and/or endnotes to a document! Endnotes are just like footnotes, except that endnotes appear all together at the end of a document (or the end of a section) instead of at the foot of each page. Word will number the footnotes for you in one number series and the endnotes in a different number series or format.
 
 Insert the Footnote or Endnote
 
 Whenever you add or delete a footnote or an endnote, Word automatically renumbers the appropriate series. For a footnote, Word also figures out how much space is required at the bottom of the page for the footnote, and, when a footnote is too long for the page, Word automatically continues it on the next page. 1
 
 1 In Page Layout view, with the insertion point located where you want the footnote or endnote reference mark to appear in your document, click the Insert Footnote button on the References tab for a footnote or the Insert Endnote button for an endnote. 2 Type your footnote or endnote text. 2
 
 Change the Reference Mark 1 On the References tab, click the Footnote & Endnote button.
 
 1
 
 2 Specify where you want the footnotes or endnotes to appear, and click the numbering format you want. 3 Click to display the Symbol dialog box, choose a symbol for the footnote or endnote reference mark, and click OK. 4 Click Apply to change the location of the footnotes or endnotes and/or the number format, or click Insert to use the selected symbol as the reference mark for this footnote or endnote.
 
 The footnote mark
 
 2
 
 Click if you want to convert endnotes to footnotes, or vice versa. 3
 
 4
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 Inserting a Citation When your writing references outside sources and/or works by other people, including books, articles, legal decisions, or other items, you’ll need to cite these sources. Word provides a rich environment for entering, compiling, formatting, and inserting citations into your documents. If you’re working in
 
 a company, a school, or an agency that frequently creates documents that include citations, you probably already have the data entered in bibliographies, ready to be dropped in. However, if you don’t have access to existing bibliographies, you can enter the data once and then save it for future use. 1
 
 Add Existing Citations
 
 2
 
 3
 
 1 On the References tab, click the Manage Sources button to display the Source Manager dialog box. 2 If the default source file isn’t the one you want, click Browse. Use the Open Source List dialog box to locate the source file you want, and then click OK. You can use numerous source files to copy citations into your document. 3 If citations exist in the source document that aren’t already in your document, and you’ll eventually want to add them, select the citations you want, and click Copy. Use the Sort and Search tools if you need to find citations in a large source file, and add those you want to your document.
 
 4
 
 4 Select any citation you’re not sure of to inspect the information, and then decide whether or not to add it to your document. 5 Click Close when you’ve finished.
 
 Tip All citations are tagged as fields, and you can easily modify their styles by changing the Citations & Bibliography style on the References tab.
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 Inserting a Citation
 
 5
 
 Try This! If you need to cite a source but don’t currently have the citation information, don’t worry. Click in the document where you want to place the citation, click Insert Citation, and choose Add New Placeholder. When you eventually have the information, doubleclick the placeholder, and enter the information in the Edit Source dialog box.
 
 Working with Special Content in Word Insert a Citation
 
 3
 
 1
 
 9
 
 1 Select the citation style you want for all of your citations. 2 Click in your document where you want the citation to appear. 3 On the References tab, click the Insert Citation button, and, if the citation you want is listed, click it. 4 If the citation isn’t listed, click Add New Source to display the Create Source dialog box. 4
 
 5 Select the type of citation you want. 6 Enter the information for the citation.
 
 2
 
 5
 
 7 Either use the proposed citation tag name or enter a unique name. 8 Click OK. 9 If you want to insert a bibliography of your citations or a list of works cited, place the insertion point where you want the item to appear, click the Bibliography button, and click the item you want in the gallery that appears.
 
 6
 
 7 8
 
 Tip The citation is placed inside a content control in your document. To edit the citation or the source, or to convert the citation into static text, point to the content control, click the down arrow that appears, and choose what you want to do from the drop-down menu.
 
 Tip To edit a citation, double-click it, and change the information in the Edit Source dialog box.
 
 Inserting a Citation
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 Creating a Table of Contents Provided your document is organized by styles or you’ve assigned outline levels to your heading paragraphs, it’s a snap to have Word create a well-organized table of contents for you. Word comes with predesigned table-of-contents
 
 layouts. The table is inserted as a field in a content control, so after you’ve created the table, you can change its layout by choosing a different design. You can also update the table if you change the content of your document. 2
 
 Set the Outline Text 1 In Outline view, scroll through the document, verifying that any paragraph you want to appear in the table of contents has a style that uses the appropriate level 1, level 2, or level 3 outline level, and that any paragraph you don’t want to include has an outline level of 4 or below or a Body Text outline level. If a paragraph you want to include doesn’t have a style with the appropriate outline level assigned to it, click in the paragraph and apply the appropriate style.
 
 1
 
 2 If you want to include or exclude a paragraph but don’t want to change its style, click the Add Text button on the References tab, and click the outline level you want to apply.
 
 5
 
 3 Switch to Print Layout view, and click in the document where you want the table of contents to appear. 4 On the References tab, click the Table Of Contents button, and select the style and type of table of contents you want to insert. 5 If you make changes to the document that affect the pagination or the heading content, click the Update Table button on the References tab.
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 Working with Special Content in Word Printing an Envelope When you’ve taken the time and trouble to create a professional-looking letter or some other document for mailing, you don’t want to ruin the good impression with a handwritten envelope! Word makes it easy for you to create crisp, businesslike printed envelopes. You can easily include
 
 your return address, and, in the United States, you can add electronic postage. If you already have the mailing address in your letter, Word usually detects it and copies it to the Envelopes And Labels dialog box. You can also type the address directly in the dialog box. 1
 
 Add the Address
 
 3
 
 1 On the Mailings tab, click the Envelopes button to display the Envelopes And Labels dialog box.
 
 2
 
 2 If a delivery address is displayed on the Envelopes tab, verify that it’s correct.
 
 8
 
 3 If no delivery address is shown, or if you want to use a different address, type the address. If the address is in your Microsoft Outlook Contacts list, click the Insert Address button.
 
 4
 
 4 Verify that the return address is correct. If you’re using an envelope with a preprinted return address, select the Omit check box so that the return address won’t be printed.
 
 10 7
 
 9
 
 5
 
 5 Click Options to display the Envelope Options dialog box. 6 On the Envelope Options tab, specify the envelope size and the fonts and positions for the addresses. 7 On the Printing Options tab, specify how the envelope is to be loaded and printed. Click OK.
 
 6
 
 8 If you have Electronic Postage (E-Postage) software installed, select this check box to use electronic postage. 9 If you need to make changes to your E-Postage setup, click the E-Postage Properties button. 10 Click Print to print the envelope. Printing an Envelope
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 Printing a Mailing Label Whether you need to print a single mailing label or a full page of labels, Word provides a tool that takes care of most of the details for you. All you need to do is specify the type of label
 
 you’re using, the address, and the way you want the label to be printed. That’s it! Word obligingly does the rest for you. 2
 
 Print the Label 1 Make a note of the manufacturer and the design number of the labels you’ll be using. If you’re planning to print only one label, figure out which label on the sheet of labels is the one you’re going to use. Later in the process, you’ll need to specify the label by row (the horizontal line of labels) and by column (the vertical line of labels). Insert the sheet of labels into your printer (usually into the manual feed tray, if there is one).
 
 3
 
 1
 
 2 On the Mailings tab, click the Labels button to display the Envelopes And Labels dialog box. 3 On the Labels tab of the Envelopes And Labels dialog box, use the proposed address, type a new one, or click the Insert Address button to insert an address from your Outlook Contacts list. To insert your return address, select the Use Return Address check box. 4 If the type of label shown isn’t the one you’re using, click Options to display the Label Options dialog box, specify the label you’re using, and click OK. 5 If you’re using a full sheet of labels, click the appropriate option to print a whole page of identical labels or only one label on the sheet of labels. If you want to print only one label, specify the label by row and column. 6 Click Print to print the label or labels. 100
 
 Printing a Mailing Label
 
 6
 
 4
 
 See Also “Managing Your Contacts“ on pages 232–233 for information about adding or modifying address information in your Outlook Contacts list. “Changing Your User Information“ on page 321 for information about modifying your return address.
 
 Tip If you need to print a large number of different mailing labels, consider using the mail merge feature.
 
 Working with Special Content in Word Mail Merge: The Power and the Pain Mail merge is a tool that combines two different parts into a sleek and well-crafted whole: that is, a series of identical printed documents (form letters, for example) with the appropriate information (individual names and addresses) inserted automatically into each document. The two parts are the master document and a data source. The master document is the template (although not a template in the Worddocument sense) that lays out your document and contains text or other items that never change. The master document also contains instructions for inserting data from a data source into each document. The data source is a uniform collection of information from one of a number of sources. Mail merge is an almost unbelievable time-saver once you’ve set it up, and its power can be awesome. But—and here’s the rub—you have to be willing to deal with all the complexities of fields and conditional expressions. The good news is that the mail merge feature is extremely scalable—that is, it’s easy to do a simple, basic mail merge, but the process becomes increasingly demanding as your mail merge becomes more complex. If, for example, you simply want to address a stack of envelopes to people whose addresses are contained in a Word table, a Microsoft Excel worksheet, or your Microsoft Outlook Contacts list, you can just jump in and do it with little preparation and a great likelihood of success.
 
 Setting Conditional Content One of the real powers of mail merge is the ability it gives you to tailor the content of a document based on some data stored in your mailing list. For example, you might offer a tour of your company to individuals who have invested a
 
 large amount of money in the company, but offer only a free monthly newsletter to the small investors. If you have an entry in your data file for the level of investment, you can use that data to control the content of your document. You control conditional content by using the IF Word field. To use this field, you place it in your document where you want the conditional content to appear by clicking Rules on the Mailings tab, and then clicking If…Then…Else in the list that appears. In the Insert Word Field: IF dialog box, you specify the data field that lists the value to be tested (for example, amount of investment), the comparison (Greater Than Or Equal To), and the value (5000). Then you insert the text to be used if the comparison is true (“Please call to arrange a tour.”) or untrue (“Please call to receive your monthly newsletter.”).
 
 It’s More than Letters The mail merge feature can do more than create form letters and address envelopes. You can save the merged documents as a file so that you can edit them or send them by e-mail. You can create almost any type of document by using a specific template or designing the document from scratch. All Word needs is a data document with some data fields in it. You can create mailing labels and address books, awards, parts lists, different versions of exams, and catalogs designed for specific geographical areas or demographic populations. The uses for mail merge are limited only by your creativity, your willingness to experiment with different data fields and Word fields, and your decision as to whether mail merge would be faster than manually creating individual documents.
 
 Mail Merge: The Power and the Pain
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 Creating a Form Letter “Mail merge”—a dreaded phrase in the world of word processing! Not only does it conjure up an image of piles of junk mail, but associated terms such as “fields” and “conditional expressions” add to the intimidation factor.
 
 However, with just a little effort—and a lot of help from Word—when you need to send nearly identical letters to numerous people, you can create your own mail-merged documents and personalized form letters. 2
 
 Set Up Your Letter 1 Create your letter as you would any other letter, leaving blank any parts that you want to be completed with data from your mailing list. Save the letter. 2 On the Mailings tab, click the Start Mail Merge button, and choose Letters from the drop-down menu. 3 Click the Select Recipients button, and specify the type of data you want to use for your mailing list: • Type New List to enter your data in the New Address List dialog box.
 
 1
 
 • Use Existing List to use data that exists in a file Word can read. To see which type of data sources you can use, open the Files Of Type list in the Select Data Source dialog box, and review the list. • Select From Outlook Contacts to use data from your Outlook Contacts list.
 
 5
 
 4 Click Edit Recipient List to display the Mail Merge Recipients dialog box. 5 Select or clear check boxes to designate whom you want to include in the mail merge. 6 Click an arrow for the field you want to sort or filter by, and select your action from the list that appears. Click OK when you’ve finished. 102
 
 Creating a Form Letter
 
 6
 
 3
 
 4
 
 Working with Special Content in Word Specify the Data to Be Merged
 
 2
 
 1 In your document, click where you want to add information from your data source. 2 Click the type of information you want to insert. 3 In the dialog box that appears, specify the options you want, and then click OK. Continue adding items to the letter. 4 Click the Preview Results button to display your data in the document.
 
 3 1
 
 5 Use the buttons to see how your form letters will look when they’re merged with the different data records. 6 Click Edit Recipient List if you see that the form letter you’re previewing is addressed to someone you don’t want to include in this mailing. In the Mail Merge Recipients dialog box, clear the check box for that individual, and click OK.
 
 6
 
 4
 
 5
 
 8 7
 
 7 Click Auto Check For Errors, and choose to do a simulated merge to check the document for errors. Correct any errors. 8 Click Finish & Merge, and specify how you want your letters to be completed. Tip If you’re familiar with conducting a mail merge using the Mail Merge Wizard that steps you through the process, and if you want to use the wizard, click the Start Mail Merge button, and choose Step By Step Mail Merge Wizard from the drop-down list.
 
 Creating a Form Letter
 
 103
 
 Finalizing Your Document If you’ve ever released a final version of a document, only to find that there are still revisions marked on it or that it contains information you don’t want others to see, you know that you don’t want to do that again! And if you’ve ever released a
 
 document whose wording makes you cringe because someone has edited it without your permission, you don’t want that to happen again either. Fortunately, Word provides tools to prevent these embarrassing events from happening again. 1
 
 Prepare Your Document 1 With your document completed and saved, click the Office button. On the Office menu, point to Prepare, and choose Inspect Document from the gallery to display the Document Inspector dialog box. 2 Clear the check boxes for the items you want to keep in the document, select the check boxes for the items you don’t want to appear in the document, and then click the Inspect button at the bottom of the dialog box.
 
 2 3
 
 3 In the Document Inspector dialog box, click the Remove All button for each type of item you want to remove. Close the dialog box when you’ve finished. 4 If you don’t want other people who have access to your document to edit it, open the Office menu, point to Prepare, and choose Mark As Final from the gallery. Click OK to confirm that you want to mark the document as final. 5 Close and distribute the document.
 
 Tip To edit a document that has been marked as Final, choose Mark As Final again from the Prepare submenu.
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 Finalizing Your Document
 
 When the Marked As Final icon is displayed, the document can’t be edited. See Also “Protecting a Document, Workbook, or Presentation with a Password“ on page 326 for information about using additional security settings to prevent changes to your document.
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 Working in Excel In this section:
 
 ■ What’s Where in Excel? ■ Entering and Editing the Data ■ Excel’s Eccentricities ■ Using a Predefined Workbook ■ Formatting Cells ■ Changing the Overall Look ■ Formatting Numbers ■ Moving and Copying Data ■ Adding and Deleting Columns and Rows ■ Creating a Series ■ Organizing Your Worksheets ■ Printing a Worksheet ■ Adding and Viewing Comments
 
 I
 
 f you’ve never used it before, open up Microsoft Office Excel 2007 and take a look. You’ll see a worksheet that contains a seemingly endless grid of columns and rows—16,384 columns and more than a million rows! The space at the intersection of each column and row is a cell, so, although you’ll probably never need them all, you have billions of cells ready to hold whatever types of data you’ll be working with. You can use a single worksheet if that’s all you need, or you can use multiple worksheets for large projects. You can organize several worksheets that all pertain to one set of data into their own workbook. If you work on several large projects, you can give each project its own workbook. When you start a new workbook, you’ll see that it contains three worksheets, but you can add more if you need them. In this section of the book, you’ll learn how to enter and edit data and how to add visual appeal and clarity to your worksheets by formatting them with fonts, colors, borders, and so on. You can create your own look, or use templates that quickly apply predefined styles to your worksheets or workbooks. You’ll learn how to format numbers in various ways—as currency, percentages, or decimals—for readability. We’ll also show you how to update, change, move, or copy your data, and how to print your worksheets. 105
 
 What’s Where in Excel? Microsoft Office Excel 2007 has one purpose—to help you get the most out of your data. Although Excel can display many
 
 different appearances and elements, the most common of these are illustrated below.
 
 The Formula bar A command tab
 
 A workbook
 
 The Ribbon Column headers
 
 The Name box
 
 A worksheet Selected cell B6 Row headers
 
 A chart
 
 Gridlines The status bar Data in a table that can be filtered and sorted Tabs for switching to other worksheets within the workbook Navigation buttons for accessing all the worksheet tabs in the workbook
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 What’s Where in Excel?
 
 Page Break view Page Layout view Normal view
 
 Working in Excel Entering the Data Because Excel is all about working with data, whether the items are numbers or names, you’ll need to enter the data before Excel can start working its magic. To enter your data,
 
 Enter Your Data
 
 place one data item in each cell, arranged in the way that works best for you. 1
 
 1 Start a new workbook if you don’t already have a blank worksheet open. Save the workbook with a new file name. 2 Type the header (the title) of the first column, press Tab, and type the header of the next column. Continue across the top row until all your columns have headers. Press Enter after you’ve typed the last item. 3 Click in the beginning of the second row, and enter your data. Press Tab, and continue entering your data. Press Enter after you’ve typed the last item.
 
 2 3
 
 4
 
 4 Continue entering your data row by row, and be sure to save the file periodically.
 
 Tip To move backward in a row, press Shift+Tab. You can also use your keyboard’s arrow keys or the mouse to move to any cell.
 
 Entering the Data
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 Editing the Data Sometimes you need to go back into a worksheet and make changes to your data. You can correct the data quickly and
 
 easily, either by replacing the contents of an entire cell or by editing the existing content.
 
 Replace the Data 1 Click in the cell, or use the arrow keys to select the cell whose data you want to replace.
 
 1
 
 2
 
 2 Type the new data, and press Enter.
 
 Edit the Existing Data 1 Double-click the cell to activate it for editing, or select the cell and press F2. 2 Click or use the arrow keys to move the insertion point to where you want to do your editing.
 
 1
 
 3 Use the Backspace or the Delete key to remove the data you don’t want, and type the new information. Press Enter when you’ve finished.
 
 2
 
 3
 
 Tip To select an adjacent cell and set the direction in which the selection moves when you press Enter, choose Excel Options from the Office menu, and, in the Advanced category, select the After Pressing Enter, Move Selection check box. Then, in the Direction list box, select the direction in which you want the selection to move.
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 Editing the Data
 
 Working in Excel Excel’s Eccentricities If you’re familiar with the way a program such as Microsoft Office Word works, your first reaction to Excel’s idiosyncratic behavior might be “Huh?” or “What happened?” To become comfortable with Excel, you need to understand that it’s a completely different creature from Word. It behaves differently because it’s designed for the organization and analysis of data. Excel is made up of vertical columns and horizontal rows. At the intersection of a column and a row is a cell. This grid structure is designed to help you organize your data. Look at the worksheet below, and you’ll see that all the items in column A are related—that is, each cell contains the name of a student. Similarly, all the items in columns B, C, and D are related—they represent scores for different tests. The items in each row are related too. All the items in row 2 are related to each other—that is, each is about Robert’s exam scores. So, at the intersection of a column and a row is a single piece of data—a data point. At the intersection of column C and row 2 is the data point indicating that in Test 2 (column C), Robert (row 2) scored 77. In Excel’s cell notation—its shorthand language—this data point is located in cell C2.
 
 Keep in mind that Excel is all about data. Unlike Word, it cares little about presentation. You can, with a little work, make a fine-looking presentation in Excel, but Excel might occasionally stymie you because its priority is to preserve the integrity of the data when it’s being edited. This means that if you click in a cell and start typing, you’ll be replacing the existing data rather than adding to it. Why? Because, to Excel, each cell contains that single piece of data. When you click in a cell that contains data, Excel thinks that you want to either update or correct the data. This can definitely throw you off when you’re used to the normal Office protocol of selecting something before you change it! You’ll see the same thing when you copy or move columns, rows, or cells. Unlike Word, for example, Excel doesn’t automatically add columns or rows to a table to compensate for your actions—you have to manage the columns, rows, and cells yourself. It might take you a little while to get used to Excel’s differences, but, as you start crunching your data, you’ll find that what seems like Excel’s quirky behavior actually helps you get accurate results very efficiently. Of course, Excel does have many other complexities, such as using relative or absolute references to cells, and building complex formulas that contain sophisticated functions. However, these features really are designed to make working with your data as precise and accurate as possible. We’ll go into detail about cell references, formulas, and functions in “Cell References, Formulas, and Functions” on pages 132–133.
 
 Excel’s Eccentricities
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 Using a Predefined Workbook Wouldn’t it be great to have a workbook all set up and formatted for you so that all you’d have to do would be enter your information? Well, dream no more! When you use one of Excel’s existing templates, you don’t have to worry about
 
 structure and formatting—they’re already taken care of for you. Not only that, but many templates provide an extensive array of formulas and relationships already built into them that provide some powerful methods of data analysis. 1
 
 Open and Use a Template 1 Choose New from the Office menu to display the New Workbook dialog box. 2 If you see a template you want, select it to preview it, and then click Create. 3 If you don’t see a template you want, do any of the following:
 
 3
 
 • Click Installed Templates to see the Microsoft templates that you’ve either installed on your computer or downloaded, and double-click the one you want to use. • Click My Templates to display the New dialog box and your custom templates. Double-click a template to create a document.
 
 2
 
 • Click New From Existing to open an existing workbook as a template. • Click a topic to see templates of that type that are available for download, and double-click the one you want to use. • In the new workbook that appears, replace any placeholder text or data with your own, and add any other elements you want. 110
 
 Using a Predefined Workbook
 
 Tip To change the number of worksheets included in the new workbook, the default font and font size, and the default view, choose Excel Options from the Office menu, and, with the Popular category selected, modify the settings in the When Creating New Workbooks section.
 
 Working in Excel Formatting Cells Reviewing or working with the data in your worksheets might not be high on the list of tasks you do with great enthusiasm, but you can make your work in Excel visually interesting by formatting the cells in your worksheets. To add continuity to the design, you can use the predefined formats that match
 
 the main theme used in the document. You can also modify the formatting by choosing different fonts and adding emphasis such as italicized or bold type, adding borders and color to the cells, and aligning your data for the greatest clarity. 3
 
 Format Some Cells 1 Select the cells you want to format with the same formatting. 2 On the Home tab, click Cell Styles, and point to the different styles to see how your selected cells look using that style. Click the style you want.
 
 2
 
 Click a column header to select a column. Click to select the entire worksheet. Click a row header to select a row. 1
 
 3 To customize any existing Drag the mouse over formatting or to create your the cells to select them. own formatting, use the buttons and galleries on Hold down the Ctrl key, the Home tab to format the and click or drag to select cells with fonts, emphasis, nonadjacent areas. alignment, borders, and colors; and specify whether you want the text to wrap onto more than one line if it’s too long to fit into its cell. Tip To select a large range of cells, select the first (top-left) cell of the selection, scroll down and/or over to the end of the area to be selected, hold down the Shift key, and then click the last (bottom-right) cell of the selection.
 
 Formatting Cells
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 Changing the Overall Look Themes define the look of your entire workbook—the color scheme, the pairing of the default fonts used for body and heading text, and the color scheme for charts and graphics.
 
 Once you’ve selected a theme, you can use the font pairing— fonts that work well together—and the color palette in your formatting to apply a unified look to your document design. 3
 
 Choose a Theme 1 On the Page Layout tab, click the Themes button to display the Themes gallery.
 
 1
 
 2 Do any of the following: • Point to a theme to see how your worksheet will look if you use that theme. • Click the theme you want to use.
 
 2
 
 • Click More Themes On Microsoft Office Online to find more themes on line, and select the theme you want. • Click Browse For Themes to display the Choose Theme Or Themed Document dialog box. Select a theme, or select a document that contains the theme you want, and click Open. 3 Use the tools on the Home and the Insert tabs as you normally would, selecting from the theme fonts and colors shown or selecting non-theme fonts and colors for special effects. Tip You’re not limited to the fonts or colors of your theme. The theme fonts and colors are suggested and usually appear at the top of your formatting choices, but you can choose any fonts and colors you want.
 
 112
 
 Changing the Overall Look
 
 Working in Excel Formatting Numbers When you look at columns and rows stacked full of numbers, it isn’t always immediately clear what those numbers represent. Do they indicate currency? Are they percentages of
 
 something? You can improve the readability of your workbook by using standard numeric formatting to make everything as clear as possible. 2
 
 Format Some Numbers
 
 4
 
 1 Select the columns, rows, or cells that contain numbers that will all be formatted in the same way.
 
 3
 
 2 Select the type of numbering format to be used. 3 Use the buttons on the Formatting toolbar to modify the numeric formatting.
 
 1
 
 4 If the formatting isn’t what you want, click the Format Cells: Number button. 5 On the Number tab of the Format Cells dialog box that appears, select the type of formatting you want. 6 Select any available options you want to use to customize the formatting. 7 Click OK when you’ve finished. 5
 
 6
 
 7
 
 Tip If you’re applying an accounting number format (currency), click the down arrow at the right of the Currency button, and choose the type of currency you want from the drop-down menu.
 
 Tip To select non-adjacent rows or columns, hold down the Ctrl key as you click each row or column header.
 
 Formatting Numbers
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 Moving and Copying Data As with most Office programs, you can move the existing information around by copying or cutting it. However, when you copy data in Excel, you’ll need to have a blank area ready
 
 to receive the data, or else Excel will overwrite any existing data. You can also tell Excel to copy the contents of a cell to a group of adjacent cells. 1
 
 Move Some Content 1 Select all the cells you want to move. 2 Move the mouse pointer over an edge of your selection until the pointer turns into a four-headed arrow.
 
 2
 
 3 Drag the selection to a blank location. See Also “Adding and Deleting Columns and Rows” on pages 116–117 for information about adding blank columns or rows.
 
 3
 
 Copy or Cut Some Content
 
 2
 
 1
 
 1 Select all the cells you want to copy or cut. 2 Click either the Copy button (or press Ctrl+C) or the Cut button (or press Ctrl+X). 3 Click in the first cell of the destination, and do either of the following: • Press the Enter key to paste a single copy of the content. • Click the Paste button (or press Ctrl+V) to paste one copy; move to another location, and click the Paste button again. Continue until you’ve pasted all the copies you want. Press Esc to end the copying. 114
 
 Moving and Copying Data
 
 3
 
 Working in Excel Copy Content to Adjacent Cells
 
 1
 
 1 Select the cell whose content you want to copy. 2 Move the mouse pointer to the bottom-right corner of the cell until the pointer turns into a cross (the Fill handle).
 
 2
 
 3 Drag the Fill handle either vertically or horizontally. Note that the ScreenTip shows the value for each cell. When you release the mouse button, the selected cells are filled. 4 If the results aren’t what you expected, click the AutoFill Options button, select the Copy Cells option, and click outside the selection to have the contents of the first cell copied to all the other selected cells instead of creating a calculated series.
 
 3 4
 
 Tip To copy only a part of the cell contents—the formatting, a comment, or a value, for example—copy the item, click where you want to put it, click the down arrow at the bottom of the Paste button, and either choose the action you want from the drop-down menu or choose Paste Special from the menu. Select the action you want from the Paste Special dialog box to paste the element you want.
 
 Tip If you can’t drag selected cells to a new location or if the Fill handle doesn’t appear, choose Excel Options from the Office menu, click the Advanced category, and select the Enable Fill Handle And Cell Drag-And-Drop check box. (Catchy title!)
 
 Tip
 
 See Also
 
 You can copy in any direction—up or down, left or right. You’re not limited to copying only values—you can copy formulas too.
 
 “Creating a Series“ on page 118 for information about having Excel insert a series of values based on the first selected cell instead of just copying the contents of that cell.
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 Adding and Deleting Columns and Rows It might take a little time to get your worksheet laid out perfectly, but getting it exactly right is simple enough and very satisfying. You’ll probably need to rearrange some columns or rows, delete empty or useless columns or rows, or add new
 
 ones. You might need to make room for some data that you want to move. If you find that you need an existing row or column but that its current content is useless, you can simply delete the content but leave the empty row or column intact. 1
 
 Add a Column 1 Right-click the column header at the right of where you want the new column. 2 Choose Insert from the shortcut menu.
 
 2
 
 Tip To add or delete several rows or columns at one time, or to clear the contents of multiple rows or columns at one time, select multiple column or row headers before you right-click. To select nonadjacent rows or columns, hold down the Ctrl key as you click each row or column header.
 
 Excel will create a new column D.
 
 Add a Row 1 Right-click the row header below where you want the new row. 2 Choose Insert from the shortcut menu.
 
 1
 
 2
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 Adding and Deleting Columns and Rows
 
 Excel will create a new row 3.
 
 Working in Excel Delete a Column or a Row 1 Right-click the column header or the row header. 2 Choose Delete from the shortcut menu.
 
 See Also
 
 1
 
 2
 
 “Hiding Columns and Rows” on page 119 for information about hiding columns or rows without deleting them.
 
 2
 
 Delete Some or All Content of Cells 1 Select the cells to be cleared. 2 On the Home tab, click the Clear button and, from the submenu, choose what you want to delete.
 
 Tip
 
 1
 
 To quickly clear the content of a selected cell or cells without removing any formatting, press the Delete key. Remember that you can use the Undo button on the Quick Access toolbar to restore any content that you deleted unintentionally.
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 Creating a Series When you’re working with a series—that is, a particular set of data such as a series of dates or a list of consecutive numbers—numbering or labeling all the items in the series
 
 can be quite time consuming. Why not put your time to better use by letting Excel do the work for you? All you need to do is make sure that Excel recognizes the data as a series.
 
 Create a Series 1 Type the first item in the series. 2 Point to the bottom-right corner of the cell until the mouse pointer turns into a cross (the Fill handle).
 
 1 2
 
 3 Drag the Fill handle to fill the cells that you want to be included in the series. 4 If Excel copied the cell instead of creating a series, or didn’t fill the series as you expected, click the AutoFill Options button, and select Fill Series or any other appropriate option. 5 Make sure the series is correct. If it isn’t, click the Undo button on the Standard toolbar and try again.
 
 5
 
 A series using Fill Weekdays from the AutoFill Options menu 3 4
 
 Tip If the Fill Series option isn’t listed on the AutoFill Options shortcut menu, Excel doesn’t recognize the data as a series. You can define your own series by choosing Excel Options from the Office menu, and, with the Popular category selected, clicking the Edit Custom Lists button. In the Custom Lists dialog box, define your list, and click OK.
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 Creating a Series
 
 Tip To define a numeric or date series that is nonlinear, that doesn’t use a single-step value, or that is very long, click the Fill button on the Home tab, choose Series from the drop-down menu, and use the Series dialog box to set the parameters for your series.
 
 Working in Excel Hiding Columns and Rows When you create a worksheet, it sometimes contains columns and rows of data that aren’t relevant for every review or for every use of the worksheet, even though they’re important
 
 in various analyses. You can hide these columns and rows from view when they’re not needed and reveal them again when you or someone else wants to review or work with them. 1
 
 Hide Columns or Rows 1 Select the columns or rows that you want to hide. 2 Right-click one of the selected headers, and choose Hide from the shortcut menu.
 
 2 1
 
 Reveal Hidden Columns or Rows 1 Select the columns or rows that are adjacent to the hidden columns or rows. 2 Right-click one of the selected headers, and choose Unhide from the shortcut menu.
 
 Tip To make sure that you don’t accidentally distribute a workbook that contains information you don’t want to share with others, make sure there are no hidden rows or columns in your final version of the workbook. To check for hidden rows or columns, run the Document Inspector by pointing to Prepare on the Office menu and clicking Inspect Document in the gallery.
 
 2 See Also “Finalizing Your Document“ on page 104 for information about using the Document Inspector.
 
 Hiding Columns and Rows
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 Formatting Cell Dimensions Your worksheet can contain many different types of data that occupy different amounts of space. Excel creates all worksheets using a default setting for the width of the columns and the height of the rows. As you start entering your information, you might find that some columns are too narrow, resulting in truncated content. In other columns, you might find that some columns are too wide, resulting in
 
 wasted space. Similarly, you might want to increase the height of the rows to increase the readability of the content. Although a row will automatically increase in height if you increase the font size of its content, you might want to increase the height of the row and then change the vertical alignment of the text to add space above or below the content. 2
 
 3
 
 Set the Column Width 1 Select the columns whose widths you want to change.
 
 1
 
 2 Right-click one of the selected column headers, and choose Column Width from the shortcut menu to display the Column Width dialog box. 3 Specify the width of the columns, calculated by the number of characters of the default font that can be displayed on one line. 4
 
 4 Click OK. Tip
 
 To change the vertical alignment of text in one or more rows, select the cells to be adjusted, and then click the Top Align, Middle Align, or Bottom Align button in the Alignment section of the Home tab.
 
 Tip To select the entire worksheet, click the blank header between the “1” row header and the “A” column header. If the cells in the area you want to format are contiguous— that is, all the cells are adjacent to one another—just click in any one of the cells before you choose AutoFormat, and Excel will figure out the area to be formatted.
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 Formatting Cell Dimensions
 
 Try This! On the Page Layout tab, click the Background button. Find a picture that you like or that’s relevant to your data, and click Open. Format your data so that it’s easily readable on top of your picture. Now that’s adding some real interest to your formatting!
 
 Working in Excel Set the Row Height
 
 2
 
 3
 
 1 Select the rows whose heights you want to change. 2 Right-click one of the selected row headers, and choose Row Height from the shortcut menu to display the Row Height dialog box. 1
 
 3 Specify the height of the rows in points. 4 Click OK.
 
 4
 
 Adjust the Height or Width to Fit the Content 1 Select the cells that you want to format. 2 On the Home tab, click the Format button, and choose AutoFit Row Height from the drop-down menu. 3 Click the Format button again, and choose AutoFit Column width from the drop-down menu.
 
 2 3
 
 1
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 Organizing Your Worksheets When you’re working on a big project, you can spend so much time deep in your Excel workbook that it becomes an alternate universe. You can do a lot to make that workbook universe a comfortable place in which to work. Give your worksheets
 
 descriptive names—rather than Sheet 1, Sheet 2—to make them easy to recognize; reorganize them into a logical order; add new worksheets if you need to, or delete unused ones to get rid of any unnecessary clutter.
 
 Name the Worksheets 1 Double-click a worksheet tab, type a descriptive name for the worksheet, and press Enter. 2 Repeat for any other worksheet tabs you’d like to rename. Tip To change the color of a worksheet tab, right-click the tab, choose Tab Color from the shortcut menu, and click the color you want in the gallery that appears.
 
 1
 
 2
 
 Change Their Order 1 Click the tab of the worksheet you want to move. 2 Drag the tab to the desired location.
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 Organizing Your Worksheets
 
 2
 
 Working in Excel Insert a Worksheet 1 Click the Insert Worksheet button. 2 Rename the new worksheet, and move it to a different position among the tabs if you want.
 
 Tip To hide a worksheet from view instead of deleting it, right-click the tab, and choose Hide from the shortcut menu. To display the worksheet again, right-click a tab, choose Unhide from the shortcut menu, and, in the Unhide dialog box, select the worksheet to be displayed.
 
 1
 
 Delete a Worksheet 1 Right-click the tab for the worksheet you want to delete, and choose Delete from the shortcut menu. 2 When you’re asked to confirm the deletion, click Delete.
 
 2 1 Organizing Your Worksheets
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 Setting Up the Page You don’t really need to worry about page setup in Excel until you’re ready to print or distribute your worksheet, but at that
 
 point it’s crucial that you attend to several details so that you get the results you want. 2
 
 Set the Dimensions
 
 3
 
 4
 
 5
 
 6
 
 1 Switch to Page Layout view if you aren’t already in that view, and adjust the zoom, if necessary, to see the layout of your page. 2 On the Page Layout tab, click the Margins button, and select the margin settings you want. To create different margins, click Custom Margins, make your settings on the Margins tab of the Page Setup dialog box, and click OK. 3 Click the Orientation button, and click either the Portrait (longer than wide) or the Landscape (wider than long) printing orientation in the gallery that appears. 4 Click the Size button, and select the paper size you’ll be using. 5 Specify the scaling to change the size of the printed worksheet or to force the worksheet to fit onto a set number of pages.
 
 1
 
 6 Specify whether you want to display and/or print the gridlines and the headings. 7 On the Office menu, point to Print, and click Print Preview in the gallery that appears. Review the pages as they’ll look when printed, and then click Close Print Preview to return to Page Layout view. Make any other necessary layout adjustments.
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 Setting Up the Page
 
 Tip If you’re going to print more than one worksheet at a time, step through these procedures for each worksheet.
 
 Working in Excel Set the Header and Footer
 
 7 5
 
 1 Switch to Page Layout view if you aren’t already in that view. 2 On the first page of your worksheet, click in the first section of the header. 3 On the Header & Footer Tools Design tab, specify whether you want to have a separate first-page header and/or different odd- and even-page headers. 4 Click the Header button if you want to choose one of the predesigned headers. 5 If you want to create your own header, with the insertion point in the first of the three sections of the header, click any buttons to automatically include specific information and/or type any information you want. 6 Click in the center section and add your content, and then click in the last section and add your content.
 
 3
 
 6
 
 4
 
 2
 
 8
 
 1
 
 7 Click the Go To Footer button, and add your content to the three sections of the footer. 8 Click in your worksheet. If you chose to have a different first-page header and/or different odd- and even-page headers, move to the next page, click in the header area, and repeat steps 2 through 7. Repeat for any other headers that you want to add.
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 Printing a Worksheet If you don’t set it up exactly right, printing an Excel worksheet can be a trip down a rocky road, as well as a waste of paper. To avoid such calamities, you’ll need to preview the page before
 
 you print it, make a few adjustments, and then preview it again and again—as many times as you need to until you’re satisfied that the final product will live up to your expectations. 2
 
 Specify What’s to be Printed
 
 3
 
 1 Select the area to be printed. 2 On the Page Layout tab, click the Print Area button, and choose Set Print Area from the drop-down menu. 3 If your worksheet will occupy more than one page and you want to have the column and/or row headings repeated on each page, click the Print Titles button on the Page Layout tab to display the Sheet tab of the Page Setup dialog box.
 
 4 5
 
 1
 
 4 Click to minimize the dialog box (yes, this is one of Excel’s eccentricities), select any rows that you want to repeat at the top of each printed page, and press Enter. 5 Click to minimize the dialog box, select any columns that you want to repeat at the left side of each printed page, and press Enter. 6 Select the check boxes for the items you want to print and clear the check boxes for the items you don’t want to print. 7 Select the way you want the worksheet to be printed 8 Click OK.
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 Printing a Worksheet
 
 7
 
 6
 
 8
 
 Tip If the data area of your worksheet is made up of contiguous cells, Excel will automatically print only the part of the worksheet that contains your data. If you want to print only a specific section of the worksheet’s data area, however, you’ll need to set the print area manually.
 
 Working in Excel Check the Layout 1 Switch to Page Layout view, and examine the way the pages will appear. 2 If you want some of the content to start on a new page, click in the cell where you want the new page to start, click the Breaks button on the Page Layout tab, and choose Insert Page Break from the dropdown menu.
 
 2
 
 3 If the page breaks aren’t where you want them, click the Page Break Preview button. Drag a page break to a new position, and adjust other page breaks if necessary. 4 On the Office menu, point to Print, and click Print Preview in the gallery that appears. Review the pages as they’ll look when printed. Click Close Print Preview, make any modifications to the layout, and recheck the document. 5 Choose Print from the Office menu, make your printing settings in the Print dialog box, and then print the worksheet or worksheets.
 
 1
 
 3
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 Adding and Viewing Comments You can use comments in a workbook in a couple of ways. You can add an explanatory comment to an item to track what you did or clarify it to others, or you can use a comment
 
 when you’re reviewing a worksheet to add any concerns or suggestions. 2
 
 Create a Comment 1 Click the cell to which you want to attach your comment. 2 On the Review tab, click the New Comment button. 3 Type your comment. Press Enter only if you need to start a new paragraph in the note. Click outside the note when you’ve finished it.
 
 1 3
 
 2
 
 Review the Comments 1 Move the mouse pointer over a cell that contains a red triangle in the top-right corner. Read the comment that appears. 2 If you can’t find a comment, or if you want to review several comments, on the Review tab, do any of the following: • Click Previous or Next to find and display a comment. • Click Show All Comments to display all the comments in the worksheet. • With a comment displayed, click Edit Comment to modify the comment. (The New Comment button changes to the Edit Comment button when a comment is selected and displayed.) 128
 
 Adding and Viewing Comments
 
 1
 
 8
 
 Analyzing and Presenting Data in Excel In this section:
 
 ■ Creating a Table ■ Cell References, Formulas, and Functions ■ Doing the Arithmetic ■ Creating a Series of Calculations ■ Making Calculations with Functions ■ Troubleshooting Formulas ■ Sorting and Filtering the Data ■ Summarizing the Data with a PivotTable ■ Displaying Relative Values ■ Customizing Conditional Formatting ■ The Anatomy of a Chart ■ Working with Charts ■ Reviewing the Data
 
 T
 
 here’s more to working with your data than organizing the information in worksheets and making it look pretty, and this is where you’ll unleash the real power of Microsoft Office Excel 2007: its ability to make complex statistical, financial, and mathematical computations. In this section, we’ll examine cell notation—the conventions by which Excel references individual cells and ranges of cells—and the way you use cell notation to create formulas that do the calculations for you. We’ll also talk about functions—ready-made bits of code that do the math for you. There’s some fairly advanced stuff in this section: creating a PivotTable that lets you look at relationships among your data, filtering the data to display items that meet the criteria you specify, troubleshooting formulas, using the AutoFill feature to create a series of calculations, and more. If you’re going to present your data—at a company meeting, for example—the most effective way to do so is with a chart, whose visual appeal holds your audience’s interest more closely than the dry columns and rows of the worksheet on which the chart is based, even though both represent the same data. Excel does more than make your chart look attractive with colors, 3-D effects, and so on—you can plot trendlines to show how your sales figures have improved over time or how your company’s bottom line is on an upward trend. 129
 
 Creating a Table It’s true that Excel is all about data, but data can include more than just numbers. Excel’s column-and-row format lends itself smoothly to creating and reviewing lists by placing them in
 
 tables. Excel provides special features that make short work of sorting your table by specific criteria; filtering it—that is, viewing only part of the list; or summarizing the data in the list. 3
 
 Create a Table 1 In a worksheet, enter the data for your table, making sure that you add descriptive titles for the columns and saving the file as you work. 2 Select your entries. 3 On the Home tab, click the Format As Table button.
 
 4
 
 1
 
 4 In the gallery that appears, click the table style you want to use. 5 In the Format As Table dialog box that appears, confirm the range of cells that you want to be included in the table. 6 Select this check box if your list has column headings; otherwise, clear the check box if you want Excel to insert generic headings. 7 Click OK.
 
 2 5
 
 See Also “Excel’s Eccentricities” on page 109 and “Cell References, Formulas, and Functions” on pages 132–133 for information about the notation Excel uses to describe ranges of cells.
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 Creating a Table
 
 6
 
 7
 
 Analyzing and Presenting Data in Excel Use the Table 1 Click in the table, and, on the Table Tools Design tab, select the check boxes for the items you want displayed and clear the check boxes for the items you don’t want displayed.
 
 6
 
 1
 
 5
 
 2 If you’ve included a totals row, click in the cell that has the totals, click the down arrow that appears, and select the type of total you want. Use the AutoFill feature to copy the totals setting to any other cells that you want to display the total. 3 Click Summarize With PivotTable if you want to create a PivotTable based on the data in the table. 4 Click Remove Duplicates if you want to remove duplicated information from selected columns.
 
 3
 
 4
 
 5 Click the down arrow at the top of the column that you want to use to sort or to filter the list; then select the action you want to take. Repeat for any other columns whose data you want to sort or filter. 6 Click Convert To Range if you want to convert the table back to standard data in your worksheet. See Also “Creating a Series of Calculations“ on page 137 for information about using AutoFill.
 
 2
 
 “Summarizing the Data with a PivotTable“ on pages 146–147 for information about using a PivotTable to examine your data.
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 Cell References, Formulas, and Functions Every cell in an Excel worksheet has its own label, or address. For example, if you go to the third column (column C) and work your way down to the fourth row, that cell’s label, or address, is C4 (column C, row 4). To quickly determine a cell reference, click in the cell, and look in the Name Box at the left of the Formula bar. A selected range of cells is listed from the top-left cell to the bottom-right cell, so if you select cells from the aforementioned C4 to the sixth column (column F) and the ninth row, the selection goes from cell C4 to cell F9, and, in Excel’s cell notation method, this selected range is designated as C4:F9. Excel also uses this method of notation to designate when whole rows or columns are selected. Select row 12, and Excel calls it 12:12; select columns G and H, and their designation is G:H. Before we go further in this discussion about ranges, there are three special situations you need to be aware of. Occasionally, to make working in Excel more user friendly, someone will give a cell or a range of cells a name, and will use the name instead of the cell reference. Excel also automatically names some components, such as tables. So, if you click in a cell and see a name in the Name Box instead of a cell reference, you’ll know why. However, you can ignore the name and use the cell reference if you prefer—just pretend the name doesn’t exist. The second situation you might encounter is a style of cell referencing that you’re not familiar with. If you notice that the columns in a workbook use numbers instead of letters as their labels, or headers, the workbook has been set up to use the R1C1 reference style. This is an old style of cell referencing that some people prefer, but it isn’t Excel’s default style. In this style, what was cell C4 is referred to as cell R4C3 (row 4 column C). If you want to switch back to Excel’s default reference style, choose Excel Options from the Office menu, 132
 
 Cell References, Formulas, and Functions
 
 and, in the Formulas category, clear the R1C1 Reference Style check box; then click OK. The third situation is simple and logical. Because your workbook typically contains more than one worksheet, cell references often include the name of the worksheet as well as the cell references in that worksheet. When your references are exclusively within one worksheet, you can simply omit the worksheet reference. However, if you’re including data from more than one worksheet, you’ll need to reference each worksheet so that Excel can understand which cells you’re referencing. For example, the cell in reference Sheet1!C4 is a different cell from the one in reference Sheet2!C4. Fortunately, in most cases, Excel adds the sheet reference for you when necessary. You’ll use cell references frequently in Excel—when you designate the area of a worksheet you want to print, for example. One of the most important uses of cell references, however, is in formulas. A formula is what you use to put Excel to work by making calculations for you. A formula can be just a little arithmetic (=4.201*12.8), or it can use values already in the worksheet (=C4/B3). Note that all formulas begin with an equal sign (=). The asterisk (*) symbol indicates multiplication; the forward slash (/) symbol indicates division. The complexity of your formulas is limited only by your mathematical and logical abilities and by the way you need to manipulate the data. Another component of a formula can be a function. A function is a bit of computer programming code that does the math for you. What you have to do is insert the correct function and provide the necessary data for the function. For example, if you want to know the total for cells C4 through C20, instead of creating a formula of =C4+C5+C6, and so on, all the way up to +C20, you can simply use the Sum function and create the formula =Sum(C4:C20). Of course, now that you’ve got this all figured out, Excel makes it a bit more complicated! There are actually a couple
 
 Analyzing and Presenting Data in Excel of additional ways to reference cells. You probably won’t need to deal with them too often, and, when you do, they’ll make more sense to you and can often solve some problems. The cell reference we just described is called a relative reference. The other method is called an absolute reference. An absolute reference always references a particular cell, and it’s useful when you always want to reference the same constant value in that cell. A relative reference is useful when you’re working on a series and want to reference a relative position. So, for example, when you reference cell C4 from cell D6, and you’re using the absolute reference, you’re actually saying, “I don’t care what you copy or move or how you fill other cells with this reference; this reference is always to the value in cell C4.” When you use the relative reference, you’re saying, “I want the value from the cell that’s up two rows and over one column; so, from cell D6, I’m referencing cell C4.” However, if you copy this relative reference or use it to fill other cells, the cell you’ll be referencing is not cell C4 but the cell that’s two rows up and one column over. Got it? Take a look at the two views of the worksheet below; it uses both relative and absolute references. The first view shows the first three rows of a standard invoice, with the salestax rate listed in cell B1, making it easy to modify the numbers if the tax rate goes up or (however unlikely!) down. The second view shows the formulas in this part of the invoice. Note that all the references are relative except the one in cell E3.
 
 If we use Excel’s AutoFill feature to fill row 4 with formulas, as shown in the worksheet below, the formulas relate to items in row 4 and not to those in row 3, except for the absolute reference. That’s because when you create the series, AutoFill sees the formula in column D as being the value of the cell two cells to the left plus the value of the cell one cell to the left. If all the references were absolute, each row would have the same values in columns D, E, and F. However, if cell E3 used a relative reference for the tax, the formula in cell E4 would be D4*B2—a meaningless value.
 
 Now that the formulas have the correct references and the cells are filled with the correct formulas, Excel will generate a correct invoice. For information about calculating totals, see “Summing the Data” on page 136. For more information about creating formulas with AutoFill, and about using absolute references, see “Creating a Series of Calculations” on page 137. For information about displaying formulas, see “Troubleshooting Formulas” on pages 140–141.
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 Doing the Arithmetic Working with math in Excel is similar to working on paper, except that you actually do less work! All you have to do is type the values and the arithmetic operators and then leave
 
 it to Excel to do all the calculations. You can easily change the values you’ve entered if necessary, or make the values equal to a value in another cell or series of cells.
 
 Calculate a Value
 
 The formula is also displayed in the Formula bar.
 
 1 In the cell in which you want the result of the calculation to be displayed, type an equal sign and then the numbers and operators for your calculation. 2 Press Enter to see your result.
 
 1
 
 Tip Excel makes its calculations based on the standard order of precedence for arithmetic operators—that is, negation, percentage, exponentiation, multiplication and division, and addition and subtraction. If two operators have the same precedence, Excel makes the calculation from left to right. To change the order of calculation, you use parentheses to group portions of the formula.
 
 Try This! In an empty cell, type =10+5*30+6/3 and press Enter. Copy the formula to a new cell, and then press the F2 key to activate editing of the cell. Add a pair of parentheses to the formula so that it’s now =(10+5)*30+6/3 and press Enter. Note that adding the parentheses changed the order of the operations and thus the result. Continue adding, moving, or deleting pairs of parentheses in the formula to see the effects on the final result.
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 Arithmetic Operators Action
 
 Operator
 
 Addition
 
 + (plus sign)
 
 Subtraction
 
 - (minus sign)
 
 Negation
 
 - (minus sign)
 
 Multiplication
 
 * (asterisk)
 
 Division
 
 / (forward slash)
 
 Percentage
 
 % (percent sign)
 
 Exponentiation
 
 ^ (caret)
 
 Set order of actions
 
 ( ) (opening and closing parentheses)
 
 Analyzing and Presenting Data in Excel Calculate the Value of Cells
 
 2
 
 1
 
 1 In the cell where you want the result to be displayed, type an equal sign. 2 Click in the cell whose value you want to use. 3 Type the arithmetic operator you want to use. 4 Click in the next cell whose value you want to use in the calculation. 5 Continue typing the operators and clicking in cells until you’ve completed the formula, and then press Enter.
 
 3 Tip You can mix cell references and numeric values in a cell—for example, a formula might be =C1+C3+10. You can also reference cells in other worksheets or in other workbooks.
 
 4
 
 Caution Don’t assume that a formula contains an error just because it uses different operators from those you’re familiar with. Some formulas are logical tests that return a true or false value, while others are used to manipulate text. For example, a formula of =C3=10 would display TRUE if the value in cell C3 was equal to 10, and would display FALSE otherwise.
 
 5
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 Summing the Data It’s probable that one of the most frequent calculations you’ll make in Excel is to sum, or add up, a series of numbers. Luckily,
 
 summing is also one of the easiest calculations to make, with the AutoSum feature just a click away. 2
 
 Sum the Numbers 1 Click in a cell below or at the right of the series of cells you want to sum. 2 On the Formulas tab, click the AutoSum button. 3 Make sure the selection rectangle encloses all the cells you want to sum. If you’ve accidentally included any unwanted cells or omitted any desired cells, move the mouse pointer over a corner of the selection until a two-headed arrow appears, and then drag the selection rectangle to resize it so that it includes all the cells you want. You can also move the entire selection rectangle by pointing to a side of the rectangle and dragging it to a new location.
 
 1
 
 3
 
 4 Press Enter to sum the cells and see the result.
 
 Tip To quickly find the average, count, and sum of a series, select the series, and note the values on the status bar.
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 Summing the Data
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 Analyzing and Presenting Data in Excel Creating a Series of Calculations When you reference cells in a formula and then use the AutoFill feature, Excel modifies the reference to cells relative to the newly filled cells. That means you can create a whole series of calculations simply by creating a single calculation and then
 
 filling cells with the formula. And if you need to use a single constant value in all the calculations, you can use an absolute reference to a cell instead of a relative reference. 1
 
 Create the Series 1 Create the first formula, referencing the cells. 2 Drag the Fill handle to fill adjacent cells. 3 Click in a filled cell. 4 Verify that the formula is correct. 2 4 Tip To include a reference to the same cell in all the formulas, make the reference to the cell absolute instead of relative. Press the F4 key to switch from a relative to an absolute reference.
 
 3
 
 See Also
 
 See Also
 
 “Cell References, Formulas, and Functions“ on pages 132–133 for information about the difference between relative and absolute references.
 
 “Copy Content to Adjacent Cells“ on page 115 for information about using the Fill handle to copy the contents of a cell instead of creating a series.
 
 Creating a Series of Calculations 137
 
 Making Calculations with Functions Excel is jam-packed with functions that can make you look like a financial wizard or a mathematical genius (if you aren’t either or both of those already, of course!). Do you want to know the standard deviation of a series of numbers? What about the
 
 sum of the squares? How about calculating the number and amount of the payments needed to retire a loan over a certain period? If you’re a real stickler for precision, you can even use a function that returns the value of pi, accurate to 15 digits. 2
 
 Find a Function
 
 5
 
 1
 
 1 Click in the cell in which you want the results of the function to be displayed. 2 Click the Insert Function button. If the Formula bar isn’t displayed, click the Insert Function button on the Formulas tab. 3 In the Insert Function dialog box, type the name of the function or a description of the action you want to take, and press Enter. 4 Select the function you want in the list. 5 If the function isn’t listed, select a different category, and then select the function in the list.
 
 3 4 6
 
 6 Verify that the function will do what you want it to do. 7 Click OK. 7 Tip If you know the name of the function you want to use, click the button on the Formulas tab for the type of function, and then choose the function from the dropdown menu. To use a function that you used recently, click the Recently Used button on the Formulas tab, and choose the function from the drop-down menu.
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 Analyzing and Presenting Data in Excel Add Your Arguments 1 In the Function Arguments dialog box that appears, if a range is proposed, make sure it’s the one you want. If it isn’t, type any values that you want to enter directly, or type the cell references. 2 To select cell ranges, click to minimize the dialog box and return to the worksheet. In the worksheet, select the cell or range of cells you want to use as an argument, or parameter, for the function, and then click the button again to restore the dialog box to its normal size.
 
 2 1 3
 
 3 Complete any other arguments that are required for the function. 4 Click OK.
 
 Tip
 
 4
 
 You can integrate more than one function into a formula, or you can include other elements—for example, standard arithmetic operations such as adding or multiplying by a number or a value in another cell.
 
 Tip Numerous functions don’t return a value but are logical tests instead. The powerful IF function, for example, returns one value you’ve set if the logical test is true and a second value if the logical test is false. Many other functions, such as ISBLANK, return true or false values only.
 
 Tip A function requires specific types of data, delivered in a specific order; these are the arguments for the function. Some functions don’t have any arguments—for example, NOW( ); some have a single argument—SQRT(number); and some have multiple arguments—NPER(rate,pmt,pv,fv,type). For information about the arguments for a function, click Help On This Function in the Function Arguments dialog box.
 
 Making Calculations with Functions
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 Troubleshooting Formulas Formulas are extremely powerful tools, especially when they include functions, and constructing valid formulas can be a bit tricky. Fortunately, Excel provides a group of formula-auditing
 
 tools that can help you find and fix errors such as circular references, incorrect syntax in a formula, or a referenced cell that has been deleted. 2
 
 Review the Errors
 
 1
 
 1 On the Formulas tab, click the Show Formulas button to display all the formulas in the worksheet. 2 Click the Error Checking button. 3 In the Error Checking dialog box, use the Next and the Previous buttons to find and review the errors in your worksheet. 4 Click the Edit In Formula Bar button if you see the mistake and want to correct the formula. 4 3
 
 Tip
 
 Tip
 
 To fix a single error, click in a cell that displays an error such as #REF!, #NAME!, or #VALUE. Click the Actions button that appears, and choose an appropriate command from the menu to fix the error.
 
 To diagnose problems where other cells are referenced, click in the cell and then click the Trace Precedents button to see a map of cells referenced, or click the Trace Dependents button to see a map of cells that reference this cell. Click Remove Arrows to remove the mapping symbols when you’ve finished.
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 Analyzing and Presenting Data in Excel Evaluate a Formula 1 If you can’t figure out the error, click the Show Calculation Steps button in the Error Checking dialog box to display the Evaluate Formula dialog box.
 
 2 1
 
 2 Note the formula and the underlined item. 3 Click the Evaluate button to see the formula with the result of the underlined item included. 3
 
 4 Inspect the formula and try to identify the source of the error. If the error is shown but you can’t determine its source, click the Restart button. 5 Continue clicking the Evaluate button and inspecting the formula until the entire formula is solved, noting any errors as they occur.
 
 4
 
 6 Click Close, and make any changes necessary to correct the formula. 7 On the Formulas tab, click the Show Formulas button to hide the formulas and display their results instead.
 
 5
 
 Tip To modify the error-checking rules that Excel uses, choose Excel Options from the Office menu, and, in the Excel Options dialog box, click the Formulas category. Review the rules, and select or clear check boxes to change which rules are used.
 
 6
 
 See Also “Doing the Arithmetic” on pages 134–135 for information about the order in which Excel makes calculations and how you can change the order.
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 Sorting the Data One of the easiest ways to organize or evaluate your data is to use Excel’s Sort feature. There are a couple of ways to control the sort—you can do a simple ascending or descending sort,
 
 or you can specify which data you want to sort and the type of sort you want to conduct. 2
 
 8
 
 3
 
 Conduct an Alphabetic or a Numeric Sort 1 Select the columns or the portions of columns whose contents you want to sort. 2 On the Data tab, click the Sort button to display the Sort dialog box.
 
 5
 
 3 Specify whether or not the columns have header labels.
 
 6
 
 4 Specify which column you want to sort by. 5 Select Values if it isn’t already selected. 6 Specify whether the data will be sorted A to Z, Z to A, or based on a custom list (alphabetic); or from smallest to largest, largest to smallest, or based on a custom list (numeric).
 
 1
 
 9 Click OK to sort the data.
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 Sorting the Data
 
 7
 
 9
 
 When the first sort was done by the Total column and then by the Student column, people who had the same score were sorted by the alphabetic order of their names.
 
 7 If you want to refine the sort by also sorting by a second column, click the Add Level button, and enter the search parameters. Repeat for any further level of search. You can use up to 64 levels in your search. 8 Click the Options button if you want to change to a case-sensitive sort for text or if you want to sort by rows instead of by columns.
 
 4
 
 Tip To do a quick alphabetic sort without setting any sort parameters, click the Sort A To Z or the Sort Z To A button on the Data tab; or, if you’ve selected numbers, click the Sort Smallest To Largest or the Sort Largest To Smallest button at the left of the Sort button.
 
 Analyzing and Presenting Data in Excel Filtering the Data Filtering, or querying, is a quick and easy way to find and work with a subset of data so that you can display only the rows in your worksheet that meet the criteria you specify— for example, rows that contain specific text, or numbers that are greater than or less than a specific number. Filtering
 
 temporarily hides the rows that don’t meet your criteria so that you see only the data you’re interested in. Excel simplifies the power of filtering your data without your having to use a separate database. All you do is set up the filtering and select the items you want to display. 2
 
 Filter the Data 1 Select the data you want to filter. 2 On the Data tab, click the Filter button. 3 Click the down arrow for the column you want to use as the filter, and select the item you want to use as the filter. 4 To filter by another column, click the down arrow for that column, and select the item you want to use as the filter. It’s easy to see which columns have filtering applied—they show a little filter icon instead of a black down arrow.
 
 1
 
 4
 
 5
 
 3
 
 5 When you’ve finished with the filtered data and want to return it to its unfiltered state, click the Filter button on the Data tab again.
 
 Tip If your data is arranged so that you want to filter by rows, you must transform the data so that the rows become columns and the columns become rows. To make this happen, select the data and click Copy. Click in a blank area where you want to place the transformed data, click the down arrow at the bottom of the Paste button, and click Transpose in the drop-down list.
 
 Filtering the Data
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 Separating Data into Columns You might find that some data has been collected in a way that isn’t designed for what you want to do with it. For example, let’s say you have a mailing list in which people’s first and last names are lumped together in one column. What do you
 
 do if you want the first name in one column and the last name in a second column? Easy! You just tell Excel to divide this type of information into separate columns. 3
 
 Separate the Data
 
 2
 
 1 Select the data that is to be separated. 2 On the Data tab, click the Text To Columns button to start the Convert Text To Columns Wizard. 3 Specify whether the data is currently separated by a character such as a tab, a space, or a comma (Delimited), or whether the data is in text columns of specific widths (Fixed Width). 4 Click Next, and step through the wizard to specify how you want the data to be separated; whether the data should be formatted as numbers, text, or dates; and where the new column or columns should be placed. 5 Inspect the result. If it’s not what you want, click the Undo button on the Quick Access toolbar, and use the wizard again, setting different values this time. Tip If you choose to replace the existing data, make sure there’s a blank column for each new column that you create.
 
 144
 
 Separating Data into Columns
 
 1
 
 4 5
 
 Analyzing and Presenting Data in Excel Creating Subtotals When you’ve accumulated a mass of data, you can leave it to Excel to calculate the subtotals in your worksheets—how many boxes of crayons you sold in January, for example, or the number of different songbirds you’ve seen in your back
 
 yard. All you need to do is group the data by the items to be subtotaled and tell Excel to outline—that is, to classify and prioritize—your data, and to calculate the subtotals. You’ll need to sort the data before you tell Excel to create the subtotals. 3
 
 Create the Subtotals
 
 4
 
 5
 
 2
 
 1 Select and sort the data by the columns for which you want to create the subtotals. 2 On the Data tab, click the Subtotal button to display the Subtotal dialog box. 3 Select the column that you want to be subtotaled.
 
 1
 
 4 Select the function to be used to calculate the subtotal. 5 Select the column or columns in which you want the results to be displayed. 6 Select any other options you want.
 
 6
 
 7
 
 7 Click OK. 8 Review the results, hiding or displaying the details.
 
 Tip To remove all the subtotals, select the cells with the data and the subtotals, click the Subtotal button on the Data tab, and, in the Subtotal dialog box, click the Remove All button.
 
 8
 
 Click the outline-level symbols to display or hide the details. Click a minus button to hide the details, or click a plus button to display them.
 
 Creating Subtotals
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 Summarizing the Data with a PivotTable A PivotTable is a dynamic and powerful analysis tool that lets you look at relationships among your data and enables you to extract only the portions of the data that are of interest to
 
 you. It can sometimes be a bit difficult to figure out the proper arrangement of the data fields, but once you’ve created the PivotTable, you’ll find it easy to work with and very useful. 2
 
 Create the PivotTable 1 Select the range of cells you want to use as the data for the PivotTable. 2 On the Insert tab, click the PivotTable button to display the Create PivotTable dialog box. Select the source of the data, specify where you want the PivotTable to appear, and click OK. 3 Select each data field that you want to use. Each item will be placed in the location that appears to be the most appropriate for the type of data it contains.
 
 1
 
 4 To modify the locations to which the fields are assigned, drag items between the different areas. 5 If you want to change the names or any other display settings for field headings, click the down arrow, choose Field Settings from the drop-down menu, and make your changes in the Field Settings dialog box. 6 If you want to change what type of value is calculated, click the down arrow, choose Value Field Settings, and, in the Value Field Settings dialog box, specify how you want to summarize the data. Click OK.
 
 3
 
 5 4 6
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 Summarizing the Data with a PivotTable
 
 Click to change the layout of the PivotTable Field List pane.
 
 Analyzing and Presenting Data in Excel Use the PivotTable
 
 5
 
 1 Click the down arrow in the Report Filter field, select the item you want to be displayed, and click OK. 2 Click in a Column or Row field, and clear the Select All check box.
 
 1
 
 3 Select the items you want to be displayed, and click OK. 4 Continue selecting the items you want to be displayed in the other fields. 5 Use any of the tools on the PivotTable Tools Options and Design tabs to modify the PivotTable.
 
 4
 
 2 3
 
 Tip A PivotChart works just like a PivotTable, except that the data is displayed as a chart instead of as numbers. You might find it easiest to create a PivotTable, modify it, and then use it as the source for a chart. The chart will be a PivotChart in which you can change the data that’s displayed.
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 Displaying Relative Values Some people can glance at a column and create a visual image of the relationships among the numbers. However, if all you see is a bunch of numbers, you can add displays that indicate the relationships of the numbers to each other. For example,
 
 you can include bars that show the relative value of each number, you can color-code entries by their ranking, and you can even use icons to indicate the relative values. Color scales
 
 Show the Relative Value
 
 2
 
 1 Select the cells you want to include. Each value will be compared with all the other data in the selection. 2 On the Home tab, click the Conditional Formatting button, point to the type of indicator you want, and, in the gallery that appears, click the indicator you want. 3 If you want any additional indicators or another type of conditional formatting, repeat step 2.
 
 Data bars
 
 Icon sets
 
 Data bars and icon sets
 
 1
 
 Tip To see how each indicator looks, point to the different indicators, but don’t click any of them; then select the one you want to use.
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 Analyzing and Presenting Data in Excel Automatically Highlighting Certain Data When you use conditional formatting, you can tell Excel to apply specific formatting to any cells that meet the specific criteria you’ve set. For example, you can tell Excel to format a cell whenever the number of sales falls below a certain
 
 minimum or whenever the cost rises above a certain figure. Excel will apply the cell formatting only when the conditions you set are found to be true. 2
 
 Set the Conditional Formatting 1 Select the cells, columns, or rows to which the formatting will apply. 2 On the Home tab, click the Conditional Formatting button, point to Highlight Cells Rules or Top/Bottom Rules, and, in the gallery that appears, click the item you want.
 
 1
 
 3 Enter the value or values to use for the evaluation. 4 Specify the formatting you want. 5 Click OK.
 
 Tip You can apply multiple conditions and formatting to a selection of cells. Make sure, however, that you use different formatting for each criterion so that you’re able to distinguish the different conditions.
 
 3
 
 4
 
 5
 
 Automatically Highlighting Certain Data
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 Customizing Conditional Formatting Excel’s preset conditional formatting is great for most conditions, but if you want to set your own parameters and formatting, you can do so by creating a new rule.
 
 Create a Rule 1 Select the cells to which you want to apply your conditional formatting. 2 On the Home tab, click the Conditional Formatting button, and choose New Rule from the gallery to display the New Formatting Rule dialog box. 3 Select the type of rule you want to use.
 
 2 3
 
 1
 
 4 Enter the information required for that rule, using the values and formatting you want. Each rule requires different types of information. 5 Select the formatting you want to apply to the cells that meet the conditions you‘ve set. If the dialog box contains a Format button, click it, and, in the Format Cells dialog box that appears, specify the formatting you want. Click OK.
 
 4
 
 6
 
 5
 
 6 Click OK. 7 Apply any additional rules to the selection. Tip To remove conditional formatting, click the Conditional Formatting button on the Home tab, point to Clear Rules, and, from the submenu, choose where you want to remove the rules.
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 Customizing Conditional Formatting
 
 Analyzing and Presenting Data in Excel The Anatomy of a Chart You can create and customize many different types of charts. In addition to adjusting the scale of the axes and changing their color, you can create an additional X and/or Y axis, each
 
 A vertical (value) axis
 
 with a different scale from that of the primary X and/or Y axis. You can also create a three-dimensional image by adding a Z axis.
 
 The chart title
 
 A data series Gridlines
 
 The chart area The legend
 
 The vertical (value) axis title
 
 A horizontal (category) axis
 
 The Anatomy of a Chart
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 Charting Your Data One of the best ways to present your data in a clear and understandable form is to use a well-designed chart. A chart provides the clarity and visual impact that make your data come alive in such a way that difficult concepts and
 
 comparisons become immediately understandable. You’ll need to decide what you want to include in the chart, where to put everything, and the type of chart that will best illustrate the information. 2
 
 Create a Chart 1 Select the data you want to use in the chart. 2 On the Insert tab, click the type of chart you want to use. 3 In the gallery that appears, click the chart design you want.
 
 1
 
 4 Click the chart to select it, and, on the Chart Tools Design tab, select a layout for the chart. 5 If you don’t like the way the chart looks, do either of the following: • Click the Change Chart Type button, and choose a different type of chart in the Change Chart Type dialog box. • Click the Switch Row/Column button to change the way the data will be plotted. 6 If you want the chart to appear in its own worksheet, click Move Chart, and, in the Move Chart dialog box, click select New Sheet. Click OK. Tip Your data doesn’t have to be contiguous. To select noncontiguous data, hold down the Ctrl key while you’re dragging over the data.
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 Charting Your Data
 
 5
 
 4
 
 3
 
 6
 
 Analyzing and Presenting Data in Excel Complete the Layout
 
 1
 
 2
 
 3
 
 4
 
 5
 
 1 On the Chart Tools Layout tab, with the chart selected, click any of the Labels buttons. Specify whether you want a label, and, if so, where you want it. Type the text for any labels you’ve created. 2 Click the Axes button, and select the style and/or scale for any axis you want to modify. 3 Click the Gridlines button, and, if you want to display gridlines for an axis, specify the types of gridlines you want. 4 Click any of the Background buttons, and choose to hide or display background elements or to modify the 3-D rotation. 5 Click to show a trendline, drop lines, up/down bars, or error bars. Note that not all line types are available for all chart types.
 
 Tip Tip The numbers and/or the text on the chart’s axes are based on the worksheet data you’re using. To make changes to these elements, you’ll need to make the changes in your worksheet.
 
 There are numerous types of lines you can display. For example, the trendline can be linear, exponential, linear forecast, or a two-period moving average. The error bars can be based on standard error, percentage, or one standard deviation. Make sure that you choose the correct type of line for the information that you’re presenting.
 
 Charting Your Data
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 Formatting a Chart When you create a chart, Excel uses the default settings for the chart design. You can change the overall appearance of the chart by changing the chart style or by changing the
 
 theme. You can also modify the appearance of individual parts of the chart. 2
 
 Change the Chart Style 1 Click the chart to select it 2 On the Chart Tools Design tab, click the style you want for the chart.
 
 1
 
 Change the Theme 1 On the Page Layout tab, with the chart visible, click the Themes button, and point to the different themes to see how the appearance of the chart changes with each theme. 2 Click the theme you want for your chart.
 
 154
 
 Formatting a Chart
 
 1
 
 2
 
 Analyzing and Presenting Data in Excel Format an Element
 
 2
 
 1 On the Chart Tools Format tab, select the chart element you want to format.
 
 1
 
 2 Select the style you want to apply to that element.
 
 6
 
 3
 
 4
 
 5
 
 3 Click the appropriate button to modify the formatting applied by the style. 4 If the selection contains text that you want to format using WordArt, click the WordArt style you like. Click the appropriate button to modify the formatting. 5 Use the Size tools to adjust the dimensions of the selected element. 6 Click the Format Selection button, and, in the Format dialog box, click the various categories to make changes to the formatting of the element. 7 Click Close when you’ve finished.
 
 Tip To format text without using WordArt, use the font and alignment tools on the Home tab.
 
 Tip You can select an element for formatting by clicking that element in the chart. You can also resize an element by selecting it and dragging its Sizing handles.
 
 Formatting a Chart
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 Customizing a Chart Sometimes a series of columns, bars, or lines doesn’t properly express your data. To create the most informative chart possible, you might want to combine different chart types
 
 within a single chart. You can even add one or more axes so that your data can be presented with different scales.
 
 Change a Data-Series Chart 1 Click to select the chart if it isn’t already selected. 2 Click to select the data series you want to change (or, on the Chart Tools Format tab, select the data series in the Chart Elements list box).
 
 3
 
 1 2
 
 3 On the Chart Tools Design tab, click the Change Chart Type button to display the Change Chart Type dialog box. 4 Select the chart type that you want to use for the selected series.
 
 4
 
 5 Click OK.
 
 5 Caution Some chart types are incompatible, so Excel might not allow you to add one type of chart to another. In this case, you’ll need to experiment with different combinations of chart types to find out which ones work together.
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 Analyzing and Presenting Data in Excel Add an Axis 1 Click to select the chart if it isn’t already selected. 2 On the Chart Tools Format tab, select the data series in the Chart Elements list box.
 
 A data series using a different chart format 2 3
 
 3 Click the Format Selection button to display the Format Data Series dialog box. 4 Select this option to have the data plotted against a second axis, and then click Close.
 
 1
 
 A second vertical (values) axis provides a different scale for this data series.
 
 5 Format the axis just as you’d format any other element in the chart.
 
 4 Tip Clicking the Format Selection button displays different options, depending on the chart element you’ve selected. This button is a powerful tool for customizing individual items in a chart.
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 Reviewing the Data Worksheets can quickly become huge and unwieldy. When you need to review your data, you can “freeze” certain parts of the worksheet—the column and/or row titles, for example—so that they’ll remain in view while you scroll through other parts
 
 of the worksheet. You can also split the window into several sections if you want different parts of the worksheet to be visible so that you can compare them. 2
 
 Freeze the Columns and/or Rows 1 Click in a single cell that’s at the right of the columns and/or below the rows to freeze the columns and/or the rows. 2 On the View tab, click the Freeze Panes button. 3 Choose whether you want to freeze both the rows above and the columns to the left, or to freeze just the top row or the first column.
 
 1
 
 3 2
 
 Tip If your data is contained in a table, the table headings will replace the standard column labels (such as A and B) at the top of the window when you scroll the window and the table headings move off the screen.
 
 View Multiple Sections 1 Click where you want to split the worksheet.
 
 1
 
 2 On the View tab, click the Split button. 3 Use the scroll bars to scroll the contents of the different panes. 4 Click the Split button again to remove the multiple panes. 158
 
 Reviewing the Data
 
 3
 
 9
 
 Creating a PowerPoint Presentation In this section:
 
 ■ What’s Where in PowerPoint? ■ Creating a Presentation ■ Converting Text into SmartArt Graphics or WordArt ■ Including a Slide from Another Presentation ■ Inserting Multimedia ■ Formatting a Slide ■ Animating Items on a Slide ■ Editing a Presentation ■ Repeating Content on Every Slide ■ Adding Transition Effects to Slides ■ Modifying the Default Layout ■ Creating a Photo Album
 
 W
 
 hen you attend a company meeting, a talk, a school presentation, a sales pitch, or just about any other type of gathering where information is being presented, it’s a sure bet that you’ll see at least one slide presentation. Microsoft Office PowerPoint 2007 has made creating slide presentations so simple that we almost don’t need to write about it—but we will anyway, because PowerPoint has so many great features that we want you to know about. As with most Office programs, you can use one of PowerPoint’s existing layouts, or you can create your own slide presentation from scratch. You can choose a theme to create a unified design throughout all the slides in your presentation; modify a theme; or design your own customized theme, choosing the background, the colors, and the fonts to complement the mood of the presentation. You can add tables and SmartArt graphics to your slides, and make them sparkle with some WordArt or animation. You can add a video, a sound clip, or some CD music to your presentation, and apply some of PowerPoint’s stunning transitions between clips to enhance your show with that extra touch of professionalism. And if you need to do a bit of editing and tweaking, you’ll find PowerPoint’s Outline view and Slide Sorter extremely simple to use and very helpful. 159
 
 What’s Where in PowerPoint? Microsoft Office PowerPoint 2007 is designed to create slide presentations. A presentation can have several components— the main one, of course, being the slides that display your pictures, text, charts, videos, and so on. PowerPoint can help you create the other components: handouts that include printed versions of your slides with accompanying text, and a script—that is, printed notes to assist you with your presentation. You’ll spend most of your time, however,
 
 working with the slides—modifying them to achieve the consistent look that results in a polished presentation, and rearranging them so that they’re shown in the most logical order. You create the individual slides in Normal view (shown below), adding text and graphics to content boxes (which are just plain text boxes ready to receive text or other content), tweaking the color scheme, and adding new slides.
 
 The working area for creating your slide
 
 The Ribbon
 
 The title of the slide
 
 A preview of the slides in the presentation
 
 A text box as a content container
 
 The notes area
 
 Slide Show view Slide Sorter view Normal view
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 Creating a PowerPoint Presentation You use Slide Sorter view (shown below) to organize your entire presentation and to make sure that all the design elements have a consistent look. You can also use Slide Sorter view as a kind of “storyboard” for reviewing your presentation: Just double-click a slide in Slide Sorter view, and the slide will open in Normal view, ready for editing. Slide Sorter view is also the view to use when you’re setting up your slide show’s properties—for example, the animation scheme, if you’re using one for your slides, and/or the transition effects as one slide advances to the next.
 
 There are other views—Slide Show view and Notes Page view, as well as the view of the Slide Master, the Handout Master, and the Notes Master—that we haven’t shown here. Slide Show view is self-explanatory and Notes Page view is similar to Normal view except that it’s formatted as a printed page; it shows a printed version of the slide and includes an area where you can type your notes. The three Master views allow you to set up the overall layout and look of your slides, handouts, and notes.
 
 You use the commands on the Ribbon to design the slide layout, theme, backgrounds, animation, and transitions. The slide number All the slides in your presentation The length of time the slide is displayed before advancing
 
 The status bar tells you which theme has been applied to the selected slide.
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 Creating a Presentation When you start the PowerPoint program, it displays the default design for a title slide. You can use the existing layout or change it to any layout you want. Then you add your text
 
 or other content, and keep adding slides and content as you develop your presentation.
 
 Set Up the Presentation 1 Start PowerPoint, or start a new, blank presentation.
 
 1
 
 3
 
 4
 
 2
 
 2 If you need to use settings for your slides other than the standard default size and orientation, on the Design tab, click the Page Setup button to display the Page Setup dialog box, change your settings, and click OK. 3 Point to the various themes to preview the way your slides will look with each theme. Click the theme you want to apply to all the slides in your presentation. 4 Click the Background Styles button, and, in the gallery that appears, point to the different styles to preview the effect each has on your slides. Click the style you want. Tip Tip Every presentation has a default theme that defines the color scheme, the default fonts, and the graphics effects.
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 Creating a Presentation
 
 If you’re creating a presentation using an existing template, the slides in the New Slide and the Layout galleries will probably look different from those you see when you start a blank presentation because custom templates contain modified master slides, which control the layout.
 
 Creating a PowerPoint Presentation Add Your Content 1 Click in a text box and add your text. Use the tools on the Home tab and the Drawing Tools Format tab to modify any text or paragraph formatting. If there are other text boxes, click in each, and add and format your text. 2 When you’re ready to create the next slide, click the bottom part of the New Slide button, and, in the gallery that appears, select the layout you want for the new slide. 3 If you don’t like the current layout, click the Layout button and choose a different layout for the slide. 4 If your slide contains content boxes, either type the text you want, or click one of the buttons to add a table, a chart, a SmartArt graphic, a picture, a piece of clip art, or a media clip.
 
 1 6 3 2
 
 5 Continue clicking the bottom part of the New Slide button, selecting the layout you want for each slide, and adding content to each slide until your presentation is complete.
 
 4
 
 6 Click the Save button, and name and save your presentation. See Also “Inserting Pictures” on page 24, “Adding Shapes” on page 28, “Adding Clip Art” on page 29, “Creating Stylized Text” on pages 32–33, and “Inserting a Relational Diagram” on pages 34–35 for information about inserting these elements into your slide presentation.
 
 See Also “Using Word to Prepare PowerPoint Text“ on page 296 for information about using a Word document for PowerPoint content.
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 Inserting a Table If you want to insert a large table into a slide, it’s a good idea to create it in Word or Excel and then copy it into your
 
 PowerPoint presentation. However, you can easily create a small table directly on the slide.
 
 Create the Table 1 On the Insert tab, in a slide with a content box, click the Table button, and, in the Insert Table dialog box that appears, specify the number of rows and columns you need for your table. Click OK. 2 Use the tools on the Table Tools Layout tab to modify the table as you want.
 
 1
 
 3 On the Table Tools Design tab, select the items you want to include in the table. 4 Use any of the Table Styles to format the table. 5 Use the Shading, Borders, and Effects buttons to customize the table. 6 Enter your content in the table.
 
 The Insert Table button 5 3
 
 4
 
 2
 
 7
 
 7 Apply WordArt styles and settings to your text if you want. 8 Drag the borders of the table if you need to resize it, and then drag it to the location you want.
 
 8
 
 Tip To insert a table into any slide, click the Table button on the Insert tab, and select the dimensions you want for the table.
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 Inserting a Table
 
 6
 
 Creating a PowerPoint Presentation Converting Text into a SmartArt Graphic An excellent way to dramatically improve the appearance of the slides in your presentation is to convert headings and
 
 bulleted lists into SmartArt graphics. That way, you’ll have an organized structure and professional-looking graphics.
 
 Create the Graphic 1 Place all the text that you’ll be using in the graphic in one text box, and click in the text box to select it if it isn’t already selected. 2 On the Home tab, click the Convert To SmartArt Graphic button, and choose the design you want from the gallery that appears. If you don’t see a design you want, click More SmartArt Graphics in the gallery, and use the Choose A SmartArt Graphic dialog box to select the graphic you want. 3 Use the SmartArt Tools Design and Format tabs to modify the SmartArt to the look you want.
 
 2
 
 1
 
 3
 
 4 Drag a Sizing handle on the border of the SmartArt graphic if you want to change its size, and then drag a border to move the SmartArt to the location you want. See Also “Inserting a Relational Diagram” on pages 34–35 for information about working with SmartArt graphics.
 
 4
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 Converting Text into WordArt Some slide presentations are just fine with plain text, but others can benefit from a little livening up. That’s where WordArt comes in. It’s easy and fun to add interest to titles
 
 or any special parts of your presentation with WordArt formatting. Just don’t go overboard with the dazzle factor!
 
 Convert the Text 1 Select the text that you want to convert into WordArt. 2 On the Drawing Tools Format tab, click the More button in the WordArt Styles section to open the gallery. Point to each WordArt style that you like to see how your text will look with that style. Note that the items in the upper part of the gallery affect only the selected text, and that the items in the lower part affect all the text in the text box. Click the style you want. 3 Use the Text Fill, Text Outline, and Text Effects buttons to modify the appearance of the selected text. 4 On the Home tab, use the Font settings to modify the font, its size and color, its kerning, and other aspects of the selected text. Tip If you want to remove the WordArt formatting, select the text, and click Clear WordArt in the WordArt Styles gallery.
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 2
 
 1 4
 
 3
 
 The More button
 
 Creating a PowerPoint Presentation Including a Slide from Another Presentation If a slide that’s part of one presentation would work well in another presentation, you can copy the slide to your new show and use it wherever you need it.
 
 Include the Slide 1 On the Home tab, click the bottom part of the New Slide button, and click Reuse Slides in the gallery to display the Reuse Slides pane. 2 Click the Browse button, and choose Browse File from the drop-down menu. In the Browse window, locate and select the presentation that contains the slide you want to copy, and click Open.
 
 1
 
 7 2 5
 
 3
 
 3 In your current presentation, click the slide that you want to precede the slide or slides to be inserted. 4 Select this check box if you want the slide to retain its formatting from the original presentation, or clear the check box if you want the slide or slides to take on the formatting of the current presentation. 5 Click the slide or slides that you want to add. 6 Repeat steps 2 through 5 to insert any slides you want from other presentations. 7 Close the Reuse Slides pane when you’ve finished.
 
 4
 
 Tip To use the Slide Library, you need access to a slide library that’s on a Microsoft Office SharePoint Server 2007 server.
 
 Tip You can use the same slide more than once in a presentation. To do so, select the slide or slides to be duplicated, click the bottom part of the New Slide button, and click Duplicate Selected Slides in the gallery.
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 Inserting Multimedia You can use a video, a sound clip, or an audio CD to enhance your presentation. When you incorporate multimedia items
 
 Insert a Video
 
 directly into the presentation, you don’t need to switch to a different program to run your show. 1
 
 1 Select the slide that will contain the video, and, on the Insert tab, click the Movie button. In the Insert Movie window that appears, find and select the movie you want, and click OK. 2 In the Microsoft Office PowerPoint dialog box that appears, click Automatically if you want the movie to play when the slide is displayed, or click When Clicked to have the movie play only when clicked.
 
 2
 
 3 Drag the Sizing handles of the image to set the size of your video, and then drag it to the location you want. 4 Use the tools on the Movie Tools Options tab to modify your settings. Tip
 
 4
 
 To insert a movie clip from the Clip Organizer, click the bottom part of the Movie button, and choose Movie From Clip Organizer from the drop-down menu.
 
 3 See Also “Adding an Action to a Slide“ on page 175 for information about playing any file or running any program from within a PowerPoint presentation.
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 Creating a PowerPoint Presentation Insert a Sound 1
 
 1 Select the slide that will contain the sound, and, on the Insert tab, click the bottom part of the Sound button. Choose the sound source from the drop-down menu:
 
 2
 
 • Sound From File to display the Insert Sound window, where you can locate and select the sound file • Sound From Clip Organizer to display the Clip Art pane with sound clips displayed • Play CD Audio Track to display the Insert CD Audio dialog box • Record Sound to display the Record Sound dialog box 2 If you chose to play the sound from a CD, with the CD in the computer’s disc drive, select the starting and ending tracks, specify any other options, and then click OK. 3 If you chose to use a sound from a file or from the Clip Art Organizer, insert the file from the Insert Sound window or the Clip Art pane. 4 In the Microsoft Office PowerPoint dialog box that appears, click Automatically if you want the sound to play when the slide is displayed, or click When Clicked to have the sound play only when clicked.
 
 4
 
 5
 
 5 If you chose to record sound with a microphone or other sound-input setup, enter a name for the recording, click the Record button, record your sounds, and then click the Stop button. Click OK to insert the sound into your presentation. 6 Use the tools on the Sound Tools Options tab or the CD Audio Tools Options tab to modify your settings if necessary. Inserting Multimedia
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 Formatting a Slide Although the theme that you choose for your presentation applies the default color and font schemes, you can modify the individual elements and change the background to
 
 customize the appearance of each slide. The content boxes on the slides are text boxes, which are just another type of Shape.
 
 Format the Content
 
 5
 
 6
 
 3
 
 4
 
 1 Click a text box to select it. 2 Use the Sizing handles to resize the text box or the Rotation handle to rotate it, and then drag it to the location you want.
 
 2 1
 
 3 On the Home tab, with the text box selected, click the Quick Styles button, and, in the gallery that appears, click the style you want for the text box. 4 Click Shape Effects in the gallery that appears, point to the various types of effects, and then click the one you want. 5 Select the text you want to modify, and use any of the font tools to change the font and its size or color, and to add or remove any emphasis. 6 Select any paragraphs you want to modify, and use any of the paragraph tools to change the horizontal or vertical alignment, the line spacing, or the text direction; to add or remove bullets or numbering; or to create multiple columns.
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 Formatting a Slide
 
 Tip If you want to include some identifying content that will appear on each slide—a company logo or a watermark, for example— you can do so by using a background picture file. If necessary, increase the transparency value to prevent the background from interfering with the slide’s content.
 
 Creating a PowerPoint Presentation Format the Background
 
 1
 
 1 On the Design tab, with the slide you want to modify selected, click the Background Styles button, and click Format Background in the gallery to display the Format Background dialog box. 2 If you want to use a single color, select this option, and specify the color and the degree of transparency you want. 3 If you want to use a gradient fill, select this option, and specify the colors, the type of gradient, and its direction and angle. 4 Use these settings if you want to create a customized gradient.
 
 2
 
 3
 
 4
 
 5 If you want to use a texture or a picture file, select this option, and specify the source you want to use. 6 Select this check box if you want to use multiple copies (tiling), or clear the check box if you want to use a single copy that’s resized to fit the slide (stretch). 7 Set the tiling or stretch options. 8 If you chose to use a picture, click the Picture category, and modify the picture as needed. 9 Click Close to use the settings on the selected slide, or click Apply To All to use the settings on all the slides in your presentation.
 
 8 5 6 7
 
 9 Formatting a Slide
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 Animating Items on a Slide Animation can make an onscreen slide presentation come alive with some very professional-looking effects. You can animate the appearance of items on your slide with just a few clicks.
 
 Animate the Text
 
 And, when you’re presenting your slide show, you start the animation simply by clicking your mouse.
 
 2
 
 1
 
 1 Click the title text box to select it. 2 On the Animations tab, click the Animate list box, and select the type of animation you want for the title. 3 Click the text box that contains the body text of the slide. 4 Click the Animate list box again, and select the animation you want for the body text: • All At Once to have all the content of the slide animated and to have it all appear at the same time • By 1st Level Paragraphs to have each first-level paragraph and all its accompanying paragraphs appear one at a time
 
 Tip When you select an animation, it runs for you so that you can preview it. To see it again, click the Preview button on the Animations tab.
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 4
 
 3
 
 Creating a PowerPoint Presentation Animate a SmartArt Graphic 1 Click the SmartArt graphic to select it. 2 Click the Animate list box, and select the animation you want: • As One Object to have all the content animated as a single unit and to have it all appear at the same time
 
 2
 
 1
 
 • All At Once to have each element of the graphic animated and have all the elements appear at the same time • One By One to have each element animated and to have the elements appear one at a time in consecutive order • By Level At Once to have all the elements in the first level animated and to have them appear together, followed by all the elements of the second level, and so on • By Level One By One to have each element in the first level animated and to have the elements appear one at a time in consecutive order, followed by each element of the second level, and so on Tip You can animate a single shape, a table, or a picture. If you’re including a chart in your presentation, you can animate individual data series or individual categories, or you can animate the chart as a single item.
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 Customizing Your Animation If you want to control the length of your animation effects and the order in which they occur, or add more than one effect, or have access to many different types of animations, you
 
 Customize the Animation
 
 can create a customized animation scheme. By customizing your animations, you can make the items do a number of remarkable tricks. 1
 
 2
 
 1 On the Animations tab, click the Custom Animation button to display the Custom Animation pane. 3
 
 2 Select the item whose animation you want to apply or change.
 
 4
 
 3 Click the Change button to change the type of animation you want to use. (If you haven’t yet applied an animation scheme, this button will appear as the Add Effect button. Click it, and choose the animation you want from the dropdown menu.)
 
 5
 
 4 Select the Start, Direction, and Speed settings you want. 7
 
 5 To further customize the animation, click the item’s down arrow, and customize the animation to your liking.
 
 6
 
 6 Select the next item, and customize the animation. 7 Use the Re-Order buttons if you want to change the order in which the items are animated. 8 Click the Custom Animation button again to close the Custom Animation pane.
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 Customizing Your Animation
 
 Tip To add sound to the transition, to dim or hide the item, or to animate text by the letter or by the word, click the down arrow for the transition, and choose Effects Options from the menu.
 
 Creating a PowerPoint Presentation Adding an Action to a Slide Sometimes, in the middle of a presentation, you might want to jump to a different part of the presentation, run a different program as a demonstration, open a file, or even have a little
 
 sound clip added. You can do this by assigning an action to the text or to some other item in your presentation. 2
 
 Assign an Action
 
 3
 
 6
 
 1 Select the item you want to use to trigger the action. 2 On the Insert tab, click the Action button to display the Action Settings dialog box. 3 If you want the action to occur when you click the item, on the Mouse Click tab, select the type of action and then the action itself. 4 Select this check box if you want a sound to play when the item is clicked, and then select the sound. 5 Select this check box if you want the item to be animated when you click it. 6 If you want the action to occur when you move the mouse pointer over the item rather than clicking it, make your settings on the Mouse Over tab. 7 Click OK, and run your slide presentation to make sure the action you want occurs when you click the mouse or move the mouse over the item.
 
 Tip The Run Macro option is available only if your presentation contains at least one macro. The Object Action is available only if you’ve selected an OLE (Object Linking and Embedding) object, such as an Excel workbook, that was inserted by using the Object button on the Insert tab.
 
 1
 
 4
 
 5
 
 7
 
 See Also “Using Navigation Buttons“ on page 197 for information about adding navigation buttons to a slide show. “Linking to a File or to a Web Page“ on page 313 for information about inserting hyperlinks to files or Web pages.
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 Editing a Presentation You’ll probably go back into your slide presentation many times to add, delete, or tweak a few elements until you’re satisfied that your show is ready for prime time. PowerPoint
 
 Change the Content of the Slides
 
 provides two extremely helpful organizational tools that make editing and modify your presentation a breeze: the Outline view and the Slide Sorter. 1
 
 3
 
 1 In Normal view, with your presentation open, click the Outline tab. 2 Click a slide to preview it. 3 Select any text you want to change, and type the new text. Select and delete an entire entry if you want to remove it from the slide. 4 Click at the left of an item to select it, and, using the four-headed-arrow mouse pointer, drag the item to a new location on the slide, to a new location on a different slide, or to the left or right to promote or demote the item in a list.
 
 2 4 5
 
 6
 
 5 Make any changes to non-text items directly on the slide. 6 Continue through the text and the slides to modify the content as desired. See Also “Using Word to Prepare PowerPoint Text“ on page 296 for information about creating and editing the content of a PowerPoint presentation in Word.
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 Creating a PowerPoint Presentation Change the Order of the Slides
 
 3
 
 1 Click the Slide Sorter View button to switch to Slide Sorter view. 2 Drag a slide that you want to display in a different part of your slide presentation to the spot where you want it. 3 If there’s a slide that you don’t want to include in this presentation but that you don’t want to delete, select it, and, on the Slide Show tab, click the Hide Slide button. To return the hidden slide to the presentation, select it, and click the Hide Slide button again.
 
 2
 
 4 To permanently delete a slide, select it, and press the Delete key. 5 To add a blank slide, click the slide that will precede the new slide in the presentation, and, on the Home tab, click the New Slide button.
 
 5
 
 4
 
 1
 
 Tip You can change the order of slides in Normal view by selecting a slide on either the Slide tab or the Outline tab and then dragging the slide to a new location on that tab. Slide Sorter view, however, lets you see more of your slides at one time than are visible in Normal view.
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 Repeating Content on Every Slide If you want to add information to all your slides for your audience to see, such as the slide number, the date, your
 
 name, or any other information, you can create a footer—that is, an area at the bottom of the slide in which to put the item.
 
 Add the Footer
 
 2
 
 1 If you want to add the footer to only a single slide, select the slide. If you want to add the footer to all the slides, you can select any slide. 2 On the Insert tab, click the Header & Footer button to display the Header And Footer dialog box. 3 On the Slide tab, select this check box if you want the date to appear. 4 Select this option if you want the date to be updated automatically for each slide show. Select the format for the date.
 
 3
 
 9
 
 4 6
 
 5 1
 
 5 Select this option if you want to enter a specific date and have that date always displayed. 6 Select this check box if you want the slide number displayed. 7
 
 7 Select this check box, and enter your text if you want to customize the text in the footer. 8 Select this check box if you want the footer to appear on every slide except the title slide, or clear the check box if you want the footer to appear on all slides. 9 Click Apply to have the footer appear only on the selected slide, or click Apply All to have it appear on all slides. 178
 
 Repeating Content on Every Slide
 
 8
 
 See Also “Format the Background“ on page 171 for information about adding a background graphic, and “Modifying the Default Layout” on pages 180–181 for information on how to add the same content to different presentations.
 
 Creating a PowerPoint Presentation Adding Transition Effects to Slides When you develop a slide show, you might want to include some special effects as you make the transition from one slide to the next. When a new slide appears, your audience sees a transition effect—for example, a dissolve, a checkerboard,
 
 a “newsflash” effect—and/or a sound. You can also specify whether you want the next slide to advance automatically after a preset time or whether you want to switch to the next slide manually with a mouse-click.
 
 Set the Transitions 1 Click the slide to which you want to add the transition.
 
 2
 
 3
 
 4
 
 7
 
 5
 
 2 On the Animations tab, point to the various transitions to see how they look, and then click the one you want.
 
 6
 
 3 Select a sound if you want one. 4 Select a speed for the transition. 5 Specify how you want to advance to the next slide. If you want the slide to advance automatically, specify how long each slide is to be displayed before it advances.
 
 1
 
 6 Click Apply To All if you want all the slides in your presentation to have the transition you just selected. If you don’t want the same transition for all the slides, repeat steps 1 through 5 to add transitions to the other slides in your presentation. 7 Click to preview the transitions for all the slides. Tip
 
 Caution
 
 Although you can add the transition effects at any time, it’s usually best to apply them after you’ve added all the slides to your show.
 
 As with the text effects, don’t use a lot of different transitional effects. They can make your presentation seem chaotic, and an audience might find them quite distracting.
 
 Adding Transition Effects to Slides 179
 
 Modifying the Default Layout The layouts of your slides are based on the layouts of your slide master and your layout master. If you want to create your own designs, you can modify the slide master and the layout
 
 Modify the Layout
 
 and then save the design as a template for future use. The different slide layouts are the basis for the various slide types you see in the New Slide gallery. 1
 
 3
 
 4
 
 1 On the View tab, click the Slide Master button to display the Slide Master tab. 2 Click the first slide, which is the slide master. Changes you make to this slide will be used by the other layout slides that are shown below the slide master. 3 Use the tools on the Slide Master tab to set the slide dimensions, the theme, and the background styles. 4 Click in the title text box, and use the tools on the Drawing Tools Format tab and the Home tab to modify the text style. 5 Click in the content text box, and modify the styles for the different levels of text.
 
 2 6
 
 7
 
 8
 
 6 Click a slide layout, and modify the contents of the slide, including adding or deleting any text boxes or placeholders. Most changes will apply only to the selected slide, but theme and page setup changes apply to all slides. 7 Continue modifying the layouts to create your design. 8 If there’s a slide layout you don’t want, select it, and then click Delete on the Slide Master tab.
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 Modifying the Default Layout
 
 5
 
 Tip You can also modify the default layout for your handouts and notes. To do so, click the Handout Master button or the Notes Master button on the View tab, and modify the handout master or the notes master.
 
 Creating a PowerPoint Presentation Create a New Layout 1 Click the Insert Layout button to insert a new slide.
 
 1
 
 4
 
 3
 
 2
 
 6
 
 7
 
 2 Modify any content in the slide to the way you want it. 3 Click the Insert Placeholder button, and select the type of placeholder you want. Drag out the placeholder, adjust its size if necessary, and move it to the location where you want it. Add any other placeholders you want, and format the slide and the slide elements. 4 With the slide selected, click the Rename button; in the Rename Layout dialog box that appears, type a descriptive name, and click Rename. 5 Continue adding and modifying any slide layouts you want. 6 Click the Close Master View button when you’ve finished. 7 If you want to use this layout for future presentations, choose Save As from the Office menu; in the Save As dialog box, type a file name, save the file as a PowerPoint Template, and click Save. Tip If you want to create a second series of slide layouts based on a new slide master, click Insert Slide Master on the Slide Master tab, and then add the slide layouts.
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 Creating a Photo Album A PowerPoint photo album is a great way to display a collection of pictures. All you need to do is select the pictures
 
 and the layout, and PowerPoint will put together a new presentation that contains your photo album.
 
 Create the Album
 
 1
 
 2
 
 1 On the Insert tab, click the Photo Album button to display the Photo Album dialog box. 2 Click to open the Insert New Pictures window, locate and select the pictures you want to use, and click Insert. 3 Click to include a blank text box in place of a picture. 4 Use the Order buttons to re-order the pictures and any text boxes, or the Remove button to remove a picture from the album.
 
 3
 
 5 Use the picture controls to rotate a selected picture or to change its contrast or brightness.
 
 4
 
 7
 
 6 Select a layout, the shape of the frame you want for each picture, and a design template if you want to add extra design elements to your photo album. 7 Specify whether you want the file names to be included as captions under all your pictures, and whether you want to convert your color pictures into black-and-white versions. Note that you can’t include a caption if the picture is set to fill the entire slide.
 
 6
 
 8
 
 9
 
 5
 
 8 Click to assign a theme.
 
 Tip
 
 9 Click Create to have PowerPoint create a new presentation. Edit the photo album, adding text and changing styles and/or the theme. The completed photo album is now ready to be shown as an onscreen slide show or to be printed and bound.
 
 To modify the photo album layout after you’ve created it, click the bottom part of the Photo Album button, choose Edit Photo Album from the drop-down menu, make your changes in the Edit Photo Album dialog box, and click Update.
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 Creating a Photo Album
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 Presenting a PowerPoint Slide Show
 
 In this section: ■ Adding Speaker Notes ■ Printing Handouts ■ The Perils of Presentation ■ Running Your Slide Show ■ Recording a Narration ■ Timing a Presentation ■ Creating Different Versions of a Slide Show ■ Creating a Show for Distribution ■ Taking Your Show on the Road ■ Creating Pictures of Your Slides ■ Reviewing a Presentation ■ Changing Slide-Show Settings
 
 N
 
 ow that you’ve created your slide show, the next step is to present it to an attentive and interested audience. Of course, your audience won’t remain attentive if, in the middle of your show, your computer goes to sleep or your screen saver appears! With Microsoft Office PowerPoint 2007 and the Windows Vista Mobility Center, you won’t have to deal with such disasters. In this section, we’ll show you how to create and print speaker notes that can serve as reminders or as a complete script. You can print handouts that contain pictures of your slides and other details so that your audience can refer back to them later. If you’ve been allotted a certain amount of time for your presentation, you can time the entire show as you rehearse it, and then apply that timing so that the slides advance automatically within the given time. If your computer system is set up with dual monitors, you can run your presentation from one computer and use Presenter view on the other monitor to run the fullscreen show for your audience. If you want, you can also record a narration for your show so that you don’t even need to be there! You can easily modify a show for different audiences, and, if you need to take the show on the road, you can create a package that contains all the files you need so that your show will run properly on an unfamiliar computer. 183
 
 Adding Speaker Notes Speaker notes are designed to help you, or the person who’s presenting the show, with the details of the presentation. Your notes can be quick reminders about what to say, or they can be as organized as a detailed script. You can add the notes as
 
 you design each slide or as you review the finished slide show. You can print out the notes or view them on the screen, either in Normal view or—if you’re using two monitors for your presentation—in Presenter view.
 
 Create the Notes 1 In Normal view, click the slide to which you want to add notes.
 
 1
 
 2 Click in the Notes area, and type your notes as you develop the slide.
 
 2
 
 3 On the View tab, click the Notes Page button.
 
 Drag to resize the Notes area.
 
 4 If you want to change the color scheme for the picture of the slide, select the color setting you want.
 
 3 4
 
 5 Verify that the correct slide is shown, adjust the zoom so that you can see your text, and click in the Notes text box. Add, edit, and format the text as you want. You can also format the text box and the background of the notes page if you want. See Also “Running a Slide Show with Dual Monitors“ on page 190 for information about using Presenter view.
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 Adding Speaker Notes
 
 5
 
 Presenting a PowerPoint Slide Show Set Up and Print the Notes 1 On the Design tab, click the Page Setup button to display the Page Setup dialog box.
 
 1
 
 2 Specify the orientation you want for your notes, and click OK.
 
 2
 
 3 On the Insert tab, click the Header & Footer button to display the Header And Footer dialog box. 4 On the Notes And Handouts tab, specify what you want to include in your notes, and type any custom header or footer text.
 
 3 5
 
 5 Click Apply To All. 6 Choose Print from the Office menu to display the Print dialog box.
 
 4
 
 7 Select Notes Pages in the Print What list. 8 Specify whether you want to print your notes in color, grayscale, or black and white. 9 Make whatever other print settings you want, and click OK to print your notes.
 
 6
 
 Tip Click the Preview button in the Print dialog box to see how the notes pages will print to make sure you have the settings you want.
 
 Tip To print the text of your presentation as it appears in the outline, select Outline View in the Print What list.
 
 7 8 9
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 Printing Handouts Handouts are printed copies of your presentation that PowerPoint can generate automatically. The handouts show a small image of each slide. You can specify the number of
 
 slides you want to be printed on each page, and the slides will be scaled to fit on the page. 4
 
 3
 
 2
 
 5
 
 Create the Handouts 1 With your presentation completed, point to Print on the Office menu, and, in the gallery that appears, click Print Preview to display your handout page in Print Preview.
 
 6
 
 1
 
 2 Click the Orientation button if you want to change the orientation of the page. 3 Select Handouts, and specify the number of slides you want per page. 4 Click Options, and specify whether you want to include header and footer content, hidden slides, comments, and frames around the slides, and whether you want to print in color. If you’ve specified four or more slides per page, point to Printing Order, and specify the way you want the slides to be arranged in the columns. 5 Click Next Page, and check the way that page will print. Continue going through the handout pages to verify that the layout appears as you want. 6 Click Print. In the Print dialog box that appears, make whatever print settings you want, and, with Handouts selected in the Print What list, click OK to print the handouts.
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 Printing Handouts
 
 Tip If you select three slides per page, PowerPoint prints blank lines next to each slide image so that people have room to jot down notes about the slides.
 
 See Also “Preparing PowerPoint Handouts in Word“ on page 297 for information about using Word to create custom handouts for a PowerPoint presentation.
 
 Presenting a PowerPoint Slide Show The Perils of Presentation Most of us have witnessed the embarrassment of someone who’s struggling to get a slide presentation to run from a projector or on a second monitor. Why is there no video signal from the computer to the projector? Why is only part of the screen visible? Or—oops!—once the show finally gets going, a screen saver suddenly pops up, or the computer goes to sleep. It’s awful! The flustered presenter has to log back on and resume the presentation, only to be sabotaged yet again by the screen saver or the power settings. Fortunately, PowerPoint and Windows Vista have teamed up to help you or your presenter avoid such disasters. If you’re using a portable computer with Windows Vista to run your slide show, you have access to the Windows Mobility Center, where you can make settings that prevent most of the problems we’ve mentioned. To run the Windows Mobility Center, open the Vista Start menu, type mob in the Search box, and click Windows Mobility Center. Now you can set up the way your computer will behave when you’re giving a presentation. When you click the Presentation Settings button, you can prevent the screen saver from appearing, set the sound volume, and include a background picture if your presentation doesn’t fill the entire screen. When you turn on the presentation settings, you can also prevent the computer from going to sleep and can stop system messages from appearing. The Windows Mobility Center also helps you set up the connection to a second monitor or to a projector. Provided the monitor or projector is connected and turned on, when you click the Connect Display button, Vista searches your computer for a second display connection. Once you’re connected, you can set different arrangements by clicking the Change Display Settings button.
 
 In most versions of Windows Vista you can also use a tool to help you connect to a network projector. By using the Connect To A Network Projector Wizard, you can search for any projectors on the network or, if you’ve been given the projector’s address, connect by entering the address and, if necessary, the password. Whether you’re using a portable computer or a desktop model, PowerPoint can control your display by changing the resolution (the size) of the presentation if it’s too big or too small on the screen (or if the display can’t use a certain resolution). PowerPoint also lets you specify which monitor to use to present the slide show. If your computer has multiplemonitor capability, you can also use Presenter view, which provides controls to run the show and access to all your notes.
 
 The Change Display Settings button
 
 The Presentation Settings button
 
 The Perils of Presentation
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 Running a Slide Show You’ve finished putting your presentation together and you’re ready to show it. Now what? A large part of a successful slide show is the way you deliver the presentation. Fortunately,
 
 Run the Presentation
 
 a slide presentation is easy to set up, and PowerPoint provides some handy tools to help you run the show smoothly.
 
 3
 
 1
 
 2
 
 1 On the Slide Show tab, with PowerPoint running and your slide show open, select the resolution you want to use. 2 If you have more than one monitor attached to your computer, select the one you want to use to show your presentation. 3 Click the From Beginning button (or press F5) or the From Current Slide button to begin the presentation with either the first slide or the currently selected slide. 4 To display the next animation or—if there are no animations—the next slide, click the left mouse button or press the Right or the Down arrow key. 5 To move back to the previous animation or—if there are no animations—the previous slide, move the mouse, and click the Back arrow, or press the Left or the Up arrow key.
 
 5
 
 4
 
 See Also
 
 Tip
 
 “Changing Slide-Show Settings“ on page 200 for information about customizing the way you work in a slide show.
 
 There are multiple keyboard shortcuts to help you navigate your way through your presentation. For a full list, press the F1 key while you’re running your presentation.
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 Presenting a PowerPoint Slide Show Modify the Presentation 1 Click the right mouse button or press the shortcut-menu key on the keyboard (if there is one on your keyboard). From the shortcut menu, choose the navigation command you want.
 
 1
 
 2 Move the mouse to display the mouse pointer and the toolbar buttons, and click the Pointer button. 3 Choose an annotation tool. 4 Click the Pointer button again, point to Ink Color, and, in the gallery that appears, click the color you want for your annotation.
 
 3
 
 5 Hold down the left mouse button and drag to highlight or to annotate the slide. 6 Continue to go through the show, making whatever modifications you want. If you want to stop the presentation before you reach the end, press the Esc key, or rightclick and choose End Show from the shortcut menu. If you’ve used any of the annotation tools, choose to save them when prompted if you want the annotations to be saved with the presentation.
 
 2 4
 
 5
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 Running a Slide Show with Dual Monitors If the computer system you’re using for your slide show is set up with dual monitors, you can run your presentation using Presenter view on one monitor. Presenter view gives you a variety of tools with which to present the slide show, as well as a view of all your notes, while the second monitor displays the full-screen slide presentation for the audience. To be able
 
 to use Presenter view, your computer system must be able to have the Windows Desktop extended across both monitors. For a desktop computer, this usually means having two graphics adapters. If you’re using a portable computer, it must have multiple-monitor capability.
 
 Control the Show 1 On the Slide Show tab, with PowerPoint running and your presentation open, select the Use Presenter View check box, and specify which monitor you want to use to display the slide show. Press the F5 key or click the From Beginning button to start the show. 2 Preview the slide that’s being shown, and then use your prepared notes to talk about the slide. 3 Use the Next or the Previous button to go to the next or the previous animation, or—if there are no animations—to the next or the previous slide.
 
 2
 
 1
 
 6
 
 5
 
 3
 
 4 Click any slide in the presentation to display that slide. 5 Click to select which slide to go to, to show a white or black blank screen, to show or hide annotations, to switch to a different program, or to end the show. 6 Click to use the annotation tools. Any annotations you make on your copy of the slide will appear in the full-screen slide show. 7 Press Esc if you need to end the show before you’ve reached the end of your presentation. 190
 
 Running a Slide Show with Dual Monitors
 
 4
 
 Click to increase the size of the text in your notes.
 
 Click to see a list of keyboard shortcuts in Presenter view on your monitor only.
 
 Presenting a PowerPoint Slide Show Customizing the Presentation When you’ve finished putting all the bits and pieces of your slide show together, you’ll probably want to make a few tweaks to customize the show so that it will run exactly
 
 as you want it to. After you’ve made your customizations, the settings are saved with the presentation and will be used unless you decide to change them. 1
 
 Set Up the Show
 
 2
 
 5
 
 1 On the Slide Show tab, click the Set Up Slide Show button to display the Set Up Show dialog box. 2 Specify the way you want the show to be displayed. 3 Select this check box to have the slide show run continuously until you (or a presenter) press the Esc key.
 
 3
 
 6
 
 4
 
 7
 
 4 Select either of these check boxes if you want to omit from the slide show any narration or animation that exists in the presentation.
 
 8
 
 5 Select the range of slides you want to include in the show, or specify which custom show to use. 6 Specify the way you want each slide to be advanced. 7 If your computer system is equipped with two or more monitors, specify which monitor is to display the show. 8 Select this check box if you want to use Presenter view and you know that the computer is properly equipped. 9 Click OK.
 
 9
 
 See Also “Running a Slide Show with Dual Monitors” on the facing page for information about using Presenter view. “Creating Different Versions of a Slide Show“ on page 194 for information about creating a custom show.
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 Recording a Narration If you’re tired of saying the same old thing every time you present your slide show, why not record your talk so that your presence isn’t required for the presentation? When you record
 
 a narration, you’re also setting the length of time each slide is displayed. 2
 
 Narrate Your Presentation 1 Click the first slide to select it. 2 Click the Record Narration button on the Slide Show tab to display the Record Narration dialog box.
 
 1
 
 3 If you haven’t previously set up a narration on this computer, click each button in the dialog box, and make your recording settings; or, if you have recorded a narration on this computer, change any existing settings if you want to, and then click OK.
 
 3
 
 4 When the slide show starts automatically, record your narration as you go through the slides. Continue recording your narration until you’ve completed the slide show. 5 When PowerPoint asks you whether you want to save the timings for the slide show, click Save to save the length of time each slide was displayed, or click Don’t Save to keep the narration but not the timing used to automatically advance the slides. (To run the presentation with the narration but without the slides automatically advancing on the Slide Show tab, clear the Use Rehearsed Timings check box.) 6 Run the slide show to make sure it’s being presented exactly the way you want. 192
 
 Recording a Narration
 
 5
 
 Tip To delete a narration from a slide, in Normal view, click the sound icon at the bottom-right of the slide, and press the Delete key.
 
 Presenting a PowerPoint Slide Show Timing a Presentation Quite often, your slide presentation is limited to a specific length of time. Unfortunately, the allotted time might expire before you get through your entire presentation. To avoid delivering an incomplete show, rehearse your presentation and record the length of time it takes to display each slide. Then,
 
 when you’ve completed your rehearsal within the allotted time, you can apply that timing to your presentation and have each slide advance automatically so that your show will end exactly on time. 1
 
 Time the Presentation 1 On the Slide Show tab, with your presentation complete and your notes or script in hand, click the Rehearse Timings button to start the slide show and to begin recording the timing. 2 Rehearse the presentation of each slide, noting the elapsed time for each slide and the elapsed time for the entire presentation.
 
 6 4
 
 3
 
 3 If you encountered a problem during the presentation of a slide, click the Repeat button to restart the timing for that slide. 4 If you need to suspend your rehearsal, click the Pause button. Click the button again to resume the rehearsal. Continue rehearsing the presentation until you’ve reached the end of the show. 5 When you’ve completed the slide show, and if the total time for the rehearsal was within the allocated time, click Yes to keep the recorded timing. Otherwise, click No, and keep repeating steps 1 through 5. 6 With the Use Rehearsed Timings check box selected, start the slide show from the beginning, and make sure that the timing for the display of the slides is correct.
 
 2
 
 5 Tip To pause a timed presentation, right-click in the slide show, and choose Pause from the shortcut menu. To resume the timed presentation, right-click again, and choose Resume.
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 Creating Different Versions of a Slide Show Sometimes you might need to adjust a slide show to make it suitable for a different audience or for a change of venue. Instead of creating a whole new show, or deleting slides,
 
 Create a Custom Slide Show
 
 hiding slides, or rearranging the slide order for a different presentation, you can create one or more custom slide shows while keeping the original presentation intact. 1 2
 
 1 On the Slide Show tab, with your entire presentation completed and saved, click the Custom Slide Show button, and choose Custom Shows from the drop-down menu to display the Custom Shows dialog box.
 
 8
 
 2 Click New to display the Define Custom Show dialog box.
 
 3
 
 5
 
 3 Type a descriptive name for the show. 4 Hold down the Ctrl key, and click the slides that you want in the show to select them. 5 Click Add. 6 Click a slide, and use the Up or Down arrow button to change the slide’s position in the show. Continue moving the slides around until they’re in the order you want.
 
 4
 
 7 Click OK. 8 Click Show to preview your show. 9 The next time you want to view the custom show, on the Slide Show tab, with the original presentation open, click the Custom Slide Show button, and choose the show from the dropdown menu.
 
 6
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 Presenting a PowerPoint Slide Show Creating a Show for Distribution If you’ve created a presentation that you want friends or coworkers to run and view, you can set up the show so that it runs automatically. You can save it either in the PowerPoint 2007 format, which requires the user to have PowerPoint 2007
 
 installed to be able to view the show, or in the PowerPoint 97–2003 format, which allows the show to be viewed with earlier versions of PowerPoint or with the PowerPoint Viewer. 2
 
 Save the Show 1 With your show completed, and saved, point to Save As on the Office menu, and, in the gallery that appears, click PowerPoint Show to display the Save As window.
 
 1
 
 2 Type a descriptive name for the show. 3 In the Save As Type list, select the appropriate format: 3
 
 • PowerPoint Show to save the show in the PowerPoint 2007 format
 
 4
 
 • PowerPoint 97–2003 Show to convert the show to the earlier format 4 Click Save. 5 If you saved the show in the 97–2003 format, inspect the results of the Compatibility Checker that was run automatically. Click Continue to complete the conversion if the changes are acceptable; otherwise, click Cancel. Distribute the file, and have your viewers double-click the show’s file to run the show. 5
 
 See Also “Taking Your Show on the Road“ on page 196 for information about packaging a show if it includes links to other files as well as information about including the PowerPoint Viewer with the show. “Checking the Compatibility“ on page 334 for information about saving files in previous formats and using the Compatibility Checker.
 
 Tip You can open a PowerPoint Show file for editing by choosing Open from PowerPoint’s Office menu.
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 Taking Your Show on the Road If you need to take your show on the road and run your presentation on a computer other than the one on which you created it, you might find that either the show doesn’t run at all or that some of its components—the narration, the video, or the background sound—don’t work. To avoid this problem, you can create one of two packages that each contain all the
 
 Package Your Presentation 1 With PowerPoint running and your presentation open, point to Publish on the Office menu, and, in the gallery that appears, click Package For CD to display the Package For CD dialog box.
 
 files you need. The Archive package includes all the show’s PowerPoint files and any other support or linked files; the Viewer package include all the show’s files and the PowerPoint Viewer, but it saves the presentation files in the PowerPoint 97–2003 Presentation format.
 
 1 2 3 4
 
 2 Type a descriptive name for the CD. 3 Click to include any files that you want on the CD, including any other PowerPoint presentations.
 
 9
 
 10
 
 4 Click to display the Options dialog box. 5 Select the type of package you want: • The Viewer Package (and then specify the way you want the CD to play) • The Archive Package 6 Specify which types of files you want to be included.
 
 5 6 7
 
 7 Set the security settings you want. 8 Click OK. 8
 
 9 Click either of the following: • Copy To Folder to store the files in a folder • Copy To CD to copy directly to a CD 10 Click Close to complete the process. 196
 
 Taking Your Show on the Road
 
 Caution If you save the files in the PowerPoint 97–2003 Presentation format, some features, such as the animation of graphics, might be lost.
 
 Presenting a PowerPoint Slide Show Using Navigation Buttons One way to guide someone who’s viewing a slide show on a computer is to add navigation buttons to the show. That
 
 way, your viewer can click a navigation button and go exactly where you want him or her to go.
 
 Add Navigation Buttons 1 On the Insert tab, in Normal view, with the slide to which you want to add a navigation button selected, click the Shapes button. In the gallery that appears, click one of the Action Buttons navigation shapes. 2 Drag out the button on the slide. 3 In the Action Settings dialog box that appears, do any of the following: • Confirm that the preset hyperlink is the one you want. • Set a different hyperlink. • Set a different action for the button.
 
 1
 
 • Include a sound. 4 Click OK. 5 Select the button, use the standard formatting techniques you’d use on any Shape, and then position the button where you want it.
 
 2 3
 
 See Also “Adding an Action to a Slide“ on page 175 for information about adding a hyperlink or some other action to any shape or other object in your presentation.
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 Creating Pictures of Your Slides Although pictures of your slides are printed in your notes or handouts, you might need a picture of a slide, or even pictures of your entire presentation, for other purposes—
 
 to be included in a report or for a design review, for example. Fortunately, you can save pictures of your slides in just about any picture format you want. 3
 
 Create the Pictures 1 If you want to create a picture of a single slide, click that slide to select it; to create pictures of all the slides in the presentation, select any slide. 2 Choose Save As from the Office menu to display the Save As window.
 
 2
 
 1
 
 3 Type a descriptive name for the picture or pictures. 4
 
 4 In the Save As Type list, select the picture format you want, and then click Save. 5 In the Microsoft Office PowerPoint dialog box that appears, click the appropriate button: • Every Slide to create a separate picture file for each slide in the presentation • Current Slide Only to create a single picture file for the selected slide 5
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 Presenting a PowerPoint Slide Show Reviewing a Presentation When a slide presentation is a collaborative project, the nearly finished slide show can be circulated for comments. You can
 
 then review the presentation and add your comments, and you can edit or delete existing comments. 1
 
 Review the Presentation 1 On the Review tab, with the presentation open in Normal view, click the Show Markup button if it isn’t already selected. (If the button isn’t available, the document doesn’t yet contain any comments.) 2 Click or select where you want to insert a comment.
 
 3
 
 4
 
 2
 
 3 Click the New Comment button.
 
 8
 
 4 Type your comment, and then click outside the comment when you’ve finished. Continue adding your comments to the presentation.
 
 6
 
 7
 
 5
 
 5 Click the Next or the Previous button to find your own or other people’s comments. 6 To edit a selected comment, click Edit Comment, make your changes to the comment, and then click outside the comment. 7 To delete a selected comment, all the comments on the slide, or all the comments in the presentation, click Delete, and, from the drop-down menu, choose what is to be deleted. 8 Click the Show Markup button when you’ve finished. Any comments remaining in the presentation will be hidden until you’re ready to review them.
 
 See Also “Changing Your User Information“ on page 321 for information about changing the initials that are used to identify your comments.
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 Changing Slide-Show Settings A PowerPoint 2007 slide show is set up to work and look exactly like the slide shows that were created in earlier versions of PowerPoint. However, you can customize the way a slide show appears on your own computer. Note, though, that these
 
 changes you make to the PowerPoint options apply only on your computer; they don’t affect the way this particular slide show will appear if you show it on another computer.
 
 Change the Settings 1
 
 1 Choose PowerPoint Options from the Office menu to display the PowerPoint Options dialog box.
 
 2
 
 2 Click the Advanced category. 3 Clear this check box if you want to use the right mouse button to move backward in your presentation, or select the check box to display the shortcut menu with navigation and display controls. 4 Clear this check box if you don’t want the toolbar that contains the Previous, Pointer, Show, and Next buttons at the bottom of the slide-show screen to be visible. Select the check box if you want those controls to be visible.
 
 4
 
 3 5 6
 
 5 Clear this check box if you always want to discard any annotations you make during the slide show, or select the check box if you want the option of keeping or discarding the annotations. 6 Clear this check box if you want the slide show to end when you move past the last slide, or select the check box if, at the end of the show, you want to see the black screen displaying a notice that the show has ended. 7 Click OK. 200
 
 Changing Slide-Show Settings
 
 7
 
 Tip To change the way PowerPoint appears when you first open it, select the display layout in the Open All Documents Using This View list box.
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 Working with Messages in Outlook
 
 In this section: ■ What’s Where in Outlook Messages? ■ Sending E-Mail ■ Receiving and Reading E-Mail ■ Replying to and Forwarding a Message ■ Sending or Receiving a File ■ Formatting E-Mail Messages ■ Managing Messages ■ Signing Your E-Mail ■ Setting Up RSS Subscriptions
 
 M
 
 icrosoft Office Outlook 2007 is designed to help you manage your e-mail correspondence and more. This chapter shows you the basics of using Outlook for e-mail, such as how to add an e-mail account and compose and send e-mail messages. Outlook lets you create e-mail messages containing much more than plain text. You can format the text in your e-mail using styles and even add your own pictures to your messages. A variety of graphical objects such as shapes, charts, and SmartArt are available to help you create attractive and effective e-mail. You can also include a file with your message or share your calendar as an e-mail message with just a few clicks. You can use Outlook to quickly set up RSS (Really Simple Syndication) subscriptions and then read each RSS feed in its own Outlook folder. With Outlook, you can sort, search, and send RSS feeds to other people just like e-mail messages.
 
 ■ Reading RSS Items ■ Setting Up E-Mail Accounts ■ E-Mailing Your Schedule ■ Understanding E-Mail Encryption 201
 
 What’s Where in Outlook Messages? The Outlook new message form has many commands that help you create attractive and effective e-mail. The Message tab contains many frequently used commands such as text formatting, copy and paste, and spellcheck. Additional tabs contain groups of commands that enable you to include graphics and other objects; control options such as message
 
 format, delivery receipts, and other tracking options; and apply themes and advanced text formatting. Even though the Ribbon is new and offers a wide range of commands, the basics of composing a message in Outlook are much the same as in earlier versions.
 
 Overview of New Message Window • Create, print, export, and manage Outlook items with the Office Button. • Save a message, undo and redo actions, and page through the messages in a folder with the Quick Access Toolbar. • Use commands on the Ribbon to work with the currently selected text or object. • Choose a tab to display different groups of commands.
 
 Quick Access Toolbar Tabs Office button Ribbon Send button Message recipients Subject field Message body
 
 • Compose your e-mail in the body of the message form. • Choose recipients for your message. • Click the Send button to mail your message. • Enter a subject in the Subject field.
 
 202 What’s Where in Outlook Messages?
 
 Tip If you need more text formatting options than are available on the Message tab, check the Format Text tab. Although many commands are available in both locations, some very useful options, such as Styles, are on only the Format Text tab.
 
 Working with Messages in Outlook Overview of the Message Window’s Insert Tab You can add much more than text to your e-mail messages using Outlook. This message uses commands from several tabs to achieve the effects that you see. The Insert tab has commands that enable you to add many types of objects to your e-mail messages.
 
 Insert a picture or other graphical object using the Illustration group. Add a Word table or an Excel spreadsheet using the Table command. Insert Outlook items and files using commands in the Include group.
 
 Add text and text objects like WordArt with commands in the Text group.
 
 Insert a picture in your message and use preset frame and shadow effects to enhance its appearance. Format text using predefined styles from a visual gallery.
 
 Try This! Insert a picture in an e-mail message. Open a new e-mail message and place your cursor in the body of the message. Click the Insert tab and then click Picture. In the Insert Picture dialog box, locate a picture (you can open the Sample Pictures folder and use one of those images) and then click Insert. The picture will be displayed in your message, and you can use the commands on the Picture Tools to format it.
 
 Tip You can send a copy of an e-mail message to people without displaying their e-mail addresses, or any other indication that they received a copy, by sending a blind carbon copy (Bcc). You can add the Bcc field to your e-mail messages by clicking on the Options tab and then, in the Fields group, clicking Bcc. Although you set this in an individual message, this setting will then be used by all new messages you create.
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 Sending E-Mail When you write new messages in Outlook, you use the Message window. This window has a line for recipients (called the To line), a line for “carbon copied” recipients (the Cc line), a Subject line, and an area for the text of the message. Every
 
 new message must have at least one recipient. If you want, you can leave the Cc and Subject lines blank, but it’s a good idea to give your messages a subject.
 
 Address an E-Mail Message 1
 
 In Outlook, click New on the Standard toolbar to display a new Message window.
 
 2
 
 To open the Select Names dialog box, click To.
 
 3
 
 Click the Address Book drop-down arrow.
 
 4
 
 Click the name of the address book you want to use, such as Contacts. The addresses in the selected address book appear in the box.
 
 5
 
 Click the name of the person to whom you want to send the new message.
 
 6
 
 Click To, Cc, or Bcc; Outlook copies the name to the specified message recipients list.
 
 7
 
 Repeat steps 5 and 6 until the message recipients list includes all the recipients you want to send the message to.
 
 8
 
 Click OK. Tip You can set up several different address books to store your e-mail recipients’ contact information. For example, you might have a company-wide address book that stores addresses and contact information for all internal employees. A second address book can be set up for external contacts, such as vendors, suppliers, and customers. A third address book could store personal contact information.
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 1
 
 2
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 Working with Messages in Outlook Type Your Message Subject and Text 1
 
 In the New Message window, type a subject for the new message in the Subject field.
 
 2
 
 Press Tab or click in the message body area.
 
 3
 
 Type your message.
 
 4
 
 Click Send.
 
 1
 
 4
 
 3
 
 Tip As you write your message, you do not have to press Enter at the end of each line. Keep typing and Outlook wraps the text to the next line. To create a new paragraph, press Enter. If you want each paragraph to be separated by two blank lines, press Enter twice at the end of each paragraph. This makes your messages easier to read than single-spaced messages.
 
 Caution You can apply special formatting to your message (see “Formatting E-Mail Message Text” on page 210), but you might not want to. If you send mail to people who use a different e-mail program, they might not see the formatting that you intended. When in doubt, it’s usually a good policy to keep your messages simple so nothing gets lost in the translation.
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 Receiving and Reading E-Mail Outlook makes it easy for you to receive your incoming messages and preview them or read their contents. The Inbox folder displays the sender’s name, the message subject, the
 
 date the message was received, the size of the message, and whether the message has an attachment.
 
 Locate New Messages
 
 Open Message Items
 
 1 Click the Mail button on the Navigation Pane to display your new messages.
 
 1 Click the Inbox icon on the Navigation Pane to display your new messages.
 
 2 Choose Reading Pane from the View menu, then choose Bottom from the submenu.
 
 2 Click the message you want to read to show its contents in the Reading Pane.
 
 3 Click the Newest On Top column to sort your new messages by the date you received them. Messages you have not read appear in boldface.
 
 3 Double-click the message to open it in its own window.
 
 1
 
 2
 
 2 1
 
 3
 
 3
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 Working with Messages in Outlook Replying to and Forwarding a Message When you receive a message, you can reply directly back to the sender. You also have the option of forwarding the message or sending a response to everyone who receives the message. When you reply to a message, Outlook keeps the
 
 original message text and lets you add your new text above the original text. The sender’s name becomes the recipient name, and the subject line begins with “RE:” to denote that the message is a reply.
 
 Reply to an E-Mail Message
 
 Forward an E-Mail Message
 
 1 Click the Inbox icon on the Navigation Pane to display messages in your Inbox folder.
 
 1 Click the Inbox icon on the Navigation Pane to display messages in your Inbox folder.
 
 2 Click the message to which you want to reply.
 
 2 Click the message you want to forward.
 
 3 Click Reply on the Standard toolbar.
 
 3 Click Forward on the Standard toolbar.
 
 4 Click in the space above the original message line, and type your reply.
 
 4 Add the address to which you want to forward this message.
 
 5 Click Send.
 
 5 Click in the space above the original message line, and type a message, if desired.
 
 3
 
 2
 
 1
 
 3
 
 2
 
 6 Click Send. 1
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 Sending or Receiving a File Sometimes when you create an e-mail message, you want to send along a file as well. Files sent with e-mail are called message attachments. When you send the message, the file goes along with the message so the recipient can open it on his or her computer. When you receive an e-mail attachment, you can open it directly from the message, save it to your hard
 
 drive and open it from there, or print it straight from the message to a printer. Messages that have attachments display a paper clip icon to the left of the message author’s name or below the message received date, depending on the location of the Reading Pane and the width of the display. 2
 
 1
 
 Attach a File 1
 
 Open a new message, and click the Insert tab on the Ribbon.
 
 2
 
 Click Attach File on the Attach group.
 
 3
 
 Click the file you want to attach.
 
 4
 
 Click Insert.
 
 Caution The recipient of an attached file must have an application on his or her computer that can open the attached file. If not, you may need to save the file in an agreed-on format before sending the file.
 
 3
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 Working with Messages in Outlook Open an Attachment 2
 
 1 Click the Inbox icon on the Navigation Pane to display messages in your Inbox folder. 2 Click the message with the attachment.
 
 1
 
 3 Double-click the attachment in the Attachments field. 4 If asked if you want to open or save the attachment, click Open. 3
 
 4
 
 Caution Tip To open an attachment, you must have an application that supports the attached file. For example, if you receive a PowerPoint file (.ppt or .pptx), you must have PowerPoint, the PowerPoint Viewer, or some similar application installed on your system to view the file.
 
 Some files that you receive from another user, such as programs, Web pages, and script files, can be infected with a computer virus. You should save all executable files to your system and run an antivirus program that checks the file for a virus before you open it. If you receive an attachment from someone you do not know (as happens a lot with junk e-mail), you should never open it. Just delete the message.
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 Formatting E-Mail Messages Outlook lets you format text so that it looks more attractive to you and your recipients. For example, you can apply bold, italic, underline, colors, and other rich formatting to your mes-
 
 Use a Rich Text or HTML Message Format 1
 
 Create a new message, and add some text.
 
 2
 
 Click the Options tab in the ribbon.
 
 3
 
 Choose HTML or Rich Text from the Format group on the Ribbon.
 
 sages. You also can add HTML formatting to your messages, including tables, hyperlinks, heading levels, and more. Plain text messages cannot be formatted. 3
 
 2
 
 1
 
 Caution If you add a hyperlink to a message, your recipient will need access to that site or document. For example, if the document you specify in the hyperlink is on the Internet, your recipient must have Internet access. Likewise, if your link is to a document you have stored locally on your hard drive, your recipient must have share privileges to that document. 210
 
 Formatting E-Mail Messages
 
 Caution
 
 Tip
 
 Some recipients may not be able to handle rich-formatted text. In these cases, the formatted text you see in your message window will appear to your recipients as plain text or be converted to unrecognizable characters.
 
 To add a hyperlink to an e-mail message, type the hyperlink in your message and Outlook converts it to a live link that your recipient can click. For example, you can add a hyperlink to the Microsoft Web site by typing www.microsoft.com.
 
 Working with Messages in Outlook Add Formatting to a Message 1
 
 Select the text you want to format.
 
 2
 
 Click the Format Text tab on the ribbon.
 
 3
 
 Click Bold in the Font group to bold the text.
 
 4
 
 Click Italic to italicize the text.
 
 5
 
 Click Underline to underline the text.
 
 6
 
 Select a font name from the Font drop-down list to change the text font.
 
 7
 
 Select a color from the Font Color drop-down list to change the text font color.
 
 8
 
 Select a value from the Font Size drop-down list to change the text font size.
 
 3
 
 4
 
 5
 
 2
 
 1 6
 
 7
 
 8
 
 Formatting E-Mail Messages
 
 211
 
 Managing Messages You can mark messages as read or unread, delete them, and move them between folders.
 
 Mark, Unmark, and Delete Messages
 
 1
 
 2
 
 1 Right-click a message. 2 Choose Mark As Unread to mark the message as unread. Choose Mark As Read to mark the message as having been read. 3
 
 Choose Delete to move a message to the Deleted Items folder.
 
 3
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 Working with Messages in Outlook Move Messages Between Folders 1 Click the message you want to move. 2 Drag and drop the message on the target folder, or…
 
 1
 
 3 Right-click the item and choose Move To Folder. 2
 
 4 Select the target folder. 5 Click OK.
 
 Tip You can copy a message rather than move it, preserving the message in the original location. To copy a message, right-drag the message to the destination and choose Copy from the pop-up menu.
 
 3 5 4
 
 Managing Messages
 
 213
 
 Signing Your E-Mail
 
 Tip
 
 A signature is boilerplate text or a file that is attached to any new messages you compose. The signature appears at the bottom of your messages, much like the signature that you would write on paper documents. Often, the signature includes your phone number and other information.
 
 If you want your signature to appear in messages you reply to or forward, select the appropriate signature from the Replies/ Forwards drop-down list.
 
 Using Your Signature 1
 
 In Outlook, choose Options from the Tools menu.
 
 2
 
 Click the Mail Format tab.
 
 3
 
 Click Signatures to open the Signatures And Stationery dialog box.
 
 4
 
 From the E-Mail Account dropdown list, select the account for which you want to assign the signature.
 
 5
 
 Select a signature from the New Messages drop-down list.
 
 6
 
 Click OK twice and close the Options dialog box.
 
 2
 
 1
 
 5
 
 4
 
 Tip You can create custom signatures for different types of e-mail messages you create. For example, you can create a friendly signature for messages intended for family or friends.
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 3
 
 6
 
 Working with Messages in Outlook Setting Up RSS Subscriptions Outlook makes it easy to add RSS feeds. When your computer is connected to the Internet, Outlook offers a page of quick links you can use to add a feed with a single click, or you can add feeds by typing the URL for the feed.
 
 Add an RSS Feed from a Quick Link
 
 1
 
 1 Open Outlook, right-click on RSS Feeds in the Navigation Pane, and then select Add A New RSS Feed. 2 Type the address of the RSS Feed.
 
 2
 
 3 Click Add. 4 Click Yes.
 
 3
 
 4
 
 Reading RSS Items Because Outlook separates your RSS feeds into individual folders, you can easily locate and view content from a specific feed.
 
 Read RSS Feed 1 In the Outlook Navigation Pane, click to expand the RSS Feeds folder.
 
 3
 
 2 Click the feed you want to view.
 
 1
 
 3 Look through items to find the one you want to read and click it.
 
 2
 
 4
 
 5
 
 4 Preview the item in the Reading Pane. 5 Click to view the full item. Reading RSS Items
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 Setting Up E-Mail Accounts You can use Outlook to send and receive messages for several different types of e-mail accounts. Outlook supports Microsoft Exchange Server, POP3 services such as a typical account from an Internet service provider (ISP), IMAP services such as CompuServe 2000, and HTTP-based e-mail services such as
 
 Hotmail. You can easily add a new account or import e-mail account settings from Microsoft Outlook Express, Windows Mail, or Eudora. (Outlook 2007 does not support import from other applications such as Thunderbird or Opera.)
 
 Add an E-Mail Account 1 Open Outlook, and choose Account Settings from the Tools menu. 2 Click New. 3 Select Microsoft Exchange, POP3, IMAP, Or HTTP. 4 Click Next.
 
 1
 
 (continued on the next page)
 
 3
 
 2
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 Working with Messages in Outlook Add an E-Mail Account (continued) 5 Select Manually Configure Server Settings Or Additional Server Types, and then click Next. 6 Select Internet E-Mail, and click Next. 7 Type your name and e-mail address. 8 Choose the account type. 9 Type the incoming and outgoing mail server names.
 
 5
 
 10 Type your user name and password for the server.
 
 6
 
 11 Click Test Account Settings to have Outlook test your settings, then close the test window when the test is completed successfully. Click Next, and then Finish to return to the Account Settings window.
 
 7 8
 
 11 9
 
 10
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 E-Mailing Your Schedule You can send your calendar to other people via e-mail. You can choose just how much information about your schedule you want to share.
 
 Send Your Schedule via E-Mail 1 With your calendar open, click Send A Calendar Via E-mail. 1
 
 2 Choose the Date Range. 3 Choose the level of Detail. 4 Select the checkbox to Show Time Within My Working Hours Only if you want to limit the calendar to your usual work hours.
 
 2
 
 5 Click OK. (continued on the next page)
 
 4 5
 
 Tip If you want to include appointments marked as Private, change the detail level to Limited Details and then click Show. Select the checkbox to Include Details of Items Marked As Private.
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 E-Mailing Your Schedule
 
 3
 
 Working with Messages in Outlook Send Your Schedule via E-Mail (continued) 6
 
 6 A message will open with your calendar in the body. Enter an e-mail address in the To field. 7 Add text to the message if you wish. 8 Click Send.
 
 8 7
 
 Try This! Select a specific date range for the calendar you send. Choose Specify Dates in the Date Range drop-down list and then select the Start date and End date.
 
 Tip You can include files you have saved in your calendar. First, change the detail level to Full Details and then click Show. Select the checkbox to Include Attachments Within Calendar Items.
 
 See Also If you are using Exchange Server, read “Viewing Your Group’s Schedule” on page 228 to learn how to view the calendars of people with whom you work.
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 Understanding E-Mail Encryption Your e-mail may contain sensitive or confidential information that you need to protect from unauthorized disclosure by someone who manages to intercept your messages. Encrypting your e-mail ensures that only you and the intended recipients are able to read it. E-mail encryption makes use of digital IDs, which are essentially certificates used in Public Key encryption. Public
 
 Key encryption uses a pair of certificates—a private key certificate and a public key certificate. The private key enables you to create a public key that you can share with others so that they can read the e-mail you encrypt. Others can use your public key to encrypt e-mail to you that you can decrypt and read using your private key.
 
 Choose the default settings for e-mail encryption and digital signatures.
 
 Control how Outlook handles e-mail encryption in the e-mail security settings area of the Trust Center.
 
 Click here to change your e-mail security settings.
 
 Click to Import and Export digital IDs.
 
 Manage your digital IDs and share your public key with others.
 
 Tip Encryption is a powerful tool, but with all those unfamiliar acronyms, it can also be intimidating. If you are using a digital ID, however, you will find that the default settings work just fine in almost every circumstance. This means you can simply obtain and install a certificate to start sending encrypted e-mail, without worrying about too many details.
 
 220 Understanding E-Mail Encryption
 
 Tip While you can have Outlook encrypt all of your e-mail, it is more likely that you will only want to encrypt a few messages. You can encrypt a single message using commands on the Options tab of the new message form.
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 Organizing with Outlook
 
 In this section: ■ What’s Where in Outlook? ■ Keeping Track of Your Schedule ■ Sharing Calendars ■ Viewing Your Group’s Schedule ■ Scheduling a Meeting ■ Managing Your Contacts ■ Keeping Track of Your Tasks
 
 B
 
 eyond providing full-featured e-mail communications, Microsoft Office Outlook 2007 helps you manage the scheduling of appointments, meetings, and tasks, as well as all of the associated information. You can identify free time, schedule your appointments, and invite people to meetings, as well as quickly determine what is on your schedule for any day, week, or month. Outlook makes it easy to document your own tasks and assign tasks to others, tracking their progress, and receiving an automatic notification when the task is complete. You can also easily share information about your contacts, by creating customized contact business cards that you can attach to your e-mail.
 
 ■ Assigning Tasks ■ Tacking Up Notes ■ Creating and E-Mailing Contact Business Cards ■ Customizing Outlook
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 What’s Where in Outlook? Although Outlook is easy to use, the Outlook program window can seem overwhelming to new users because it contains so much information. Once you understand how Outlook organizes and presents that information, however, you’ll have no
 
 Select commands from the Menu bar.
 
 trouble moving from folder to folder to view and manage your information. The main program window organizes all of your Outlook folders for easy access, and individual windows help you work with the different types of Outlook items.
 
 Preview a message without opening it.
 
 Perform common tasks from the toolbar.
 
 Move between folders with the Navigation Pane.
 
 Use other folders in Outlook. View a list of messages you have received.
 
 222 What’s Where in Outlook?
 
 Review your calendar, upcoming appointments, and tasks.
 
 Organizing with Outlook Calendar
 
 Contacts
 
 Outlook 2007 sports a new look for its Calendar folder with additional color and visual elements. The Calendar also adds a Daily Task List pane at the bottom of the window. The Daily Task List shows the tasks that are due on the current date, such as tasks with that day’s due date or e-mail messages with a follow-up date of that day. You can view your calendar and make appointments complete with reminders, so you won’t forget. Upcoming events are listed in the To-Do bar in the main Outlook window, so you can check your schedule with a glance. If you are using Outlook with Exchange Server, you can schedule meetings with other people and, if your network administrator has configured it, even reserve rooms. All without leaving Outlook!
 
 The Contacts folder acts as an address book but also does much more. Contacts can contain a wide range of information: personal things like birthday, names of spouse and children; work-related information such as office location, title, and manager’s name; and Internet-related information such as IM identity and web page addresses. You can also create customized business cards for your contacts, selecting the information and picture to use and then formatting it as you wish. Business cards can be shared with others, making it simple to build a network of business or personal connections. Outlook lets you view your contacts as a series of single address cards or all at once, moving through your Contacts folder as if it were an electronic phone book or address book.
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 Keeping Track of Your Schedule With Outlook’s calendar you’re not stuck with one view—you can view your calendar in several different formats. Day view is an hour-by-hour view of your daily schedule, while Month view shows your schedule for the entire month. The Date
 
 Navigator is a small calendar with which you can navigate quickly to a specific day, week, or month, while the To-Do Bar consolidates all of the features of task list, Date Navigator, and appointment list into one task pane.
 
 Use the Date Navigator
 
 2
 
 1 Click the Calendar icon on the Navigation Pane. 2 Click the Day tab at the top of the calendar. 3 Click a day on the Date Navigator to display it in the Calendar view.
 
 3
 
 4 Click to the left of a week on the Date Navigator to display that week in the Calendar view. 5 Click the right arrow on the Date Navigator to move to the next month.
 
 1
 
 5 4
 
 Tip You can access the current, last three, and next three months by clicking the month name in the Date Navigator. This is handy if you want to jump back a few months or jump forward a month or two.
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 Organizing with Outlook Use the Calendar View
 
 Use the To-Do Bar
 
 Tip
 
 1 Click the Calendar icon on the Navigation Pane.
 
 1 Click the Calendar icon on the Navigation Pane.
 
 2 Choose a type of view from the View menu.
 
 2 Choose View, then choose Normal from the To-Do Bar submenu.
 
 • Click Day to see an hourly breakdown of your day.
 
 3 Click a date on the Date Navigator to view appointments for that date.
 
 • Click Work Week to see a work week’s schedule by hour.
 
 4 View upcoming appointments.
 
 • Click Week to see a week’s schedule.
 
 Depending on the options you set for the To-Do Bar, portions of the Appointments or Tasks areas of the To-Do Bar might be blank.
 
 5 View current tasks. 2
 
 • Click Month to see a month’s schedule.
 
 5
 
 4
 
 3
 
 2 1
 
 1
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 Sharing Calendars Outlook enables you to share Calendar information with others. You can forward a Calendar item by e-mail to other Outlook users, or you can forward an iCalendar to any user over the Internet. You should use iCalendar when you schedule meetings with people who do not use Outlook.
 
 2
 
 3
 
 Forward a Calendar Item 1 Open an existing meeting item. 2 Click the Meeting tab of the ribbon. 3 Click the Forward button. 4 Type the e-mail address of the recipient in the To box. 4
 
 5 Click Send.
 
 5
 
 226
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 Organizing with Outlook Forward an Item as an iCalendar
 
 2
 
 1 Open a meeting item by doubleclicking it in the Calendar. 2 Click the Meeting tab on the ribbon. 3 Click the arrow beside the Forward button and choose Forward as iCalendar.
 
 3
 
 4 Type the e-mail address of the recipient in the To box. 5 Click Send.
 
 4 Tip If you forward a calendar item that has an attachment, that attachment is forwarded along with the calendar item.
 
 5 Tip iCalendar is for communicating with people who do not use Outlook. If you want to forward a Calendar item to someone who uses Outlook, use the Forward command on the Actions menu or click Forward in the Actions group on the meeting form’s ribbon.
 
 Sharing Calendars
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 Viewing Your Group’s Schedule If you are using Exchange Server, Outlook lets you create a group of contacts and then view all of their schedules at the same time. You can create a number of groups to make it easier for you to see the information you need. After you create a group, you can quickly look at the calendars in it.
 
 1
 
 Create a New Group 1 While in the Calendar view, choose View Group Schedules from the Actions menu.
 
 2
 
 2 Click New. 3 Give the group a name. 4 Click OK. 5 Click Add Others. 6 Choose Add From Address Book. (continued on the next page)
 
 3 4
 
 5
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 Viewing Your Group’s Schedule
 
 Organizing with Outlook Create a New Group (continued) 7 Select a contact name. 8 Click To. Repeat for each person you want in the group.
 
 7
 
 9 When you are finished, click OK. 10 Click Save and Close.
 
 8 9
 
 View a Group Schedule 10
 
 1 While in the Calendar view, choose View Group Schedules from the Actions menu. 2 Select the Group Schedule. 3 Click Open. 4 The schedule is displayed. When you are done, click Save and Close.
 
 1 2
 
 3
 
 See Also If you do not use Exchange Sever, you can e-mail your schedule to people using Outlook as described in “E-Mailing Your Schedule” on page 218.
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 Scheduling a Meeting
 
 3
 
 2
 
 A meeting is an activity that involves other people and sometimes resources. A resource can be a conference room, VCR, slide projector, conference call equipment, laptop computer, or other equipment. Usually a meeting involves you and at least two other people (but can certainly be just you and one other person). Outlook sends a meeting invitation to every person you designate, and they have the option of accepting or rejecting the request, or even proposing a new time for the meeting.
 
 Create a Meeting in a Block of Time 1 Click the Calendar icon on the Navigation Pane.
 
 1
 
 2 Highlight a block of time on the meeting day for the meeting. 3 Choose New Meeting Request from the Actions menu. 4 Click To.
 
 5
 
 5 Select attendees and resources from the Address Book, or type addresses manually. 6 Click OK when you are done. 7 Type a description of the meeting in the Subject box. 8 Type the location of the meeting in the Location box. 9 Add notes, directions, or comments for the meeting as needed. 10 Click Send.
 
 7 4 10 8 9
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 Scheduling a Meeting
 
 6
 
 Organizing with Outlook Specify a Meeting Date and Time Manually 1 Create a new meeting.
 
 2
 
 3
 
 4
 
 2 Add attendees, a subject, and a location for the meeting. 3 Click the down arrow in the Start Time date field, and select the starting date. 4 Click the down arrow in the Start Time hour field, and select the starting time of the meeting. 5 Click the down arrow in the End Time hour field, and select the ending time of the meeting. 6 Click Send. 6 Caution Make sure that your attendee list has correct e-mail addresses. If you attempt to send the meeting request to someone not in one of your address books, Outlook prompts you that the person cannot be validated.
 
 5
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 Managing Your Contacts You can add contacts to Outlook’s Contacts folder in three ways: by typing new information about someone, by using information you’ve entered for another contact, or by using
 
 Use E-Mail Message Information
 
 information from an e-mail message. In the latter case, for example, you can quickly create a new contact by using the information from a message that you’ve received. 1
 
 2
 
 1 With the Inbox showing, select the message that has the contact information you want to save. If you don’t have the Reading Pane displayed, open the message to access the From field. 2 Right-click the name or address that appears in the From field. 3 Choose Add To Contacts from the shortcut menu that appears. A new contact card opens, with some of the new contact’s information already entered. 4 Type the pertinent information into the remaining fields.
 
 5
 
 5 Click Save & Close to save the contact information. 4 Try This! Click Full Name on the address card to open the Check Full Name dialog box. In this box, fill in the complete name and any appropriate prefix (such as “Dr.”) or suffix (such as “Jr.”). Click OK.
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 3
 
 Organizing with Outlook Use the Contact Window
 
 2 Caution
 
 1 Click the Contacts icon on the Navigation Pane to display the Contacts folder.
 
 When typing a contact’s e-mail address, be sure you type it correctly. An incorrect address will prevent your messages from being sent successfully. Take the time when typing a contact’s e-mail address to doublecheck it for accuracy. You can, of course, change it later, but it’s best to make sure it’s correct the first time.
 
 2 Double-click the contact you want to open. 3 Type information about your contact in the appropriate fields. 4 From the File As drop-down list, select one of the choices of how Outlook can display the contact’s name, such as last name first, first name last, and so on. 5 Type any additional useful information in the Notes box at the bottom of the address card.
 
 4
 
 1
 
 6 Click Save & Close to save your changes. 6 Tip To ensure the AutoDialer feature works correctly, type phone numbers as numbers, rather than using any acronyms or letters.
 
 3 5
 
 Tip If you want to keep the Inbox open and also open Contacts, right-click Contacts on the Navigation Pane and choose Open In New Window.
 
 Managing Your Contacts
 
 233
 
 Keeping Track of Your Tasks Tasks can be added to your Tasks folder in one of two ways: you can create the task yourself or accept a task that someone else assigns to you. If you create the task yourself, you can create it using the New menu, or you can create it through the Tasks folder. Outlook includes a Tasks folder that you can use to store your tasks and tasks that you assign to others. The Tasks folder offers a handful of ways to view and work with your tasks, including the Daily Task List that appears at the bottom of the Calendar, and the Tasks List in the To-Do Bar. The default view for the Tasks folder is the Simple List view, which shows whether the task is complete, the name (subject) of the task, and the due date.
 
 2
 
 Set the Task Name and Due Date 1 Click the Tasks icon on the Navigation Pane to open the Tasks folder.
 
 1
 
 2 Click New to start a new task. 3 Type a subject for the task. 4 Click the arrow beside the Due Date field and select a date from the Date Navigator.
 
 5
 
 5 Click Save & Close.
 
 3
 
 Tip With any folder open, you can use the New menu to open a new task form and create the task. Click the arrow beside the New button on the Standard toolbar and choose Task from the submenu to open the new task form.
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 4
 
 Organizing with Outlook Open the Task Item Window 1 Click the Tasks icon on the Navigation Pane to open the Tasks folder. 2 Double-click a task to open the task’s form. If you don’t have a task created yet, just doubleclick in the Tasks folder to start a new task. 3 Click Details in the Show group of the Ribbon’s Task tab to display additional task information.
 
 4 3
 
 2
 
 1
 
 4 Click Save & Close to close the form.
 
 Use the Task List
 
 3
 
 2
 
 4
 
 1 Click the Tasks icon on the Navigation Pane to open the Tasks folder. 2 When the Tasks folder opens, click the Arranged By column and choose an item by which to sort the list. 3 Click Arranged By again, and click Due Date to restore the default sort method. 4 Click the flag beside the task’s subject to mark the task as complete.
 
 1 Keeping Track of Your Tasks
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 Assigning Tasks If you manage others and use Outlook in your organization for e-mail and collaboration, you’ll probably want to assign tasks to others. Outlook sends the task assignment as an e-mail message and the assignee has the option of accepting or
 
 rejecting the task. When you assign a task you define a status update distribution list. The people on that list receive status reports when the assignee makes changes to the task.
 
 Assign a Task
 
 1
 
 1 Click the arrow beside New on the Standard toolbar and choose Task Request to open a new task form that includes message address fields.
 
 6
 
 5
 
 2 Use the fields on the Task tab to define the task. 3 Select Keep An Updated Copy Of This Task On My Task List to have Outlook keep track of the assigned task with a copy on your own task list that updates as the assignee works on the task. 4 Select Send Me A Status Report When This Task Is Complete to have Outlook send you a status report when the assignee completes the task.
 
 9
 
 2 3 4
 
 5 Type the assignee’s name, or click To and select the person to whom you want to assign the task from your Contacts list. 6 Click the Details button.
 
 8
 
 7 Add other information for the task. 8 Click Task to return to the task form. 9 Click Send.
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 Assigning Tasks
 
 7
 
 Organizing with Outlook Tacking Up Notes Working with notes is one of the easiest tasks in Outlook. Notes are little more than text files, and creating a new note is as easy as creating a file with Notepad or WordPad. Outlook opens an empty window when you start a new note, ready for your text. You can easily edit a note to change its contents or add more text. Finally, when you don’t need the note anymore you can simply delete it.
 
 2
 
 Add a Note 1 Click the Notes icon on the Outlook Bar to open the Notes folder. 2 Click New on the Standard toolbar to open a new note window.
 
 1
 
 3 Start typing the note text in the note window. 4 Click the Close button to save the changes and close the note window.
 
 4 3
 
 5 Outlook adds an icon to the Notes window for the new note.
 
 Tip
 
 5
 
 To place a copy of a note on the Windows desktop, just drag it from the Notes window in Outlook and drop it on the desktop.
 
 Tip You can insert blank lines in a note simply by pressing Enter twice.
 
 Tacking Up Notes
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 Creating and E-Mailing Contact Business Cards
 
 1
 
 You can create customized business cards for people in your Contacts folder. You can share these business cards by sending them to others via e-mail.
 
 2
 
 Create a Contact Business Card 1 In the Contacts folder, double-click on a contact to open it. 2 Click on Business Card. 3 View a thumbnail preview of the business card. 4 In the Card Design area, you can add a picture and control how the picture appears. 3
 
 5 Choose the information that is displayed on the business card. 6 You can change the text formatting for the currently selected field.
 
 4
 
 7 When you are done, click OK.
 
 Try This! You can add fields to a business card. Many people have more than one phone number or e-mail address. To add information to a business card during editing, under Fields, click Add. Choose a category from the menu and then choose the field to add.
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 Creating and E-Mailing Contact Business Cards
 
 6 5
 
 7
 
 Organizing with Outlook E-Mail a Contact Business Card 1 1 In your Mail folder, click New. 2
 
 2 Click Insert. 3 Click Business Card. 4 Select a name if it is on the menu; otherwise, choose Other Business Cards. 5 Select the contact whose business card you want to send. 6 Click OK.
 
 3
 
 7 Enter a recipient’s e-mail address.
 
 4
 
 8 Add a message. 9 Click Send.
 
 5
 
 9
 
 7
 
 8
 
 Try This! Send a business card from the Contacts folder. Open the Contacts folder and locate the person whose business card you want to send. Right-click on the contact and choose Send As Business Card. An e-mail message will open so that you can choose a recipient and add a message. When you are finished, click Send.
 
 6
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 Customizing Outlook Outlook includes several toolbars that contain dozens of toolbar buttons. Most users, however, use only a handful of toolbar buttons during any given Outlook session. Outlook
 
 enables you to add or remove toolbar buttons, and even add or remove an entire toolbar.
 
 Add or Remove a Toolbar 1
 
 1 Choose Toolbars from the View menu.
 
 2
 
 3
 
 2 If a toolbar is displaying, it will have a checkmark next to it. Select the toolbar to hide it. 3 Select a nonchecked toolbar to display it. Tip To quickly toggle toolbars on and off, right-click the toolbar and choose the toolbar’s name from the submenu.
 
 Tip To quickly add or remove a button from a toolbar, click the Toolbar Options arrow at the far-right end of the toolbar. Select Add Or Remove Buttons, and then select the name of the toolbar (such as Standard) you want to edit. You can then add or remove buttons from the list that appears.
 
 Caution Be selective when choosing the number of buttons you add to a toolbar. Unless you use a high screen resolution and have a large monitor, Outlook may not be able to display all the toolbar buttons at once.
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 Customizing Outlook
 
 Try This! To move a toolbar, click and hold the vertical dashed bar at its left end and drag it to a different location.
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 Creating a Publication in Publisher
 
 In this section: ■ What’s Where in Publisher? ■ Creating a Publication ■ Flowing Text Among Text Boxes ■ Tweaking Your Text ■ Adding a Table ■ Repeating Objects on Every Page ■ Formatting and Arranging Objects ■ Stacking and Grouping Objects ■ Flowing Text Around an Object ■ Inserting Your Business Information ■ Creating a Web Site in Publisher ■ Sending a Publication as E-Mail ■ Printing Your Publication
 
 M
 
 icrosoft Office Publisher 2007 is a layout program for creating a vast assortment of publications. As you start working with it, you’ll find that Publisher is a very scalable program—that is, it’s quite easy to use when you’re creating newsletters, greeting cards, or flyers and printing them on your printer or e-mailing them. However, because Publisher is powerful enough to include commercial-printing features such as trapping, overprinting, and setting spot colors, you’ll have the opportunity to venture into the complexities of professional layout features if you really want to embark on that adventure! However, in this section of the book, we’ll deal only with the basics; if you want to go further, we trust that you’ll find the right sources to guide you. Perhaps the first thing you’ll notice about Publisher 2007 is that it looks different from most of the other Office programs in that it uses a menu layout and multiple toolbars instead of the Ribbon and the single Quick Access toolbar. Of course, if you’ve used Publisher before, you’re already familiar with this interface. Otherwise, the best way to get to know Publisher is to start it up and look around. You’ll see dozens of different ready-made designs, and all you have to do is choose a design and insert your own content. If you’re creative and you’d prefer to design your own publications from scratch, go right ahead. 241
 
 What’s Where in Publisher? When you work in Publisher, you work with objects. What, exactly, is an object? Let’s say you want to insert some text. In Publisher, you’ll need to create a container for it—a text-box object—and you’ll place your text inside that object. To include a picture, you’ll create a picture-frame object, and you’ll place your picture inside that object. Some objects, however, come with their own containers: When you insert a piece of clip art or WordArt, for example, it goes onto the page as a Clip Art
 
 or WordArt object, already nestled in its own container. On a larger scale, each page of your publication is a container for all the objects you place on it. After you’ve created these self-contained objects, you can move each one around and/or resize it to create your arrangement on the page. The result is a polished publication that your readers see as an integrated whole rather than a collection of separate objects. The Zoom controls
 
 A task pane
 
 The horizontal ruler
 
 The Objects toolbar
 
 The Connect Text Boxes toolbar
 
 The Rotation handle A Sizing handle A text-box object A margin guide A picture with text wrapping
 
 The vertical ruler
 
 The width and height of the selected object The pages included in your publication
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 What’s Where in Publisher?
 
 The horizontal and vertical location of the top-left corner of the selected object
 
 Creating a Publication in Publisher Creating a Publication from a Design Consistency of design is critical in producing an attractive publication that will be inviting enough to command your readers’ attention. No matter how compelling the content of your story, its credibility will suffer if it’s poorly presented. If
 
 you need some assistance in the area of design, you can use one of Publisher’s many predesigned publications, each suited to a specific purpose. To use a design, simply select it, and then replace the placeholder items with your own material.
 
 Use a Design 1 Start Publisher, or, if it’s already running, choose New from the File menu to open the Microsoft Publisher window. 2 Select a publication type. 3 Click the design you want to use.
 
 1
 
 Search the computer and look on line for additional designs.
 
 Click to see your saved templates.
 
 4 Select the customizations and any other options you want. 5 Click Create.
 
 3
 
 6 In the publication that appears, replace the placeholder text and pictures with your own content, and then name and save the publication.
 
 2
 
 4
 
 5
 
 Tip If you start creating a publication but decide you don’t like the design, click the Change Template button in the Options section of the Format Publications task pane, and select a different template. If you want to change the paper size, click the Change Paper Size button and specify the page dimensions.
 
 Tip If the printer you’re going to use isn’t your default printer, choose Printer Setup from the File menu, and select your printer so that only the features that are supported by the printer will be available as you create your publication.
 
 Creating a Publication from a Design
 
 243
 
 Creating a Publication from Scratch If none of the designs Publisher provides (or any design you’ve saved as a template) meets your needs, you can start with a
 
 blank publication, add the elements you want, and arrange them for the best effect.
 
 Set Up Your Publication 1 Start Publisher, or, if it’s already running, choose New from the File menu to open the Microsoft Publisher window, and select Blank Page Sizes in the Publication Types list. Specify your page size and orientation, select a different color scheme if you want, and click Create to start your publication.
 
 1
 
 2 In the Format Publication task pane, if you want to modify the appearance of items in the publication, click to expand the Color Schemes area, and select the color scheme you want.
 
 7 8
 
 3 Click to expand the Font Schemes area, and select the font pair you want for the title and body text. 4 Click here if you want to apply an existing template to this page. 5 Click here if you want to change the dimensions of the page or the margin guides. 6 Add the objects, such as text boxes and pictures, to your publication. 7 Choose Background from the Format menu, and use the Background task pane to apply a background to the active page. 8 Save the publication. 244
 
 Creating a Publication from Scratch
 
 3
 
 2 4 6 5
 
 Creating a Publication in Publisher Adding Text All the text in a Publisher publication is contained in text boxes. To add text to your publication, you first insert a text box and then put your text inside the text box. If there’s too much text to fit into the text box, you can make the text box
 
 bigger, reduce the size of the text, or have the text continue in another text box—possibly on a different page if there’s not enough space on the current page. 1
 
 Add Text 1 With your publication open in Publisher, click the Zoom In or the Zoom Out button so that you can see the entire area in which you’re going to place the text box.
 
 2
 
 2 Click the Text Box button on the Objects toolbar. 3 In your publication, drag out a text box to the approximate dimensions you want.
 
 3
 
 4 Click in the text box to activate it. 5 Type or paste your text. Resize the text box to fit the text if necessary. 6 Use any of the tools on the Formatting toolbar to format the text the way you want, and, once again, resize the text box if necessary. 7 Drag a border to move the text box into the location you want.
 
 4 5
 
 7
 
 See Also
 
 See Also
 
 “Using Word to Prepare Publisher Text“ on page 300 for information about preparing and editing your text in Word.
 
 “Flowing Text Among Text Boxes“ on pages 246–247 for information about having text continue from one text box to another if all the text doesn’t fit into the first text box.
 
 Adding Text
 
 245
 
 Flowing Text Among Text Boxes You can position a long story in a publication by using two or more connected text boxes that allow the story to flow from one text box to another. In that way, you can continue a story from one side of a page to the other, from one sidebar to the next, or from one page to another. You can
 
 use the AutoFlow feature to automatically flow text that’s too long for one text box into the next one, or you can flow the text manually by connecting the text boxes that will contain the rest of your story. 2
 
 AutoFlow the Text 1 Copy the text of your story (press Ctrl+C) from its source—a Word document, for example. 2 With your publication open in Publisher, create the text boxes you’ll need for the story.
 
 3
 
 3 Click in the first text box, and paste your text (press Ctrl+V). 4 When Publisher asks whether you want to use AutoFlow, click Yes. 5 When Publisher asks whether you want to use a specific text box, click Yes if it’s the one you planned to use for the extra text, or click No if Publisher selected the wrong text box. Continue clicking Yes or No until Publisher has flowed all the text into the appropriate text boxes. 6 If you have some leftover text but no more available text boxes, click Yes when Publisher asks you whether you want it to create additional text boxes to fit the text; click No if you want to include the remaining text by manually flowing it or by resizing the existing text boxes. 246
 
 Flowing Text Among Text Boxes
 
 4
 
 5
 
 6
 
 Creating a Publication in Publisher Manually Flow the Text
 
 3
 
 1 If you selected No when prompted to have Publisher AutoFlow the text, create a second text box, if you haven’t already created one. 2 Click in the first text box (the one that contains the text that’s too long).
 
 2
 
 3 Click the Create Text Box Link button on the Connect Text Boxes toolbar.
 
 The link to the previous text box
 
 4 Click in the second text box to flow the text into that text box.
 
 4
 
 5 If the text is long enough that you need another text box to contain it, create a third text box. Then click in the second text box, click the Create Text Box Link button, and click in the third text box. Tip You can connect text boxes before you add any text. Then, when you add your text, it will automatically flow from one text box to the next.
 
 Tip Use the Previous Text Box and the Next Text Box buttons on the Connect Text Boxes toolbar to review the entire set of connected text boxes. Use the Break Forward Link button if you want to remove the link from one text box to the next.
 
 The Text In Overflow indicator
 
 5
 
 The Text Flow pointer
 
 Try This! Create a publication that has two pages, with a text box on each page. Click in the first text box, and choose Text Box from the Format menu. On the Text Box tab of the Format Text Box dialog box, select the Include “Continued On Page…” check box, and click OK. Click in the second text box, open the Format Text Box dialog box again, and, on the Text Box tab, select the Include “Continued From Page…” check box, and click OK. In the first text box, paste some text that’s too long for the text box, and use AutoFlow to flow the text into the second text box. Observe the result.
 
 Flowing Text Among Text Boxes 247
 
 Tweaking Your Text The text is usually the largest part of most publications, and if the text doesn’t look good, the publication doesn’t look good. Of course, you need to start by choosing a clear, easy-to-read font for your story—for example, you wouldn’t use a script font or any other fancy font because large blocks of such fonts
 
 Improve the Look of the Text
 
 are difficult to read. Then you can improve the overall look of your text by tweaking some subtle but important details: namely, the scaling, tracking, and kerning of the characters. Sometimes it’s the small details that make a big difference.
 
 2
 
 1 Select the text whose appearance you want to improve. 2 Choose Character Spacing from the Format menu to display the Character Spacing dialog box. 3 Adjust the percentage if you want to scale—that is, shrink (condense) or stretch (expand)—the width of the selected characters and their spacing without changing the height of the characters. 4 Select a type of tracking, or enter a percentage, to adjust the distance between all the characters of the selected text. 5 Select a type of kerning, and the amount of kerning, to fine-tune the space between two selected characters without changing the dimensions of the characters themselves. 6 Select the Kern Text At check box, and set the minimum point size for character pairs that tend to look “gappy” because of their shapes (for example, VA, WA, To, Te) so that they’ll always be automatically kerned. 7 Click OK. 248
 
 Tweaking Your Text
 
 3 4 5 6 1
 
 7
 
 Creating a Publication in Publisher Adding a Table Using a table is often the best way to organize and present certain types of information with the greatest possible clarity in a publication. Publisher comes with a series of design
 
 formats that help you create exactly the type of table you need for your specific purpose. 2
 
 Insert the Table 1 With your publication open in Publisher, click the Insert Table button on the Objects toolbar, and drag out a table with the approximate dimensions you need. 2 In the Create Table dialog box that appears, select the number of rows and columns you want for the table. 3 Select a table format. 4 Click OK. 5 Add your content to the table.
 
 1
 
 3 4 7 8
 
 6 Select the content, and use the tools on the Formatting toolbar to modify the formatting of the table. 7 Select rows or columns, and use the commands on the Table menu to add or delete any rows or columns. 8 Use the Sizing handles to change the size of the table, or use the Rotation handle to change the orientation of the table.
 
 6 5
 
 Tip To change the format of the table, choose Table AutoFormat from the Table menu.
 
 Adding a Table
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 Repeating Objects on Every Page If you want certain design objects to repeat on every page of your publication—for example, a picture, a logo, a background pattern, and so on—you can place the object on a master
 
 page. Then, whenever you create a new page, the material on the master page will be included on the new page. 1
 
 Add the Repeating Objects
 
 3
 
 1 With your publication open in Publisher, choose Master Page from the View menu. 2 Click here if you want to create a two-page-spread master page instead of a single-page master page. 3 Add the object or objects that you want to be repeated on every page. 4 Click the New Master Page button if you want an additional master page so that you can create a different layout in part of the publication, and place on that second master page the objects you want to be repeated. 5 Click the Close Master View button to return to your publication’s Normal view. 6 With a page of your publication selected, specify which master page you want to be applied to that page or whether you want the master page to be ignored in this instance. If the Apply Master Page task pane isn’t displayed, choose Apply Master Page from the Format menu. Continue selecting pages and applying the master page you want to use.
 
 4
 
 6
 
 Tip A master page contains more than repeating objects; it controls the margins, the layout grid, the background color, and any headers and footers that you’re using.
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 Repeating Objects on Every Page
 
 Click to apply a master page to a series of pages.
 
 2
 
 5
 
 Creating a Publication in Publisher Modifying a Picture After you’ve placed a picture in your Publisher publication, you can make substantial modifications to the picture (but not to
 
 Modify the Picture
 
 the picture file itself) to make the picture look exactly the way you want. 3
 
 4
 
 1
 
 2
 
 1 With the picture selected in your publication, click the Color button, and choose one of the following to specify how you want the image to appear: • Automatic to use the original color • Grayscale to use shades of gray instead of color • Black & White to use only those two colors • Washout to create a faint image 2 Click to use these tools to adjust the contrast and the brightness in the picture. 3 Drag a Sizing handle at one of the corners or sides of the picture. Use a corner handle to resize the picture proportionally, or use a side handle to distort the image.
 
 5
 
 4 Drag the Rotation handle to rotate the picture. 5 Click the Crop button to use the Cropping tool. 6 Place the Cropping pointer over a Sizing handle at one of the corners or sides of the picture, and drag the pointer inward to crop the picture. Click outside the picture to turn off the cropping tool. See Also “Inserting Pictures“ on page 24 for information about inserting pictures, and “Managing and Editing Your Pictures“ on page 312 for information about editing the picture files.
 
 6
 
 Modifying a Picture
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 Formatting an Object When you insert any item into your publication, that item is inserted as an object, whether it’s a picture, a piece of clip art, an AutoShape, or a text box. Although you can format
 
 Format the Object
 
 all these items, the type of formatting you use varies by the type of object, so you’ll need to play around with each type to see all the options. A picture with a line border and shadow
 
 6
 
 1
 
 2
 
 1 Click the object to select it. 2 Use the tools on the Formatting toolbar to adjust the fill color, the line color and style, the arrow style (if appropriate), the shadow style, and/ or the 3-D style. Some options aren’t available for every type of object.
 
 A rotated AutoShape with a gradient fill effect
 
 3 To adjust the settings, choose the object that appears at the bottom of the Format menu (Format Text Box, Format Picture, or AutoShape, for example) to display the Format dialog box. (The name of the dialog box changes depending on the type of object chosen.) 4 On the various tabs, adjust the items you want. Some tabs aren’t available for every object. 5 Click OK. 6 Use the Sizing handles to adjust the size and shape of the item, use the Rotation handle to change the orientation, and then drag the item to the location you want.
 
 Clip Art with a two-color fill effect and a black border 4
 
 A text box with color fill and white text
 
 3
 
 Click to add BorderArt to an object. 5
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 Creating a Publication in Publisher Adding a Design Object If you need some fresh ideas, take a look at Publisher’s Design Gallery! It provides a huge variety of design objects that were created to complement Publisher’s design themes. You’ll find that some of these objects are inserted automatically when
 
 you apply a design theme to a publication, but you can add any of the objects yourself, even if you’re not using the design for which that particular object was intended.
 
 Insert the Design Object 1 With your publication open in Publisher, click the Design Gallery Object button on the Objects toolbar to display the Design Gallery dialog box.
 
 7
 
 6
 
 2 Select the type of object you want to insert. 3 Use the Zoom Controls to preview the objects if necessary.
 
 1
 
 4 Click the object whose appearance will fit with your publication’s design. 5 Click the Insert Object button. 6 Move and size the object to fit into your publication.
 
 2
 
 4
 
 7 If necessary, ungroup the object, edit any text, modify or replace any clip art, and format any other objects to fit the design of your publication. See Also “Formatting an Object“ on the facing page for information about formatting objects. “Stacking and Grouping Objects” on page 256 for information about grouping and ungrouping objects.
 
 3
 
 5
 
 Adding a Design Object
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 Arranging Objects on the Page Misalignment of the items on a page can make your publication look sloppy and amateurish. By using Publisher’s arranging tools, you can produce a professional-looking publication whose objects are precisely placed for maximum design impact. Use the margin guides to specify the amount of space between your content and the edge of the page;
 
 use the grid guides to line up objects either horizontally or vertically; use the baseline guides so that the lines of text align horizontally across the page even if they’re in different text boxes; and use the ruler guides to align each object to a specific measurement.
 
 Set Up Your Grid 1 With your publication open in Publisher, choose Layout Guides from the Arrange menu to display the Layout Guides dialog box. 2 On the Margin Guides tab, set the margins you want for the page.
 
 1
 
 2
 
 3 On the Grid Guides tab, select the number of column guides and row guides you want, and set the spacing (the distance from the guide with which an object will align) for both column guides and row guides. 4 On the Baseline Guides tab, specify the spacing for the baseline of your text—that is, the imaginary nonprinting line the text sits on—and set the offset distance that you want between the first baseline and the top margin guide.
 
 3
 
 5 Click OK. 6 Point to Snap on the Arrange menu, and choose To Guides from the submenu.
 
 4
 
 7 On the View menu, make sure that the Boundaries And Guides item is selected, and, if you want the baseline guides to be displayed, make sure the Baseline Guides item is selected. 8 Drag or resize an object in your document, and note the way it aligns with the grid guidelines. 254
 
 Arranging Objects on the Page
 
 5
 
 Creating a Publication in Publisher Position an Object at an Exact Location 1 Point to the horizontal ruler, and drag out a horizontal ruler guide to the location you want, as shown on the vertical ruler. Drag out and position as many horizontal ruler guides as you want. 2 Point to the vertical ruler, and drag out a vertical ruler guide to the location you want, as shown on the horizontal ruler. Drag out and position as many vertical ruler guides as you want.
 
 1 3
 
 3 Point to Snap on the Arrange menu, and choose To Ruler Marks from the submenu.
 
 2
 
 4 Move or resize an object so that its boundaries snap to a horizontal or a vertical ruler guide, or to the intersection of a horizontal and a vertical guide.
 
 Horizontal ruler guides 4
 
 Vertical ruler guides
 
 Tip
 
 Try This!
 
 To be able to align text to the baseline guide, you must set the paragraph formatting to use the baseline guides. The easiest way to do this is to create a style that includes alignment to the baseline guides. Click the Styles button on the Formatting toolbar, and, in the Styles task pane that appears, choose New Style to create the new style.
 
 Point to Toolbars on the View menu, and choose Measurement from the submenu. Click to select an object, and note the information about its position, dimensions, and font characteristics. Point to Nudge on the Arrange menu, and drag the top of the submenu so that it becomes a floating toolbar. Move the selected object by clicking the Nudge buttons.
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 Stacking and Grouping Objects One of Publisher’s most powerful features is the ability it gives you to stack, or layer, several different objects, and to adjust the order in which they’re stacked. After you’ve assembled the
 
 objects you’ve chosen into the arrangement you like, you can group them so that they function as a single unit that you can then easily move around or resize. 1
 
 Arrange the Objects 1 In a publication that contains all the objects you want to stack and arrange, point to Order on the Arrange menu, and drag the submenu away from the menu to create the Order toolbar. 2 Drag one object on top of another object. 3 With the first object still selected, click an Order button to set the relative stacking order of the two objects. 4 Repeat steps 2 and 3 until all the objects are placed in the positions you want and are in the desired stacking order.
 
 2
 
 3
 
 5 Hold down the Ctrl key, and click each object that you want to be grouped into a single unit with the other objects.
 
 4
 
 6 Click the Group Objects button. To change the arrangement of objects you’ve grouped, select the group, and choose Ungroup from the Arrange menu. Tip When you’re working with several stacked objects that you want to group, it can be difficult to select an object that’s stacked underneath other objects by clicking it. To select all the objects, use the mouse to drag a selection rectangle around all the objects, and then group them.
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 Stacking and Grouping Objects
 
 5
 
 6
 
 Creating a Publication in Publisher Flowing Text Around an Object You can add style and sophistication to your publication by flowing the text of your story around an object—a picture or
 
 Set the Text Wrapping 1 In a publication that contains a text box and the object you want the text to wrap around, right-click the object, and choose Format from the shortcut menu to display the Format dialog box. (The name of the dialog box changes depending on the type of object selected.) 2 On the Layout tab, select the textwrapping style you want.
 
 an AutoShape, for example. You do this by setting the text wrapping for the object that the text wraps around.
 
 1
 
 2 3 4
 
 5
 
 3 Specify how you want the text to wrap around the object. 4 If you selected the Square wrapping style and would rather not use the automatic setting, clear the Automatic check box, and set the values for how closely the text will wrap around the object. 5 Click OK. 6 Drag the object into a text box that contains text, and adjust the position of the object so that the text wraps around the object in exactly the way you want.
 
 6
 
 Try This! Set the text wrapping to Tight for an object, and drag the object into a text box that contains text. Point to Text Wrapping on the Arrange menu, and choose Edit Wrap Points from the submenu. Drag a square black wrapping point into a new location to change the way the text wraps around the object. Continue moving wrapping points until you get the wrapping effect you want. Click outside the object when you’ve finished.
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 Reusing Content When you’re creating a long publication or several related publications, you might want to duplicate certain items—a picture, a design, a logo, or a slogan, for example—and place them in several different locations. Instead of returning to the
 
 first use of the item and copying and pasting it where you need it, you can place it in the Content Library and then insert it wherever you want it with just a couple of mouse-clicks. 1
 
 Use the Content Library 1 In your publication, select the item you want to add to the Content Library. 2 Click the Item From Content Library button to display the Content Library task pane. 3 Click Add Selected Items To Content Library. 4 In the Add Item To Content Library dialog box that appears, type a descriptive name for the item, select the check box for each category you want it classified as, and click OK. 5 To find an item in the Content Library, select the category and/or the type of item you want. 6 Point to the item in the library, click the down arrow, and, from the dropdown menu that appears, choose Insert to insert the item onto the current page, or choose Copy to copy the item to the Clipboard so that you can paste it into the location you want when you’re ready to do so.
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 Reusing Content
 
 2
 
 3 4 Click to create your own category, to rename an existing category, or to delete a category.
 
 5 6
 
 Creating a Publication in Publisher Inserting Your Business Information Publisher’s Business Information feature lets you store your business contact information, which you can then automatically insert into a publication using the appropriate fields. Fields are special tools that place data from an
 
 information source into a publication so that you don’t need to type the material each time. Additionally, once the fields are placed in the publication, other people can use the publication, and their business information will be inserted automatically.
 
 Use Business Information
 
 1
 
 1 If you haven’t yet created a Business Information Set, choose Business Information from the Edit menu to display the Create New Business Information Set dialog box. 2 Enter the information, including a picture of your logo if you want. Type a descriptive name for this profile, and click Save. In the Business Information dialog box that appears, confirm that the information is correct, and click the Update Publication button. 3 Choose Business Information from the Insert menu to display the Business Information task pane. 4 Select an item, and drag it into the location in your publication where you want it. Continue adding any further information you want. 5 If you want to use a different Business Information Set, click Change Business Information in the Insert Business Information task pane, and, in the Business Information dialog box that appears, select a different set.
 
 2
 
 3 4
 
 5 6
 
 6 If you need to create a new Business Information Set, click New, complete the information in the Create New Business Information Set dialog box, and click Save. 7 With the correct Business Information Set selected, click Update Publication.
 
 7
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 Creating a Web Site in Publisher Publisher provides some excellent tools for creating your own Web site, even if the site has only one page. You create the Web site as a Publisher publication, but you publish it to the Web as HTML and supporting files. Although you won’t be
 
 able to edit the Web site in Publisher once you’ve published it to the Web, you can edit the Publisher publication, make changes to the pages, and then publish the edited files to the Web again.
 
 Create the Web Site 1 Start Publisher, or, if it’s already running, choose New from the File menu to open the Microsoft Publisher window, and select Web Sites as the publication type. Select a Web-site design and any other options you want. Click Create.
 
 2
 
 2 In the Easy Web Site Builder dialog box that appears, select the check boxes for the items you want to add to the Web site, and click OK. 3 Click Page Options if you want to change the page layout, the name of the page, the background, or the background sound. 4 Use the tools on the Web Tools toolbar to customize your Web page. If your site has more than one page, switch to the other pages and customize them.
 
 6
 
 3 4
 
 5 Replace the placeholder text and graphics on each page with your own content. 6 Click the Save button on the Standard toolbar to save the publication as a Publisher file so that it will be available for any later modifications. 7 Click the Web Page Preview button on the Web Tools toolbar to preview the site in your Web browser. 8 Return to your publication, make any changes you want, and save the publication again.
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 Creating a Web Site in Publisher
 
 7
 
 5
 
 Creating a Publication in Publisher Publish It! 2
 
 1 Choose Publish To The Web from the File menu. If a dialog box appears and tells you that you need a Webhosting service, click OK to continue if you already have a Web service. Otherwise, click the link to find a host on line, or press the Esc key to cancel the publishing until you’ve signed up for a Web-hosting service. 2 In the Publish To The Web dialog box, do either of the following: • If your Web host supports FTP publishing directly from Publisher, type the location of the site in the form ftp:\\websitename.com (where websitename.com is the address of your Web site), and click Save. Log on to your site when requested, and then, if the Publish To The Web dialog box appears again with a proposed file name, click Save without changing any settings. • If your Web host doesn’t support direct publishing, if you can’t connect to the host, or if you want to publish to a different location, locate the folder for the files, and click Save. 3 If the Microsoft Office Publisher dialog box appears telling you that a filtered HTML version has been created, read the notice, and click OK. 4 Wait for the files to be uploaded. 5 If your Web host doesn’t support publishing directly to the Web, transfer the files from the folder in which you saved them to your Web site, using the directions your Web host has provided. 6 Go to your Web site, and make sure that everything is working properly.
 
 4 Tip You can publish your Web site to a folder on your computer, to a network location or an intranet, or to an Internet Web-hosting site. Provided the location has the Windows IIS component installed, you’ll see the full functioning of your Web site and can test and evaluate it.
 
 Creating a Web Site in Publisher
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 Double-Checking Your Publication You worked long hours on a publication that you thought would be a joy to behold, but what you got when you printed it was a woefully misaligned mess. Your eyes fill with tears of anger and despair as you wail, “What happened?” Don’t give
 
 up! At this point, you could scroll through your publication to try to detect the problems, but there’s a lesson to be learned here: Before you print, let Publisher do a comprehensive check through your publication to identify any problems. 4
 
 Check the Design 1 In your completed and saved publication, choose Design Checker from the Tools menu to display the Design Checker task pane. 2 Point to a problem that Design Checker has identified, click the down arrow button, and choose • Go To This Item to jump to the problem item and adjust the problem manually. • Fix… to automatically fix the problem, bearing in mind that not every problem can be fixed automatically. • Never Run This Check Again to discontinue using the specific check that reported the problem. • Explain… to display Publisher Help, read why this is a problem, and learn about any automatic or manual fixes. 3 Repeat step 2 for any other identified problems. 4 Click Close Design Checker when you’ve finished.
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 Double-Checking Your Publication
 
 1 Select or clear check boxes to change which items are checked. 2
 
 Creating a Publication in Publisher Sending a Publication as E-Mail If you want to send an unusually elaborate e-mail message, a newsletter, or an announcement, consider creating it in and sending it from Publisher. You have two choices: You can send the publication itself as the message, or you can enclose the publication file as an attachment to an e-mail message. If you
 
 send the publication itself as the message, it will be sent in the HTML format. If you send the publication as an attachment, the recipient must have Publisher on his or her computer to be able to view the file.
 
 E-Mail Your Publication 1 Create and save your publication. Point to Send E-Mail on the File menu, and choose E-Mail Preview from the submenu. 2 In the Web-page preview that appears, verify that the publication contains the information you want, and then close the preview window. 3 Point to Send E-Mail on the File menu again, and, from the submenu, choose the way you want to send the e-mail: 1
 
 • Send As Message to send the publication itself as an e-mail message
 
 3
 
 5
 
 • Send Publication As Attachment to send the Publisher file as an attachment 4 Address the message, and add a subject. 5 If Publisher detected any errors, click the Design Checker button, and fix the error or errors using the Design Checker task pane.
 
 6 4
 
 6 Click Send.
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 Printing Your Publication Although you can use Publisher to produce Web pages and e-mail messages, chances are that you’re going to print most, if not all, of your publications on paper. You’ll find that Publisher
 
 gives you exceptionally fine control of the printing process so that you can designate exactly what’s printed and how it’s printed.
 
 The Final Step: Print It!
 
 1
 
 1 With your publication proofread, checked by Design Checker, and saved, choose Print from the File menu to display the Print dialog box. 2 Select the printer you’re going to use if it isn’t already selected. Specify the pages to be printed, the number of copies, and whether the copies are to be collated.
 
 2
 
 3 On the Printer Details tab, click the Advanced Print Settings button to display the Advanced Printer Setup dialog box. 4 On the Separations tab, specify whether you want to print a composite copy of the publication (a final copy showing all the colors together on each page), or the separations (a separate page for each color to check that the color has been applied correctly to every element). Complete the other printing specifications. 5 On the Page Settings tab, specify how you want the pages to be printed, which printer’s marks you want, and whether there are any bleeds (color that extends beyond the edge of the page). 6 On the Graphics And Fonts tab, specify how the graphics are to be printed and whether you’ll allow the printer to substitute its fonts for the fonts in your publication. 7 On the Printer Setup Wizard tab, use the tools to set up two-sided printing or envelope printing. Click OK, and click Print to print your publication. 264
 
 Printing Your Publication
 
 6 5 3 7
 
 4
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 Working in Access
 
 In this section: ■ What’s Where in Access? ■ Using an Existing Database ■ Creating a Database from a Template ■ Creating and Modifying Tables ■ Adding Data to a Table ■ Access File Formats ■ Importing and Exporting Data ■ Defining Relationships Among Tables
 
 M
 
 icrosoft Office Access 2007 is designed to help you store, combine, and ask questions of large collections of data relevant to your business or your home life. You can create databases to track products and sales for a garden supply company, or, just as easily, build databases to keep track of your books and holiday card lists. Regardless of the specific use you have in mind, Access is a versatile program you can use to store and retrieve data quickly. Working with Access is pretty straightforward. The program has a number of templates you can use to create entire databases or just parts of them. You also have the freedom to create databases and their components from scratch, giving you the flexibility you need to build any database.
 
 ■ Creating Forms, Reports, and Queries ■ Analyzing Data with a PivotChart ■ Collecting Data Using E-Mail ■ Customizing Access
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 What’s Where in Access? Surveying the Access Window • The title bar displays the name of the database and the window control buttons.
 
 • The Navigation pane displays database objects of the type you select.
 
 • The tabs on the Ribbon enable you to display different types of commands based on the category you select.
 
 • The object window displays any open database objects.
 
 • The ribbon contains comands that reflect the active contextual tab, your position in the database, and the selected objects.
 
 Ribbon
 
 • The status bar indicates the progress of any ongoing processes.
 
 Title bar
 
 Ribbon tab
 
 Object window
 
 Navigation pane
 
 Status bar 266 What’s Where in Access?
 
 Minimize Restore Close
 
 Working in Access Surveying the Object Window • The object tabs display the names of all open database objects.
 
 • The vertical scroll bar enables you to move up and down within your object.
 
 • The Close button enables you to close the active database object with a single mouse click.
 
 • Right-clicking a control on the body of a database object while you display the object in Design view displays a contextual menu that enables you to edit the selected control.
 
 • Opening a database object in Design view displays contextual tabs that contain design and formatting tools. • The horizontal scroll bar enables you to move side to side within your object.
 
 Contextual tab
 
 Object tab
 
 Close
 
 Vertical scroll bar
 
 Contextual menu
 
 Horizontal scroll bar What’s Where in Access?
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 What is a Relational Database? Storing Data on Index Cards Before computers, a popular way to store data was on index cards. If you ran a gardening supply store, you could keep track of your products by creating a card for each product, dividing the cards into product categories, and then alphabetizing the cards in each section by product name. Each card would contain relevant data such as the product’s name, unique identifier, category, price, description, and the supplier’s name and phone number.
 
 Using Word to store your data isn’t the best solution, however. One limitation is that there’s no way to combine information from two tables, so you need to write the supplier’s phone number in every row representing a product from that supplier. If that phone number changes, you need to change the phone number entry in every table row representing a product from that supplier.
 
 Storing Data in a Database
 
 To find all of the products from a specific supplier, you either needed to keep track of the products on a separate sheet of paper or go through the cards and pull every one representing a product made by that supplier.
 
 Storing Data on the Computer If you store the same data on the computer, however, you can find all of the products from a specific supplier much more easily. As an example, you might create a Microsoft Word table with a column for each type of data you want to store. With the list in a Word table, you can change the order of the table rows to group all of the products from one supplier together…all you need to do then is scroll down through the table until you find the products from the supplier you want. 268 What is a Relational Database?
 
 Databases, by contrast, are designed to combine data from several sources into a single table. After data is entered into a table, it can be combined with other tables in the database to produce valuable information. It’s possible, for example, to store information about suppliers in one table and information about purchase orders in another table. If a supplier changes its phone number, you need to change the phone number only once. Datasheet
 
 Subdatasheet
 
 Working in Access Using an Existing Database When you start Access, the Getting Started with Microsoft Office Access screen appears in the Access window. A list of recently opened files appears at the right of the window, in the Open Recent Database section. You can select the file you
 
 want to open from the list that appears. If the file you want isn’t on that list, click More to display the Open dialog box. From the Open dialog box, you can navigate to the folder with the database you want to open.
 
 Open a Database on Startup
 
 Open a Recently Used Database
 
 1 Start Microsoft Office Access 2007.
 
 1 Start Microsoft Office Access 2007.
 
 2 Click More.
 
 2 In the Open Recent Database section, click the name of the database you want to open.
 
 3 Navigate to the folder with the database you want to open. 4 Double-click the file you want to open. 3
 
 4
 
 2
 
 2
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 Creating a Database from a Template The developers of Microsoft Office Access 2007 have one primary goal: to make it as easy as possible for you to create powerful and useful databases that help you get your work done quickly. You must have a great database program to meet that goal, but it also helps if the developers draw on the rest of the Microsoft community to design databases you can
 
 use without modification (for tasks such as tracking your contacts, sales, or workouts) or to use as the basis for your own custom databases. You can find those preexisting databases, called templates, installed on your computer and also on the Office Online Web site.
 
 Create a Database from a Template 1 If necessary, click the Microsoft Office button and then choose Close Database to close any open database.
 
 1
 
 2 Click a Template Category.
 
 2
 
 3 Click the desired template. 4 Type a name for your database. 5 Click the folder icon. 6 Navigate to the folder where you want to store your database. 7 Click OK. 8 Click Download.
 
 6
 
 3 7
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 Creating a Database from a Template
 
 8
 
 4
 
 5
 
 Working in Access Find Database Templates Online 1 If necessary, click the Microsoft Office button and then click Close Database to close any open database.
 
 2
 
 2 Click an Office Online template category. 3 Click the desired template. 4 Type a name for your database. 5 Click the folder icon. 6 Navigate to the folder where you want to store your database. 7 Click OK. 8 Click Download. 3
 
 8
 
 4
 
 5
 
 6
 
 7
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 Adding a Table to a Database It might seem strange to want to enter data into a table without first defining the table’s structure, but there’s one scenario in which it makes perfect sense: when you’re in a hurry and you have to get the data into the database quickly. When you
 
 type data into a blank table, Access assigns generic names to the fields, such as Field1, Field2, and so on. After the data’s in the table, you can open the table in Design view and name the fields, define data types, and so on.
 
 Create a New Table by Typing 5
 
 1 Click the Create tab.
 
 1
 
 3
 
 2 In the Tables group, click Table. 3 Type the data for the first new field and press Tab.
 
 2 8
 
 4 Repeat step 3 until you have typed all of the data for one record, and then press Enter twice to return to the first field. 5 Click Save. 6 Type a name for your table.
 
 6
 
 7
 
 7 Click OK. 8 Click the Close box for the table.
 
 Tip When you create a field by typing, Access defines the table’s first field as a sequentially numbered field named ID, which serves as the table’s primary key field. It’s a good idea to leave the field in the table, but you should rename it to something more descriptive so you can identify it if you use it as a foreign key. If the table’s name is Warehouses, for example, you could name the field WarehouseID.
 
 272
 
 Adding a Table to a Database
 
 Working in Access Modifying a Table It’s easy to create tables in Access, but you’re not stuck with the first version of a table. After you create a table, you can modify it by adding, deleting, and reordering fields. Although the order of your fields doesn’t affect how your table functions within the database, changing their order can make it easier for you and your colleagues to understand your table’s structure
 
 1 2
 
 Change a Table 1 Right-click the table you want to modify. 2 Click Design view. 3 Follow any of these steps: ■ To delete a field, click the row selector of the row you want to delete, click the Delete Rows button, and then click Yes to confirm that you want to delete the row.
 
 Insert rows Delete rows
 
 ■ To add a field, click the row selector of the row below where you want the new field to appear, click the Insert Row button, type a name for the field, click the row’s Data Type cell, click the down arrow that appears, and then click the desired data type. ■ To reorder the fields in your table, click the row selector of the row you want to move, and then drag the row selector to the desired position.
 
 Drag a row selector
 
 Modifying a Table
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 Adding Data to a Table After you open a table, you can edit the existing data, add new data, or copy data from one cell and paste it into another. You can edit text using the same techniques that you use in other Microsoft Office 2007 applications. When you cut or
 
 copy table data, the Office Clipboard keeps track of the last 24 items you cut or copy. If you want Access to undo the last change you made, you can do so by pressing Ctrl+Z or by clicking the Undo button on the Quick Access Toolbar.
 
 Select Text
 
 Copy and Paste Text
 
 • Move the mouse pointer over a cell until the pointer turns into a white cross and then click in the cell. • Double-click a word to select it.
 
 1 Select the text you want to copy. 2 Click the Home tab. 3 Click the Copy button.
 
 • Drag the mouse pointer over text to select it.
 
 4 Click the position where you want to paste the text. 5 Click the Paste button.
 
 Delete Text • Click to the right of the text to be deleted and press Backspace to delete it one character at a time.
 
 2
 
 • Select the text and press Delete.
 
 Undoing Operations
 
 5
 
 • To undo an operation, click the Undo button in the Quick Access Toolbar. Move the mouse ...
 
 4
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 3
 
 1
 
 Working in Access Access File Formats Access 2007 uses a new file format that supports a number of new capabilities. Access 2007 database files, which end with the .accdb file extension (e.g., Northwind2007.accdb), enable you to use these new capabilities: • Multivalued fields enable you to select multiple values from a list of acceptable choices. • Attachment data type enables you to store files, such as images or Word documents, as part of a database record. • Improved integration enables you to interact effectively with Windows SharePoint Services and Microsoft Office Outlook 2007. The new Access 2007 file system includes security capabilities that enable the 2007 Microsoft Office system programs to disable databases that contain programming code from an unknown source. These new security capabilities make it possible to integrate Access 2007 with Outlook 2007 and Windows SharePoint Services sites.
 
 • Append-only memo fields allow users to add data to a field but prohibit editing or deleting information previously entered into the field. Requiring users to record changes in an append-only memo field helps preserve data integrity and establishes a chain of events. • Improved encryption helps protect your database from intruders who attempt to gain unauthorized access to your data. The Access 2007 file format doesn’t support database replication or the user-level security model, both of which were available in the Access 2003 file format. However, you can open a database in the Access 2003 file format in Compatability Mode, which enables you to use those capabilities if you absolutely must have them.
 
 Access File Formats
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 Importing Data Many times you find that data from another database would be nice to have in the database you’re working on. You can bring tables (or other objects) into your database using the controls on the External Data tab. Copying tables from
 
 Copy a Table from Another Database
 
 2
 
 1 Click the External Data tab. 2 Click Access. 3 Click Browse. 4 Double-click the database from which you want to import the table. (continued on the next page)
 
 Tip You can import data from other types of database objects by clicking the object type (for example, Queries) in the Import Objects dialog box and then clicking the object from which you want to get your data.
 
 4
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 Importing Data
 
 another database enables you to use the data as it exists at the time you make the copy, so any updates you make to the original table are not reflected in the copy, and vice versa. 1
 
 3
 
 Working in Access Copy a Table from Another Database (continued) 5 Select the Import Tables, Queries, Forms, Reports, Macros, And Modules Into The Current Database option. 6 Click OK.
 
 5
 
 7 Click the table or tables to import. 8 Click OK.
 
 Tip If you clicked a table to include it in the list of tables to be imported, but have changed your mind, you can click the table again to deselect it.
 
 6 7
 
 8
 
 Importing Data
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 Exporting Data Access enables you to store and summarize data stored in your database tables, but Excel provides a much wider range of analytical tools. Exporting your Access table or query data
 
 Exporting Data to Excel
 
 2
 
 to an Excel workbook takes just a few steps, after which you can analyze your data using all of the capabilities Excel has to offer. 3
 
 1 Click the table or query you want to export.
 
 4
 
 2 Click the External Data tab. 3 In the Export group, click the Export to Excel Spreadsheet button. 4 Type a name for the file. 5 If desired, select the Export Data With Formatting And Layout option.
 
 1
 
 5
 
 6 Click OK. 7 Click Close.
 
 6
 
 Tip If you select the Save Export Steps check box, Access will display a form you can use to record the export so you can recall it later. To recall the export, on the External Data tab, in the Export group, click Saved Exports, click the export you want to replay, and then click Run.
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 Working in Access Defining Relationships Among Tables When the primary key from one table is present in another table, you can create a relationship between the two tables. This ability to link two (or more) tables together is one reason why relational databases are so powerful—you
 
 Define a Relationship
 
 2
 
 make your data easier to read by creating simple tables and then use your computer’s processing power to combine tables of data into useful information you can use to make business decisions. 1
 
 1 Click the Database Tools tab. 2 Click Relationships.
 
 4
 
 3 If one or more of the tables you want to relate don’t appear in the Relationships window, click the Show Table button.
 
 3
 
 4 Click the first table to add to the Relationships window. 5 Click Add. 6 Repeat steps 4 and 5 as necessary. 7 When you finish adding tables, click Close.
 
 8
 
 10
 
 8 Drag the primary key field from the first table to the corresponding foreign key field in the second table. 9 Click Create. 10 Click the Close button to close the Relationships window.
 
 9
 
 5
 
 Defining Relationships Among Tables
 
 7
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 Creating a Form Access makes it possible for you to create powerful and complex forms, but there will be plenty of occasions when a simple form that contains all of the fields from a table will meet your needs. Creating a simple form is a straightforward process. You simply select the table from which you want to create
 
 your form, then tell Access you want to create a simple form based on that table and you’re done. If you’d like more control over the form you create, you can use the Form Wizard, which enables you to choose the data source, the type of the form, and the form’s appearance.
 
 Create a Simple Form
 
 Step through the Form Wizard
 
 1
 
 In the Navigation pane, click a table.
 
 1 Click the Create tab.
 
 2 Click the Create tab.
 
 2 Click More Forms.
 
 3 Click Form.
 
 3 Click Form Wizard. (continued on the next page)
 
 2
 
 280
 
 3
 
 1
 
 Creating a Form
 
 1
 
 2
 
 3
 
 Working in Access Step through the Form Wizard (continued)
 
 5
 
 4
 
 Tip You can remove a field from the Selected Fields box by clicking the field and then clicking Remove. Clicking Remove All clears the Selected Fields box.
 
 4 Click the Tables/Queries down arrow. 5 Click the table to provide the values and structure for the form. 6 Click a field in the Available Fields box and then click either of the following:
 
 6 7
 
 • Click Add to add the selected field. • Click Add All to add all fields to the form.
 
 8 10
 
 7 Click Next. 8 Select the layout for the form. 9 Click Next. 10 Click the name of the style for the form. 11 Click Next.
 
 12
 
 9
 
 12 Type a name for the form. 13 Click Finish.
 
 Tip 11
 
 13
 
 You should create a sample form of each of the four main types (Columnar, Tabular, Justified, and Datasheet) to see which type best meets your needs in a particular situation.
 
 Creating a Form
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 Creating a Report from the Data Although it might be possible to generate useful reports from the data in a single table or query, it’s very likely that you’ll want to combine data from more than one table or query into a single report. For example, you might have product data in
 
 one table and supplier data in another table, and then want to create a report where full supplier contact information accompanies the product information. You can do that by creating a report using the Report Wizard.
 
 Step through the Report Wizard 1
 
 1 Click the Create tab.
 
 2
 
 2 Click Report Wizard. 3 Click the down arrow and then choose the first table or query from which you want to draw values for the report. 4 Click a field in the Available Fields box and then click either of the following buttons: • Add to add the selected field. • Add All to add all fields to the report. 3
 
 5 Click Next. • If you created a report based on a query that reads in primary key values from more than one table, a wizard page appears asking you to select a preliminary grouping criteria for the report’s records. Click the name of the field by which you want to group and then click Next. (continued on the next page)
 
 282
 
 Creating a Report from the Data
 
 4 5
 
 Working in Access Step through the Report Wizard (continued) 6 If necessary, click the first field by which you want to group the report’s contents and then click Add. Repeat to add grouping levels. 7 Click Next. 8 Click the first field’s down arrow, and click the first field by which you want to sort the report’s contents.
 
 6
 
 9 If necessary, click the sort options to toggle between Ascending or Descending.
 
 7
 
 10 Click Next. 11 Use the controls on the remaining wizard pages to select a layout, page orientation, style, and name for the report. When you’re done, click Finish. 9
 
 Tip
 
 8
 
 You can remove fields from the Selected Fields pane of the Report Wizard by clicking the field name and then clicking either Remove, to remove the selected field, or clicking Remove All, to remove all fields.
 
 10
 
 Creating a Report from the Data
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 Extracting Information from a Database (Queries) When you create a basic select query, you identify the table (or tables) with the data you want to find, name the fields to appear in the query results, and then save the query. The Query Wizard walks you through the process, making it easy
 
 Create a Detail Query
 
 to identify the tables and fields to appear in your query. What’s more, you can choose whether to have Access display detailed results (that is, the individual query rows) or summarize the query’s contents.
 
 1
 
 2
 
 1 Click the Create tab. 2 Click Query Wizard. 3 Click Simple Query Wizard. 4 Click OK.
 
 3 (continued on the next page)
 
 4
 
 Tip To add all of a table’s fields to your query, click the Add All (>>) button. You can also remove a field by clicking the Remove (					    
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