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 About This Book In this section:
 
 n No Computerspeak! n A Quick Overview n What’s New in Office 2010? n A Few Assumptions n A Final Word (or Two)
 
 T
 
 his book is for those who believe computers are tools you use to accomplish what you need so that you can get on with the fun part of life . 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?—you’ll find Microsoft Office 2010 Plain & Simple to be a straightforward, easy-to-read guide . With the premise that your computer should work for you, not you for it, this book’s purpose is to help you learn what you need to know about Microsoft Office 2010 quickly and efficiently so that you can be as creative, collaborative, and flexible as possible—and then get away from the computer and live your life .
 
 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 . And if a program includes a huge number of fun features that can help your work look better than ever, you don’t want to spend a week learning how to tap into
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 that . You want the information you need—with clear pictures showing just the right steps—and you want it now! 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 . Simply look up the task in the index or the table of contents, turn to the page, and there’s the information you need, laid out in an illustrated step-by-step format . You don’t get bogged down by the whys and wherefores: just follow the steps and find what you need to complete your task—and look good doing it—with a minimum amount of hassle . Occasionally, you might want to turn to another page if the procedure you’re working on is accompanied by a See Also paragraph . There’s a lot of overlap among tasks, and by using the See Also suggestions you can read related information without suffering through blocks of repeated text. You’ll find useful Tips here and there, discover features that are new in this version of Office, and bump into a Try This or a Caution once in a while . By and large, however, you’ll find text that remains true to the heart and soul of the book, which means 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, you’ll find this book packed with procedures for everything you might want to do, from the simplest tasks to some of the more esoteric ones .
 
 the way you like to work . If you tend to stick with one favorite and familiar approach, the methods described in this book are the way to go . If you like trying out alternative techniques, go ahead! The ribbon interface in Microsoft Office 2010 gives you just the tools you need when you need them—pointing you to the fastest way to complete a procedure—but there is much in Office 2010 to explore. Feel free to invent your own ways of doing things or follow what I’ve provided here . Whatever helps you work most efficiently and effectively is the best path to choose .
 
 A Quick Overview This book is written with a few assumptions in mind . First, I’m assuming that Office 2010 is already installed on your computer . If it isn’t, Microsoft Windows makes installation so simple that you won’t need help anyway . I’m also assuming that you’re interested in the most popular Office 2010 programs: Word 2010, Excel 2010, PowerPoint 2010, Outlook 2010, OneNote 2010, Access 2010, and Publisher 2010. Some of the other programs available either as part of the various Office 2010 versions or as standalone programs—such as Microsoft InfoPath, SharePoint Workspace 2010, and Microsoft Project 2010—are complex enough that you’ll want to find specialized books 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. You’ll find that the
 
 . . . And the Easiest Way to Do Them
 
 Tip
 
 Another thing I’ve tried to do in this book is to find and document the easiest way to accomplish a task. The Office programs often provide multiple methods for achieving a single result—and that can be daunting or delightful, depending on
 
 Find out more about available books on various Microsoft Office 2010 programs by visiting the Microsoft Press page at http://microsoftpress. oreilly.com.
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 A Quick Overview
 
 About This Book book is organized into some sections that deal with the individual programs in Office 2010, and some that show you how to use the programs together. If you’re new to Office 2010 or if you’re stymied by the ribbon, you should first read sections 2 and 3, “Working in Office 2010” and “Common Tasks in Office 2010,” 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 Backstage view, finding your way with tools and toolbars, changing views, working with pictures and diagrams, doing some research, and getting help if you need it . Learn how to work with the Office Web Apps for some of your favorite applications . Regardless of which program you’re working in, you’ll find that the tasks you want to accomplish are always arranged in the text 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 . Now that you know the overall approach, you may be wondering what’s covered in this book . Sections 2 and 3 cover the basic tasks—and a few slightly more complex ones—that are common to all the Office 2010 programs. Sections 4, 5, and 6 are dedicated to Microsoft Word 2010, 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 do all of the following: n Create and share your documents n Edit your text n Move through the document using the Navigation pane n Use Word’s find-and-replace feature to take care of document-wide changes n Correct your spelling and grammar
 
 n Use the translation tools n Add page numbers to your documents n Use the Track Changes feature to mark changes in your documents n Read and accept or reject the changes made to a document you’ve sent out to be reviewed n Co-author a document in real time with others on your team In section 5, you’ll learn all about formatting your documents, including how to format text, lists, and tables; apply styles; align paragraphs; create a layout and divide a long document into sections or chapters; work with running heads; and wrap text around a graphic . Section 6 gives you specific techniques for special tasks in Word 2010, whether you want to create and design a sophisticated cover page; add sidebars, math equations, pull quotes, and watermarks to liven up a document; or put together a huge mail-merge project to send by e-mail or printed letter . 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 . This section also shows you how to create a Word 2010 form so that you can use your Word document to collect the information you need from others . Sections 7 and 8 are all about Microsoft Excel 2010. 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, you’ll discover some of Excel’s more complex features . First you add sparklines to showcase your data in ways others A Quick Overview
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 can understand easily . You’ll learn about cell addresses and functions, and you’ll create a PivotTable along with slicers 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, I’ll show you how to turn your boring old worksheets into snazzy, professional-looking 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 PowerPoint 2010, the immensely popular presentation program . Section 9 introduces you to the basics of the program—including the views, tabs, buttons, working area, and so on—and then takes you through the process of creating your presentation . You’ll choose from professional themes and layouts to get started and learn how to add tables, SmartArt graphics, WordArt, and multimedia—video and sound—to your slides. One of the exciting new features in PowerPoint 2010 is the ability to edit video within the program—section 9 shows you how to do that, and add video styles as well . 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 2010 and Windows 7 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 Outlook 2010, Office’s e-mail program. Section 11 walks you through the 4
 
 A Quick Overview
 
 basics: learning about the Outlook window; creating and sending e-mail messages; using Conversation View; 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 . Learn to use Quick Steps to automate the Outlook tasks you perform often and set up and manage the accounts and RSS subscriptions you want to receive regularly . And keep up to date with friends, family, and colleagues by using the Outlook Social Connector to access e-mail threads and status updates your contacts post . 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 Microsoft Exchange Server, you can schedule meetings and even reserve a meeting room . If you share calendars with others, you can manage your schedules using the Shared Calendar view . This section also shows you how to use your Contacts folder to manage your contact information, with as much or as little detail 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 marketing publications in Microsoft Publisher 2010. Publisher is a page-layout program with a creative spark that enables you to easily create newsletters, reports, business cards, brochures, award certificates, banners, menus, résumés, and more, using a wide variety of professionally designed templates . You select the type of publication you want to create, 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. Now Publisher 2010 includes support for
 
 About This Book high-quality typographic features and makes it easier than ever for you to finalize your files and work with a commercial printer . Section 14 is about the newest addition to Microsoft Office—OneNote 2010. Microsoft OneNote was available in previous versions as a standalone application, but now it is a part of all Microsoft Office 2010 editions. Use OneNote to gather notes from Word 2010, PowerPoint 2010, and Outlook 2010. Capture notes easily with ink, voice, text, and more. Clip notes from Web pages, find notes by author, share your notebooks, and much more . This section shows you how to integrate OneNote 2010 into your Office 2010 daily tasks . Section 15 concentrates on Microsoft Access 2010—a relational database program . If you need to understand and work with a database program, this is a good place to start . In addition to basic information about databases, tables, and forms, you’ll discover how Access 2010 makes designing and managing a database easier than ever with prebuilt templates, Application Parts, Office themes, Quick Start fields, navigation forms, and calculated fields. What’s more, you can add data visualizations to your reports to showcase your data in ways others can understand easily . Section 16 is about customizing and securing Office. Now you can customize just about anything in all the Office 2010 programs—the ribbon, 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. I’ll show you how to add or remove Office components and how to run some easy-to-use automatic diagnostics if you encounter any problems with your Office programs and your computer .
 
 What’s New in Office 2010? As you may know, the previous version of Office, Office 2007, brought significant change to the traditional look and feel of the Microsoft Office applications by introducing the ribbon. Instead of requiring you to wind your way through countless menus and dialog boxes, the ribbon offers you the most common tools in a set of tabs at the top of the window and displays additional tools only as they are needed based on the tasks you are performing at the moment . This means that the screen is less cluttered and the tools are easier to find and use than ever before . Office 2010 builds on this improvement in the design of the ribbon by extending it to all Office 2010 applications. (Previously, the ribbon was available only in some applications .) You’ll also find that you can customize the ribbon to fit the way you work, which includes hiding it completely if you like . In addition to this continuing design enhancement, the new features in Office 2010 and the program’s improved ease of use speak directly to the changing ways people are working today. For example, now Office 2010 is available in both 32-bit and 64-bit versions, so that users with 64-bit processing can take full advantage of all that processing power, and security has been increased and simplified for users so that much of the safeguarding happens before you even open your files. A new Protected View also restricts the level of editing available on files you download from the Web or receive from unfamiliar sources . Another big story throughout Office 2010 is the addition of the new Backstage view . Backstage view brings together all the tools you need to open, save, print, and work with the files you create in your Office 2010 applications. You can print and preview in a single window, recover unsaved documents, check file accessibility, save in a variety of formats, and much more— all from Backstage view . What’s New in Office 2010?
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 Overall the key features throughout Office 2010 build on one of three design themes: n Bringing your ideas to life New picture editing tools, expanded text effects, high-quality typographical support, new themes and templates, and a whole set of data visualizations and conditional formatting features enable you to showcase your data—no matter what kind of file you’re creating—more attractively and effectively than ever . Video editing and styles, the Animation Painter, and new broadcast capabilities in PowerPoint 2010 bring more life to your presentations . And improved inking capabilities throughout all the applications make it easier for you to gather and highlight content in the manner you are most comfortable collecting it . n Working together more effectively Now teams can share Office 2010 documents seamlessly with Microsoft SharePoint Workspace 2010 sites and co-author documents and presentations using SharePoint Server 2010 or Windows Live . A number of sharing features make it possible for you to work collaboratively and update files naturally whether you’re working at home or school, in a small or large office. Streamlined communications features show you the online presence of others working on your file and enable you to contact them easily by clicking an option on their contact card . n Work anywhere, anytime Now Office Web Apps are available for Microsoft Word 2010, PowerPoint 2010, OneNote 2010, and Excel 2010 that enable you to post and share files from any location you have Web access. You can also create a Web database in Access 2010 that enables you to collect and manage data easily on the Web . The appearance of Office 2010 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 6
 
 A Few Assumptions
 
 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 2010 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 . Tip Office Mobile 2010 brings the Office 2010 interface and applications to your smartphone as well. Office Mobile 2010 is sold separately from Microsoft Office 2010. You can find out more about Office Mobile 2010 by going to http://www.microsoft.com/office2010 .
 
 A Few Assumptions This book is based on a few educated guesses about what you, the reader, would like to learn about Office 2010. 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 . Considering these varied possibilities, this book assumes that you are familiar with computer basics—the keyboard and your little friend the mouse, for example—and that you’re connected to the Internet, company intranet, or both . Also assumed is that if you’re working on a corporate network, that you’re familiar with the specialized and customized tools, such as a Microsoft SharePoint site or a file-management system, that are being used on the network . You’ll also see
 
 About This Book from the examples in the book that familiarity with the basics of Windows 7 or Windows Vista is assumed . Whichever version of Windows you’re using, you may find two other Microsoft Press books helpful: Windows 7 Plain & Simple and Microsoft Windows Vista Plain & Simple.
 
 A Final Word (or Two) This book has three basic goals: n To help you complete the tasks you most want to accomplish in Office 2010.
 
 n To show you new Office 2010 features and techniques that will make your work easier (or more fun) . n And, finally, if the book achieves those first two goals, reaching the third should be a piece of cake: To help you enjoy using Office 2010. Or, if having fun with software feels like a bit of a stretch, perhaps at least you’ll get your work done faster so that you can turn your attention to things you really enjoy . I hope you’ll have as much fun using Microsoft Office 2010 Plain & Simple as I had writing it . The best way to learn is by doing, so let’s get you started using this book .
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 Working in Office 2010 In this section:
 
 n What’s What in Office 2010? n Using the Ribbon n Using Galleries and Lists n Using Shortcut Menus and Dialog Boxes n Using Only the Keyboard n Moving and Copying Content n Working with Backstage View n Getting Help n Saving Your Work n Office’s File Formats
 
 I
 
 n this section of the book, we’ll discuss the various programs in Microsoft Office 2010—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—namely, the ribbon and Backstage view . The ribbon brings you all the tools you need by displaying them in tabs and tab groups across the top of the application window. You can customize the ribbon in Office 2010 to create your own tabs and tab groups . And Backstage view enables you to easily create, open, print, save, and share files by pulling together all the file management tools in one easy-to-use window. This chapter focuses on these two common features available throughout the Office 2010 applications, and it introduces you to the various tools and procedures you’ll use to navigate the programs using both the mouse and the keyboard . Along the way, you’ll learn how to use the dialog boxes you discover, work with shortcut menus you display by right-clicking an element, use keyboard shortcuts to speed up your work, use Paste with Live Preview to paste copied information just the way you want it to appear, and use various Help features to learn more about tools and tasks in Office 2010. 9
 
 What’s What in Office 2010? There are a number of versions of Microsoft Office 2010 available for users with differing needs. If you work with Office 2010 in a large corporate setting, you may be using Office Professional Plus 2010, which includes a larger number of Office applications than, say, Office Home and Business 2010. Here’s a quick rundown . Find your version in this list so that you know which programs are likely to be available in your copy of Office 2010: n Office Professional Plus 2010 brings together all the applications, with an emphasis on connectivity and mobility. In this version, you’ll find Word, Excel, Outlook, PowerPoint, Publisher, Access, OneNote, InfoPath, SharePoint Workspace, and Communicator . n Office Professional 2010 focuses on functionality by including the more popular programs, including Word,
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 Excel, Outlook, PowerPoint, Publisher, Access, and OneNote . n Office Home and Business 2010 offers the reliable standard applications to home and small business users who need power and dependability but aren’t likely to need data management or connectivity features . The programs in this version include Word, Excel, Outlook, PowerPoint, and OneNote . The following list introduces you to the most common programs in Microsoft Office 2010 and gives you a brief description of each program’s purpose . Depending on which version of Office 2010 you have and whether you purchased any additional Office programs, you might have some or all of these programs installed on your computer .
 
 Working in Office 2010 Microsoft Office 2010 Programs Microsoft Access 2010 is a relational database program for storing, retrieving, and analyzing data . Microsoft Excel 2010 is a worksheet program for organizing, analyzing, and graphing data . Microsoft OneNote 2010 is an electronic note-taking program for gathering, sharing, and organizing handwritten, typed, copied, drawn, or recorded notes . Microsoft Outlook 2010 is an e-mail program and a great way to manage your contacts, tasks, and schedules . Microsoft PowerPoint 2010 is a program for developing and sharing professional presentations . Microsoft Publisher 2010 is a desktop publishing program for intricate placement of text and graphics on the printed page or on the Web . Microsoft SharePoint 2010 is a program that enables you to create a shared workspace where you and team members can share files, create document libraries, discuss projects, and more .
 
 Microsoft InfoPath 2010 (Designer and Filler) is a set of two programs that make it easy to design effective forms and enter the data you want to collect . Microsoft Word 2010 is a powerful word processing program for doing everything from writing a letter to writing a novel to creating mass mailings . Microsoft Office Tools are programs you can use in conjunction with the main Office programs: n Microsoft Clip Organizer provides easy access to Clip Art and similar content . n Microsoft Office 2010 Language Preferences control the languages identified and used in your programs. n Microsoft Office Upload Center enables you to upload files to Web servers using the Microsoft Office Upload Center tool . n Microsoft Office Picture Manager organizes, edits, and creates quick access to your pictures .
 
 What’s What in Office 2010?
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 Using the Ribbon All Office 2010 programs now use the ribbon to bring you the tools you need to create, work with, save, and share your files. The ribbon is organized in a similar way in all programs, organizing tools on tabs that reflect common tasks you want to complete in each application . For example, in Word, the tabs are Home, Insert, Page Layout, References, Mailings, Review, View, and Add-Ins .
 
 3
 
 Within each tab, tab groups contain tools related to a specific aspect of that task. The Insert tab in Word, for example, includes tab groups for Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols . When you want to add a picture to your Word document, you click the Insert tab and then click Picture in the Illustrations group to complete the task .
 
 2
 
 1
 
 Dialog box launcher
 
 Explore the Ribbon 1 Open any Office 2010 program. 2 Click a tab on the ribbon .
 
 4
 
 3 Click a button to execute a command . 4 Click a down arrow to open a gallery or a list, or click a dialog box launcher to open a dialog box .
 
 5 Gallery
 
 5 Point to an item in a gallery to see its effect on the content of your document .
 
 8
 
 7
 
 6 Click an object in the program window . 7 Click the contextual tab that appears . 8 Click the tool you would like to use to work with the selected object .
 
 Tip The ribbon is composed of tabs, groups, and tools . When the ribbon is minimized, you see only the tabs . You can display the full ribbon by clicking a tab or pressing Ctrl+F1 .
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 Using the Ribbon
 
 See Also Read “Customizing the Ribbon“ on pages 392–393 if you’d like to learn how to create your own tabs and tab groups so that you can customize the ribbon for your Office 2010 programs.
 
 Working in Office 2010 Set the Ribbon Display 1 When you begin using Office 2010, the ribbon is displayed by default . Hide the ribbon by clicking the Minimize The Ribbon . 2 Display the ribbon by clicking a tab . The ribbon appears until you click a tool or click in your document .
 
 1
 
 2
 
 3 To redisplay the ribbon, click Maximize The Ribbon .
 
 Try This!
 
 3
 
 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 file 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
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 Using Galleries and Lists Each tab in an Office 2010 program offers you a different set of tools related to a specific task. The File tab, which contains Backstage view, and the Home tab, offering the most common tools, appears in all Office 2010 programs.
 
 Explore the Galleries 1 In any Office 2010 program, locate a tab group that shows examples of styles or options you can select . You can also click an object in the file to display a contextual tab for that item .
 
 Within each tab you’ll find tab groups, displaying tools you can click to execute a command or display a gallery . The different lists and galleries offer you ready-made styles and options you can apply to the content in your document .
 
 1
 
 2
 
 More button
 
 2 Click the More button in the lower right corner of the display .
 
 3
 
 3 Point to the various choices in the gallery . The changes are previewed in your file. Click the option you want to apply . Continue exploring the different tabs and galleries in this and other Office programs .
 
 Tip Some galleries also include commands you can click to continue your work with a specific object. For example, at the bottom of the Themes gallery in the Page Layout tab of Word and Excel, you’ll find the Browse For Themes and Save Current Theme commands .
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 Selected object
 
 Working in Office 2010 Display Lists and Choose Commands 1 To display a list of commands on a tab, click any tool showing a down arrow .
 
 1
 
 2 On the displayed list, click a command with a right-pointing arrow to display additional choices for that command . 3 Click a command with an ellipsis (…) to open a related dialog box . To close a list without executing a command, click outside the list .
 
 2
 
 Use the Tools
 
 3
 
 1 Point to a tool on the toolbar, and wait for a ScreenTip, showing the tool button’s name, to appear . 2 Some tools have two parts: the tool button and a down arrow . The two parts of the tool are highlighted independently . To apply the setting shown on the button, click the tool . To display a list of choices for that tool, click the down arrow .
 
 3
 
 2 1
 
 3 If a tool button looks “pressed,” click it again if you want to turn off that feature . See Also Read “Customizing the Quick Access Toolbar“ on pages 394–395 for information about modifying the Quick Access toolbar in your favorite Office 2010 applications.
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 Using Shortcut Menus and Dialog Boxes Word 2010 also offers many shortcut menus and dialog boxes that provide additional ways to choose the tools and settings you need. You can right-click an object in your file to display
 
 a shortcut menu showing choices related to that object, and you can click dialog box launchers to display dialog boxes of options related to the task you want to complete .
 
 Use the Shortcut Menus 1 Right-click any content or location in your program where you want to execute an action .
 
 1
 
 2 Choose the action you want from the shortcut menu that appears .
 
 2 Tip Items that are gray on menus or toolbars are items that aren’t available at the moment . For example, if you haven’t selected anything, the Cut and Copy commands are gray because there’s nothing selected to cut or copy .
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 Working in Office 2010 Working with Dialog Boxes
 
 Type a value or use the arrows to increase or decrease the value
 
 1 Click any command that shows an ellipses (…) or
 
 Click the tab you want to use
 
 2 Click a dialog box launcher in a tab group on the ribbon . 3 Choose the settings you want to apply to the item . 4 Click OK to save your changes .
 
 Click to display a list of choices
 
 3
 
 2
 
 Preview your changes Cancel your changes Display a different dialog box
 
 4
 
 1 Using Shortcut Menus and Dialog Boxes
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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 number for any item on the Quick Access toolbar or to open the Office menu. 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 .
 
 Tip If you decide you don’t want to execute an action after you’ve pressed the Alt key, press the Alt key a second time to return to your work .
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 2
 
 3
 
 Working in Office 2010 Use Keyboard Shortcuts 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 . 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 . 3 If you don’t see the keyboard shortcut you want in the table or in a ScreenTip, search Help for “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
 
 Hide or minimize ribbon
 
 Ctrl+F1
 
 Apply/remove bold formatting
 
 Ctrl+B
 
 Apply/remove italic formatting
 
 Ctrl+I
 
 Apply/remove underline formatting
 
 Ctrl+U
 
 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
 
 Change case
 
 Shift+F3
 
 Undo last action
 
 Ctrl+Z
 
 Redo last action
 
 Ctrl+Y
 
 Open shortcut menu
 
 Shift+F10
 
 Check spelling
 
 F7
 
 See Also
 
 Save document
 
 Ctrl+S
 
 Read “Getting Help” on pages 24–25 for information about using Office 2010’s Help system .
 
 Save As
 
 F12
 
 Print (show Print dialog box)
 
 Ctrl+P
 
 Open Help
 
 F1
 
 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 . One of the challenges with the Clipboard is that the format of information you copy and paste can be unreliable—one time you get the right font and color for a
 
 Cut or Copy Information
 
 2
 
 heading, for example, but the next time you don’t necessarily get the result you wanted . Now Office 2010 includes the Paste with Live Preview feature, which enables you to control how the information you copy is pasted into your file. Depending on the type of information you’ve copied—text, numbers, pictures, or objects— you are given a series of choices for the way the information is pasted . And what’s more, you can preview your choice before you selected it . Nice .
 
 1
 
 1 Select the text you want to cut or copy . 2 Do either of the following: 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 Read “Customizing Your Editing“ on page 398 for information about modifying the default settings for the way items are cut and pasted in your document .
 
 Tip You can use the Office Clipboard to store items other than text, including pictures, tables, objects, and even data from Excel 2010 worksheets or Access 2010 data tables .
 
 20 Moving and Copying Content
 
 Text copies to the Clipboard
 
 Working in Office 2010 Paste Information Using Paste with Live Preview 1 Click in your document where you want to insert the information .
 
 2 3
 
 2 In the Clipboard group of the Home tab, click the Paste button .
 
 1
 
 3 Hover the cursor over each paste option to see how the information will look at the selected position . Click the option you want to apply .
 
 4
 
 4 You can change the format of the pasted information by clicking the Paste Options button and choosing the option you want to use .
 
 Copy and Paste Multiple Items 1 Display the Clipboard by clicking the dialog box launcher in the Clipboard group on the Home tab .
 
 3
 
 1 2
 
 2 Click the item to be inserted . Click Paste . 3 Click Clear All to empty the Clipboard .
 
 Moving and Copying Content
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 Working with Backstage View All the tools you need to create, save, share, and choose options for your Office 2010 files are now available in Backstage view . This convenient view presents the various commands as tabs so that you can easily find the task you want to complete and choose the options you need associated with it . When you first click the File tab, Backstage view appears and the Info tab is displayed. This tab displays the file’s
 
 properties and authors, and gives you access to the commands you need to set permissions, prepare to save the file, and work with file versions. Other tabs in Backstage view—such as Recent, New, Print, and Save & Send—give you access to existing and new files and help you print and share the files you create . Additionally, you set program options and get Help in Backstage view .
 
 Finding File and Program Information 1 Click File to display Backstage view . 2 Review the file’s properties. 3 Choose the tools you want to work with in the center of the Backstage view window .
 
 Recently views files
 
 1
 
 Common file tasks
 
 Tip To close Backstage view and return to your file, click the File tab a second time.
 
 Try This! Click Manage Versions in the Info tab of Backstage view and choose Recover Draft Versions . A dialog box opens showing unsaved versions of your file so that you can open and save the content . In this way, you can recover information that you might have accidentally forgotten to save .
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 3
 
 2
 
 Working in Office 2010 Printing a File
 
 5
 
 1 In Backstage view, click Print . 2 Set print options in the center of the Print window . 3 Preview the file by clicking the arrows near the page number at the bottom of the document preview to move through the document .
 
 1
 
 4 Drag the Zoom slider to change the size of the document display . 5 Click Print to print the file.
 
 Tip You can print a document directly to a OneNote 2010 notebook by clicking the Printer setting arrow and choosing Send To OneNote 2010. When the Selection Location In OneNote dialog box appears, choose the notebook and section where you want to insert the document and click OK .
 
 2
 
 3
 
 4
 
 Working with Backstage View
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 Getting Help
 
 1
 
 Nothing can replace this book, of course, but Office 2010 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 .
 
 Browse for Help 1 In your program, press the F1 key to display the Help window for that program .
 
 6
 
 5 4
 
 2
 
 2 Click a category that reflects what you want to learn . 3 Find what you want to do, and then click the link that seems relevant to your question . 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 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 . 24
 
 Getting Help
 
 3
 
 Working in Office 2010 Search for Help 1 Type your Search text .
 
 4 Click a search result that seems relevant .
 
 2 If you want to specify which Help resources you want, click the Search down arrow, and then click the resource .
 
 5 If there’s more than one page of results, click the Next button at the top and bottom of the search results to see any additional pages .
 
 3 Click Search .
 
 6 Close the window when you’ve finished.
 
 3
 
 6
 
 1 2 5 4
 
 Getting Help
 
 25
 
 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 shared it with others for review . 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, PowerPoint, and Publisher, you can click the Save button on the Quick Access toolbar . In OneNote, your information is saved for you automatically. And in Access, the file is saved automatically when you create it, although you can click the Save button to save individual items, such as a new table .
 
 2
 
 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 .
 
 3
 
 5
 
 4
 
 4 If you don’t want to save the file in the suggested format, select the format you want . 5 Click Save .
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 Saving Your Work
 
 Tip
 
 Tip
 
 In some applications, like Word 2010, you will also see the Save Thumbnail check box . Click this box if you want to see a preview of the file in a folder window.
 
 After you save the file, continue to work on it as needed, saving your work frequently by clicking the Save button or pressing the keyboard shortcut Ctrl+S .
 
 Working in Office 2010 Office’s File Formats Beginning with Office 2007, Microsoft Word, Excel, PowerPoint, and Access saved files in a different format that was more efficient and flexible than the format used in previous versions. Some people you trade files with may be using different versions that produce files in different formats than the program you are using in Office 2010. Fortunately, you can save your Office 2010 files in earlier formats if this is a problem for you, or you can get a file converter (available from Microsoft Downloads) that enables your friends and colleagues to view and work with Office 2010 files. If you decide not to use the latest formats available in the various Office 2010 applications, however, be aware that you won’t be able to use some of the programs’ very cool new features . For example, features such as video styles in PowerPoint or text effects in Word will not be available to you . Review the following 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 “Open an Existing Database File” on page 367. n Document, Workbook, or Presentation This is a format that was new with Office 2007 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) . n Macro-Enabled Document, Workbook, or Presentation This is the same format as the Document, Workbook, or Presentation format, except that it contains macros .
 
 n 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 . n Word, Excel, or PowerPoint Template This new form of template, first available in Office 2007, also enables the new features of the program . n Word, Excel, or PowerPoint Macro-Enabled Template This is the same format as the Template format, except that it can contain macros .
 
 Other File Formats for Office Programs n 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. n Word, Excel, or PowerPoint 97–2003 Template This is the binary file format for templates used in previous versions of Word . n Single File Web Page This format creates a Web page and stores all the graphics in the same file. n Web Page This format creates a standard HTML-format Web page whose graphics are stored in a separate folder . n Rich Text Format This is a binary file that contains the text and formatting information but little else . It provides compatibility with many programs . n Plain Text This text file contains only the text of the document and no formatting . Office’s File Formats
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 Common Tasks in Office In this section:
 
 n Working with Old Documents n Inserting Pictures n Changing the Size of a Picture n Editing a Picture n Adding Clip Art n Inserting Screenshots n Adding Shapes n Formatting a Shape n Inserting the Date and Time n Creating Stylized Text n Inserting a SmartArt Diagram n Translating Your Text n 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 Office 2010. Each program, of course, has its differences, but you’ll find a great amount in common among the various applications . The ribbon and Backstage view make it easy for you to find your way to the tools and options you need no matter which program you are using . And many features work in similar ways—for example, the steps are basically the same in all the applications when you’re adding, editing, and enhancing photos 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 2010 program insert the date and/ or time that you created your document or presentation; you can display your topics visually using Office 2010’s SmartArt; you can translate words and phrases on the fly with the Mini Translator tool; 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 . 29
 
 Working with Old Documents When you open a file that was created in a version of Microsoft Office Word, Excel, PowerPoint, or Access prior to 2007, Office 2010 opens the file in Compatibility mode. This means
 
 Convert the Document 1 With your Office 97–2003 format file open, click File to display Backstage view . 2 Click Convert . (continued on next page)
 
 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 Microsoft Access 2010, databases saved in the 2010 format can’t be opened or accessed from previous versions of Access .
 
 30 Working with Old Documents
 
 that some of the new features of your program won’t be available. To use these features, you need to convert the file to the program’s 2010 format.
 
 2 1
 
 Common Tasks in Office Convert the Document
 
 3
 
 (continued)
 
 3 A dialog box appears asking you whether you want to convert the file. If you want Office 2010 to convert files automatically in the future, select the Do Not Ask Me Again About Converting Documents check box . 4 Click OK. The original file won’t be overwritten because its file extension is different from that of the updated file. 5 Work on the file, using all the features of your program .
 
 5
 
 4 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. Then save the file normally. As a result, you might lose some advanced features in your file, but at least the other person will be able to read it .
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 Inserting Pictures In Word, Excel, PowerPoint, Publisher, OneNote, Access, and Outlook, you can add different types of picture files to a single document—photographs and drawings, for example— provided the pictures are in one of the file formats that are
 
 Insert a Picture
 
 recognized by Office 2010. Once you’ve added the picture file, you can add picture styles, apply artistic effects, and edit and enhance 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 dialog box . 3 Navigate to the folder that contains the picture you want, and select the picture file from the list . 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.
 
 1
 
 3 Tip 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.
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 4
 
 Common Tasks in Office Display a Specific File Type
 
 Picture Format Name
 
 File Format
 
 Windows Enhanced Metafile
 
 .emf
 
 Windows Metafile
 
 .wmf
 
 2 Click the File Type arrow and choose the format you want from the list .
 
 JPEG File Interchange Format
 
 .jpg, .jpeg, .jfif, .jpe
 
 Portable Network Graphics
 
 .png
 
 3 Double-click the picture you want to add to your document .
 
 Windows Bitmap
 
 .bmp, .dib, .rle
 
 Graphics Interchange Format
 
 .gif, .gfa
 
 Compressed Windows Enhanced Metafile
 
 .emz
 
 Compressed Windows Metafile
 
 .wmz
 
 Compressed Macintosh PICT
 
 .pcz
 
 Tag Image File Format
 
 .tif, .tiff
 
 WordPerfect Graphics
 
 .wpg
 
 Computer Graphics Metafile
 
 .cgm
 
 Encapsulated PostScript
 
 .eps
 
 Macintosh PICT
 
 .pct, .pict
 
 1 In the Insert Picture dialog box, choose the folder with the files you want to view.
 
 3 2
 
 1
 
 See Also Read “Editing a Picture” on page 36 for information about editing your picture files using Microsoft Office 2010, and “Adding Clip Art” on page 40 for information about including your pictures in the ClipArt collections .
 
 Inserting Pictures
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 Changing the Size of a Picture You can change the size of the pictures you add in Office 2010 so that they fit perfectly in the amount of space you have available in your file. You might also want to crop your photo
 
 to focus attention on the most important elements. In Office 2010, cropping your photos and increasing or decreasing picture size are both simple tasks .
 
 Crop It 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 tool in the Size group . If the list appears, click Crop .
 
 2 1
 
 A Cropping handle
 
 3 Place the cropping mouse cursor over a Cropping handle . (continued on next page)
 
 Try This! Now in Office 2010 you can crop a photo to a shape to add special touches to your files. Add a photo to your page by clicking Insert, Picture, and choosing the photo you want to add . Click Insert to paste the photo at the cursor position . Now click the photo and click the Picture Tools Format tab . In the Size group, click the Crop arrow, and point to Crop To Shape . Click the shape you want to apply to the photo and watch what happens on your page! The photo is cropped to the shape you selected . You won’t want to use this often in your publications and worksheets, but once in a while it’s a fun feature .
 
 34
 
 Changing the Size of a Picture
 
 3
 
 Common Tasks in Office Crop It
 
 (continued)
 
 5
 
 4 Drag the handle to crop the picture to include only the elements you want to show . Notice that a gray screen shows you the area of the picture that will be discarded . 5 Click the Crop button again to crop the photo and turn off cropping .
 
 4 Tip If you want to crop your photo to a specific shape, you can set the aspect ratio before you crop . To do this, click the Picture Tools Format tab and click the Crop arrow in the Size group . Point to Aspect Ratio, and click the ratio you want to apply to the image .
 
 Size It 1 Click 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 sometimes become distorted . To make sure the picture keeps its current shape, press and hold the Shift key while you resize the image .
 
 2
 
 1 Changing the Size of a Picture 35
 
 Editing a Picture
 
 3
 
 2
 
 After you’ve placed a picture in your document, workbook, presentation, notes page, data record, or mail message, you can edit the picture by adjusting its color, brightness, and sharpness . You can also enhance the photo by applying special filters called Artistic Effects. These features enable you to improve your pictures and make them look just the way you want .
 
 Apply Artistic Effects
 
 4
 
 1 Click the picture to select it .
 
 1
 
 2 Click the Picture Tools Format tab . 3 In the Adjust group, click the Artistic Effects arrow . 4 Point to various effects to preview them on the photo, and click the one you want to apply . Tip
 
 2
 
 You can change specific characteristics—such as the transparency level or the number of shades used—of the Artistic Effects you select by clicking Artistic Effects Options at the bottom of the Artistic Effects gallery .
 
 Change Contrast and Color 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 Corrections tool to sharpen or soften the image or change the brightness and contrast . Select your choice . (continued on next page)
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 Editing a Picture
 
 1
 
 Common Tasks in Office Change Contrast and Color
 
 (continued)
 
 3 Click the Color tool to change the color saturation and tone or to recolor the picture . Click the one you want to apply .
 
 3
 
 Tip You can choose the thumbnail in the gallery that reflects the setting you’d like to apply to your picture or click Picture Corrections Options at the bottom of the gallery to display the Format Picture dialog box . In the Format Picture dialog box, you can change the characteristics of the picture effect you want to apply .
 
 1
 
 Rotate It 1 Click to select the picture if necessary, and click the Picture Tools Format tab . 2 Drag the Rotation handle to rotate the picture .
 
 2
 
 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 need to edit it in a separate program—for example, in the Windows Live Photo Gallery that comes with Windows 7 .
 
 Editing a Picture
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 Enhancing Your Pictures Word includes a number of features that make it simple to take ho-hum photos, drawings, or diagrams and make them look great . You can apply picture styles—preset formats that
 
 spruce up your images—or enhance the images with special picture effects.”
 
 Add Picture Styles and Effects 1 With the picture selected, point to 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 one you want .
 
 1
 
 2
 
 3
 
 4
 
 2 Click the Picture Border button, and move your mouse through the gallery to see the effects of a different pictureborder color, weight, or pattern . Click any effects you want to add . 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. Tip If you want to set precise values for brightness, contrast, shadow, or 3-D settings, including rotation, click the dialog box launcher in the Picture Styles group . This displays the Format Shape dialog box . To rotate a picture 90 or 180 degrees, click the Rotate button in the Arrange section of the ribbon .
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 Enhancing Your Pictures
 
 Caution 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 .
 
 Common Tasks in Office Making Your Pictures Pop One of the secrets to creating a truly compelling image is to help people looking at the photo focus on the part you most want them to see. Word 2010 includes a great tool that
 
 removes the picture background for you so that you can ensure readers are seeing the most important part of your picture.”
 
 Remove the Picture Background
 
 2
 
 1 Click the picture you want to change . 2 Click the Picture Tools Format tab . 3 In the Adjust group, click Remove Background . 4 Click Mark Areas To Keep, Mark Areas To Remove, or Delete Mark as needed to adjust the purple masking . (This is the background area that will be removed .) 5 When the picture is marked the way you want it, click Keep Changes .
 
 3
 
 1
 
 6 To reset the picture and return the background, click Discard All Changes .
 
 4
 
 6 5
 
 Tip Using the Remove Background command takes a little practice, but it enables you to create some professional effects and fun pictures for the documents and publications you create .
 
 Making Your Pictures Pop
 
 39
 
 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 . Microsoft Clip Art gives you all kinds of art to choose from—cartoon clip art, photographs, videos, and audio clips .
 
 Find and Insert Clip Art 1 Click in your document where you want to add the clip art .
 
 2
 
 3
 
 2 On the Insert tab, in the Illustrations group, click the Clip Art tool . 3 In the Clip Art pane, type a keyword or keywords to describe the type of picture you want . 4 In the Results list, click the clip-art collection you want to see . To select only certain categories, expand the list under the collection, and select the check box for each category you want to display . (continued on next page)
 
 Tip You can save pictures, drawings, and other graphic elements to your ClipArt collections so that you can use them again later . Click the Windows Start button and type Clip Organizer in the search box . Click Microsoft Clip Organizer and use the tool to set your own categories and add your own picture and media files. The files you add will be available through the ClipArt pane in your Office 2010 programs .
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 Adding Clip Art
 
 1
 
 4
 
 Common Tasks in Office Find and Insert Clip Art
 
 (continued)
 
 5 Click Go . 6 In the Results list, click the clip art you want to add to the page .
 
 5
 
 7 When the clip art is on the page, you can click it and resize or rotate it so it fits the space in your document .
 
 6
 
 8 Use the tools in the Picture Tools contextual tab to further fine-tune the art.
 
 8
 
 Try This! After you add clip art to your document, you can change the way information wraps around the art by clicking the Wrap Text tool in the Arrange group of the Picture Tools Format tab . In the list that appears, click the way you want information to wrap around the art . (The small icons on the left show you how each selection works .)
 
 7
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 Inserting Screenshots For some of the projects you create, you may want to capture images of your computer screen . This might be important, for example, when you are creating training materials . You can
 
 Add a Screenshot
 
 2
 
 1 Click in the document where you want the screenshot to appear . 2 Click the Insert tab, and click Screenshot . 3 In the gallery of screen images that appears, click the screen you want to add .
 
 3 Tip You can also grab just a portion of a screen by using the Screen Clipping command at the bottom of the Screenshot gallery . Click the Insert tab, click Screenshot, and click Screen Clipping . Click and drag to select the portion of the screen you want to insert in your file. When you release the mouse button, the clipping is inserted at the cursor position .
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 Inserting Screenshots
 
 easily add screenshots directly in your Office 2010 files using the Insert Screenshot tool .
 
 1
 
 Common Tasks in Office 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, OneNote, Publisher, and Outlook .
 
 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 . 2 Hold down the left mouse button, and drag out the shape . 3 Adjust the shape by dragging it to where you want it and using the handles to resize or rotate the shape .
 
 5
 
 4
 
 3
 
 2
 
 4 Use the Bring Forward or Send Backward tool to adjust the layering if necessary . 5 Use the tools on the Drawing Tools Format tab to customize the appearance of the shape .
 
 See Also Read “Formatting a Shape“ on page 44 for information on modifying the appearance of a shape . Adding Shapes 43
 
 Formatting a Shape Once you add a shape to your file, you can format it to add extra impact. You might want to change the color of the fill or
 
 Format the Shape 1 Click to select the shape if it isn’t already selected . 2 Point to different shape styles, and click the style you want .
 
 5
 
 outline of the shape, add a 3-D effect, apply a shadow or style, or add text to the shape .
 
 3
 
 4 6
 
 2
 
 3 Display the Shape styles gallery and choose a look for the shape .
 
 1
 
 4 Use the Shadow or 3-D Effects gallery to add any special effects you want .
 
 Shape with shadow effect
 
 5 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 . 6 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 .
 
 44 Formatting a Shape
 
 Shape with text gradient fill Shape with 3-D formatting See Also Read “Format an Element“ on page 205 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
 
 2
 
 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 . 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 .
 
 4
 
 3
 
 5 1
 
 5 Select the Update Automatically 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 . 6 Click OK .
 
 6 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 different programs . 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 . Inserting the Date and Time
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 Creating Stylized Text Office 2010 enables you to create special effects with text by using WordArt . You can use vibrant colors, 3-D effects, unusual shadows, and outline effects—all designed to give your text an artistic look and make it stand out on your page .
 
 Although the way you work with WordArt is a bit different in some of the Office programs, the main method and the results are similar . The steps in the following procedure show you how to create WordArt in Word and in Outlook .
 
 Create a WordArt Object 1
 
 1 On the Insert tab, click the WordArt button to display the WordArt gallery . 2 Click the WordArt style you want . 3 Type your text . You can also transform existing text into WordArt, by selecting the text before you click the WordArt button .
 
 Try This! Create some WordArt, select it, and then use the tools in the WordArt styles group on the Drawing Tools Format tab to change the style, effect, color, and outline . Use the WordArt Styles gallery to apply a three-dimensional effect .
 
 See Also Read “Formatting a Chart“ on pages 204–205 for information about using WordArt in Excel and PowerPoint .
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 Creating Stylized Text
 
 3
 
 2
 
 Common Tasks in Office Fine-Tune the Result
 
 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 Click Text Effects in the WordArt Styles group of the Drawing Tools Format tab to display the gallery of choices . 3 Preview the different text effects by pointing to the different choices . Click the effect you want to apply to the text .
 
 1 Tip To change the colors of dual-colored or multicolored WordArt, on the Drawing 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 .
 
 3
 
 Creating Stylized Text
 
 47
 
 Inserting a SmartArt Diagram
 
 1
 
 2
 
 SmartArt is a sophisticated diagramming tool included in Word, Excel, PowerPoint, and Outlook that enables you to show your ideas visually . Whether you want to compare product lines, show a production process, or highlight your organizational chart, SmartArt gives you an easy way to show relationships and processes professionally .
 
 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 4
 
 3 Click a diagram type, and review the information about that diagram . 4 Click OK to create the diagram type you want . 5 Click the first item and type the text you want to add .
 
 6
 
 6 Click in the next item, and type the text . Continue entering text, doing any of the following: • 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 .
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 Inserting a SmartArt Diagram
 
 5
 
 Common Tasks in Office Modify the Diagram 1 On the SmartArt Tools Design tab, click Change Colors in the SmartArt Styles group and choose the color scheme you want to assign to the diagram .
 
 4
 
 1
 
 3
 
 2
 
 2 Point to the different Quick Styles, and click the one you want . 3 Click Add Shape to add another object to the diagram .
 
 5
 
 4 Click a new layout if you want to change the design . 5 Click the frame of the diagram, and drag a corner or side of the frame to change the diagram’s size .
 
 Tip
 
 Tip
 
 If you prefer to use the Text Pane to add and edit the text for your SmartArt diagram, click Text Pane in the Create Graphic group of the SmartArt Tools Design tab . When the Text Pane is displayed, you can click in the text entries to type new text or edit existing text .
 
 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 .
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 Translating Your Text Today it’s not unusual to be working with colleagues or chatting with friends from other countries. Office 2010 now includes improved language tools that help you translate text on the fly. The Mini Translator pops up over your document
 
 to provide quick translations within easy reach . And you can now set your language of preference so that correct usage— complete with pronunciation—is only a click away .
 
 1
 
 Choose a Translation Language 1 On the Review tab, click Translate in the Language group . 2 Click Choose Translation Language . 3 In the Translation Language Options dialog box, click the arrow in the Choose Mini Translator Language and click the language you want to translate to .
 
 2
 
 4 Click the Translate From arrow and click the language you want to translate from . 5 Click the Translate To arrow and choose the language you want to translate documents and sections to . 6 Click OK .
 
 3 Tip You can also install new languages and even install keyboard configurations that enable you to type and proofread your documents with other language character sets . Click Language and choose Language Preferences to install additional languages for your Office 2010 programs.
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 Translating Your Text
 
 4 5
 
 6
 
 Common Tasks in Office Use the Mini Translator
 
 1
 
 3 6
 
 1 On the Review tab, click Translate in the Language group and click Mini Translator . 2 Select the text in your document you’d like to translate . 3 Hover the mouse pointer over the text and the Mini Translator appears .
 
 4
 
 2
 
 4 Click the Expand icon to open the Translation page of the Research task pane so that you can find out more about the translation . 5 Click the Copy icon to copy the translated text for pasting in another location . 6 Click the Play icon to hear the translation pronounced .
 
 5 Tip If you plan to use the Play feature so that you can hear the translation pronounced, be sure to have the volume on your computer turned on and set to an adequate level .
 
 Translating Your Text
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 Researching a Subject
 
 2
 
 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, Publisher, OneNote, and Outlook, by using the built-in research feature .
 
 Do Some Research
 
 1
 
 3
 
 1 Click a word (or select a group of words) that you want information about . 2 On the Review tab, click the Research button . 3 Select the resource or the types of resources you want to use . 4 Click Go . 5 Review the results . 6 Click any links to more information in the Results pane that look relevant .
 
 4
 
 Tip To quickly open the Research pane, hold down the Alt key and click the word you want to look up .
 
 5 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
 
 6
 
 4
 
 Viewing and Editing Text in Word In this section:
 
 n n n n n n n n n n n n n n
 
 What’s Where in Word 2010? Creating a New Document Composing Different Types of Documents Word’s Views Reading a Document Editing Text Discovering the Many Ways to Work with Text Navigating Your Document Replacing Text Correcting Your Spelling and Grammar Correcting Text Automatically Adding Page Numbers Co-Authoring in Word 2010 Marking and Reviewing Changes in a Document
 
 n Comparing Documents Side by Side
 
 M
 
 icrosoft Word 2010 makes it easier than ever for you to create professional-looking documents—complete with pictures, fancy layouts, and more—without a lot of effort . Whether you are a new or experienced Word user, you will catch on quickly to the way the tools are arranged to help you find what you need . And the many templates, themes, and quick styles give you a head-start on creating documents that you want to have a put-together look . This section introduces you to the Word 2010 window and covers the basic skills you’ll use every day: creating different kinds of documents using Word’s templates; editing, copying, and moving text; adding page numbers; correcting your spelling and grammar; and using Word’s co-authoring and Track Changes features to edit documents in real time and keep track of 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 comfortable with Word, find your way quickly to the exciting new features Word 2010 offers. 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 . 53
 
 What’s Where in Word 2010? The Word 2010 window offers layout that’s easy to use and understand and that you can customize to fit your needs. The pictures on these two pages show some common features you’ll see when you’re working in Word. I’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 on the ribbon and familiarize yourself with what’s on them . If you’re not sure what the tools
 
 Quick Access toolbar The Home tab
 
 Marker for the left margin and indents
 
 The ribbon
 
 A tab group
 
 Click to select different types of tab stops
 
 A gallery
 
 The vertical ruler
 
 The status bar
 
 Print Layout view
 
 Zoom Control
 
 Full Screen Reading view
 
 Draft view Outline view
 
 Web Layout view 54
 
 What’s Where in Word 2010?
 
 Viewing and Editing Text in Word do, point to one of them to display a ToolTip that tells you the tool’s name and gives you a pretty good idea of that particular tool’s function . The following picture shows more of the Word 2010 interface. As you experiment with it, you’ll find that Word has
 
 different tabs for different tasks, tools 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 .
 
 Picture Tools Format contextual tab The Help button
 
 Selected clip art Paragraph mark
 
 A reviewer’s comment
 
 A marked change A hyperlink
 
 The Browser Page number Spelling and Grammar status
 
 A space mark
 
 Word count
 
 What’s Where in Word 2010?
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 Creating a New Document You can start Word several different ways, but the triedand-true method is to choose Microsoft Word 2010 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 .
 
 Start Word and Enter Some Text 1 If Word is already running and you’ve entered some text, click File to display Backstage view and choose New . Double-click Blank Document to create a new blank document . If Word isn’t running, start it by clicking the Windows Start button and choosing Microsoft Word 2010. (continued on next page)
 
 Tip When would you want to use paragraph marks? If having the right number of spaces between words and sentences is important, or if you want to see what kinds of formatting codes are being used “behind the scenes” in your document, click the Show/Hide tool in the Paragraph group (it resembles a paragraph mark) to display paragraph marks .
 
 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
 
 1
 
 Viewing and Editing Text in Word Start Word and Enter Some Text (continued) 5
 
 2 If you want to show paragraph marks and other formatting marks such as spaces and tabs, click the Show/Hide tool in the Paragraph group of the Home tab . Click the button again if you want to hide the marks . 3 Type your text . When you reach the end of a line, continue typing . Word automatically moves, or wraps, your words to the next line .
 
 2
 
 3
 
 4
 
 4 Press Enter to start a new paragraph . 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 .
 
 Tip Just want a few paragraphs to play with? Type “=rand()” to have Word enter some random text for you to use . If you’d rather see Latin text, use “=lorem()” instead.
 
 Creating a New Document
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 Composing Different Types of Documents Word 2010 offers dozens of templates you can use to quickly create all kinds of documents and gives you access to Office Online, where you can download even more . When you start a new document based on a template, the document already contains its own design elements, such as tables, borders, columns, and more. The template’s predefined styles are set to ensure that all your paragraphs look good together . All
 
 templates are completely customizable, which means that you can easily change them to suit your own needs . The templates you’ll find online also come from a variety of sources, so you might discover substantial differences both in design and in function as you experiment and modify the templates you find.
 
 Start the Document 1 Click File to display Backstage view, and choose New . The New window displays a set of template categories available from Office.com. 2 Click the category of the templates you want to view by performing one of the following actions: • Click Recent Templates to see the templates that you’ve used recently, and double-click the one you want to use . • Click Sample Templates to view templates Word 2010 offers as samples, including examples of letters, reports, resumes, and more . Double-click one to open a new file based on the template . (continued on next page)
 
 58
 
 Composing Different Types of Documents
 
 1
 
 2
 
 Viewing and Editing Text in Word Start the Document
 
 (continued)
 
 • Click My Templates to display the New dialog box and your custom templates . Double-click a template to create a document .
 
 3
 
 • In the Office.com area, click a folder to open it and display the templates in that category that are available for download, and double-click the one you want to use . • Click New From Existing to display the Open dialog box so that you can open an existing document as a template .
 
 4
 
 3 In the Template category, click the template you want to view . 4 Click Download to open the new document . If you previously clicked Sample Templates to choose a category, click Create .
 
 Tip The new document you create is based on the template you selected; it is not actually the template file itself. In the new document, replace any placeholder text with your own text, and add any other elements you want your document to include .
 
 Composing Different Types of Documents
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 Word’s Views Word 2010 gives you several ways to view your document as you work on it . Most Word users develop a preference for one view or another, but each view offers a different perspective to help you accomplish the task at hand . To change the view, you
 
 can click the View tab and choose the view you want from the Document Views group or click any of the five view buttons on the far right side of the status bar at the bottom of the Word 2010 window.
 
 Print Layout View
 
 Full Screen Reading View
 
 Web Layout View
 
 Print Layout view is the standard working view for print documents, and this is the view you see by default when you begin working in Word . 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 and comment on documents on your screen . This view gives you the maximum space on-screen so that you can scan the text easily by hiding some of the window elements—for example, the tabs, the ribbon, and the status bar are hidden from view .
 
 Web Layout view enables you to see how your documents will look if they are posted online as Web pages . All the elements of your page are displayed, but the font size, line length, and page length are adjusted to fit the window, just as they are on many Web pages .
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 Viewing and Editing Text in Word Outline View
 
 Draft View
 
 Print Preview
 
 Outline view shows 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 to make it as easy as possible for you to enter and edit text . In earlier versions of Word (pre-2007), Draft view was called Normal view, and the idea was to provide a long continuous flow of text so that you could simply focus on the content and add all the bells and whistles—including headers and footers—later .
 
 Print preview is designed to show you just how your document will look when you print it . Now available as part of the print process in Backstage view, print preview gives you 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 clicking File on the ribbon and clicking Print . You can then preview, set print options, and print the document, all from the same view .
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 Reading a Document
 
 7 6 5
 
 4
 
 3
 
 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 .
 
 Read 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, or press Page Up or Page Down to move to the previous or next page or pair of pages . 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 Click Insert Comment if you want to add a comment to the document you’re reading . 6 Click Mini Translator to translate text you select in the document . 7 Click Tools to display additional choices for the ways you can work with the file in Full Screen Reading view. 8 When you’ve finished, press the Esc key or click the Close button to exit Full Screen Reading view . 62 Reading a Document
 
 2
 
 Tip Word 2010 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 Document Views gallery .
 
 Tip The Ink Comment choice will appear in your Tools menu in Full Screen Reading view only if you have a Tablet PC or a drawing tablet installed that enables you to use ink features in Word 2010.
 
 Try This! Add a comment to a document you’re viewing in Full Screen Reading view by clicking the View tab and clicking Full Screen Reading in the Document Views group . Click to position the cursor in the document and then click Insert Comment . A comment box appears on the page, anchored to the cursor position . Type your comment and then click outside the comment to add it to the document .
 
 Viewing and Editing Text in Word Editing Text Whether you’re creating a newsletter for your neighborhood association, a financial report, or your master’s thesis, it’s likely that you’re going to need to go back into your document and do some editing. Word 2010 makes editing as easy as possible
 
 Select and Modify Text
 
 and gives you a variety of ways to do it . To edit existing content, you simply select it and make your changes, or if you prefer, you can type over the existing text to replace it .
 
 1
 
 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 Press the Delete key . The selected text is deleted .
 
 3
 
 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 . 6 Click Save . Tip If you prefer to type over text without selecting it, use Overtype mode . To turn it on, click the File tab to display Backstage view and click Options . On the Advanced tab, 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 .
 
 4 5
 
 Tip If you accidentally delete some text, immediately click the Undo button on the Quick Access Toolbar to restore the deleted text .
 
 Editing Text
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 Discovering the Many Ways to Work with Text Word offers you a variety of ways to do most things . You might, for example, be able to use a tool, 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 .
 
 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 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 tool, click at the new location, and click the Paste tool and choose the Paste Option, or right-click at the new location and click the Paste Option you want to apply . Alternately, you can 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 tool, click at the new location, click Paste, and choose the Paste Option you want to apply . Or press Ctrl+C, click at the new location, and press Ctrl+V .
 
 Copy several items and insert all of them in one place
 
 Click the Copy tool, select the next item, click Copy tool again, and repeat to copy up to 24 items . Or hold down the Ctrl key, select multiple items, and then click Copy . Click at the new location, open the Office Clipboard, and then click the Paste All button.
 
 Move a long or short distance
 
 Press F2, 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 .
 
 Tip 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 .
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 Navigating Your Document
 
 2
 
 Word 2010 includes a great new feature called the Navigation Pane that enables you to search for and find just the content you’re looking for in your document . The Navigation Pane makes it simple for you to search through your document by clicking headings, choosing pages, or entering words or phrases in a search box .
 
 3
 
 Using the Navigation Pane 1 Click the View tab . 2 Display the Navigation Pane by selecting the Navigation Pane check box in the Show group . 3 By default, the pane shows a list of headings in your document . Click the heading of the section you want to display . 4 Click the Pages tab . The pane shows thumbnail images of all the pages in your document . Scroll through the list, and click the page you want to see . (continued on next page)
 
 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 .
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 4
 
 1
 
 Viewing and Editing Text in Word Using the Navigation Pane
 
 (continued)
 
 5 Click the Search Results tab . Type a word or phrase in the search box, and Word 2010 shows all occurrences of that text in the document . Click the text at the point in the document you want to display .
 
 5
 
 Search and Find Objects Click the magnifying glass tool in the Search Document box to display a list of additional choices, as described in the following table .
 
 Additional Search Choices Choose
 
 To Do This
 
 Options
 
 Displays the Find Options dialog box so that you can enter your preferences for the search operation
 
 Find
 
 Displays the Find tab of the Find And Replace dialog box so that you can enter Find choices
 
 Replace
 
 Displays the Replace tab of the Find And Replace dialog box so that you can enter what you want to find and replace
 
 Go To
 
 Displays the Go To tab of the Find And Replace dialog box so that you can move directly to a page or object you specify
 
 Graphics
 
 Moves to the next graphic in your document
 
 Tables
 
 Moves to the next table in your document
 
 Equations
 
 Finds the next equation in your document
 
 Footnotes
 
 Moves to the next footnote
 
 Comments
 
 Displays the next comment in your document Navigating Your Document 67
 
 Replacing Text When you need to replace a word or phrase with a different word or phrase in several places in your document, you can let Word do it for you automatically . It’s a great way to use
 
 Replace Text 1 Display the Navigation Pane .
 
 Word’s speed and power to make quick work of those tedious document-wide changes .
 
 2
 
 2 Click the Search Document arrow to display the options list . 3 Click Replace . (continued on next page)
 
 1
 
 3 See Also Read “Navigating Your Document” on pages 66–67 for information about broadening or narrowing a search .
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 4
 
 (continued)
 
 9
 
 10
 
 4 In the Find And Replace dialog box, type the text you want to find in the Find What text box . 5 Click More to display all the search options . After you click it, the dialog box displays more options and the button changes to Less .
 
 8
 
 6 To narrow the search, click Format and specify the formatting of the text you’re searching for .
 
 5
 
 7 To replace nontext items, click Special and specify any element that’s associated with the text . 8 Type the replacement text . Click the Format button to specify any formatting the replacement text should have . Use the Special button to specify a nontext element . 9 Click one of the following: • Replace, to replace the found text and find the next instance of the search text
 
 6
 
 7
 
 • 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 10 Click Close when you’ve finished.
 
 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 Today there is so much competition for the documents we read (or not) that it’s important to make sure your documents are the best they can be. Word 2010 includes features that help you ensure that your spelling is correct, your words are used correctly, and your grammar would make even your
 
 sixth-grade English teacher smile. Word 2010 points out potential spelling, usage, or grammar problems by displaying helpful little green squiggles under a word or phrase . When you see a squiggle, click it; then you can choose what you want to do to correct the mistake—if it really is a mistake .
 
 Correct a Spelling Error
 
 1
 
 1 Right-click a red squiggle to see one or more suggestions for correcting the error . 2 Click the suggestion you want to use . 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 .
 
 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 .
 
 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 then see whether there are any suggestions .
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 2 3 1
 
 2
 
 Viewing and Editing Text in Word Correct the Grammar 2
 
 1 Right-click a green squiggle .
 
 3
 
 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 .
 
 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 .
 
 1
 
 Automatically Correct Your Misspellings
 
 1
 
 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 . 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 Read “Customizing the Spelling and Grammar Checkers“ on page 400 for information about modifying the way Word checks your spelling and grammar, and “Customizing Your Spelling Dictionaries” on page 401 for information about using and editing custom dictionaries .
 
 Tip Word uses blue squiggles to mark formatting inconsistencies as well as contextual spelling errors .
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 Correcting Text Automatically Are there some words that you always seem to misspell no matter how hard you try to remember the right spelling? To back you up, Word provides a useful feature called AutoCorrect that you can use to correct common misspellings
 
 Add Entries
 
 1
 
 1 Click the File tab to display Backstage view . 2 Click Options . (continued on next page)
 
 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 .
 
 72
 
 of certain words . You can also customize the AutoCorrect feature to include your own common typing errors and misspellings, and you can make AutoCorrect work even harder for you by defining special AutoCorrect entries.
 
 Correcting Text Automatically
 
 2
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 4
 
 (continued)
 
 3 Click the Proofing tab. 4 Click the AutoCorrect Options button . 5 On the AutoCorrect tab of the AutoCorrect dialog box, with the Replace Text As You Type check box selected, enter into the Replace text box the abbreviated or misspelled text that you often type . In the With text box, type the text that you want to replace the incorrect or abbreviated text you typed . 6 Click Add .
 
 3
 
 5
 
 7 Add any other entries you want . When you’ve finished, click OK, and then click OK again to close the Word Options dialog box . 8 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 .
 
 6
 
 7
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 Adding Page Numbers We all know what a time-consuming 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! Add page numbers easily to Word documents that are more than a few pages long .
 
 Insert Page Numbers 1 On the Insert tab, click the Page Number tool in the Header & Footer group . On the list, point to the location where you want the page number to appear .
 
 1
 
 2 Click the page-numbering design you want in the gallery that appears . 3 If you want to change the numbering format or the way the pages are numbered in a multisection document, click Page Number again, and choose Format Page Numbers from the displayed choices . (continued on next page)
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 Adding Page Numbers
 
 3
 
 2
 
 Viewing and Editing Text in Word Insert Page Numbers
 
 (continued)
 
 4
 
 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 .
 
 5
 
 6
 
 See Also Read “Change the Header and Footer” on page 115 for information about changing the appearance of all items in running headers and footers .
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 Co-Authoring in Word 2010 Now in Word 2010, you can share your documents and review and edit content at the same time others are working in the file. Once you save the file to your Microsoft SharePoint Workspace 2010 or your Windows Live SkyDrive account, users who have the permissions they need to access the file will be
 
 able to open, edit, and save the file, as well as leave notes for you or contact you directly while you’re working on the file. While you’re editing together, you can contact your co-authors through e-mail, instant messaging, and more, enabling you to ask and answer questions in real time while you work .
 
 1
 
 Co-Authoring a Document 1 Open the document you want to share using Windows Live SkyDrive or SharePoint Workspace where the file is stored . 2 When a co-author logs in to the file, Word 2010 notifies you. 3 Review edits made by your co-author .
 
 3
 
 4 Edit and save the document normally . Your changes will be visible to your co-authors as well . Tip If you are using Office 2010 Professional Plus, SharePoint Workspace 2010 is included as part of your Office version. Other users can use Windows Live SkyDrive (available at www.skydrive.live.com) to create an account for file sharing and co-authoring in Word 2010.
 
 Tip
 
 2
 
 If Word 2010 finds any editing conflicts in the file—for example, perhaps you and your co-author have edited the same paragraph in different ways—Word displays the Conflict task pane so that you can choose how you want to resolve the different edited versions .
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 Viewing and Editing Text in Word Connecting with a Co-Author
 
 3
 
 1 Click the status bar to display the list of authors currently working on the document . 2 Review the presence indicator to make sure the co-author you want to contact is available . 3 Click the co-author’s name to display the contact card . 4 Click the tool representing the type of contact you want to make . 5 Type your information, and press Enter or click Send .
 
 2
 
 Ways to Contact a Co-Author Tool
 
 5 1
 
 Name
 
 Description
 
 E-mail
 
 Opens a blank message window so that you can send your co-author an e-mail message .
 
 Instant Message
 
 If your co-author’s status is set to Available, you can start an instant message conversation .
 
 Voice Call
 
 You can click to choose the phone number for your co-author and dial the number .
 
 Contact Options
 
 You can choose other ways of contacting your co-author, which might include having a video call, setting up a meeting, visiting a shared site, or controlling contact options .
 
 4
 
 Tip The options available to you in your instant messaging program depend on the communications services you are running . Microsoft Communicator 2010 enables you to make voice calls, video calls, and more . Not all instant messaging clients support all communications features, however .
 
 Co-Authoring in Word 2010
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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 2010. When this feature is turned on, additions, deletions, moves, and even formatting changes are marked so that you can see them easily . You can also add comments that appear in the
 
 margins of the document . 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 .
 
 Review a Document 1 Open the document to be reviewed .
 
 2
 
 1 3 4
 
 2 On the Review tab, in the Tracking group, click Track Changes . 3 Click Final Showing Markup so that you can see your changes . 4 Click Reviewing to display changes in a pane on the left side or at the bottom of the window .
 
 6
 
 5 Edit the content as usual . 6 To insert a comment, click New Comment in the Comments group and type your comment .
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 Viewing and Editing Text in Word Review Changes 1 Open a document that has been reviewed and edited . If it’s marked as Read-Only, save it using a different name .
 
 1
 
 2
 
 3 4
 
 5
 
 2 On the Review tab, click the Track Changes button, if it’s selected, to turn off marking changes . 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 dropdown 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 .
 
 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 drop-down 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 . This is helpful when you want to check two versions of a document and compare terminology, format,
 
 or overall design. If you like, you can have Word 2010 scroll through both documents at the same time, or you can manually choose how to navigate through the documents .
 
 1
 
 2
 
 3
 
 View the Documents 1 Open the two documents you want to view and compare . 2 In one document, click the View tab . 3 Click the View Side By Side tool . 4 If a dialog box appears and asks you which documents you want to view, double-click the other document you want to view, and click OK . 5
 
 If you don’t want the documents to scroll together, in the Window group of the View tab, click the View Side By Side tool again to expand the window section (if it’s collapsed) and the Synchronous Scrolling button to turn off the scrolling . Click Synchronous Scrolling again to resume the coordinated scrolling .
 
 6 Scroll through the documents . When you’ve finished, click the View Side By Side tool 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 .
 
 80
 
 Comparing Documents Side by Side
 
 4
 
 5
 
 6
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 Formatting in Word In this section:
 
 n Controlling the Look: Themes, Styles, and Fonts n Formatting Text with Styles n Changing Character Fonts n Setting Paragraph Alignment n Formatting with Tabs n Adding Emphasis and Special Formatting n Creating a Bulleted or Numbered List n Formatting a List n Creating a Table n Creating Headers and Footers n Flowing Text into Columns n Creating Sections n Wrapping Text Around a Graphic
 
 Y
 
 ou don’t have to look far to realize that documents today are prettier than they used to be . Today, we are used to seeing colorful documents with attractive layouts, color, photos, and more . We aren’t particularly wowed by sophisticated designs today— chances are that someone created that complicated, multipage document on a desktop PC . Even if spending an afternoon formatting in Microsoft Word 2010 isn’t your idea of a good time, you can easily create professional-looking, inviting letters, reports, memos, and newsletters by using many features Word offers to make the process as easy as possible. You’ll find themes, styles, high-quality typography font support, colors, borders, shading, decorative lines, and other design elements that Word 2010 provides to help you create, design, and maintain consistency throughout the documents you produce at work, at school, or at play . We’ll cover a lot of topics in this section, including creating, formatting, and working with lists and tables; applying fonts and special typographic features; laying out your pages; and using automatic hyphenation to improve the overall look of the layout . We’ll also look at 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 polished, professional look . 81
 
 Controlling the Look: Themes, Styles, and Fonts Word 2010 offers you a comprehensive set of powerful tools that make it simple for you to create professional-looking documents you can access easily and share with others all over the globe . Word’s tools help you build great pages with a minimum of hassle by simplifying the design process and providing templates that help keep you from going overboard with design possibilities . Here are the tools you’ll use to create effective and consistent designs: n Themes Word 2010 themes are the master controllers of your page design . When you choose a theme for a document, with a single click you can set the fonts used for headlines and text; the color scheme for the entire document; and the effects for shapes, lines, charts, and more . The beauty of themes is that they coordinate many different elements of your design, and that means you can choose an entirely different look by selecting a different theme . When you choose a new theme, all elements—text, shapes, colors—that are connected to the theme change to reflect your new choice. You can change the whole theme or choose to change 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 “Choosing a Theme for Your Document” on the facing page for information about choosing and changing themes . n Paragraph Styles Paragraph styles in Word 2010 enable you to create a style to define how you want your paragraphs to look . You can make choices for the line spacing, indents, tab spacing, borders, shading, and more . n Character Styles Character styles control 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 82
 
 Controlling the Look: Themes, Styles, and Fonts
 
 also define the font and font size. Otherwise, the font is determined by the chosen theme . n Linked Styles Linked styles include settings that control 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 84 for information about creating your own styles . n Table Styles Table 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 102 for information about using table styles. n List Styles You can set up list styles to determine the way you want bulleted and numbered lists to look . For example, you might want to choose the kind of bullet that is used and control how far the paragraph is indented . See “Formatting a List” on page 97 for information about using list styles . n 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 . For best results, use styles regularly to keep your formatting choices consistent, but you can use direct formatting to change the look of items you won’t be repeating in your document . 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 by using the Format Painter tool. See “Copying Your Formatting” on page 95 for information about using the Format Painter tool .
 
 Formatting in Word Choosing a Theme for Your Document Use themes to orchestrate the look of your entire document—from the headings to the fonts to the colors to the shadows . Once you choose a theme, your choices for
 
 fonts, colors, and styles are coordinated with that theme so that you get a professional look no matter what kind of formatting you apply .
 
 Choose a Theme 1
 
 On the Page Layout tab, click the Themes button to display the Themes gallery .
 
 2
 
 Do any of the following:
 
 3
 
 1
 
 • Point to a theme to preview that theme in your document . • Click the theme you want to use. • Click More Themes on Microsoft Office Online to find more themes online, 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, Insert, and Page Layout tabs as you normally would, selecting from the theme fonts, colors, and spacing options you want to apply to your text .
 
 Tip If you don’t see a preview of the changes when you point to different themes, click File to display Backstage view and choose Options . In the General tab, make sure a check mark appears in the Enable Live Preview check box . If the box is blank, click the check box to add the check mark . Click OK .
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 Formatting Text with Styles Even short informal notes deserve a little formatting . You might choose a new font for the boring, old Times Roman . Maybe you’ll use a different color . Or perhaps you’ll go all out for your document and apply font, color, spacing, and alignment options as you create a new format . Word makes it easy for you to
 
 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 .
 
 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 .
 
 1
 
 2
 
 Apply Character Formatting Styles 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 .
 
 Tip To create a custom style, format your text or paragraph the way you want it, and then select the text you just formatted . On the Home tab, click the More button in the lower right corner of 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 in Word Choosing Styles from the Styles Window The styles you see in the Styles gallery in the Home tab are likely only a portion of the total number of styles available with your document . You can display the whole list of styles
 
 available to you—and choose from the displayed list of Quick Styles—by working with the Styles pane .
 
 1
 
 View Your Styles 1
 
 On the Home tab, click the Show The Styles Window button at the bottomright corner of the Styles group .
 
 2
 
 Select the Show Preview check box at the bottom of the Styles list if it isn’t already selected .
 
 3
 
 Click in a paragraph, or select the text, paragraphs, or table cells to which you want to apply the same formatting .
 
 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 Style Pane Options dialog box, under Select Styles To Show, click All Styles, click OK, and then click the style you want .
 
 3 4
 
 5
 
 2 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 .
 
 To find styles quickly, 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 .
 
 Choosing Styles from the Styles Window
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 Changing Character Fonts
 
 2
 
 The font you choose for your document greatly influences the overall tone and effect of the design you create . An open font may communicate a relaxed, easy-to-read style . A small, dark font may appear more intense or businesslike. Word 2010 enables you to choose fonts easily—and change them as you like—throughout your document . What’s more, you can take advantage of high-end typographic features available with some OpenType fonts, which gives you an even greater number of ways to display and fine-tune the fonts in your document.
 
 Fonts recommended for the current theme Fonts you’ve used recently
 
 1
 
 List of all available fonts
 
 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 .
 
 3 The Grow Font tool
 
 2
 
 Change the Font Size 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 .
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 Changing Character Fonts
 
 The Font Size list
 
 1
 
 The Shrink Font tool
 
 Formatting in Word Applying Stylistic Sets 1
 
 Open the document in which you want to use the stylistic sets .
 
 2
 
 Select the text you want to change .
 
 3
 
 Click the dialog launcher in the lower right corner of the Font group .
 
 4
 
 In the Font dialog box, click the Advanced tab .
 
 5
 
 Click the Ligatures arrow and choose Standard Only .
 
 6
 
 Click the Stylistic Sets arrow and choose a set . Notice that the Preview window shows the changes the stylistic set will make for your selected text .
 
 7
 
 Click OK to save your changes .
 
 1
 
 3
 
 4 2 5
 
 6 Tip Not all fonts can support OpenType features in Word 2010. Gabriola is one font you can use to experiment with different stylistic sets and number styles .
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 Setting Paragraph Alignment The way you align the paragraphs in your document influences the way the reader’s eye is drawn down the page . A centered paragraph communicates something that stands out, like a heading, an introductory paragraph, or a special product announcement . A right-aligned paragraph is usually a special element, offering a caption or a note . Left-aligned
 
 text is a typical alignment for print and Web documents . 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 2010, you can adjust the alignment of an individual paragraph, several paragraphs, or all your paragraphs with a single setting .
 
 Set the Alignment 1
 
 Click in a paragraph, or select all the paragraphs whose alignment you want to set .
 
 2
 
 On the Home tab, click any of the following: • The Align Text Left button, to align the paragraph with the left margin or left indent, creating a ragged right edge
 
 2 Align Left
 
 Center Align Right Justify
 
 1
 
 • The Center button, to center each line of the paragraph, creating both a ragged left edge and a ragged right edge
 
 88
 
 Setting Paragraph Alignment
 
 Centered is used for titles, pull quotes, and special layouts Right-aligned is used for special effects and to wrap text around objects
 
 • The Align Text 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
 
 Left-aligned is often used for standard paragraphs
 
 Justified is often used for presentations and multicolumn formats 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 .
 
 Formatting in Word Adjusting Paragraph Line Spacing The spacing of the lines of text in your paragraph help control the readability of your text . This spacing is known as leading (pronounced “ledding”), and it is something you can change in Word 2010. Too little space makes the lines of text looked squashed together and difficult to read; too much space also
 
 creates a sense of tension for the reader, who has to make the visual jump from line to line in your document . Creating just the right spacing for your paragraphs helps readers read at their ease and also draws the reader’s eye from one line to the next .
 
 2
 
 Set the Line Spacing Within a Paragraph Click in a paragraph, or select all the paragraphs in which you want to change the line spacing .
 
 3
 
 2
 
 In the Paragraph group of the Home tab, click the Line And Paragraph Spacing tool .
 
 4
 
 3
 
 Select the line spacing you want .
 
 4
 
 Click to set your own spacing preference .
 
 5
 
 On the Indents And Spacing tab of the Paragraph dialog box, select the spacing you want from the Line Spacing drop-down list:
 
 1
 
 1
 
 • Exactly creates a specified space between lines regardless of the font size used . • At Least creates a minimum space between lines, which can increase if you use large font sizes . • Multiple specifies how many lines of space you want between the lines of text . 6
 
 Use the arrows or type a value . For the 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 .
 
 6 5
 
 Adjusting Paragraph Line Spacing
 
 89
 
 Setting Spacing Between Paragraphs The amount of space you set between paragraphs in your document can make a big difference in the readability and overall look of your text. You can use one of Word 2010’s
 
 preset spacing settings or customize the settings to fit your own document design .
 
 Set the Line Spacing Between Paragraphs 1
 
 Click in a paragraph, or select all the paragraphs where you want to set the spacing .
 
 2
 
 In the Paragraph group of the Home tab, click the Line And Paragraph Spacing tool .
 
 3
 
 Click Add Space Before Paragraph or Add Space After Paragraph .
 
 4
 
 If you want to customize the spacing, click Line Spacing Options to display the Paragraph dialog box . (continued on next page)
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 Formatting in Word Set the Line Spacing Between Paragraphs (continued) 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 .
 
 6
 
 Select the check box in the Spacing area if you don’t want to include 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 And Paragraph Spacing tool again, and choose Remove Space Before Paragraph or Remove Space After Paragraph from the menu .
 
 5 6
 
 Caution 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 .
 
 7
 
 Tip 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 .
 
 8
 
 Setting Spacing Between Paragraphs
 
 91
 
 Indenting a Paragraph When you want to call extra attention to a paragraph, you can use an indent to do that . An indent is the amount of space a paragraph or a first line is set off from the left margin, right margin, or both . You might want to indent the entire
 
 paragraph (moving it inward from the left and right margins), indent the paragraph to either the left or right side, or indent only the first line of the paragraph. You can also create a hanging indent to format bulleted items in a list .
 
 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 dialog launcher in the Paragraph group 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 .
 
 5
 
 Select the Mirror Indents check box if you want the left and right indents to switch depending on whether they’re on odd-numbered 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 .
 
 6
 
 Click in the Special box, and select either of the following: • 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
 
 2
 
 6 7
 
 3 4 5 1
 
 8 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 tool . 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 When you need to line up text at a certain point in your document, you can use a tab to do the trick . Setting a tab stop on the ruler causes the cursor to stop at that point when you press Tab in your document . You can set tab stops at any point on the horizontal ruler you want them to appear; what’s more, you can choose to create left, center, right, or decimal
 
 Set Your Tabs 1
 
 If the ruler isn’t already displayed, click the View Ruler button at the top of the vertical scroll bar to display the ruler .
 
 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 .
 
 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 .
 
 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 .
 
 tabs to line up the text differently, according to your needs . By default, Word 2010 includes tab stops every half inch along the width of the horizontal ruler . You can set new tabs by clicking on the ruler to add a tab or use the Tabs dialog box to do the trick . Right tab
 
 Decimal tab
 
 Center tab
 
 Bar tab
 
 4
 
 Left tab
 
 1
 
 3
 
 5
 
 Tip You can also display the Tabs dialog box by clicking the Home tab, clicking the Paragraph dialog launcher, and then clicking the Tabs button in the Paragraph dialog box .
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 Adding Emphasis and Special Formatting In addition to the paragraph and character styles you’ll apply to your text, in some situations you will want to add special formatting settings—like italics or bold—to selected text . Italics might show the reader that you’re referring to the name of a
 
 book, for example; bold could draw attention to a particular element; strikethrough might show content that has been deleted, and so on. Word 2010 offers several special formatting options you can apply to your text .
 
 Format the Text 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 dialog launcher to display the Font dialog box .
 
 4
 
 Do any of the following: • Select a font color.
 
 2
 
 1
 
 3
 
 4
 
 • 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 Read “Formatting Text with Styles” on page 84 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, ScreenTip shows you which keyboard shortcut you can use instead of clicking the button with the mouse .
 
 Formatting in Word Copying Your Formatting You can select and copy formatting settings you like and then apply them to other text in your document by using the Format Painter tool . This feature enables you to apply a format consistently throughout your document without repeatedly
 
 choosing the formatting settings you want to use . You can use the Format Painter to apply the format one time or multiple times in the current document .
 
 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 .
 
 4
 
 Drag the Format Painter over the selected text to apply the formatting, and then release the button .
 
 3
 
 The formatting to be copied
 
 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 .
 
 2
 
 Drag over text to apply the formatting 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 .
 
 Tip To copy only paragraph formatting, select only the paragraph mark before you click the Format Painter button . Copying Your Formatting 95
 
 Creating a Bulleted or Numbered List Bullets and numbered lists give you a great way to present information in clear, concise ways. Not only does Word 2010 add numbers or bullets automatically to your list, adding consistent spacing between the number or bullet and the text,
 
 but it keeps track of the order of items in your list so that if you move an entry, Word renumbers things to keep items in the correct order . You can also have the numbering skip paragraphs and you can even split a list by restarting a series at 1 .
 
 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
 
 In the Paragraph group of 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 .
 
 4
 
 When you’ve completed the list, press Enter twice to turn off the list formatting .
 
 2
 
 1
 
 Tip In some circumstances, you may need to insert unnumbered paragraphs between the items in a numbered list . To restart numbering in the list after the unnumbered paragraph, right-click the first item in the continued list, and click either Restart Numbering or Continue Numbering . 96
 
 Creating a Bulleted or Numbered List
 
 3 Tip To create a multilevel list, press the Tab key to indent and demote an item in the list, or press Shift+Tab to promote the item .
 
 Formatting in Word Formatting a List Using regular bullets or numbers may be fine for a fairly straightforward document, but what if you want to get a little fancy? You can use Word 2010’s other numbering or
 
 bullet features—for example, applying the outline-numbering scheme—to make your lists a little more distinctive .
 
 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 Multilevel List 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 .
 
 4
 
 Click the bulleted or numbering scheme you want .
 
 2
 
 3
 
 When you point to an item in the gallery...
 
 ...you see a live preview of the numbering scheme in your text
 
 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 Read “Formatting Text with Styles“ on page 84 for information about applying different styles, and “Adding Emphasis and Special Formatting” on page 94 for information about applying special formatting .
 
 Formatting a List 97
 
 Creating a Table from Scratch If you tend to think of tables merely as containers for numbers, think again . Tables give you a great way to organize almost any kind of information, whether that includes text, numbers, pictures, equations, or shapes . There are many ways to create
 
 Create the Table 1
 
 Click in your document to position the cursor where you want the table to begin .
 
 2
 
 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 .
 
 3
 
 Click in the first cell, and type your content.
 
 4
 
 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 .
 
 5
 
 a table, but the easiest and most versatile way involves creating an empty, unformatted table that includes the number of rows and columns you want . You then can easily add content, format, and modify the table as you want it to appear .
 
 2
 
 1
 
 If you’ve reached the end of your table but you still need to enter more items, press Tab, and Word adds a new row . Tip To move to the previous cell, press Shift+Tab . To insert a tab inside a cell, press Ctrl+Tab .
 
 3
 
 4
 
 See Also Read “Creating a Table from Text” on page 100 for information about converting existing text in paragraphs into text in a table . 98 Creating a Table from Scratch
 
 5
 
 Formatting in Word Using a Predesigned Table Word 2010 includes many predesigned tables you can use to display your information . These tables are called Quick Tables, and you’ll find them in the Tables gallery available in the Insert tab . You can choose from among calendar and traditional
 
 table styles . In the same way that you use templates for creating specialized types of documents, you can use a Quick Table 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 .
 
 4
 
 Click in the top-left cell, and type your information . Use the Tab key to move through the cells, and type the rest of your content .
 
 1
 
 2
 
 Tip Once you’ve formatted the table the way you want it to appear, you can save the modified table as a Quick Table by selecting it, clicking Table on the Insert tab, clicking Quick Tables, and choosing Save Selection To Quick Tables Gallery .
 
 3
 
 See Also
 
 Tip
 
 Read “Formatting a Table“ on page 102 for information about formatting a table .
 
 After you’ve created the table, you can modify its appearance by applying table styles or other formatting .
 
 Using a Predesigned Table
 
 99
 
 Creating a Table from Text Perhaps when you began entering content in your document you started out pressing Tab to line up the text, but now you want to change the text to a table. One benefit of using a
 
 table instead of tabs is that your format is protected when you change margin settings, choose a different font, or modify the page layout .
 
 1
 
 Convert the Text 1
 
 Click the Show/Hide tool in the Paragraph group of the Home tab to display spaces, tabs, and paragraph marks in your text . 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 .
 
 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 .
 
 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
 
 Click OK .
 
 6
 
 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, in the Data group of the Table Tools Layout tab, click Convert To Text .
 
 100 Creating a Table from Text
 
 2
 
 3 5
 
 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 Sometimes your tables grow larger than you expected them to, and you need to change the layout by adding rows and columns . You can easily add rows and columns anywhere in the table . Similarly, if you want to reduce the size of the table, you can remove the rows and columns you don’t need .
 
 2
 
 1
 
 Caution
 
 Add a Row or Column 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 .
 
 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 .
 
 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 .
 
 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 .
 
 2 1
 
 Delete a Row or Column from the Table 1 Click in a table cell that’s in the row or column you want to delete .
 
 Tip
 
 2 On the Table Tools Layout tab, click Delete, and choose what you want to delete .
 
 You can delete multiple rows or columns by selecting all elements you want to delete before you click Delete . Adding or Deleting Rows and Columns
 
 101
 
 Formatting a Table Once you get the basic data in the table, you may want to spruce it up a bit . A table gives you a great way to organize almost any kind of information, and you can use styles and formatting options to help readers understand what you want your data to convey . 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 and call attention to key elements in the table .
 
 2
 
 Format the Table 1 Click anywhere inside the table . 2 In the Table Styles group of the Table Tools Design tab, select a style for the table . 3 Select or clear the check boxes to turn the various formatting options on or off, as desired .
 
 4
 
 5
 
 3 1
 
 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 .
 
 102
 
 Formatting a Table
 
 See Also Read “Using a Predesigned Table” on page 99 for information about using a template to create a preformatted table that you can modify to fit your own document.
 
 Formatting in Word Improving the Layout with Hyphenation When you left-align text in your document, the right margin remains uneven, which sometimes is referred to as having a ragged right edge. If you choose justified alignment for the text—which creates an even left and right margin for
 
 your content—Word might insert big white spaces between words, especially in columnar text . You can easily repair these common problems by having Word 2010 automatically hyphenate the document .
 
 1
 
 Set Automatic Hyphenation 1 On the Page Layout tab, click the Hyphenation tool, and choose Automatic from the list that appears . 2 If you don’t like the way Word hyphenates, click the Hyphenation tool again, and choose Hyphenation Options from the gallery to display the Hyphenation dialog box .
 
 2
 
 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 .
 
 3
 
 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 endof-line hyphens is customary .)
 
 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 . Make sure that you select the Don’t Hyphenate check box on the Line And Page Breaks tab of the Paragraph dialog box .
 
 Tip You can also tell Word 2010 you want to decide manually each time a hyphen is used by clicking the Manual button in the Hyphenation Options dialog box . At each hyphenated word in your document, Word will prompt you to decide whether you want to hyphenate the word or not .
 
 Improving the Layout with Hyphenation
 
 103
 
 Laying Out the Page Not all documents you create will be printed—some you might post directly to your blog or share via e-mail with a friend or coworker . But when you create a document you plan to print, you need to tell Word how you want the page to be set up, indicating which paper size you’re using, whether the page will be printed in landscape or portrait orientation,
 
 the size of the margins, and so on . If the document will be printed on both sides of the paper or is going to be bound, you can tell Word to accommodate those design elements as well. 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 .
 
 Set Up a Standard Page 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 . (continued on next page)
 
 104 Laying Out the Page
 
 1
 
 Formatting in Word Set Up a Standard Page
 
 (continued)
 
 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 .
 
 2
 
 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 .
 
 Laying Out the Page 105
 
 Creating Special Page Setups Depending on the type of document you’re creating, you may want to create margins that change according to whether you’re viewing the front or back of the page . Likewise,
 
 preparing a document that will be bound means that you have a few additional margin issues to think about .
 
 Set Up a Two-Sided Document
 
 1
 
 1 On the Page Layout tab, click the Margins button, and click Custom Margins to display the Page Setup dialog box . 2 On the Margins tab, click Mirror Margins in the Multiple Pages list .
 
 3
 
 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 even-numbered (left-hand, or verso) pages . 4 Click OK .
 
 2
 
 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 2010 uses the default location of the gutter for the type of layout you choose . Use the preview to see the placement of the gutter .
 
 106
 
 Creating Special Page Setups
 
 4
 
 Formatting in Word Set Up a Bound Document 1 Click the Page Layout dialog launcher to display the Page Setup dialog box .
 
 1
 
 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 .
 
 2
 
 4 Click OK .
 
 3
 
 Tip You can save your Page Setup settings to use as the default values for your document by clicking the Set As Default button in the lower left corner of the Page Setup dialog box .
 
 4
 
 Creating Special Page Setups 107
 
 Creating Headers and Footers One characteristic of longer documents is that they are likely to need headers and footers that provide identifying information about the file. A header might include, for example, the name of the document (or a shortened version of the name), and a footer might include the author’s name as well as the
 
 Create a Header and a Footer
 
 page and section numbers. Word 2010 enables you to add and work with headers and footers directly on your document page . You can create simple headers and footers by choosing the style you want from the gallery or customize the look to fit your own needs .
 
 1
 
 1 On the Insert tab, in the Header & Footer group, click the Header tool . 2 Click the item in the gallery representing the Header style you’d like to add . (continued on next page)
 
 2
 
 108
 
 Creating Headers and Footers
 
 Formatting in Word Create a Header and a Footer (continued)
 
 3
 
 3 If there are placeholders in the header, click the placeholder field or text, and select or type your information . 4 Click the Footer tool, select the gallery style you want to use, and enter the footer information . 5 Click the Close Header And Footer tool in the Header & Footer Tools Design tab to return to the main part of your document .
 
 5
 
 6 If you want to edit the contents of the header or footer, double-click it to activate the area, and make your changes .
 
 4 Creating Headers and Footers 109
 
 Changing Page Orientation Within a Document Yes, it sounds complicated, but you can easily set up your document to include different orientations within a single file. Sometimes your document might call for regular text printed in portrait orientation, alongside a large table that prints in
 
 Create a New Section 1 Click at the point in the document where you want to change the orientation . 2 Add a section by clicking the Breaks tool in the Page Setup group of the Page Layout tab and clicking Next Page . This adds a section break that begins a new section on the next page .
 
 Tip You can add a number of different types of section breaks within Word when you need to control various elements like header and footer format, text flow, and content organization.
 
 See Also Read “Creating Sections“ on pages 114–115 for information about creating new sections of different types within long documents . 110 Changing Page Orientation Within a Document
 
 2
 
 1
 
 landscape orientation on a following page . By dividing the document into sections, you can set up each section with its own orientation .
 
 Formatting in Word Change the Page Orientation
 
 3
 
 1 Select the part of the document whose page orientation you want to change . 2 In the Page Setup group of the Page Layout tab, click Orientation . 3 Click the orientation you want . 4 Use the Zoom Control on the status bar to see your pages in detail, and verify that the layout is what you want .
 
 Tip
 
 4
 
 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 .
 
 Caution To return to the previous orientation, you need to create another section and choose the orientation you want to return to .
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 Flowing Text into Columns Suppose that you’re working on a newsletter and you decide that instead of having one long column of text you’d like to break the page up into multiple columns . You can do this
 
 easily in Word 2010. It’s best to start with content you’ve already created, and then Word 2010 will reflow the text into the columns you choose .
 
 Change the Number of Columns 1 Set the page margins and orientation the way you want them to appear in your document .
 
 2
 
 2 On the Home tab, click the Show/Hide ¶ tool if it isn’t already turned on . 3 Select all the text that you want to flow into columns . 4 On the Page Layout tab, click the Columns tool, and click the number of columns you want to include . Word turns the text you selected into a separate section by inserting continuous section breaks before and after the selected text . (continued on next page)
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 Flowing Text into Columns
 
 4
 
 3
 
 Formatting in Word Change the Number of Columns (continued) 5 If you want to adjust the columns, click anywhere in the column section .
 
 6
 
 6 Click the Columns tool again, and click More Columns in the Columns gallery to display the Columns dialog box . 7 If you don’t want even-width columns, clear the Equal Column Width check box, and then specify the width you want for each column . 8 Select the Line Between check box if you want to display 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 Sections If you are creating a long document, you will find it easier to work with and navigate if you create sections to help organize your content . Often in long documents you will use special features such as alternating headers or footers, page numbers, figure numbering, citations, and more. Getting these elements
 
 Start a New Section 1 In the document you want to divide into different sections, place the insertion point at the beginning of the paragraph that starts a new section . 2 In the Page Setup group of the Page Layout tab, click the Breaks tool, and click the Odd Page section-break option in the gallery . Word inserts the section break in front of the insertion point .
 
 Tip In traditional print publications, a new section begins on an odd page, and if possible, sections or chapters end on an even page .
 
 114 Creating Sections
 
 2
 
 to behave correctly—showing the right numbering sequence, for example, or alternating on right and left pages as you’d like them to—requires that you add sections to help control the way Word works with the pages .
 
 Formatting in Word Change the Header and Footer 1 On the Insert tab, click the Header tool in the Header & Footer group, and click Edit Header in the gallery . 2 On the Header & Footer Tools Design tab, click the Link To Previous button to turn it off and to disconnect the header from the header in the previous section . 3 Replace the old header text, if any, with the text for your new running head . 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-numbered and even-numbered pages, repeat steps 2 and 3 for those running heads . 5 Click Close Header And Footer when you’ve finished.
 
 1
 
 4 2
 
 5
 
 3
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 Wrapping Text Around a Graphic Just a few years ago, making text flow around a picture in a document was a big deal. Today, Word 2010 can do it easily for you . Wrapping text around an item adds another level of polish to the professional look of your document . However,
 
 Control Text Wrapping 1 Click the object to select it . Drag the object to the place you want it to appear . 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 . (continued on next page)
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 2 1
 
 using one of the standard text-wrapping configurations doesn’t always produce the desired effect . If this happens in your document, you can easily customize the way Word wraps the text .
 
 Formatting in Word Control Text Wrapping
 
 (continued)
 
 3
 
 3 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 Layout dialog box . Click OK when you’ve finished.
 
 Tip You can also customize the way text wraps around your object by using the Edit Wrap Points option in the Wrap Text tool . Select the object and then click Edit Wrap Points and drag the boundary handle to change the shape of the object boundary . The text rewraps to conform to the changes you make .
 
 Wrapping Text Around a Graphic
 
 117
 
 Sorting Your Information Earlier in this section, you learned how tables help you organize and display information . You can take the display of your information a step further and help your readers find what you hope they will find easily by sorting the information you
 
 display in tables and lists. Word 2010 can easily sort the tables and lists you create in alphabetical or numerical order so that your readers can easily make sense of the data you present .
 
 Sort a Table
 
 1
 
 1 Click anywhere in the table, and choose the Sort tool in the Data group of the Table Tools Layout tab . 2 In the Sort dialog box, specify whether the table will contain a header row (a row that shows the column titles) . 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 .
 
 3 4
 
 4 If you want to conduct a second-level or third-level sort, enter the criteria . 5 Click OK .
 
 Tip If your table includes a header row and you want Word 2010 to leave that row out of the sort, click the Header Row radio button in the Sort dialog box before you click OK to complete the sort .
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 2
 
 5
 
 Formatting in Word Sort a List
 
 2
 
 1 Select the entire list . 2 In the Paragraph group of the Home tab, click the Sort tool . 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 .
 
 1 3
 
 4 Click OK .
 
 4
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 Reorganizing a Document Earlier in this section, you learned about Navigation view, which enables you to view and work with your document by headings, pages, or search phrases . Outline view provides another powerful way for you to view the structure of your
 
 View a Document’s Outline 1 Click the View tab and click Outline to display Outline view . 2 In the Outline Tools group, specify the lowest level of heading to be displayed .
 
 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 .
 
 A plus sign indicates that there’s some content under the heading.
 
 2
 
 4 3
 
 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 . 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 . 120
 
 Reorganizing a Document
 
 5
 
 A squiggle indicates that the content under the heading is collapsed and not shown. A minus sign indicates that there’s no content under the heading. 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:
 
 n Numbering Headings and Lines n Inserting a Cover Page n Inserting Information with Additional Actions n Inserting an Equation n Adding a Sidebar or a Pull Quote n Inserting a Watermark n Creating Footnotes and Endnotes n Inserting a Citation n Creating a Table of Contents n Printing an Envelope n Printing a Mailing Label n Mail Merge: The Power and the Pain n Creating a Form Letter n Finalizing Your Document
 
 S
 
 ure, you may use Microsoft Word 2010 most often for letters, reports, newsletters, and flyers. But every once in a while, in addition to the normal, run-of-the-mill documents you create, you may need to do something special—like create a cover page for a report, add an equation to a proposal, include citations listing your references for some research you’ve done, or create a professional table of contents so readers can find their way through your document easily. Word 2010 includes a wide selection of predesigned cover pages that you can use as is or customize to better coordinate with your needs . Additionally, this section talks 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 time-saver 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 or personalized e-mail messages . 121
 
 Numbering Headings and Lines
 
 The Multilevel List button
 
 When you are preparing a document that will be peerreviewed (for example, an article for a professional journal) or distributed to a team of reviewers who will be asked to provide feedback, adding numbers to the headings and lines makes it easy for reviewers to comment on the relevant sections . You can add numbers to your Word 2010 headings by using the Multilevel List tool, and you can control line numbers of text using various tools in the Page Layout tab .
 
 2
 
 Number the Headings
 
 3
 
 1 Verify that you’ve applied the correct styles to all the headings . 2 Click in the first heading paragraph. 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 . 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 .
 
 122
 
 Numbering Headings and Lines
 
 4
 
 Working with Special Content in Word Number the Lines
 
 1
 
 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 . 3 Select the Add Line Numbering check box, if it isn’t already selected, to turn on line numbering . 4 Specify the options you want . 5 Click OK, and then click OK in the Page Setup dialog box .
 
 3
 
 Tip
 
 4
 
 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 .
 
 5
 
 Tip The line numbers are visible on your screen only in Page Layout view and Print Preview .
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 Inserting a Cover Page When you’ve spent time and energy making the inside of your report look great, you may want to add a professional cover page to give the entire document a polished look . A
 
 well-designed cover page makes a good first impression and gives readers important information about what they’ll see inside your document .
 
 3
 
 Insert the Cover Page
 
 1
 
 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 these actions for all the other areas that need to be completed . 3
 
 4
 
 If you’re not happy with the design of the cover page, do any of the following: • 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 .
 
 124
 
 Inserting a Cover Page
 
 2
 
 Working with Special Content in Word Inserting Information with Additional Actions Word 2010 is a smart program, and it can help you do more with the information in your document by providing action items you can use to carry out specific tasks that are tied to the word or phrase . For example, suppose that you include the name of a coworker in your document. Word 2010 offers an additional action when you right-click that enables you to send an e-mail message, schedule a meeting, or display the person’s contact information . When you right-click a paragraph that includes a company name . You can specify the actions you want Word 2010 to be able to take depending on the type of information it finds in your document . In versions of Word prior to Word 2010, Additional Actions were known as smart tags .
 
 3
 
 Contact a Colleague
 
 1
 
 2
 
 4
 
 1 Look through your document and right-click a person’s name . 2 In the context menu that appears, click Additional Actions .
 
 5
 
 3 Click the action you want to perform . Or
 
 6
 
 4 Click Options . 5 Click Enable Additional Actions In The RightClick Menu if necessary . 6 Click the check boxes of the items you want to include . 7 Click OK .
 
 7 Inserting Information with Additional Actions
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 Inserting an Equation If you create documents in which you need to display accurate mathematical equations, you’ll be pleased with the equation improvements in Word 2010. The enhanced tools now enable you to create sophisticated custom equations, choose and
 
 modify predesigned equations, and add all the elements you need to create the equation the way you want it . What’s more, you can save your equation to the Equation gallery so that it’s there the next time you need it .
 
 2
 
 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 . 3 Edit and format the equation as desired .
 
 1
 
 Or 4 Use the tools on the Equation Tools Design tab to add to the equation . 5 Click outside the equation when you’ve finished working with it.
 
 4
 
 Caution If you add an equation to your document and then save it in Word 97-2003 format, the equation will be converted to an image and you will not be able to edit it . If you convert the document to Word 2010 format once again, however, you will be able to edit the equation .
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 Inserting an Equation
 
 5 3
 
 Working with Special Content in Word Adding a Sidebar or a Pull Quote When you want to add a special design element that reinforces key ideas, adds extra information, or spotlights phrases in your text, sidebars and pull quotes help you present the
 
 text in a special way. Word 2010 offers a variety of sidebar and pull quote styles you can add for that distinctive look .
 
 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 text-box 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 . 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 .
 
 Tip You can change the way the text wraps around a text box you add by right-clicking the box and choosing Wrap Text from the context menu. Click the option reflecting the way you want the text to flow around the text box.
 
 3 6 4
 
 Adding a Sidebar or a Pull Quote 127
 
 Inserting a Watermark A watermark is a picture or some text (a company logo, for example) that appears subtly “behind” the main text in your document . Watermarks can help identify your document as your document and give readers additional information about how they can use the piece (for example, some watermarks say
 
 “Do Not Copy.” The watermark in your Word 2010 document appears on every printed page as though it were part of the paper . You can create a picture watermark or a text watermark, but you can’t have both in the same document .
 
 Create the Watermark 1
 
 1 On the Page Layout tab, click the Watermark button, and choose the watermark you want from the gallery that appears . 2 If none of the existing watermarks is what you want, choose Custom Watermark from the gallery to display the Printed Watermark dialog box . (continued on next page)
 
 2 Tip To have the same watermark appear automatically in every document that you create using a particular template, add the watermark in that template . To make sure a specific watermark is available for all your documents, add it to the Watermark gallery .
 
 128
 
 Inserting a Watermark
 
 5
 
 Working with Special Content in Word Create the Watermark
 
 (continued)
 
 3 To create a text watermark, select Text Watermark, type the text, choose your formatting options, and click OK . 4 To create a picture watermark, select Picture Watermark, click the Select Picture button and locate and select the picture file you want to use, choose your formatting options, and click OK .
 
 3
 
 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
 
 Tip The watermark appears in the Print Layout and Full Screen Reading views, and in Print Preview . It also appears, of course, in the printed document .
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 Creating Footnotes and Endnotes If you are creating a document in which it’s important to cite your references and add notes that support your text, you’ll love the footnote and endnote features in Word 2010. Word automatically positions footnotes at the bottom of the page or places endnotes at the end of the document or section, whichever you specify . Word numbers both the footnotes and the
 
 endnotes, giving each a unique numbering format . 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 .
 
 Insert the Footnote or Endnote 1 In Print 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 .
 
 1
 
 The footnote mark
 
 2 Type your footnote or endnote text .
 
 2
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 Working with Special Content in Word Change the Reference Mark 1
 
 1 On the References tab, click the Footnote & Endnote dialog launcher .
 
 Click if you want to convert endnotes to footnotes, or vice versa.
 
 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 .
 
 2
 
 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 .
 
 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
 
 Add Existing Citations
 
 documents that include citations, you probably already have the data entered in bibliographies, ready to be dropped in . If not, however, you can type the information as you go and save it for future documents . You can insert individual citations and manage the sources you use as references in your Word 2010 documents .
 
 1
 
 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 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
 
 4 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, double-click the placeholder, and enter the information in the Edit Source dialog box .
 
 Working with Special Content in Word Insert a Citation
 
 3
 
 9
 
 1
 
 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
 
 4 If the citation isn’t listed, click Add New Source to display the Create Source dialog box . 5 Select the type of citation you want .
 
 5
 
 6 Enter the information for the citation .
 
 2
 
 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
 
 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 .
 
 7
 
 8
 
 Tip To edit a citation, double-click it, and change the information in the Edit Source dialog box .
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 Creating a Table of Contents For long documents, adding a table of contents is a great reader service, making it easy for those reading your document to turn just the page they want to see. Word 2010 provides a number of predesigned tables of content so that you can choose one you’d like to use or modify it to fit your document. Word 2010 will automatically include all headings you’ve
 
 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 . (continued on next page)
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 Creating a Table of Contents
 
 1
 
 styled as Heading 1, Heading 2, and so on as it compiles the table of contents . After you add the table, you can easily update it, change its style, or update only the page numbers, which enables you to make sure the table of contents is accurate if one or more headings get moved during editing .
 
 Working with Special Content in Word Set the Outline Text
 
 (continued)
 
 2 Switch to Print Layout view, and click in the document where you want the table of contents to appear .
 
 4
 
 3 On the References tab, click the Table Of Contents button, and select the style and type of table of contents you want to insert . 4 If you make changes to the document that affect the pagination or the heading content, click the Update Table button on the References tab .
 
 3
 
 Tip 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 .
 
 2
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 Printing an Envelope Sometimes a printed envelope conveys just the look and feel you’re looking for when you send a document . Suppose, for example, that you’ve just created a great proposal that you want to deliver to a top client . Creating a printed envelope in the same font and style as the proposal helps your work look consistent and professional . With Word, you can easily create
 
 crisp, businesslike printed envelopes . You can add 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 .
 
 Add the Address 1 On the Mailings tab, click the Envelopes button to display the Envelopes And Labels dialog box . 2 If a delivery address is displayed on the Envelopes tab, verify that it’s correct . 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 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 .
 
 1 3 2 8 4
 
 5 Click Options to display the Envelope Options dialog box .
 
 9
 
 (continued on next page)
 
 10
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 Printing an Envelope
 
 5
 
 Working with Special Content in Word Add the Address
 
 7
 
 (continued)
 
 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 .
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 Printing a Mailing Label
 
 2
 
 3
 
 Printing mailing labels is much easier than it used to be . Today you can purchase labels at almost any office supply store and find that you can easily print what you need—one label or sheets of labels—in Word 2010. You choose your label type, enter the address, and select how you want the label to be printed, and Word does the rest . Nice .
 
 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) .
 
 5
 
 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 . 138
 
 Printing a Mailing Label
 
 6
 
 4
 
 Tip If you need to print a large number of different mailing labels, consider using the mail merge feature .
 
 See Also Read “Managing Your Contacts“ on pages 296–297 for information about adding or modifying address information in your Outlook Contacts list . Read “Changing Your User Information“ on page 399 for information about modifying your return address .
 
 Working with Special Content in Word Mail Merge: The Power and the Pain If you’ve ever had to send the same letter or catalog to more than one person, you know what a time-saver mail merge can be . Mail merge saves you the trouble of typing numerous names and addresses by merging your contacts list with the document you’re creating. In Word 2010, mail merge uses a master document and a data source to accomplish the task . The master document is the template (although not a template in the Word-document sense) that lays out your document and contains text or other items that never change . This might be the sales letter, for example, that you want to send out to all your customers . The master document also contains instructions for inserting data from a data source into each document . The data source is your contact list, Microsoft Excel 2010 spreadsheet data, or other file containing the name and address information you want to merge with the document . The goal of mail merge is simple: to produce many different documents that are personalized to go to many different individuals—without a lot of extra work from you . The process of putting together a mail merge document may seem a bit complicated at first, but it’s really just a matter of telling Word where to substitute the different data items . (For example, the name goes here, and the address goes there .) Once you use the mail merge feature a time or two, it will seem intuitive . After you master the basic mail merge process, you can get a little fancier by adding conditional expressions, which enable you to create a mail merge letter for a customer if a certain condition is true .
 
 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 . Tip There’s one change for Microsoft Works users who plan to use their Works database as the data source for a Word 2010 mail merge . Now you need to export your data and then create a new data source before importing the information into Word . Word 2010 no longer directly imports Works databases.
 
 Setting Conditional Content Mail merge offers you a flexible way to produce content based on what your customers want to see . You can easily tailor the content according to the data stored in your mailing list . For example, you might offer one promotion to individuals who live in the western region, but offer a different promotion to those who live in the southern U .S . If you have an entry in your data file that tracks the region in which the customer lives, you can use that data to control the content of your document . To add this kind of conditional content, you use the IF field, available in the Rules tool in the Mailings tab . You can tell Word to insert one set of content IF the contact lives in the western region, or insert a different set of content IF the contact lives in the southern region .
 
 Mail Merge: The Power and the Pain
 
 139
 
 Creating a Form Letter If the idea of creating a form letter sends a shudder of apprehension down your spine, relax; it’s no more difficult than writing a simple note to a coworker . Once you create the letter,
 
 Set Up Your Letter
 
 you can customize it by adding the mail merge fields you want—and then it’s just a few short steps to the final merge process .
 
 2
 
 1 Create and save your letter . 2 Click the Start Mail Merge button, and choose Letters . 3 Click Select Recipients and choose one of the following: • Type New List to enter your data . • Use Existing List to use data that exists in a file Word can read. • Select From Outlook Contacts to use data from your Outlook Contacts list . 4 Click Edit Recipient List .
 
 1
 
 5 Select or clear check boxes to choose recipients . 6 Click OK when you’ve finished.
 
 5
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 Creating a Form Letter
 
 3
 
 4
 
 Working with Special Content in Word Specify the Data to Be Merged 1 In your document, click where you want to add information from your data source .
 
 2
 
 2 In the Write & Insert Fields group, 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 .
 
 3
 
 4 Click Preview Results . 5 Click to preview the letters . 6 Click Edit Recipient List to make changes to the data list .
 
 1
 
 7 Click Auto Check For Errors . 8 Click Finish .
 
 6
 
 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 .
 
 4
 
 5
 
 8
 
 7
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 Finalizing Your Document Word 2010 includes a Document Inspector that helps you assess your document before you send it to ensure that you aren’t including any sensitive information—personal or
 
 Prepare Your Document 1 With your document completed and saved, click the File tab .
 
 1
 
 2 In Backstage view, in the Prepare For Sharing area, click Check For Issues . (continued on next page)
 
 2 Tip If you don’t want other people who have access to your document to edit it, click File, click Protect Document in the Permissions area, and click Mark As Final .
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 Finalizing Your Document
 
 business—that should stay inside the company . Additionally, the Document Inspector can help you prepare the file for distribution and ensure that it isn’t edited against your wishes .
 
 Working with Special Content in Word Prepare Your Document
 
 (continued)
 
 3 In the Document Inspector dialog box, clear the check boxes for the items you want to keep in the document and select the check boxes for the items you don’t want to appear in the document . 4 Click the Inspect button at the bottom of the dialog box .
 
 3
 
 5 In the Document Inspector dialog box, click the Remove All button for each type of item you want to remove . 6 Click Close when you’ve finished.
 
 5
 
 4 Tip To edit a document that has been marked as Final, choose Mark As Final again from the Prepare submenu .
 
 See Also
 
 6
 
 Read “Password Protecting a File“ on page 409 for information about using additional security settings to prevent changes to your document .
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 Working in Excel In this section:
 
 n What’s Where in Excel? n Excel 2010 Basics n Choosing a Theme for Your Worksheet n Entering and Editing Data n Formatting Cells n Moving, Copying, and Pasting Data n Adding and Deleting Columns and Rows n Creating a Data Series n Organizing Your Worksheets n Preparing for Printing n Printing a Worksheet n Adding and Viewing Comments
 
 I
 
 f you’re a numbers person, you will enjoy the way Microsoft Excel 2010 helps you organize your financial information, perform calculations, and display results in different ways . If you’re not a numbers person, you’ll appreciate the way Excel 2010 provides help all along the way as you learn how to use the various features in the program . Whether you have previous worksheet experience or not, Excel 2010 provides the tools you need to do both simple and complex calculations, reports, charts, and more—whatever you need to share financial information with others. This section of the book introduces you to spreadsheet basics and shows you how to enter and edit data as well as add visual appeal and clarity to your worksheets . You learn how to format your data using fonts, colors, and borders, and how to help others understand the trends and values in your worksheet by adding sparklines to worksheet cells . You’ll also learn how to format numbers in various ways—as currency, percentages, or decimals—for readability—and discover how to update, change, move, or copy your data . In other words, if you want to learn the basic Excel tasks that help you to create and manage worksheets, you’ll find what you’re looking for in this section.
 
 n Working with the Excel Web App 145
 
 What’s Where in Excel? Microsoft Excel 2010 is a spreadsheet program that makes it easy for you to gather and work with numeric information in many different ways . The Excel window is designed to give you all the tools you need to create, format, enhance, and calculate
 
 your data. Like all programs in Microsoft Office 2010, the ribbon offers a set of tabs, each of which includes tools related to a specific task you want to accomplish with the program.
 
 A workbook A command tab
 
 The Formula bar
 
 A contextual tab
 
 The ribbon
 
 The Name box
 
 Column headers
 
 A worksheet
 
 Selected cell
 
 Row headers
 
 Data in a table that can be filtered and sorted Autofill options button Gridlines The status bar Tabs for switching to other worksheets within the workbook
 
 Normal view
 
 Navigation buttons for accessing all the worksheet tabs in the workbook 146
 
 What’s Where in Excel?
 
 Page Break view
 
 Page Layout view
 
 Working in Excel Excel 2010 Basics Excel 2010 may be much easier to use than you think, even if you’ve shied away from spreadsheet programs in the past . The program is designed to enable you to enter, edit, and format data easily . You can create simple or complex formulas to perform calculations on that data; you can create charts to illustrate your data . You can search, sort, and reorder the data in the worksheet easily . Knowing the basic lay of the land and understanding terms you’ll see used in the program is a good way to begin to build a comfort level with the program . Here are some of the terms you’ll see: n An Excel worksheet is organized in rows and columns for your data . The columns are lettered (A, B, C, and so on) and the rows are numbered (1, 2, 3, and so on) . n The intersection of each row and column is called a cell . You add your data (cell values and labels or formulas, for example) in each cell .
 
 n You can format the data in the Excel worksheet in many ways . Numbers might represent values that you want to use in calculations; text might serve as data labels in your columns and rows . You’ll learn about the various ways you can format and work with cell values in this section . n Excel enables you to group and name sets of cells so that you can use them in calculations you create . This is known as naming a range of cells . n You can use several features to illustrate the data in your worksheet . Charts display data and help you make comparisons; sparklines are a feature new in Excel 2010 that displays in a single cell a trend or value in your data; and conditional formatting enables you to add visual elements (such as data bars or icon sets) to help others understand the ideas your data presents .
 
 n Each cell has its own unique cell address, which includes both the column letter and the row number . For example, B6 is the address of the cell at the intersection of column B and row 6 .
 
 Data visualizations
 
 n Each Excel workbook can contain multiple worksheets, which you access by clicking the tab at the bottom of the worksheet area . You can name the different tabs to help you remember the content of each worksheet .
 
 Sparklines
 
 Tip The important thing to remember about Excel 2010 is that you can create worksheets that are as simple or as complex as you like . Throughout this section and the one that follows, you’ll learn about the basic features you are likely to want to use with Excel .
 
 Chart
 
 Slicer Excel 2010 Basics
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 Using a Predefined Workbook Wouldn’t it be great to have a workbook all set up and ready for you so that all you have to do is enter your information? Well, your wish has been granted . 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 in that provide some powerful methods of data analysis .
 
 Open and Use a Template 4
 
 1 Click the File tab to display Backstage view . 2 Click New to display Excel’s available templates . 3 If you see a template you want, select it to preview it, and then click Create . 4 If you don’t see a template you want, do any of the following: • Click Sample Templates to see a small collection of Microsoft templates installed on your computer, and double-click the one you want to use . • Click My Templates to display the New dialog box and choose a custom template . Double-click the template you want to use, and a worksheet opens .
 
 1
 
 2
 
 3
 
 5
 
 • Click New From Existing to open an existing workbook as a template . • In the Office.com Templates area, click a topic to see templates of that type that are available for download, and double-click the one you want to use . 5 Click Create . In the new workbook that appears, replace any placeholder text or data with your own, and add any other elements you want . 148
 
 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, click File and in Backstage view, click Options . Click General, and change the value in the Include This Many Sheets box .
 
 Working in Excel Choosing a Theme for Your Worksheet Themes are available throughout Office 2010, enabling you to define the look of your entire file—as well as other files you create in other applications—with a similar look and feel . When you choose a theme for your worksheet, the color scheme, fonts, and effects for shapes and graphics are all coordinated for that theme . You can add cell data, format headings, include charts, and more—and all the formatting
 
 Apply a Theme
 
 choices you make are connected to the theme . The beauty of this is that if you later want to apply a different theme to your worksheet, all the coordinated elements change automatically to reflect the color, font, and effects choices of that new theme . This helps you keep the formatting in your worksheets consistent and makes changing the look easy if you decide to do that later .
 
 3
 
 1 On the Page Layout tab, click the Themes button to display the Themes gallery . 2 Do any of the following:
 
 1
 
 • Point to a theme to see how your worksheet will look if you use that theme . • Click the theme you want to use. • 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 .
 
 2
 
 3 Use the tools on the Home and 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 . Any font, color, or effect choices you make that aren’t part of theme won’t change automatically if you choose a different theme at a later time, however . Choosing a Theme for Your Worksheet
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 Entering the Data Whether you start with a template or begin with a blank worksheet, Excel makes it easy for you to add to and format your data . You can begin the process by clicking the cell you want to update and typing the information . You can also copy and
 
 paste information from other sources into your Excel worksheets so that you can spend more time number-crunching and less time typing .
 
 Enter Your Data 1 Start a new workbook if necessary . 2 Save the workbook with a new file name by clicking Save in the Quick Access toolbar and entering a name for the worksheet, and clicking Save . (continued on next page)
 
 Tip You can also import data from a text file, a Web source, or a Microsoft Access 2010 database into your Excel worksheet . Click the Data tab, and click your choice in the Get External Data group; then navigate to the file you want to use and click Open to add your data at the selected cell .
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 Entering the Data
 
 2
 
 1
 
 Working in Excel Enter Your Data
 
 3
 
 (continued)
 
 3 Type the header for the first column, press Tab, and type the header of the next column . Continue across the top row to enter all column headers . Press Enter after you’ve typed the last item . 4 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 . 5 Continue entering your data row by row, and be sure to save the file periodically. Use the keys in Table 7-1 to navigate through your worksheet data .
 
 4
 
 Navigating the Worksheet Key
 
 Description
 
 Tab
 
 Selects the cell to the right
 
 Shift+Tab
 
 Selects the cell to the left
 
 Enter
 
 Selects the cell one row down
 
 Shift+Enter
 
 Selects the cell one row up
 
 Right arrow
 
 Selects the cell to the right
 
 Left arrow
 
 Selects the cell to the left
 
 Up arrow
 
 Selects the cell one row up
 
 Down arrow
 
 Selects the cell one row down
 
 Home
 
 Selects cell A1
 
 Ctrl+right arrow
 
 Selects the cell farthest right in the current row
 
 Ctrl+left arrow
 
 Selects the cell farthest left in the current row
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 Editing the Data
 
 1
 
 Often you need to go back and make changes to your data after you’ve entered it . You can correct and update 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 you want to change, or use the arrow keys to select the cell whose data you want to replace . 2 Type the new data, and press Enter . Or 3 Highlight the entry in the Formula bar and type the new data .
 
 2
 
 152
 
 Editing the Data
 
 3
 
 Working in Excel Edit the Existing Data
 
 1
 
 2
 
 1 Double-click the cell to activate it for editing, or select the cell and press F2 . 2 Press Backspace, Delete, or any other key you need to use to correct the information . 3 Press Enter to add the corrected information .
 
 3 Tip You can change the direction the selection moves when you press Enter if you like . Click File to display the Backstage view, and then click Advanced . At the top of the Advanced tab, click the Direction arrow and choose the direction you want the selection to move when you press Enter . Click OK .
 
 Editing the Data
 
 153
 
 Formatting Cells You can dramatically improve the look of your worksheet by using Excel’s many formatting features . Formatting your data serves a number of purposes: first, it helps others reviewing your data see easily what’s most important on the worksheet . Next, it helps you organize your data so that you can easily find what you need later.
 
 You can use Excel’s predefined formats to choose a look for your cells that makes the data stand out . The cell styles available in the Styles group of the Home tab are coordinated with the theme you select for the worksheet, so all the colors and fonts available are consistent with the overall theme you have chosen .
 
 4
 
 Format Some Cells
 
 2
 
 1 Select the cells you want to format . The following table offers different ways to select multiple cells . 2 On the Home tab, click Cell Styles in the Styles group to display the gallery .
 
 1 3
 
 3 Point to the styles you would like to preview on the worksheet . Click the style you want to apply . 4 Add your own formatting, if desired, by clicking the tools in the Font and Alignment groups of the Home tab .
 
 Selecting Cells in the Worksheet To Select
 
 Click
 
 A column
 
 Click the column header .
 
 A row
 
 Click the row header .
 
 Adjacent cells
 
 Click in the first cell, and drag the mouse until the cells you want are highlighted .
 
 Nonadjacent cells
 
 Select the first group of cells, and then press and hold Ctrl while dragging over the other cells .
 
 All data in the Click one of the data values, and press worksheet Ctrl+A . 154
 
 Formatting Cells
 
 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 .
 
 Working in Excel Formatting Numbers When you look at columns and rows stacked full of numbers, it might not be clear what those numbers represent . Are the values showing dollar amounts? 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 for those viewing your worksheet .
 
 Format Some Numbers 1 Select the columns, rows, or cells that contain numbers you want to format .
 
 2 3
 
 4
 
 2 In the Number group of the Home tab, click the Number format arrow to select the formatting you want to use . 3 Use the buttons in the Number group to choose the numeric style you want to apply .
 
 1
 
 4 If the formatting isn’t what you want, click the Format Cells: Number dialog launcher to display the Format Cells dialog box .
 
 5
 
 5 On the Number tab of the Format Cells dialog box that appears, select the type of formatting you want .
 
 6
 
 6 Select any available options you want to use to customize the formatting . 7 Click OK when you’ve finished.
 
 7
 
 Tip The tool with the dollar sign is the Accounting Number Format tool . You can change the format of the currently selected text by clicking the arrow to the right of the tool and clicking the type of currency format you want from list .
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 Moving, Copying, and Pasting Data As with all Office 2010 programs, you can move data around in Excel 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; otherwise, Excel will overwrite any existing data . You can also tell Excel to copy the contents of a cell to a group of adjacent cells .
 
 Move Data 1
 
 Select all the cells you want to move .
 
 2
 
 Move the mouse pointer to the edge of your selection . The pointer turns into a fourheaded arrow .
 
 3
 
 Drag the selection to a blank location .
 
 Excel 2010 includes the new Paste with Live Preview feature to see how your information will look when pasted using different paste options . You can choose how you want the information to be pasted both before and after you add it to your worksheet .
 
 1
 
 2
 
 See Also Read “Adding and Deleting Columns and Rows” on pages 158–159 for information about adding blank columns or rows .
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 Moving, Copying, and Pasting Data
 
 Working in Excel Copy or Cut Data
 
 2
 
 1
 
 1 Select the cells you want to copy or cut . 2 Click Copy (or press Ctrl+C) or Cut (or press Ctrl+X) in the Clipboard group of the Home tab . 3 Click in the first cell of the destination, and press Enter to paste a single copy of the copied content . Click Paste or press Ctrl+V to paste multiple times .
 
 Copy and Paste Data to Adjacent Cells
 
 3
 
 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) . 3 Drag the Fill handle either vertically or horizontally .
 
 1 2
 
 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 . See Also Read “Creating a Data Series“ on page 161 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 .
 
 3 4 Moving, Copying, and Pasting Data
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 Adding and Deleting Columns and Rows As you continue building your worksheet and work with it over time, chances are that at some point you’ll need to add or delete columns and rows . You might need to move one row to make room for another, for example, or remove columns of data you plan to move to another worksheet . Whatever your reason, you can remove data only or remove both the data and the column or row, depending on your needs .
 
 1 Excel will create a new column F.
 
 2
 
 Add a Column 1 Right-click the column header to the right of the point you want to add the new column . 2 Click Insert from the context menu . 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 .
 
 1 Excel will create a new row 3 .
 
 Add a Row 1 Right-click the row header below where you want the new row . 2 Choose Insert from the shortcut menu . 158
 
 Adding and Deleting Columns and Rows
 
 2
 
 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 .
 
 1 See Also Read “Hiding Columns and Rows” on page 160 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
 
 2 On the Home tab, click the Clear button and, from the submenu, choose what you want to delete .
 
 1 Tip 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 (or press Ctrl+Z) to restore any content that you delete unintentionally .
 
 Adding and Deleting Columns and Rows 159
 
 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 . You can suppress the display of data you do not want displayed for general view by hiding columns and rows . Later you can reveal the data once again easily to return the data to normal view .
 
 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 .
 
 Reveal Hidden Columns or Rows
 
 2
 
 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 .
 
 1
 
 See Also Read “Finalizing Your Document“ on pages 142–143 for information about using the Document Inspector .
 
 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 clicking the File tab, and clicking Check For Issues in the Prepare For Sharing group . Click Inspect Document in the list .
 
 160
 
 Hiding Columns and Rows
 
 2
 
 Working in Excel Creating a Data 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 time consuming . You can 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
 
 3 Drag the Fill handle to fill the cells that you want to be included in the series .
 
 2
 
 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 .
 
 3
 
 5 Make sure the series is correct . If it isn’t, click the Undo button on the Standard toolbar and try again .
 
 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 clicking File and choosing Options; then click the Advanced tab and in the General area, click Edit Custom Lists . In the Custom Lists dialog box, define your list, and click OK.
 
 5
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 Formatting Cell Dimensions You can adjust the height and width of cells, rows, and columns to accommodate the formatting you want to use in your worksheets. As you enter 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
 
 Set the Column Width 1 Select the columns whose widths you want to change . 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 .
 
 1
 
 4 Click OK .
 
 3
 
 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 .
 
 4
 
 Tip
 
 Try This!
 
 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.
 
 Select alternating columns in your worksheet (click the first column, press and hold Ctrl, and click the third column, for example) . Click the Fill Color tool in the Font group of the Home tab . Click a color from the Theme Colors section of the palette . The color is applied to the selected color .
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 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 . 3 Specify the height of the rows in points .
 
 1
 
 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 .
 
 1
 
 2 3
 
 3 Click the Format button again, and choose AutoFit Column width from the drop-down menu .
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 Organizing Your Worksheets Up to this point, you’ve learned how to add and work with data on your worksheet . Excel also includes features that help you organize the various worksheets you create . As you know, each worksheet appears on its own tab in your workbook . You
 
 can customize the worksheets, rename the tabs, reorder the worksheets, and add new ones as needed, all from within your current workbook .
 
 Name Your Worksheets 1 Double-click a worksheet tab, type a descriptive name for the worksheet, and press Enter . 2 Repeat these actions for any other worksheet tabs you’d like to rename .
 
 1
 
 2
 
 1
 
 2
 
 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 .
 
 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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 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 .
 
 2
 
 Tip
 
 1
 
 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 .
 
 Delete a Worksheet
 
 1
 
 1 Right-click the tab of 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 Organizing Your Worksheets
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 Preparing for Printing 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 .
 
 Set Page Dimensions 1 Display the worksheet in Page Layout view .
 
 2 3 4
 
 5
 
 6
 
 2 On the Page Layout tab, click Margins, 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 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. 6 Specify whether you want to display and/or print the gridlines and the headings . Tip If you’re going to print more than one worksheet at a time, step through these procedures for each worksheet .
 
 166 Preparing for Printing
 
 1
 
 Working in Excel Set the Header and Footer 1 Display the worksheet in the Page Layout view . 2 On the first page of your worksheet, click in a section of the header .
 
 5
 
 6
 
 3
 
 4
 
 3 On the Header & Footer Tools Design tab, specify whether you want to have a separate first-page header and/or different odd-page and even-page headers .
 
 2
 
 4 Click the Header tool if you want to choose one of the predesigned headers from the gallery . 5 Type your information, and use the tools in the Header & Footer Elements tab to complete the header .
 
 7
 
 6 Click the Go To Footer button, and add your content to the three sections of the footer . 7 Click in your worksheet . If you chose to have a different first-page header and/ or different odd-page and even-page headers, move to the next page, click in the header area, and repeat steps 2 through 6 . Repeat these actions for any other headers that you want to add .
 
 1
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 1
 
 Printing a Worksheet
 
 2
 
 When you print a worksheet, the big part of getting the result you want involves setting things up properly; if you don’t, you may find yourself wasting paper and printing only pieces of the worksheet you want to print . You can avoid unwanted results by setting a print range and previewing your worksheet in Excel’s improved Print Preview .
 
 Specify the Print Area 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 list .
 
 Repeat Row and Column Titles
 
 1
 
 1 To repeat headings on each page, click the Print Titles button on the Page Layout tab to display the Sheet tab of the Page Setup dialog box . 2 Click the worksheet button and select the rows you want to be repeated on the printed page . Press Enter .
 
 2
 
 3 Click the Columns To Repeat At Left button . Select any columns that you want to repeat at the left side of each printed page, and press Enter .
 
 3
 
 4 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 .
 
 4
 
 5 Select the way you want the worksheet to be printed .
 
 5
 
 6 Click OK .
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 6
 
 Working in Excel Check the Layout and Print the Worksheet 1 Switch to Page Layout view, and examine the way the pages will appear .
 
 4
 
 2 Click Page Break Preview to check page breaks . 3 Drag the dotted line to a new position if you want to change where the page breaks . Drag a page break to a new position, and adjust other page breaks if necessary . 4 Click File to display Backstage view, and click Print . Enter your print options and click Print to print the worksheet .
 
 3
 
 1
 
 2
 
 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 in the Print Area box of the Page Setup dialog box .
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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 .
 
 Create a Comment
 
 2
 
 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.
 
 3
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 Adding and Viewing Comments
 
 1
 
 Working in Excel Review the Comments
 
 2
 
 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 .)
 
 1
 
 Adding and Viewing Comments
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 Working with the Excel Web App Excel 2010 is now available to you anywhere you go, as long as you have access to the Internet . Using the Excel Web App, you can view, edit, format, save, and share the worksheets you create. What’s more, when you have saved an Excel 2010
 
 Use the Excel Web App
 
 worksheet to your Microsoft SharePoint Workspace 2010 or Windows Live SkyDrive account, you can co-author your worksheets in real time and communicate with your co-authors while you work .
 
 3
 
 1
 
 2
 
 1 Access your Windows Live SkyDrive account or SharePoint site . 2 Select the Excel worksheet you want to use . 3 Click Edit . 4 Make your changes as needed . 5 Save the worksheet .
 
 5
 
 Tip If you have a smartphone that runs Microsoft Windows Mobile 6 .5, you can also work with your Excel worksheets using Office Mobile 2010. You can view, edit, format, and even create conditional formatting and work with pictures and charts, all in the small interface optimized for the phone screen. Office Mobile 2010 is available separately from Office 2010.
 
 4
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 Working with the Excel Web App
 
 8
 
 Analyzing and Presenting Data in Excel In this section:
 
 n Applying Conditional Formatting n Cell References, Formulas, and Functions n Adding Sparklines n Doing the Math n Adding Calculations n Troubleshooting Formulas n Creating a Table n Working with Data n Summarizing Data with a PivotTable n Adding Slicers n Working with Charts
 
 T
 
 here’s more to working with your data than entering information in worksheets and making it look nice—although that’s important, too . As you discover how to analyze and share the ideas your data suggests, you get in touch with the real power of Microsoft Excel 2010. The calculations you perform—whether they are simple or complex—enable you to carry out statistical, financial, and mathematical computations with ease. With Excel’s help, you can use functions and create formulas you can use again and again . And by adding tables, PivotTables, and slicers to your worksheet, you can choose the way in which you want your data to be analyzed and presented to others who view your work . You’ll find some fairly advanced tasks in this section: adding sparklines to showcase the data trends and values in worksheet cells, using conditional formatting to spotlight key items in your data, working with functions and formulas to create complex calculations, and designing PivotTables and slicers that enable you to filter the data you choose to show at any given time. This section also shows you how to create charts that illustrate your data in ways that rows and columns cannot .
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 Applying Conditional Formatting to Cells Excel 2010 includes a number of features that help you call attention to important features or trends in your data . You might highlight specific data values, for example, when your sales figures pass a certain mark. Or you might add a special icon to a cell that indicates the highest enrollment totals in a district . The conditional formatting choices in Excel enable you to highlight cells, add data bars, or display icons in the
 
 cells to help others viewing your worksheet understand the information you’re presenting . When you add this kind of conditional formatting to your worksheet, you tell Excel to apply special formatting to any cells that meet the specific criteria you’ve set. Excel will add the cell formatting only when the conditions you indicate are found to be true .
 
 Highlight Specific Cells 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 .
 
 2
 
 1
 
 3 Specify the formatting you want . 4 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 between the different conditions .
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 Applying Conditional Formatting to Cells
 
 3 4
 
 Analyzing and Presenting Data in Excel Add Data Bars
 
 1
 
 2
 
 3
 
 1 Select the cells in which you want the data bars to appear . 2 Click Conditional Formatting in the Styles group of the Home tab . 3 Point to Data Bars . 4 Click the data bar style you want to apply to the cell data .
 
 4
 
 Tip You can choose to apply a gradient so that the edge of the data bar fades in the cell . (This sometimes makes it easier for others to read the values in the cell .) You can also choose to display the data bars as solid bars, which applies the data bar color you select without grading it .
 
 Apply Icon Sets 1 Select the cells in which you want to add the icons . 2 Click Conditional Formatting in the Styles group of the Home tab . 3 Point to Icon Sets .
 
 2 4 3
 
 4 Click the icon set you want to apply to the cell . Tip
 
 1
 
 Another style of conditional formatting enables you to choose a color range for the cells you select . For example, you can choose a two-color or three-color range that displays the low, mid-range, and high values in different colors . To apply this formatting style, choose Conditional Formatting, point to Color Scales, and click the color scale you want to apply . Applying Conditional Formatting to Cells 175
 
 Customizing Conditional Formatting
 
 2
 
 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 .
 
 1
 
 3 Select the type of rule you want to use . 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 .
 
 3
 
 6 Click OK . 7 Apply any additional rules to the selection .
 
 4
 
 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
 
 5
 
 6
 
 Analyzing and Presenting Data in Excel Cell References, Formulas, and Functions When you begin to add formulas and functions to your worksheets, you need to know a little more about how to reference cells in the calculations you create . Understanding how to
 
 reference individual cells and ranges of cells will help you get the results you want from the functions and formulas you use .
 
 A Little More About Cell References As you learned in Section 7, every cell in an Excel worksheet has its own address, created from the intersection of the column and row where the cell is located (for example, C3) . To quickly determine a cell’s address—also known as a cell reference—click in the cell, and look in the Name box at the left of the Formula bar . When you select a block of cells, the block is called a range. Ranges are written with the top-left cell first and the bottom-right cell last, separated by a colon—for example, when you select the range C5:E7, the selected cells appear as shown in figure. Because workbooks can contain more than one worksheet, it’s possible to refer to the same cell reference on different sheets when you’re copying or moving data from one sheet to another . For this reason, Excel will include the worksheet name in cell references when necessary . For example, you might see Sheet1!C3 as a cell reference, to show that this cell is a different one from cell C3 in Sheet 2 . Tip If you are working with a worksheet in which the column headers show numbers instead of letters, that workbook has been set up to use the R1C1 reference style, which is an old style of cell referencing . You can change the column headings to letters by clicking File, clicking Options, and clearing the R1C1 Reference Style check box in the Formulas tab .
 
 Tip You can give ranges, tables, and entire worksheets specific names that you can then use with your formulas and functions instead of the cell references .
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 Adding Sparklines An exciting new feature in Excel 2010 called sparklines enables you to show cell-based illustrations of data trends or values in your worksheet . This enables you to show, for example, how sales in a certain region are trending (up or down?),
 
 how a particular product sold during a promotion, or how your inventory levels changed during a specific timeframe. Sparklines are easy to create and customize in your Excel worksheet .
 
 2
 
 Create Sparklines 1 Click in the cell in which you want to create the sparkline . 2 Click the Insert tab, and choose the type of sparkline you want to create . 3 When the Create Sparklines dialog box appears, drag to select the cells you want to use for the sparkline . Click OK .
 
 1
 
 (continued on next page)
 
 Sparkline Styles Style
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 Name
 
 Description
 
 Line
 
 Adds a line chart to the current cell depicting the data in the range you select
 
 Column
 
 Inserts a column chart contrasting the data values in the cells you specify
 
 Win/Loss
 
 Displays a win/loss chart of the selected cell values
 
 Adding Sparklines
 
 Tip
 
 3
 
 You can copy the sparkline to a column or range of cells by clicking the small handle in the lower right corner of the sparkline cell and dragging the cell border across the columns or rows you want to display sparklines . Sparklines are added in the original sparkline’s style and the sparkline display in each cell is adjusted to reflect the range in that row or column.
 
 Analyzing and Presenting Data in Excel Create Sparklines
 
 (continued)
 
 4 In the Show area, click the markers you want to add to the sparkline
 
 4
 
 5 Click the More button in the Style group to display a palette of sparkline styles, and click the style you want to apply .
 
 5
 
 6 Customize the line and marker color as needed .
 
 6
 
 Edit Sparklines 1 Click in the cell containing the sparkline you want to change . 2 Click the Sparkline Tools Design tab .
 
 4
 
 3 Click Edit Data in the Sparkline group if you need to change cell data . 4 Change the sparkline type by clicking a new option in the Type group . 5 Modify the Show settings, and change Style if necessary .
 
 5
 
 2
 
 3
 
 Tip
 
 1
 
 If you want to delete the sparklines you’ve added to your worksheet, select the sparklines, and in the Group group of the Sparklines Tools Design tab, click Clear and then click Clear Selected Sparklines .
 
 Adding Sparklines
 
 179
 
 Introducing Formulas 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 can be just a simple calculation based on numbers you enter (=4*8 .5), or you can have Excel plug in the values automatically by including the cell references in the formula (=C3*E7) . The benefit of using cell references is that the calculations continue to be accurate and update as the information in your worksheet changes . You can use both absolute and relative cell references to refer to the cells in your worksheet . Absolute references always refer to the same cell—for example, cell C3—no matter where you may move the data currently in that cell . You indicate an absolute reference by putting a currency symbol
 
 in front of the cell address (for example, $C3) . A relative reference, on the other hand, causes Excel to keep track of where the information in that cell moves . So if you copy and move the content of C3 to D4, the formula adjusts automatically, replacing the cell reference C3 with D4 . You don’t need to do anything to indicate a relative reference—this is the default referencing style in your worksheet . Once you get the formulas working properly, you can rest assured that the right calculations are being done no matter how often your data may change . Note that all formulas begin with an equal sign (=) . The asterisk (*) symbol indicates multiplication; the forward slash (/) symbol indicates division . Your formulas can be as simple or as complex as you need, and a number of features in Excel help you create smart, effective formulas .
 
 Caution You are not likely to need to use absolute cell references often in your worksheets, especially when you are first starting out. Check your calculations carefully in the worksheet when you do use them so that you can be sure your formulas are working properly and your information updates the way you expect it to .
 
 See Also For information about calculating totals, see “Summing the Data” on pages 184–185. For more information about creating formulas with AutoFill and about using absolute references, see “Creating a Series of Calculations” on page 188. For information about displaying formulas, see “Troubleshooting Formulas” on pages 189.
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 Introducing Formulas
 
 Formula for current cell
 
 Result displayed in cell
 
 Analyzing and Presenting Data in Excel Understanding Functions In addition to the cell references in a formula, which tell Excel which values you want to work with, you use functions to tell the program what kind of calculation you want to perform . For example, if you want to add the values in cells C3:E7, you use the SUM function by entering the formula in the cell where you want the result to appear, like this: =SUM(G5:G12) Excel 2010 includes a large range of functions that cover just about any type of calculation you want to perform . You can see the whole list of functions by clicking the Insert Function tool to the left of the Formula Bar and choosing the type of function you want in the Category list .
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 Doing the Math Working with math in Excel is similar to figuring out a sum 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 1 Click in the cell in which you want the result of the calculation to be displayed, type an equal sign and then type the numbers and operators for your calculation .
 
 The formula is also displayed in the Formula bar.
 
 2 Press Enter to see your result .
 
 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)
 
 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 .
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 Doing the Math
 
 1
 
 Excel highlights the cells in 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.
 
 Analyzing and Presenting Data in Excel Calculate the Value of Cells 1 In the cell where you want the result to be displayed, type an equal sign .
 
 2
 
 1
 
 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 Likely one of the most frequent calculations you’ll make in Excel is to sum, or add up, a series of numbers . Luckily,
 
 Sum the Numbers 1 Click in a cell below or at the right of the series of cells you want to sum .
 
 summing is also one of the easiest calculations, with the AutoSum feature just a click away .
 
 2
 
 2 On the Formulas tab, click the AutoSum button . (continued on next page)
 
 1
 
 184 Summing the Data
 
 Analyzing and Presenting Data in Excel Sum the Numbers
 
 (continued)
 
 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 . 4 Press Enter to sum the cells and see the result .
 
 3
 
 Tip
 
 4
 
 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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 Making Calculations with Functions Excel includes a fascinating array of functions that can help you create just about any kind of calculation you may need . Do you want to know the standard deviation of a series of numbers? What about the sum of the squares? How about
 
 Find a Function
 
 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
 
 5
 
 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 .
 
 3
 
 4 Select the function you want in the list .
 
 4
 
 5 If the function isn’t listed, select a different category, and then select the function in the list .
 
 6
 
 6 Verify that the function will do what you want it to do . 7 Click OK . 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 drop-down 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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 Making Calculations with Functions
 
 1
 
 7
 
 Analyzing and Presenting Data in Excel Add 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 .
 
 1
 
 3
 
 2
 
 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 . 3 Complete any other arguments that are required for the function . 4 Click OK .
 
 4
 
 Tip 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 .
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 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 .
 
 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.
 
 1
 
 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 F4 to switch from a relative reference to an absolute reference .
 
 See Also Read “Cell References, Formulas, and Functions“ on page 177 for information about the difference between relative and absolute references .
 
 188 Creating a Series of Calculations
 
 3
 
 Analyzing and Presenting Data in Excel Troubleshooting Formulas
 
 1
 
 2
 
 Formulas are powerful tools that you can use to create simple calculations or very complex and sophisticated equations . If you are just getting started creating formulas, start simple and build more involved calculations as you go along . Excel provides a number of formula-auditing tools that can help you find and fix errors as you learn to create more complicated formulas . Common errors in formulas include circular references, incorrect formula syntax, and cell references in a formula that have been deleted .
 
 Check for Formula Errors 4
 
 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 Previous buttons to find and review the errors in your worksheet .
 
 3
 
 4 Click the Edit In Formula Bar button if you see the mistake and want to correct the formula . 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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 Creating a Table Excel gives you many different ways to work with your data, but data can include more than just numbers . Excel’s columnand-row format lends itself smoothly to creating and reviewing lists by placing them in tables . Excel provides special
 
 features that make it easy for you to sort your table by specific criteria. You can also filter the data to show only part of the list or summarize 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 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 .
 
 1 4 2
 
 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 .
 
 5
 
 6 190 Creating a Table
 
 7
 
 Analyzing and Presenting Data in Excel Use the Table
 
 6
 
 1
 
 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 . 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 .
 
 5
 
 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 . 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.
 
 3 4
 
 6 Click Convert To Range if you want to convert the table back to standard data in your worksheet . See Also
 
 2
 
 Read “Creating a Series of Calculations“ on page 188 for information about using AutoFill . Also read “Summarizing the Data with a PivotTable“ on pages 196–197 for information about using a PivotTable to examine your data .
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 Sorting the Data
 
 2
 
 8
 
 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 .
 
 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 .
 
 1 7
 
 3
 
 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) . 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 . 9 Click OK to sort the data . 192 Sorting the Data
 
 4
 
 5
 
 9
 
 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 .
 
 Tip If you’ve formatted your worksheet as a table, you can sort the data by clicking the arrow to the right of the column label and choosing the way in which you want to sort the rows .
 
 Analyzing and Presenting Data in Excel Filtering the Data When you want to display only data in your worksheet that meets certain criteria you specify—for example, rows that contain specific text, or numbers that are greater than or less than a specific number—you can have Excel filter your data.
 
 Filter the Data 1 Select the data you want to filter. 2 On the Data tab, click Filter in the Sort & Filter group . 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 .
 
 Filtering temporarily hides the rows that don’t meet your criteria so that you see only the data you want to see . Excel makes it easy for you to filter your data in the current table; you don’t need to create another worksheet to apply the filter.
 
 2
 
 3
 
 1
 
 4
 
 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 .
 
 Transform
 
 Filtering the Data
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 Separating Data into Columns
 
 2
 
 You might find that some data has been collected in a way that doesn’t fit easily with what you want to do with it . For example, suppose that you’ve just opened a worksheet that includes coffee names and their types in the same column . What do you do if you want the coffee name in one column and the type in a second column? Easy! You just tell Excel to divide this type of information into separate columns .
 
 Separate the Data
 
 1
 
 3
 
 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
 
 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 .
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 Separating Data into Columns
 
 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 .
 
 2
 
 3 1 4
 
 Create the Subtotals 1 Select and sort the data by the columns for which you want to create the subtotals .
 
 5 6 7
 
 2 On the Data tab, click the Subtotal tool in the Outline group to display the Subtotal dialog box . 3 Select the column that you want to be subtotaled . 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 .
 
 Click the outline-level symbols to display or hide the details .
 
 6 Select any other options you want . 7 Click OK .
 
 Tip
 
 Click a minus button to hide the details, or click a plus button to display them .
 
 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 . Creating Subtotals 195
 
 Summarizing the Data with a PivotTable A PivotTable is a dynamic and powerful analysis tool in Excel that lets you look at relationships among your data and display the data you want to see . The PivotTable is named this way because you can “pivot” the data in different ways
 
 Create the PivotTable 1 Select the range of cells you want to use as the data for the PivotTable . 2 Click PivotTable in the Insert tab . 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. 4 Drag items between the different areas as needed .
 
 to show different aspects of your data . 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 .
 
 5 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 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 .
 
 2 3
 
 1 4
 
 Click to change the layout of the PivotTable Field List
 
 5 6
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 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
 
 Tip
 
 2 3
 
 A PivotChart works just like a PivotTable, except that the data is displayed as a chart instead of as table data. 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 .
 
 Summarizing the Data with a PivotTable
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 Adding Slicers Changing the data displayed in a PivotTable can be a bit confusing if PivotTables aren’t your thing, but in Excel 2010 a new feature makes changing the table display simple and fast . Now you can use slicers to choose different segments of data
 
 you want to display in the resulting table . Slicers are easy to create and use, enabling you to easily compare and evaluate the data on your worksheet from a number of different perspectives .
 
 Create a Slicer 1 First create the PivotTable you want to use with the slicer you create, and click the PivotTable to select it .
 
 2
 
 2 Click the Insert tab, and click Slicer in the Filter group . You can also click Insert Slicer in the Sort & Filter group of the Pivot Table Options tab . (continued on next page)
 
 1
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 Analyzing and Presenting Data in Excel Create a Slicer
 
 (continued)
 
 3 In the Insert Slicers list box, click the field you want to use to slice the PivotTable data . 4 Click OK . 5 Click an item in the list to change the display of the PivotTable data .
 
 3
 
 4
 
 5 Tip You can modify the look of a slicer by clicking the Slicer Tool Options tab and changing the slicer caption, style colors and effects, button size and format, and overall size of the slicer window .
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 Reviewing the Data If you’re working with a lot of data, your worksheet may grow to a point that it seems unwieldy . When you need to review your data in a large worksheet, 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 .
 
 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 3
 
 2 On the View tab, click the Freeze Panes tool in the Window group . 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. Tip
 
 1
 
 2
 
 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 . 2 On the View tab, click Split in the Window group .
 
 1
 
 3 Use the scroll bars to scroll the contents of the different panes . 4 Click the Split button again to remove the multiple panes . 200 Reviewing the Data
 
 3
 
 Analyzing and Presenting Data in Excel The Anatomy of a Chart A chart gives you a way to display your data so that people viewing your worksheet can understand at a glance what the data is trying to convey . You can use a chart to compare cookie sales for the members of your scout troupe, plot the results of your annual membership drive, or contrast key items in your household budget . Excel 2010 enables you to create many types of charts. Column charts and pie charts are the most common, but you
 
 Gridlines
 
 can also create line, bar, area, scatter, stock, surface, donut, bubble, and radar charts . In addition to choosing a basic chart type, you can apply a number of formatting effects to create just the look you want. You’ll find the tools you need for creating an Excel chart in the Insert tab . The following illustration points out important chart elements .
 
 The chart title
 
 A data series
 
 The vertical (value) axis title
 
 The chart area The legend
 
 A vertical (value) axis
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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 . You can choose to create a number of different chart types in Excel, depending on what you want to show with the data in your worksheet . First decide which data you want to include in the chart and then select the type of chart that will best illustrate the information .
 
 2
 
 3
 
 Create a Chart 1 Select the data you want to use in the chart . 2 In the Charts group on the Insert tab, click the type of chart you want to use . 3 In the gallery that appears, click the chart style you want . 4 Click the chart and on the Chart Tools Design tab, select a layout for the chart . 5 Click the Change Chart Type tool to choose a different type of chart or click the Switch Row/ Column tool in the Data group to change the way the data will be plotted . 6 If you want the chart to appear in its own worksheet, click Move Chart in the Location group, and in the Move Chart dialog box, 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
 
 1
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 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 .
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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 tool, and point to the different themes to see how the appearance of the chart changes with each theme .
 
 1
 
 2 Click the theme you want for your chart .
 
 2
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 Analyzing and Presenting Data in Excel Format an Element 1 On the Chart Tools Format tab, select the chart element you want to format . 2 Select the style you want to apply to that element . 3 Click the appropriate tool 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 .
 
 2
 
 3
 
 4
 
 1
 
 5
 
 6
 
 5 Use the Size tools to adjust the dimensions of the selected element . 6 Click the Format Selection tool in the Current Selection group, 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 Tip To format text without using WordArt, use the font and alignment tools on the Home tab .
 
 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 205
 
 Customizing a Chart In some situations, you may want to combine different chart types to create the best approach for displaying your data .
 
 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 . 2 On the Chart Tools Design tab, click Change Chart Type in the Type group to display the Change Chart Type dialog box .
 
 2
 
 3 Select the chart type that you want to use for the selected series .
 
 1
 
 4 Click OK .
 
 3 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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 Customizing a Chart
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 Creating a PowerPoint Presentation In this section:
 
 n What’s Where in PowerPoint? n Creating a Presentation n Formatting a Slide n Editing a Presentation n Reusing Slides n Inserting a Table n Turning Text into SmartArt n Animating Items on a Slide n Adding an Action to a Slide n Adding and Editing Video n Adding Sound to Your Slides n Setting Slide Transitions n Creating a Photo Album
 
 A
 
 nytime you present information—whether you’re talking to a group of salespeople, sharing a school presentation, introducing a product, or outlining plans for your gardening club—you need a simple tool that helps you put your thoughts and images together in a way your audience understands . Microsoft PowerPoint 2010 makes it easy for you to create slide presentations and deliver them in person or over the Web . You can also incorporate video clips, apply video styles, animate slide elements, and choose from an expanded collection of transitions . 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, colors, and 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 easily add narration or music, perhaps adding a CD soundtrack to your presentation . And if you need to do a bit of editing and tweaking, you’ll find PowerPoint’s Outline view and Slide Sorter helpful and easy to use .
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 What’s Where in PowerPoint? Microsoft PowerPoint 2010 is designed to help you create and present professional slide presentations . Your presentation can include slides, text, pictures, videos, charts, and more . You can create a simple informational presentation—just the facts, please—or an elaborate presentation with video, audio, and segments that you hide or display depending on your
 
 audience . Your presentation can include animated elements, sophisticated transitions, and other effects that will keep your audience engaged and interested . You’ll do much of your work in Normal view, adding text and pictures, adjusting and enhancing content, and adding new slides .
 
 The ribbon A preview of the slides in the presentation
 
 The PowerPoint work area
 
 Slide title
 
 The notes area
 
 A text box
 
 Slide Sorter view Normal view
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 What’s Where in PowerPoint?
 
 Slide Show view
 
 Creating a PowerPoint Presentation Ways to View Your Presentation After you add content to your slides, you can use Slide Sorter view to organize your entire presentation and to make sure that all the elements you’ve added 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 want to see, for example, which theme you’ve selected or which transition is being used for a particular slide . There are other views—Slide Show view and Notes Page view, as well as the view of the slide master, handout master, and notes master—that aren’t shown here . Slide Show view is selfexplanatory, and Notes Page view is similar to Normal view except that it’s formatted as a printed page . Notes Page view 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 coordinate the look of your slides, handouts, and notes .
 
 Presentation slide Use tools on the ribbon to set the slide layout, theme, backgrounds, animation, and transitions .
 
 The slide number Click to preview slide transition
 
 The length of time the slide is displayed before advancing The status bar shows the selected theme .
 
 What’s Where in PowerPoint?
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 Creating a Presentation When you start PowerPoint 2010, the program displays a blank title slide by default . You can begin to add text and pictures on that slide, choose a different slide layout, apply a design, and much more . If you prefer, you can choose a PowerPoint template and build your own presentation using the professional design already put together for you . When you’re ready to begin working on the presentation, you can set up the slide size, orientation, and background styles you want so that all slides you create will have a similar look and feel .
 
 1
 
 5
 
 4
 
 2
 
 Choose a Template 1 Start PowerPoint .
 
 3
 
 2 Click File, and click New . 3 Click the folder of the type of presentation you want to create . 4 Or, if the template is stored on your computer, click My Templates . 5 To view predesigned presentations, click Sample Templates . 6 Click the template you want to use . 7 Click Create . Tip After you find a template you like on Office.com, you can save it to your computer so that you can use it again later . After you open the template, click File and choose Save As; then save the file as a PowerPoint Template (*.potx). The template will appear in your My Templates folder . 210 Creating a Presentation
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 Creating a PowerPoint Presentation Set Up the Presentation 1 Display the new presentation .
 
 2
 
 3
 
 4
 
 2 If you need to customize settings for your slides, click Page Setup in the Page Setup group of the Design tab 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 .
 
 1 Tip Tip Every presentation has a default theme that defines the color scheme, default fonts, and graphics effects .
 
 If you’re creating a presentation using an existing template, the slides in the New Slide and 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 Presentation
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 Set the Page Background
 
 2
 
 1
 
 The color and texture you choose for the background of your slides say a lot about the personality of your presentation . You can easily apply styles to individual slides or to the entire presentation so all your slides look professionally designed .
 
 Format the Background 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 the direction and angle of the gradient .
 
 3
 
 4 Use these settings if you want to create a customized gradient . (continued on next page)
 
 4 Remove gradient stop Add gradient stop
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 Set the Page Background
 
 Creating a PowerPoint Presentation Format the Background
 
 (continued)
 
 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).
 
 8 5
 
 7 Set the tiling or stretch options .
 
 6
 
 8 If you choose to use a picture for the background, you can click Picture Corrections, Picture Color, or Artistic Effects to fine-tune the picture .
 
 7
 
 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 .
 
 9
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 Entering Content
 
 2
 
 Adding content to your presentation really is as simple as pointing and clicking in a text box on a slide . You can add different text items and add pictures, video, and more, depending on the layout you choose for your slide .
 
 Add Your Content 1 Click in a text box and type 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 .
 
 1
 
 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, chart, SmartArt graphic, picture, piece of clip art, or media clip . 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 . 6 Click the Save button, and name and save your presentation . See Also Read “Inserting Pictures” on pages 32–33, “Adding Shapes” on page 43, “Adding Clip Art” on pages 40–41, “Creating Stylized Text” on pages 46–47, and “Inserting a SmartArt Diagram” on pages 48–49 for information about inserting these elements into your slide presentation . 214 Entering Content
 
 6
 
 5 3
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 Creating a PowerPoint Presentation 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 . 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 To format a shape, 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 .
 
 1
 
 2
 
 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 .
 
 Formatting a Slide 215
 
 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
 
 provides two extremely helpful organizational tools that make editing and modifying your presentation a breeze: Outline view and Slide Sorter view .
 
 Change the Content of the Slides 1
 
 1 In Normal view, with your presentation open, click the Outline tab .
 
 5
 
 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 6
 
 5 Make any changes to nontext items directly on the slide . 6 Continue through the text and the slides to modify the content as desired .
 
 3
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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 .
 
 5
 
 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 . 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 .
 
 4
 
 2
 
 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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 Adding Headers and Footers 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 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 .
 
 3
 
 7
 
 2
 
 9
 
 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 . 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 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 To All to have it appear on all slides .
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 4 5 1 6 8
 
 See Also Read “Format the Background“ on pages 212–213 for information about adding a background graphic, and “Modifying the Default Layout” on pages 220–221 for information on how to add the same content to different presentations .
 
 Creating a PowerPoint Presentation Reusing Slides PowerPoint makes it easy for you to save slides you really like so that you can use them in other presentations . You can also insert into the current presentation slides you’ve previously saved . You can choose the Reuse Slides tool at the bottom of the New Slide list to begin the process . Here’s how .
 
 Reuse a 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 . 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.
 
 7 2
 
 3
 
 5
 
 1
 
 4 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 .
 
 Tip If you use PowerPoint 2010 with SharePoint Server 2007 or 2010, you can create a slide library to store slides you want to reuse in other presentations . Each slide is stored as a separate file that you and others with permission to use the server site can access and insert in your PowerPoint 2010 presentations.
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 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
 
 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 .
 
 Modify the Layout 1
 
 1 On the View tab, click the Slide Master button to display the Slide Master tab .
 
 3
 
 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 . 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 . 220
 
 Modifying the Default Layout
 
 4 2 6
 
 5
 
 7
 
 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 . 2 Modify any content in the slide to the way you want it .
 
 7
 
 4
 
 3
 
 6
 
 1
 
 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 .
 
 2
 
 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, click File and click Save As in Backstage view . 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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 Inserting a Table If you want to insert a large table into a slide, it’s a good idea to create it in Microsoft Word 2010 or Microsoft Excel 2010
 
 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 choose Insert Table .
 
 1
 
 2 In the Insert Table dialog box that appears, specify the number of rows and columns you need for your table . Click OK . (continued on next page)
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 Inserting a Table
 
 2
 
 Creating a PowerPoint Presentation Create the Table
 
 (continued)
 
 3 Use the tools on the Table Tools Layout tab to modify the table as you want .
 
 4
 
 5
 
 6
 
 3 8
 
 4 On the Table Tools Design tab, select the items you want to include in the table . 5 Use any of the Table Styles to format the table . 6 Use the Shading, Borders, and Effects buttons to customize the table . 7 Enter your content in the table .
 
 7
 
 8 Apply styles and settings to your text if you want . 9 Drag the borders of the table if you need to resize it, and then drag it to the location you want .
 
 Tip
 
 9
 
 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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 Turning Text into SmartArt
 
 2
 
 An excellent way to improve the appearance of your slides and present information in an easy-tounderstand way 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 tool in the Paragraph group, 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 .
 
 1
 
 3
 
 3 Use the SmartArt Tools Design and Format tabs to modify the SmartArt to the look you want . 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 Read “Inserting a SmartArt Diagram” on pages 48–49 for information about working with SmartArt graphics .
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 Creating a PowerPoint Presentation Applying WordArt Styles to Text
 
 1
 
 2
 
 Some slide presentations are just fine with plain text that you format using the tools in the Font group of the Home tab, 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 might want to apply to your text to see how it will look . 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
 
 3 Use the Text Fill, Text Outline, and Text Effects buttons to modify the appearance 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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 Animating Items on a Slide Animation can make an onscreen slide presentation come alive with some professional-looking effects . You can animate the appearance of items on your slide—text, shapes, pictures, and more—with just a few clicks . And, when you’re presenting your slide show, you can start the animation simply by clicking your mouse, or you can tell PowerPoint to play the animation automatically, triggered by other actions on the slide. PowerPoint 2010 adds some new animation effects, including the Animation Painter tool that enables you to apply animation settings to various items on your slides .
 
 2
 
 1
 
 Animate a Slide Element 1 Click the element you want to animate . 2 On the Animations tab, click the More button in the Animation gallery to display the range of animation choices .
 
 4
 
 3 Point to the animation effect to preview it on the selected text . Click the animation you want to apply . 4 A small number appears where the animation was added . Click it, and click Effect Options to choose the settings for the effect .
 
 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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 Animating Items on a Slide
 
 3
 
 Creating a PowerPoint Presentation Use the Animation Painter 1 Click the element with the animation settings you want to use .
 
 2
 
 2 On the Animation tab, click Animation Painter in the Advanced Animation group . 3 Click the element to which you want to apply the animation settings . Tip
 
 3 1
 
 If you want to apply the same animation effects to more than one object on the slide, double-click the Animation Painter before clicking the additional items you want to animate with those settings .
 
 Set the Animation Trigger 1 Click the animated element on the slide .
 
 2
 
 2 Click the Animations tab, and in the Advanced Animation group, click Trigger .
 
 3
 
 3 Choose On Click Of, and click the slide element you want to trigger the animation . The animation icon on the element changes to reflect a trigger indicator, which resembles a lightning bolt .
 
 1
 
 Tip You can animate a single shape, a table, or a picture . If you’re including a chart in your presentation, you can animate an 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, add more than one effect, or have access to many types of animations, you
 
 can create a customized animation scheme . By customizing your animations, you can make the items do a number of remarkable tricks .
 
 Customize the Animation
 
 4
 
 1 On the Animations tab, click the Animation Pane tool in the Advanced Animation group to display the Animation pane .
 
 1
 
 2
 
 2 Click the item whose animation you want to apply or change . 3 Click the arrow of the item to display various ways to customize the animation:
 
 3
 
 • Start On Click, Start With Previous, and Start After Previous all determine when the animation will play . • Effect Options displays the dialog box for that effect so that you can change the settings . • Timing enables you to set the start, duration, and repetition of the animation . • Hide Advanced Timeline removes the timeline at the bottom of the Animation pane .
 
 5
 
 • Remove deletes the animation. 4 If you want to choose a different animation style, you can select it from the Animation gallery . 5 Use the Re-Order buttons if you want to change the order in which the items are animated . 6 Click the Animation Pane button again to close the Animation pane . 228
 
 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 . Choose the sound you want to add in the Effects tab .
 
 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 .
 
 Assign an Action 2
 
 1 Select the item you want to use to trigger the action .
 
 6
 
 2 On the Insert tab, click the Action button to display the Action Settings dialog box . 3 If you want a different slide to appear when you click the item, click this option and choose the page you want to display . 4 If you want to run another program—perhaps to show an Excel worksheet—click this option and choose the program you want to run .
 
 3
 
 5 Select this check box if you want a sound to play when the item is clicked, and then select the sound .
 
 4
 
 6 If you want the action to occur when you move the mouse pointer over the item rather than when clicking it, make your settings on the Mouse Over tab .
 
 5
 
 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
 
 7
 
 1
 
 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 .
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 Adding and Editing Video One of the exciting new features in PowerPoint 2010 is that you now have the ability to edit and style the video clips you add to your slides. You can insert video files from your computer, download them from the Web, or insert video clips
 
 from Microsoft Office Clip Art. This enables you to add life to your slides and share compelling stories in a way that’s sure to hold your audience’s attention .
 
 Insert a Video from a File 1 Display the slide that will contain the video, and on the Insert tab, click the Video tool in the Media group . 2 Click Video From File . 3 In the Insert Video dialog box that appears, find and select the movie you want and click Insert . Drag the Sizing handles of the image to set the size of your video, and then drag it to the location you want .
 
 2 1
 
 4 Play the video by clicking the Play button .
 
 Caution Remember that copyright laws apply to any content you add to your own creations, so be sure to use only original video clips or have the necessary permission from the copyright owner before you insert other people’s clips in your files.
 
 3
 
 See Also Read “Adding an Action to a Slide“ on page 229 for information about playing any file or running any program from within a PowerPoint presentation .
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 Creating a PowerPoint Presentation Edit Video Clips in PowerPoint
 
 2
 
 6
 
 7
 
 1
 
 1 With the video selected, click the Video Tools Playback tab . 2 Click Trim Video in the Editing group . 3 Drag the starting marker to the point on the Timeline where you want the video to begin . 4 Drag the ending marker to the point at which you want the video clip to end . 5 Click OK . 6 Add Fade In and Fade Out values if you want the video to include fade effects . 7 Set Video Options to tell PowerPoint how you want to start the video, whether it should play full screen, and whether you want it to repeat .
 
 5 3
 
 4
 
 Apply Video Styles
 
 4
 
 3
 
 5
 
 2
 
 1 Click the video to select it . 2 Click the Video Tools Format tab . 3 Click the Video Styles More button to display the entire gallery . 4 Point to the various styles to preview them . 5 Choose the video effects you want to apply . 6 Click Play . Tip The video clip will play during your presentation with the select style intact . For example, if you choose the Reflected Perspective Left style, the entire video clip will play with that style in effect .
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 Adding Sound to Your Slides In PowerPoint 2010, you can easily add sound effects, voiceovers, and music to individual slides . You can add a
 
 soundtrack and narration to the presentation as well . This section shows you how to add sound to an individual slide .
 
 Insert a Sound
 
 2
 
 1 Select the slide that will contain the sound, and on the Insert tab, click the bottom part of the Audio tool in the Media group . Choose one of the following sound sources from the drop-down menu: • Audio From File, to display the Insert Sound window, where you can locate and select the sound file • Clip Art Audio, to display the Clip Art pane with sound clips displayed • Record Audio, to display the Record Sound dialog box 2 If you select Audio From File, the Insert Audio dialog box appears. Navigate to the file you want to add and click Insert . 3 If you choose Clip Art Audio, the Clip Art task pane appears so that you can click the clip you want to add to the slide . (continued on next page)
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 3
 
 1
 
 Creating a PowerPoint Presentation Insert a Sound
 
 (continued)
 
 4
 
 4 If you choose 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 . 5 Use the tools on the Sound Tools Options tab or the CD Audio Tools tab Audio Options group to modify your settings if necessary .
 
 5
 
 Tip You can easily add a soundtrack or narration to the entire presentation . You’ll learn how to do that in Section 10, “Presenting a PowerPoint Slide Show.”
 
 Adding Sound to Your Slides
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 Setting Slide Transitions 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, a sound, or any combination of these. 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 Display your presentation in Slide Sorter view, and click the slide to which you want to add the transition .
 
 7
 
 2
 
 1
 
 3
 
 3 Click Effect Options to make additional choices about the transition you selected . 4 Select a sound if you want one, and add the duration you want the sound to be played . 5 If you want the slide to advance automatically, clear the On Mouse Click check box and specify how long each slide is to be displayed before it advances . 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 .
 
 Tip 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 .
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 Setting Slide Transitions
 
 5
 
 6
 
 2 On the Transitions tab, point to the various transitions to see how they look and then click the one you want .
 
 7 Click Preview to preview the transitions for all the slides .
 
 4
 
 Caution 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.
 
 Creating a PowerPoint Presentation Creating a Photo Album A PowerPoint photo album gives you 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. After the presentation is finished, you can save it as a video to CD—and voilà—you have an instant slide show to share with friends and relatives .
 
 Create the Album 1
 
 1 On the Insert tab, click the Photo Album button to display the Photo Album dialog box . 2 Click the File/Disk button 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 use 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 .
 
 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 .
 
 4
 
 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.
 
 2
 
 5
 
 6
 
 8 9
 
 8 Click Browse 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 . Creating a Photo Album
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 Presenting a PowerPoint Slide Show
 
 In this section: n Exploring Your Presentation Options n n n n n n n n n n n n n
 
 Recording a Narration Timing a Presentation Customizing the Presentation Reviewing a Presentation Creating Different Versions of a Slide Show Printing Handouts Running a Slide Show Sharing a Presentation Publishing Your Slides Packaging Your Presentation Creating Pictures of Your Slides Saving Your Presentation as a Video Broadcasting Your Presentation
 
 N
 
 ow that you’ve created your slide show, you’re almost ready to present it. Microsoft PowerPoint 2010 gives you a number of ways to deliver the presentation, whether you plan to stand up in front of a group, broadcast the presentation on the Web, or save it to a CD so that others can watch it later . In this section, you learn to finalize your presentation by adding narration, speaker notes, and more. You find out how to print handouts and slide notes so that you can present easily and leave key information in the hands of your audience when you’re done . You’ll also learn to set the timing of your presentation and practice navigating through the slide show a few times . Finally, you find out how to go live with your presentation—both offering it in a group and broadcasting it over the Web . Fun stuff! And it’s easy to present—and look good doing it—with this latest version of PowerPoint .
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 Exploring Your Presentation Options Most people aren’t too crazy about standing up in front of a group to deliver a presentation . For most of us, preparing a presentation means hours of effort, lots of anxiety, and more than a few dry-mouthed run-throughs before the actual
 
 event . Whether you are new at presenting (and dreading it!) or an old hand who actually likes the limelight, you’ll find that PowerPoint 2010 includes a number of features that help you present professionally both in person and online .
 
 Press F5 to start the presentation Click to end the broadcast
 
 Hover the mouse in Move sequentially through the lower left to display slides or go directly to a the navigation bar slide you want to show
 
 Invite others to watch the presentation live online 238
 
 Exploring Your Presentation Options
 
 Start the presentation
 
 Presenting a PowerPoint Slide Show Preparing for 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 . Here are a few tips to help you get your hardware ready: n Turn off your screen saver by clicking the Start button and typing screen saver in the search box . Click Turn Screen Saver On Or Off, and in the Screen Saver dialog box, set the Screen Saver setting to (None) and click OK . You can also click Start, click Control Panel, and click Appearance and Personalization . In the Personalization category, click Change Screen Saver and, in the Screen Saver area of the Screen Saver Settings dialog box, click the arrow and choose None . Click OK to save your settings .
 
 typing network projector in the search box . Click Connect To A Network Projector and Windows 7 launches a wizard that walks you through the process . n If you want to use dual monitors, click Use Presenter View in the Monitors group of Slide Show tab to make sure PowerPoint 2010 is seeing both your monitors. n You can also change the screen resolution of the presentation to enhance the quality of the display your audience sees . Use the Resolution setting in the Monitors group to view options and make your selection .
 
 Use to set up dual monitors Choose display resolution
 
 n Prepare your computer to work with a network projector by clicking Start and
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 Recording a Narration If you’re going to be presenting live to an audience, narrating the presentation in real time is a good idea—it keeps your audience awake and engaged and gives you the chance to tailor your content to the needs of the audience . For those times when
 
 Narrate Your Presentation
 
 2
 
 1 Click the first slide to select it. 2 Click the Record Slide Show button on the Slide Show tab to display the Record Narration dialog box .
 
 1
 
 3 Choose Start Recording . (continued on next page)
 
 3
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 Recording a Narration
 
 you can’t be present, however—perhaps you’re saving your presentation to CD, broadcasting it online, or making it available on your Web site—you can record the narration so that people viewing the presentation later get the benefit of the whole story.
 
 Presenting a PowerPoint Slide Show Narrate Your Presentation
 
 (continued)
 
 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 .
 
 4
 
 5 Run the slide show to make sure it’s being presented exactly the way you want .
 
 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 .
 
 Tip The recorded narration for each slide stays with the actual slide, so if you change the timing of the presentation or extend the time by adding animations or other material, the narration will be unaffected .
 
 Recording a Narration 241
 
 Timing a Presentation Depending on the place and time you’re presenting, you may need to limit your presentation to a specific period of time. Perhaps you have only 30 minutes to present right before lunch, or each of the speakers in the meeting are given a specific timeframe in which to present. To avoid taking too long on some slides and not long enough on others, you can
 
 rehearse the presentation and record the amount of time you use for each slide . When you get the presentation timed just the way you want it, you can have PowerPoint save the timing and apply it to the presentation automatically so that the slides advance at just the right time .
 
 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 . (continued on next page)
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 Timing a Presentation
 
 1
 
 6
 
 Presenting a PowerPoint Slide Show Time the Presentation
 
 (continued)
 
 4
 
 2 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 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 .
 
 Tip
 
 5
 
 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 .
 
 Timing a Presentation
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 Adding Speaker Notes You can use speaker notes to create prompts that remind you of important things you want to mention during the presentation . The notes could be quick reminders, an outline, or a detailed script— whatever helps you most . You can add notes as you create each slide by entering them in the Notes area at the bottom of Slide view, or you can add them as you review the finished presentation. In addition to viewing the notes on the screen (either in Normal view or, if you’re using two monitors, in Presenter view), you can also print the notes so that you can use them as you present .
 
 1
 
 Create the Notes 1 In Normal view, click the slide to which you want to add notes .
 
 3
 
 2 Click in the Notes area, and type your notes as you develop the slide . 3 On the View tab, click the Notes Page button . 4 If you want to change the color scheme for the picture of the slide, select the color setting you want . 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 .
 
 5
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 Adding Speaker Notes
 
 2
 
 4
 
 Drag to resize the Notes area
 
 Presenting a PowerPoint Slide Show Set Up and Print the Notes
 
 1
 
 1 On the Design tab, click the Page Setup button to display the Page Setup dialog box . 2 Specify the orientation you want for your notes, and click OK .
 
 3
 
 3 On the Insert tab, click the Header & Footer button to display the Header And Footer dialog box .
 
 2
 
 5
 
 4 On the Notes And Handouts tab, specify what you want to include in your notes, and type any custom header or footer text . 5 Click Apply To All . 6 Click File to display Backstage view, and click Print . 7 Select Notes Pages .
 
 4
 
 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 Print to print your notes .
 
 9
 
 Tip You can page through the presentation to view notes on other slides as well by clicking the Next Page and Previous Page buttons in the lower left corner of the preview pane .
 
 6
 
 Tip To print the text of your presentation as it appears in the outline, select Outline View in the Print What list .
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 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 .
 
 Set Up the Show 1
 
 1 On the Slide Show tab, click the Set Up Slide Show button to display the Set Up Show dialog box .
 
 2
 
 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 . 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 .
 
 5 6
 
 3
 
 7
 
 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 you want 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 .
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 Customizing the Presentation
 
 4
 
 8
 
 9
 
 See Also Read “Creating Different Versions of a Slide Show“ on page 248 for information about creating a custom show .
 
 Presenting a PowerPoint Slide Show Reviewing a Presentation If you are working on your presentation as part of a team effort, you may want to add, review, or remove comments in the presentation. Before you finalize the presentation and
 
 prepare it for an audience, you can go through the different slides and resolve any last-minute issues your co-authors pointed out .
 
 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 .)
 
 3 1
 
 2 Click or select where you want to insert a comment . 3 Click the New Comment button . 4 Type your comment, and then click outside the comment when you’ve finished. Continue adding your comments to the presentation .
 
 4
 
 5 Click the Next or Previous button to find your own or other people’s comments .
 
 2
 
 6 To edit a selected comment, click Edit Comment, make your changes to the comment, and then click outside the comment .
 
 5 7
 
 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 .
 
 6 8
 
 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 Read “Changing Your User Information“ on page 399 for information about changing the initials that are used to identify your comments . Reviewing a Presentation
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 Creating Different Versions of a Slide Show In some cases, you might want to adjust a slide show to make it suitable for different audiences . For example, you might show one version of the Historic Home Tour presentation for your volunteers and another version for possible donors .
 
 Instead of creating a whole new show—or deleting slides, 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 .
 
 Create a Custom Slide Show
 
 1
 
 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 . 2 Click New to display the Define Custom Show dialog box . 3 Type a descriptive name for the show .
 
 3
 
 5
 
 2
 
 8
 
 4
 
 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 . 7 Click OK .
 
 6
 
 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 drop-down menu . 248
 
 Creating Different Versions of a Slide Show
 
 7
 
 Presenting a PowerPoint Slide Show Printing Handouts If you want to give your audience members something to remember you by, consider 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.
 
 1 2
 
 Create the Handouts 1 After you complete your presentation, click File to display Backstage view, and click Print . 2 Select Handouts, and specify the number of slides you want per page . 3 Choose other print options as needed for your handouts . 4 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 . 5 Click Print .
 
 5
 
 3
 
 Tip If you want those viewing your presentation to see the notes you used while presenting it, you can print your presentation Notes Pages (which includes one slide on each page) instead of printing handouts . See “Set Up and Print the Notes” on page 245 for more about printing Notes Pages in PowerPoint .
 
 4 Printing Handouts
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 Running a Slide Show
 
 1
 
 3
 
 You’ve finished fine-tuning your presentation and you’re ready to show it . The next step involves practicing your presentation so that it is as smooth and polished as possible when you deliver it in front of a live audience . PowerPoint 2010 includes a number of features that help you present the slide show just the way you’d envisioned it .
 
 2
 
 Run the Presentation 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 click 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 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 Up arrow key . Tip 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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 5
 
 4
 
 Presenting a PowerPoint Slide Show Using Ink While You Present
 
 1
 
 1 During the presentation, right-click to display the context menu . 2 Click Pointer Options . 3 Choose whether you want to use the Arrow, Pen, or Highlighter . 4 Click Pointer Options again, point to Ink Color, and in the gallery that appears, click the color you want for your annotation . 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 right-click 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
 
 3
 
 4
 
 5
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 Sharing a Presentation PowerPoint 2010 enables you to share the presentations you create in many ways . You can give a presentation in person, of course, or broadcast it over the Web (which you’ll learn about later in this section) . You can also e-mail the presentation to
 
 others, publish the slides to a SharePoint or Windows Live account, or create PDF or XPS files of the slides. You can begin by saving the presentation where you want it to be stored .
 
 Save the Show to SharePoint 1 With your show completed and saved, click File to display Backstage view and click Save & Send .
 
 2
 
 2 Choose Save To SharePoint . 3 Click the location where you want to save the file.
 
 3 4
 
 4 Alternately, click Browse For A Location and navigate to the location you want .
 
 1 See Also Read “Checking File Compatibility“ on page 417 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 in Backstage view .
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 Presenting a PowerPoint Slide Show Publishing Your Slides In Section 9, you learned that you can reuse slides you’ve previously saved in slide libraries that might reside on your computer or on a shared site such as a Microsoft SharePoint Workspace 2010 or a Windows Live account. You can save the files you create to a slide library by using the Publish Slides command in the Save & Send tab of Backstage view .
 
 Add Slides to a Slide Library
 
 1
 
 3
 
 4
 
 2
 
 1 Complete and save your presentation, and click File to display Backstage view . 2 Click Save & Send . 3 Click Publish Slides . 4 Click the Publish Slides button . 5 In the Publish Slides dialog box, click the check boxes of slides you want to include . 6 Click Browse to navigate to the folder where you want the slides to be saved . 7 Click Publish .
 
 5
 
 Tip Before you can save a presentation to a SharePoint folder, you must have the necessary permissions to access the server space . Likewise, before you can save a presentation or slides to a Windows Live account, you need to have created an account and set up the user account and password information you need to access the space .
 
 7
 
 6
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 Packaging Your Presentation 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 can package the presentation to include all the
 
 different components it uses—slides, video clips, narration, and more . This helps you make sure that the presentation will run properly no matter where you run it .
 
 Package Your Presentation 1 Finish and save the presentation, and click File to display Backstage view .
 
 1
 
 2 Click Save & Send and choose Package Presentation For CD . 3 Click the Package For CD button . (continued on next page)
 
 3 2
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 Packaging Your Presentation
 
 Presenting a PowerPoint Slide Show Package Your Presentation
 
 4
 
 (continued)
 
 4 Type a descriptive name for the CD . 5 Click to include any files that you want on the CD, including any other PowerPoint presentations . 6 Click to display the Options dialog box . 7 Select the files you want to include, and choose whether the presentation should be inspected for inappropriate or private information .
 
 5
 
 6
 
 8 Click OK . 9 Click either of the following: • Copy To Folder, to store the files in a folder
 
 9
 
 10
 
 • Copy To CD, to copy directly to a CD 10 Click Close to complete the process .
 
 Caution
 
 7
 
 If you save the files in the PowerPoint 97–2003 Presentation format, some features, such as the animation of graphics, might be lost .
 
 8
 
 Packaging 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
 
 Create the Pictures
 
 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 .
 
 2
 
 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 Click the File tab and choose Save As to display the Save As window . 3 Type a descriptive name for the picture or pictures . 4 In the Save As Type list, select the picture format you want and then click Save . 5 In the Microsoft PowerPoint dialog box that appears, click the appropriate button:
 
 1
 
 3
 
 • 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
 
 4
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 Presenting a PowerPoint Slide Show Saving Your Presentation as a Video If others aren’t able to attend your presentation and you want to make it available for them—either on CD or on the Web— you can save the presentation as a video . Whether you plan to
 
 post the presentation on YouTube, save it to your Web site, or just e-mail it to friends and colleagues, saving the presentation in this format makes it super easy to share on the fly.
 
 Create a Video 1 Prepare your presentation for sharing by adding content, editing and adjusting slides, and setting timing and transitions .
 
 2
 
 1
 
 2 Save the presentation . 3 Click File to display Backstage view, and click Save & Send . 4 Click Create A Video . 5 Click the Computer & HD Displays arrow to choose the size you want the resulting video to be . 6 Choose whether to include timing and narration .
 
 5 6
 
 3
 
 7 Click Create Video .
 
 Tip You can set the timing in the Share tab by entering a value in the Seconds To Spend On Each Slide box . The default is 5 seconds, but depending on the amount of information on your slides, you may want to increase or decrease this amount . Note that this option is available only if you have selected Don’t Use Recorded Timings And Narrations .
 
 4
 
 7
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 Broadcasting Your Presentation A big new feature in PowerPoint 2010 enables you to broadcast your presentation—live—to others who are watching online . This enables you to introduce a new product
 
 to interested customers, share the latest group news with members who are traveling, or offer training online to those who may work remotely .
 
 Broadcast a Presentation 3
 
 1 Finish your presentation as normal, and save it .
 
 1
 
 2 Click File, and choose Save & Send . 3 Click the Broadcast Slide Show option . 4 Click Broadcast Slide Show . (continued on next page)
 
 4 2
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 Presenting a PowerPoint Slide Show Broadcast a Presentation
 
 (continued)
 
 5 Click Start Broadcast . 6 Click Send In Email to send the link to others you want to view it . 7 Click Start Slide Show . 8 Display the presentation normally, and when you’re finished, click End Broadcast .
 
 8
 
 5
 
 Tip You can also copy the link and send it via instant message to share it with others on your contact list .
 
 6
 
 7
 
 Broadcasting Your Presentation
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 Changing Slide-Show Settings A PowerPoint 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 .
 
 1
 
 Change the Settings 1 Click File to display Backstage view, and click Options to display the PowerPoint Options dialog box . 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 slideshow screen to be visible . Select the check box if you want those controls to be visible .
 
 2 3 4 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 . 260
 
 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: n What’s Where in Outlook Messages? n Sending E-mail n Receiving and Reading E-mail n Replying to and Forwarding a Message n Staying in Touch with Outlook Social Connector n Sending or Receiving a File n Formatting E-mail Messages n Managing Messages with Quick Steps n Signing Your E-mail n Reading RSS Items n Setting Up E-mail Accounts
 
 M
 
 icrosoft Outlook 2010 is designed to help you get a handle on your e-mail, manage your calendar, stay in touch with friends and family, and much more . This chapter shows you the basics of using Outlook to send and respond to e-mail and introduces you to the new Outlook Social Connector, a feature that enables you to see the status updates of your contacts when they post to popular social media sites . Outlook lets you create e-mail messages containing much more than plain text . You can format the text in your e-mail using a variety of themes and styles and add your own pictures to your messages to create a customized look . You can easily attach a file to your message or share your calendar as an e-mail message with just a few clicks . In addition to these basic e-mail features, Outlook 2010 now helps you stay in touch with friends and family through the Outlook Social Connector . And if you love receiving news feeds and updates from your favorite sites, you can use Outlook to set up RSS (Really Simple Syndication) subscriptions so that you can receive the content that interests you whenever the sites you are subscribed to update content .
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 What’s Where in Outlook Messages? The new Outlook message window includes all the tools you need to create attractive and effective e-mail . The Message tab provides the tools for text formatting, copy and paste, finding recipients, attaching files and signatures, and setting
 
 Quick Access Toolbar
 
 A Look at the New Message Window •
 
 Create, print, export, and manage Outlook items by clicking the File tab to display Backstage view .
 
 •
 
 Save a message, undo and redo actions, and page through the messages in a folder with the Quick Access toolbar .
 
 •
 
 Use tools on the ribbon to work with the currently selected text or object .
 
 •
 
 Choose a tab to display different groups of commands .
 
 •
 
 Compose your e-mail in the body of the message window .
 
 •
 
 Choose recipients for your message .
 
 •
 
 Enter a subject in the Subject field.
 
 •
 
 Click the Send button to mail your message .
 
 262 What’s Where in Outlook Messages?
 
 the priority of the message . Other tabs contain groups of tools that enable you to include tables, pictures, and more; set permissions and themes; set up delivery receipts and other tracking options; and apply themes and advanced text formatting .
 
 Tabs
 
 File tab
 
 Send button Subject field Message recipients Message body
 
 Tip If you need more text formatting options than the ones you see available on the Message tab, click the Format Text tab . Although many commands are available in both locations, some additional choices, such as Styles, are found only the Format Text tab .
 
 Ribbon
 
 Working with Messages in Outlook Overview of the Message Window Insert Tab Creating a message really is as simple as adding text in the message window and clicking Send . But while you’re at it, you can add much more than text to your e-mail messages . This message uses commands from several tabs to achieve the effects that you see . The Insert tab offers tools that enable you to add many types of objects to your e-mail messages .
 
 Add a Word table or an Excel spreadsheet using the Table tool .
 
 Try This! Insert a picture in an e-mail message . Open a new e-mail message, and click to place the 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 tab to format it .
 
 Insert a picture or another object using tools in the Illustrations group .
 
 Insert Outlook items and files using tools in the Include group .
 
 Add text and text objects like Quick Parts or WordArt with tools in the Text group . Caution
 
 Apply styles to your text . Insert a picture in your message and use preset frame and shadow effects to enhance its appearance .
 
 You can apply special formatting to your message (as described in “Formatting E-mail Messages” on pages 274–275), 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 apply . When in doubt, it’s usually a good policy to keep your messages simple so that nothing gets lost in the translation .
 
 What’s Where in Outlook Messages?
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 Sending E-mail When you write new messages in Outlook, you use the Message window . This window includes 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 . This helps the e-mail message get past the spam filter the recipient might be using and gives the receiver information about the content of the message .
 
 1 2
 
 Address an E-mail Message
 
 4
 
 1 In Outlook, click New E-mail in the New group of the Home tab to display a new message window .
 
 3
 
 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, and click the name of the person you want to send the message to . 5 Click To, Cc, or Bcc; Outlook copies the name to the specified message recipients list. 6 Repeat steps 4 and 5 until the message recipients list includes all the recipients you want to send the message to .
 
 5
 
 7
 
 7 Click OK . Tip
 
 Tip
 
 If you have set up more than one e-mail address with Outlook 2010, the From button enables you to choose the e-mail address from which you want to send the message .
 
 The e-mail addresses shown in the figure have been grayed out to protect the privacy of the individuals in this e-mail list .
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 Working with Messages in Outlook Tip You can set up several 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 .
 
 4 1
 
 Type Your Message Subject and Text
 
 2
 
 1 After adding the recipient to the To line, type a subject for the new message in the Subject field. 2 Press Tab, or click in the message body area .
 
 3
 
 3 Type your message . 4 Click Send . Tip The small green icon to the left of the recipient’s name is known as the presence icon . If you are using Microsoft Office Communicator 2007 R2 with Office 2010, you can contact co-authors and colleagues in real-time by clicking the presence icon and starting an instant messaging conversation, sending an e-mail, making a voice call, and more .
 
 Sending E-mail
 
 265
 
 Receiving and Reading E-mail Outlook makes it easy for you to receive incoming messages and preview them quickly or open them and 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 1 Click Mail on the Navigation Pane and then click Inbox .
 
 2
 
 2 Choose Reading Pane in the Layout group of the View tab, and then choose Right from the list . 3 Click the arrow to the left of messages to expand the entire e-mail conversation from that recipient .
 
 3 1
 
 Tip You can use the tools in the Arrangement group of the View tab to arrange the way messages display on the screen . You can sort messages by date, sender, subject, and more .
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 Working with Messages in Outlook Open Messages
 
 2
 
 1 Click the Inbox icon on the Navigation Pane to display your new messages . 2 Click the message you want to read to show its contents in the Reading Pane . 3 Double-click the message to open it in its own window .
 
 1
 
 3
 
 Tip Before you can set up an e-mail account with Outlook 2010, you need to have established an account with an e-mail service provider . You can use a Web-based e-mail account (for example, Windows Live Mail) or an account provided by another provider .
 
 Tip Outlook 2010 displays messages in the new Conversation View, which links all messages in a specific thread together so that you can have the entire communication together in one place . The most recent message appears at the top of the conversation thread .
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 Replying to and Forwarding a Message After you receive a message, replying is a snap . If there is more than one recipient on the list, you can also reply to the whole group if you like . You can also forward the message to others easily .
 
 2
 
 Reply to an E-mail Message 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 . 3 Click Reply in the Respond group . 4 Click in the space above the original message line, and type your reply . 5 Click Send .
 
 5 4
 
 268 Replying to and Forwarding a 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 show that the message is a reply.
 
 1
 
 3
 
 Working with Messages in Outlook Forward an E-mail Message
 
 4
 
 1 Click the Inbox icon on the Navigation Pane to display messages in your Inbox folder . 2 Click the message you want to forward . 3 Click Forward in the Respond group . 4 Add the address to which you want to forward this message . 5 Click in the space above the original message line, and type a message, if desired .
 
 6 5
 
 6 Click Send .
 
 3
 
 2
 
 1
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 Staying in Touch with Outlook Social Connector Now in Outlook 2010 you can easily stay up to date with friends and family members who are posting updates on LinkedIn, MySpace, Facebook, or other social networking sites . With Outlook Social Connector (available with Office 2010 Home and Business, Office 2010 Professional Plus, and Office 2010 Professional), you can add social media services to Outlook so that updates and new posts appear in the People Pane at the bottom of the Reading Pane .
 
 1
 
 2
 
 Adding a Site to Outlook Social Connector 1 Display the Outlook 2010 window. 2 To set up the Outlook Social Connector, click the prompt in the People Pane . 3 Select the check box of the social media site you want to add . 4 Enter your user name . 5 Type your password . 6 Click Connect .
 
 3
 
 4 5
 
 Tip When you post updates to the social media site you added, any contacts you have who are using Outlook Social Connector will be able to view your updates . Likewise, when your contacts update their sites, you will see their updates in Outlook .
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 6
 
 Working with Messages in Outlook Viewing Social Contacts 1 Click Contacts in the Navigation Pane . 2 Click LinkedIn .
 
 5
 
 3 Select the contact you want to work with . 4 Press and hold Shift, and click additional contacts .
 
 2
 
 5 Choose a tool in the Home tab: • Send an e-mail message to selected contacts . • Schedule a meeting. • Create a new group including these contacts . • Share contacts with others.
 
 1
 
 3
 
 4
 
 Tip When you add a social media site to the Outlook 2010 Social Connector, you will be asked for the URL of the services, as well as your user name and password . Outlook 2010 saves this information for you. You can update the information by clicking the View tab and clicking Account Settings in the People Pane group .
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 Sending or Receiving a File In some cases, when you create an e-mail message, you will want to send along a file as well. You can easily add a file as an attachment so that when you send the message, the file goes along 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 show a paper clip icon to the left of the message author’s name or below the messagereceived date, depending on the location of the Reading Pane and the width of the display .
 
 Attach a File 1 Open a new message, and click the Insert tab on the ribbon . 2 Click Attach File on the Include group . 3 Click the file you want to attach. 4 Click Insert .
 
 1
 
 3
 
 2
 
 4 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.
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 Sending or Receiving a File
 
 Working with Messages in Outlook Open an Attachment 1 Click the Inbox icon in the Navigation Pane to display messages in your Inbox folder . 2 Click the message with the attachment .
 
 3 2
 
 3 Double-click the attachment in the Attachments field. 4 Depending on whether you have received files from the sender before, the file may appear in Protected View. Click Enable Editing if you want to edit the file normally.
 
 Tip
 
 1
 
 4
 
 To open an attachment, you must have an application that supports the attached file. For example, if you receive a Microsoft PowerPoint file (.ppt or .pptx), you must have PowerPoint, the PowerPoint Viewer, or some similar application installed on your system to view the file.
 
 Caution Some files that you receive from another user—such as programs, Web pages, and script files—might 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 Who says e-mail messages have to be boring? Outlook 2010 provides a number of ways you can format text to be both inviting and informative . For example, you can apply bold, italic, underline, colors, and other rich formatting to your messages . You also can add HTML formatting to your
 
 messages, including tables, hyperlinks, heading levels, and more. You can also apply Office themes to your e-mail messages so that they have the same look and feel as the documents you create in other Office 2010 applications.
 
 Use a Rich Text or HTML Message Format 1 Create a new message, and add some text . 2 Click the Format Text tab in the ribbon . 3 Choose HTML or Rich Text from the Format group . This makes the formatting tools on the Message and Format Text tabs available . Caution Some recipients may not be able to handle richformatted 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 .
 
 Tip 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 .
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 Formatting E-mail Messages
 
 3
 
 2
 
 1
 
 Working with Messages in Outlook Add Formatting to a Message
 
 1
 
 3
 
 4
 
 5 2
 
 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 add bold to 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 .
 
 8
 
 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 .
 
 7 6
 
 Formatting E-mail Messages
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 Managing Messages with Quick Steps One of the big challenges in working with e-mail is managing the huge volume of messages you receive . Chances are you receive messages from friends and family, colleagues, volunteer groups, nonprofits, and all kinds of sales and travel sites.
 
 Use a Quick Step to Reply to and Delete a Message
 
 Outlook 2010 includes a new feature called Quick Steps you can use to manage the messages you receive and stay a few steps ahead of the game . You can also mark, unmark, move, and delete messages using various tools in the Outlook window .
 
 4
 
 5
 
 1 Click the message you want to respond to . 2 Click the Home tab . 3 In the Quick Steps group, click Reply & Delete . 4 Type the message you want to send . 5 Click Send .
 
 2
 
 1
 
 3
 
 Tip You can set up different Quick Steps (for example, add the correct e-mail address for the To Manager Quick Step) or edit existing settings by clicking the dialog launcher in the Quick Steps group, choosing the Quick Step you want to change, and clicking Edit .
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 Working with Messages in Outlook Create a New Quick Step 2
 
 1 Click Create New in the Quick Steps gallery . 2 Type a name for the new action . 3 Click the actions arrow, and choose the action you want from the displayed list . 4 Choose the secondary action if necessary .
 
 3 4
 
 5 Select a shortcut if you want to add one .
 
 5
 
 6 Add Tooltip text if desired . 7 Click Finish .
 
 6
 
 Move Messages Between Folders 1 Drag the message to the destination folder, or 2 Right-click the item, and choose Move .
 
 1
 
 7 1
 
 3 Select the target folder . Tip
 
 Tip You can use the various tools in the Folder tab to further organize your message . Among the tools on the Folder tab are those to help you clean up the folders and messages you collect, create new folders, archive past messages, and delete messages and folders you no longer need .
 
 3 2
 
 You can copy a message rather than move it, preserving the message in the original location . To copy a message, right-click the message to the destination and choose Copy from the popup menu .
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 Signing Your E-mail 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 .
 
 Create a Signature 1 In Outlook, click the File tab .
 
 3
 
 2 Choose Options . 3 Click Mail . 4 Click Signatures to open the Signatures And Stationery dialog box . (continued on next page)
 
 1
 
 2
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 4
 
 Working with Messages in Outlook Create a Signature
 
 (continued)
 
 5 Click New . 6 Type a name for the signature, and click OK .
 
 5
 
 7 Click in the Edit Signature box, and type the signature you want to appear . 8 From the E-Mail Account drop-down list, select the account for which you want to assign the signature .
 
 6
 
 9 Select the signature name from the New Messages drop-down list . 10 Click OK twice, and close the Options dialog box .
 
 8 Tip 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 .
 
 9 7
 
 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 and use a more formal signature for business correspondence .
 
 10 Signing Your E-mail
 
 279
 
 Reading RSS Items RSS stands for Really Simply Syndication, and it offers an easy way for publishers to share content with people who subscribe to their information . These subscriptions are known as RSS feeds, and you can add RSS feeds directly to Outlook 2010 so that you receive the content you’re most interested in seeing .
 
 Who publishes information in RSS format? Just about everyone who wants to build an audience . Whether you want to get the latest content from MSNBC, ESPN, CNN, or any other news, service, or shopping site, you can be sure you’ll find an RSS feed on the pages that are updated on the site. Look for the small orange RSS icon .
 
 Add an RSS Feed 1 In the Outlook Navigation Pane, right-click RSS Feeds .
 
 3
 
 2 Click Add A New RSS Feed . 3 Type the location for the new feed .
 
 4
 
 4 Click Add . 5 When Outlook asks you to confirm the addition, click Yes .
 
 1 2
 
 Caution Note that RSS feeds typically end with the extension .xml or .rss (for example, see http://www .cnn .com/services/rss) .
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 5
 
 Working with Messages in Outlook Read RSS Feeds 3
 
 1 Click RSS Feeds to expand subfolders . 2 Click the RSS folder of your choice . 3 Click the news item you want to view . 4 Read the information in the Reading Pane .
 
 4 1
 
 Tip
 
 2
 
 You can remove RSS feed posts just like you delete e-mail messages you no longer need . Click the item you want to delete, and click Delete in the Delete group, or press Del .
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 Setting Up E-mail Accounts One of the great changes in Outlook has been the ease with which you can add e-mail accounts. Now Outlook 2010 can serve as a kind of communications hub for you, integrating a
 
 Add an E-mail Account
 
 1
 
 variety of e-mail accounts—including Web-based accounts such as Hotmail and Gmail—along with your social media updates and RSS feeds .
 
 2
 
 1 Click the File tab to display Backstage view . 2 Click Add Account . 3 Type your name . 4 Type your e-mail address . 5 Enter your password . 6 Click Next . Outlook sets up the new e-mail account and adds a new folder to your Inbox . 7 Click Finish in the confirmation window .
 
 3 4 5
 
 6
 
 282
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 Organizing with Outlook
 
 In this section: n A Quick Look at Outlook’s Organizing Abilities n Setting an Appointment n Keeping Track of Your Schedule n Sharing Calendars n Viewing Your Group’s Schedule n Scheduling a Meeting n Managing Your Contacts n Keeping Track of Your Tasks
 
 I
 
 n addition to providing full-featured e-mail management and a way to connect with friends and peers through social networks, Microsoft Outlook 2010 helps you manage the scheduling of appointments, meetings, and tasks, and keeps track of your tasks, notes, and contacts all at the same time . You can identify your free time (okay, what free time?), schedule your appointments, share calendars, 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 .
 
 n Assigning Tasks n Tacking Up Notes n Creating and E-mailing Contact Business Cards
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 A Quick Look at Outlook’s Organizing Abilities In the last section, you learned how to create, read, and manage e-mail using Outlook, but the capabilities of the program go far beyond basic e-mail management . The Outlook window offers a number of tools you can use to
 
 manage calendars, contacts, tasks, and notes . You can also connect the notes and tasks you create in Outlook with Microsoft OneNote 2010 so that none of the information you need slips through the cracks .
 
 Check upcoming dates
 
 Review your appointments
 
 See a quick list of tasks you need to complete
 
 Set appointments Organize contacts Set tasks for yourself and others
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 Organizing with Outlook Calendar
 
 Contacts
 
 The Outlook 2010 calendar is a colorful affair that enables you to create and categorize all sorts of appointments and events that fill up your schedule . If you’re using Outlook with Exchange Server, you can easily share calendars with others on your team to ensure that you are scheduling meetings when everyone is free . You can also create your own shared calendar, design a calendar group, and list the various tasks that need to be completed on specific days.
 
 The Contacts folder acts like an address book but also does much more . Contacts can contain a wide range of information: personal things like birthdays, 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 . And with the new Outlook Social Connector, you have the option to display the contact information of all the people you’ve friended on your favorite sites .
 
 View calendars
 
 Daily view
 
 Tasks for today
 
 Date Navigator
 
 Contact folders
 
 Individual contact
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 Setting an Appointment Chances are that your life keeps you hopping— and that means you need a way to keep track of the various appointments you have on a daily or weekly basis . Add to that the schedules of your kids, spouse, work, home, and friends, and you’ve got a lot of information to manage . The Outlook 2010 Calendar can help you stay on top of things by enabling you to keep track of your schedule without getting stuck in the details .
 
 2 3
 
 Add an Appointment to the Calendar 1 Click Calendar in the Navigation Pane . 2 Click the date for the appointment you want to set .
 
 4 1
 
 3 Click in the appropriate time slot . 4 Type your appointment, and press Enter .
 
 2
 
 Add Appointment Detail 1 Click Calendar in the Navigation Pane . 2 Click New Appointment in the New group of the Home tab . (continued on next page)
 
 1
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 Organizing with Outlook Add Appointment Detail
 
 3
 
 (continued)
 
 4
 
 3 Enter the subject of your appointment . 4 Type the location of the appointment .
 
 7
 
 5 Choose the start and end times for the appointment . 6 Add any necessary notes .
 
 5
 
 7 Click Save & Close .
 
 6
 
 Tip Will this be a recurring appointment? If so, click Recurrence in the Options group of the new appointment window and enter the start and end times, the way in which the appointment will recur, and the point at which the appointments will end . Click OK to save your settings .
 
 Tip Do you need reminders about upcoming appointments? You can have Outlook pop up and remind you in advance of a future appointment . Click the Reminder arrow in the Options group of the Appointment tab, and choose when you want to receive the reminder .
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 Keeping Track of Your Schedule Outlook 2010’s Calendar gives you a number of views from which to choose . The Day view is an hour-by-hour view of your daily schedule, while the 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 the features of the task list, Date Navigator, and appointment list into one task pane . You can also use Schedule View, which is new in Outlook 2010, to add and view all upcoming appointments in a variety of categories .
 
 2
 
 Use the Calendar View 1 Click the Calendar icon on the Navigation Pane . 2 Click a type of view in the Arrange group of the Home tab, and choose Day, Work Week, Week, or Month . Tip When you click Month, Outlook offers a list of choices so that you can choose the level of detail you want to display in the view: Low, Medium, or High Detail .
 
 1 Use Schedule View 1 Click the Calendar icon on the Navigation Pane . 2 On the Home tab, click Schedule View in the Arrange group .
 
 2
 
 (continued on next page)
 
 Tip If you see a small calendar icon in the lower right corner of a contact’s calendar in Schedule View, you can click it to request permission to view the calendar .
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 1
 
 Organizing with Outlook Use Schedule View
 
 (continued)
 
 3 Click the check boxes of any category you want to display . 4 Double-click an entry to open the appointment window for that item .
 
 5 4 3
 
 5 Enter a word or phrase to find a specific entry in your schedule. 6 Click to add a calendar to Schedule View .
 
 Use the To-Do Bar
 
 6
 
 1 In either the Mail or Calendar view, click an appointment in the To-Do Bar . 2 In the appointment window, make any necessary changes . 3 Click Actions, and choose Save & Close .
 
 3 1 2
 
 Try This! Set the options for your To-Do Bar by right-clicking in a blank portion of the Bar and selecting Options . In the To-Do Bar Options dialog box, click the check boxes of items you want to include, and then click OK .
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 Sharing Calendars Outlook 2010 has added new features that make it easy for you to set up and share Calendar information with friends, family, and peers . The new Shared Calendar group contains
 
 four tools—E-mail Calendar, Share Calendar, Publish Online, and Calendar Permissions—that you can use to manage the way you share your calendar information .
 
 Share Your Calendar 3
 
 1 Click Calendar in the Navigation Pane . 2 In the calendar list at the top of the Navigation Pane, select the calendar you’d like to share . 3 Click E-mail Calendar in the Share group of the Home tab .
 
 2
 
 4 In the Send A Calendar Via E-mail dialog box, choose the calendar you want to send . 5 Select the date range for the calendar . 6 Choose the level of detail you want to include .
 
 1
 
 7 Click OK . (continued on next page)
 
 4 5 Tip If you are sharing a calendar created with an online Web-based account (for example, Windows Live Mail), clicking Share Calendar will take you to Windows Live, where you can set up your calendar for sharing .
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 6
 
 7
 
 Organizing with Outlook Share Your Calendar
 
 (continued)
 
 8 Click in the To box, and type the e-mail address of the recipient .
 
 8
 
 9 Click Send .
 
 9
 
 Tip If you are trying to find a suitable time for a gettogether, you may want to share only your available times with another person; that way you don’t have to share your entire calendar . Use the Share Calendar tool in the Share group to send only the times you’re available to meet .
 
 Share Your Available Times 1 In the Share group of the Home tab, click Share Calendar .
 
 2
 
 2 Click in the To box, and type the e-mail address of the recipient .
 
 4
 
 3 Add any notes you’d like to send with Calendar view . 4 Click Send .
 
 3 1
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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 .
 
 2 1
 
 Create a New Group 1 While in the Calendar view, click Calendar Groups in the Manage Calendars group in the Home tab . 2 Click Create New Calendar Group . 3 Give the group a name . 4 Click OK . 5 In the Select Name: Contacts dialog box, click the names of people you want to add to the group . 6 Click Group Members . 7 Click OK .
 
 5 3
 
 4
 
 Tip You can easily add and remove people’s calendars from a group calendar once you create it . Right-click the calendar name to display additional options for working with the group .
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 7 6
 
 Organizing with Outlook View and Manage a Group Schedule 1 While in the Calendar view, click the check box of the group calendar to see the calendars of all members in the group to clear . 2 To remove a calendar from the display, click its check box to clear it . 3 To add a new calendar to the group, right-click the group calendar name . 4 Choose Add Calendar, click From Address Book, and choose the person you want to add from the list of contacts .
 
 2 1 3
 
 Tip Set your calendar permissions and control who has access to your information—and how much detail they can view—by clicking Calendar Permissions in the Share dialog box . On the Permissions tab of the Calendar Properties dialog box, you can add users and set the level of access you want each person to have .
 
 4
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 Scheduling a Meeting
 
 3
 
 A meeting is an activity that involves other people and sometimes requires you to reserve resources as well . A resource might be a conference room, VCR, slide projector, conference-call equipment, laptop computer, or other equipment . A meeting may involve you presenting to many others, or perhaps you will be having a one-to-one meeting with a colleague . Whether you plan to meet with one person or many, Outlook can help you set up the meeting by sending meeting invitations to participants, who can accept or reject the request or propose a new time to meet .
 
 2
 
 Create a Meeting in a Block of Time 1
 
 1 Click Calendar in the Navigation Pane . 2 Highlight a block of time on the meeting day for the meeting . 3 Choose New Meeting in the New group on the Home tab . 4 Click To, and select attendees and resources from the Address Book, or type addresses manually . 5 Type a description of the meeting in the Subject box . 6 Type the location of the meeting in the Location box . 7 Add notes, directions, or comments for the meeting as needed . 8 Click Send . 294
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 4 8
 
 5 6
 
 7
 
 Organizing with Outlook Tip If a calendar group is selected when you click New Meeting, you will see two choices: New Meeting and New Meeting With All . If you want to send the meeting invitation to all people in your group calendar, choose New Meeting With All .
 
 Specify a Meeting Date and Time Manually
 
 2
 
 1
 
 1 Create a new meeting . 2 Add attendees, a subject, and a location for the meeting . 3 Click the arrow in the Start Time date field, and select the starting date .
 
 7
 
 4 Click the arrow in the Start Time hour field, and select the starting time of the meeting . 5 Click the arrow in the End Time date field, and choose the day the meeting will end .
 
 4
 
 3
 
 6 Click the arrow in the End Time hour field, and select the ending time of the meeting . 7 Click Send .
 
 Caution Make sure that your attendee list includes 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
 
 6
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 Managing Your Contacts You can add contacts to Outlook’s Contacts folder by creating a new contact in which you type information about someone or by grabbing the contact information directly from an e-mail message you receive . If you use the Outlook Social Connector,
 
 2
 
 Use E-mail Message Information 1 In the Inbox, select the message with 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 of the person you want to add to your contacts list . 3 Choose Add To Outlook 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 .
 
 Tip Add To Quick Contacts may also appear on the list when you right-click the sender’s name or address . If you’re using Office Communicator, the Quick Contacts List appears in the lower right corner of your Outlook window and displays the online presence of your contacts, as well as information you can use to contact them by instant message, e-mail, or phone .
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 Managing Your Contacts
 
 Outlook 2010 also makes it easy for you to add contacts by gathering the information from friends and peers in your social networks and making it available to you in your Outlook Contacts view .
 
 4
 
 3
 
 1
 
 Organizing with Outlook Try This! Display the contact information of all your LinkedIn friends by clicking Contacts and then clicking the LinkedIn icon in the My Contacts area on the left side of the Contacts window .
 
 Use the Contact Window 1 Click the Contacts icon on the Navigation Pane to display the Contacts folder .
 
 2
 
 2 Double-click the contact you want to open . 3 Type information about your contact information 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 in the lower right corner of the address card . 6 Click Save & Close to save your changes .
 
 1
 
 6 4
 
 3 5
 
 Caution 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 double-check it for accuracy . You can, of course, change it later, but it’s best to make sure it’s correct the first time.
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 Keeping Track of Your Tasks If you get more done when you keep a To-Do list, you’ll love using tasks in Outlook 2010. You can add tasks easily by creating them yourself or by accepting a task that someone else assigns to you . If you create the task yourself, you can create it in several different ways: You can click in the To-Do Bar and type a new task; you can click Tasks in the Navigation Pane and display the Tasks window; or you can click New Items in the Home tab and choose Tasks from the list .
 
 Create a Task Quickly
 
 1
 
 1 Click in the Task text box in the To-Do Bar . 2 Type the new task . 3 Press Enter . The task is added to the bottom of the list .
 
 Set the Task Name and Due Date
 
 2
 
 1 Click the Tasks icon on the Navigation Pane to open the Tasks view . 2 Click New Task in the New group of the Home tab to start a new task . (continued on next page)
 
 Tip Creating a task in this way adds it quickly to the Task list but doesn’t allow for any detail, such as due dates . You can enter more information about the task by double-clicking the task and entering your information in the Task window that appears .
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 Keeping Track of Your Tasks
 
 1
 
 Outlook gives you a Tasks view you can use to manage both your tasks and the tasks that you assign to others . Outlook offers a number of tools for working 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
 
 Organizing with Outlook Set the Task Name and Due Date
 
 3
 
 (continued)
 
 4
 
 3 Type a subject for the task . 4 Click the arrow to the right of Start Date, and choose the starting time for the task . 5 Click the arrow beside the Due Date field, and select a date from the calendar . 6 If you want Outlook to remind you as the deadline approaches, select the Reminder check box and set the date and time you want to be reminded .
 
 8
 
 6 7 5
 
 7 Add notes, if necessary, about the task . 8 Click Save & Close .
 
 Open the Task Item Window 1 Click Tasks . 2 Double-click a task to open the task’s window . 3 Click Details in the Show group . 4 Click Save & Close to close the window .
 
 2
 
 4 3 1
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 Assigning Tasks If you are part of the leadership of a group and use Outlook in your organization to send e-mail messages and make sure certain things get done, you may want to use Outlook to assign tasks to members of the group . Outlook sends the task assignment as an e-mail message, and the person then has the option of accepting or rejecting the task .
 
 Assign a Task 1 Display the Task view, and click New Task in the New group of the Home tab .
 
 1
 
 4
 
 2 3 8 5
 
 2 Enter the Task subject . 3 Choose the Start and Due dates for the task . 4 Click Assign Task in the Manage Task group . 5 Type the person’s name, or click To and select the person from your Contacts list .
 
 6 7
 
 6 Leave the Keep An Updated Copy Of This Task On My Task List check box selected if you want Outlook to keep track of the assigned task with a copy on your own task list that updates as the assignee works on the task . 7 Leave the Send Me A Status Report When This Task Is Complete check box selected to have Outlook send you a status report when the assignee completes the task . 8 Click Task to return to the task window . 9 Click Send .
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 Assigning Tasks
 
 Tip You can attach a file, insert pictures or diagrams, and enhance the format of the task by using the tools on the Insert and Format Text tabs . You can also use the tools on the Review tab to check the spelling of the task, translate the task into another language, or use other proofing tools on the task.
 
 Organizing with Outlook Tacking Up Notes Outlook 2010 also includes a Notes feature that enables you to capture your thoughts, bits of conversation, items you want to discuss in your next meeting, and so on . You can create folders to store your notes and share the notes you create with others .
 
 Add a Note
 
 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
 
 3
 
 4
 
 1 Click the Notes icon at the bottom of the Navigation Pane to display the Notes view . 2 Click New Note in the New group of the Home tab to start a new note . 3 Type text in the note window . 4 Click the Close button to save the changes and close the note window . 5 Outlook adds an icon to the Notes window for the new note .
 
 Tip 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 .
 
 5
 
 1 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
 
 2
 
 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 .
 
 Create a Contact Business Card 1 In the Contacts folder, double-click on a contact to open it . 2 Click on Business Card in the Options group of the Contact tab . 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
 
 4
 
 5 Choose the information that is displayed on the business card . 6 You can change the text formatting for the currently selected field. 7 When you are done, click OK .
 
 6 5
 
 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
 
 7
 
 Organizing with Outlook E-mail a Contact Business Card 1 Click Mail in the Navigation Pane, and click New E-mail .
 
 1 4
 
 2 Click Business Card in the Include group of the Insert tab . 3 Select a name if it is on the menu; otherwise, choose Other Business Cards . 4 Select the contact whose business card you want to send . 5 Click OK . 6 Enter a recipient’s e-mail address .
 
 2 3 5
 
 7 Add a message . 8 Click Send . 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 8
 
 7
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 Creating a Publication in Publisher
 
 In this section: n Exploring the New Look of Publisher 2010 n Starting with a Template n Creating a Publication from Scratch n Adding Text n Inserting and Modifying a Picture
 
 M
 
 icrosoft Publisher 2010 is one of the best-kept secrets of the Microsoft Office suite. Many people think of the program only as an Office afterthought—something you use when you need to create a brochure, a garage sale sign, or a banner for the friend who just had a baby . But Publisher actually offers a great collection of designs, tools, and features that make it easy for you to design and publish publications ranging from simple to sophisticated . In this section, you learn how to use Publisher to design, compose, and publish the materials— marketing or otherwise—you want to create .
 
 n Adding a Table n Repeating Objects on Every Page n Adding Building Blocks n Arranging Objects on the Page n Reusing Content n Checking Your Publication n Sending a Publication as E-mail n Printing Your Publication 305
 
 Exploring the New Look of Publisher 2010 The biggest news for Publisher 2010 in this version of Office is that it now looks like part of the family, thanks to the addition of the ribbon interface in the Publisher window . When you start Publisher, you quickly recognize the familiar ribbon stretched
 
 across the top of the page . The tabs are organized according to the task you’re likely to want to complete; you’ll recognize the similarity with other programs you’ve already used, like Microsoft Word 2010 and Microsoft PowerPoint 2010.
 
 Rulers
 
 Ribbon  Page navigation    
 
 Picture Work area
 
 Boundaries Text box
 
 306
 
 Exploring the New Look of Publisher 2010
 
 View controls
 
 Creating a Publication in Publisher Understanding Publisher Objects Creating a publication in Publisher is different than creating a document in Word, because when you add text and pictures to a page in Word, you simply place the content on the page and it all flows together as you specify. When you add text and pictures—including headings, quotes, body text, logos, and
 
 Rotate handle Text object
 
 illustrations—to your pages in Publisher, the program adds them to the page as their own objects . This enables you to move text blocks around easily, position headings wherever you want them, and even layer elements and customize the content flow by arranging the objects as you like on the page.
 
 Tools for working with text objects
 
 A margin guide Pages in the publication Picture object   Sizing handle
 
 Object size Object position Exploring the New Look of Publisher 2010 307
 
 Starting with a Template Publisher 2010 comes with dozens of templates you can use to begin your own publications . Whether you are creating something simple, like an invitation to an Open House, or working on a complex newsletter with multiple columns,
 
 Publisher has a design you can use to get started . The whole process involves opening a template, saving it as your own publication, and then replacing the information in the text and picture boxes with your own content .
 
 Use a Template Click to see your saved templates.
 
 1 Start Publisher, or if it’s already running, click the File tab and click New . 2 Select a publication category . (continued on next page)
 
 1
 
 2
 
 308
 
 Starting with a Template
 
 Creating a Publication in Publisher Use a Template
 
 (continued)
 
 3 Click the design you want to use . 4 Click Create or Download, whichever button appears .
 
 3
 
 Search the computer, and look online for additional designs.
 
 5 In the publication that appears, replace the placeholder text and pictures with your own content, and then name and save the publication .
 
 Tip If you start creating a publication but decide you don’t like the design, click the Change Template tool in the Templates group of the Page Design tab, and select a different template . If you want to change the paper size, click the Size tool in the Page Setup group, also on the Page Design tab, and specify the page dimensions .
 
 4
 
 Tip If you plan to use a printer other than your default printer, click the File tab and click Print; then click the Printer arrow to display a list of choices . Select your printer so that only the features that are supported by the printer will be available as you create your publication .
 
 Starting with a Template 309
 
 Creating a Publication from Scratch If none of the designs Publisher provides (or any design you’ve saved as templates) meets your needs for the publication you want to create, you can start with a blank publication, add the elements you want, and arrange them to look just the way you want them to .
 
 2
 
 1
 
 Start the Publication 1 Click the File tab, and click New . 2 Click More Blank Page Sizes . 3 In the Standard area, click the page size you want for the document you will create . 4 Choose a different color scheme and font scheme if you want .
 
 3
 
 5 Click Create to open your publication . Tip If you choose either Blank 8.5 x 11” or Blank 11 x 8.5” when you create a new publication, the document is opened immediately and you don’t have the option of changing the color and font schemes .
 
 4 Tip You can create and add common business information—such as your company name and logo, address, and Web address—by clicking the Business Information arrow and clicking Create New .
 
 310 Creating a Publication from Scratch
 
 5
 
 Creating a Publication in Publisher Set Up the Look of the Publication 7
 
 1 Click the Page Design tab . 2 Click the More button in the Schemes gallery to see a beautiful collection of color schemes you can choose . Click the one you want to use .
 
 5
 
 1
 
 2
 
 3
 
 4
 
 3 Click Background if you want to add a background to the page . 4 Click Change Template if you want to apply an existing template to this page .
 
 6
 
 5 Click Size if you want to change the dimensions of the page . 6 Click Guides to choose the way horizontal and vertical guides appear to help you align the objects you add . 7 Click the Save tool in the Quick Access toolbar to save your publication .
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 Adding Text All the text in a Publisher publication is contained in text boxes, called a text object . 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
 
 Add Text
 
 make the text box bigger, reduce the size of the text, or have the text continue in another text box on the same page or on another page in your publication .
 
 2
 
 1 Open your publication, and click the Zoom In or Zoom Out button so that you can see the text area clearly . 2 Click the Draw Text Box tool in the Objects group of the Home tab . (continued on next page)
 
 1
 
 312
 
 Adding Text
 
 Creating a Publication in Publisher Add Text
 
 (continued)
 
 3 Drag to create a text box on the page .
 
 7
 
 4
 
 4 Click in the text box to activate it . 5 Type or paste your text . 6 Resize the text box to fit the text if necessary . 7 Use any of the tools on the Text Box Tools Format tab to format the text the way you want it . You might, for example, want to choose a new font or size for the text .
 
 5
 
 8 Move the text box by dragging the border to the location you want .
 
 3
 
 See Also Read “Flowing Text Among Text Boxes“ on pages 314–315 to learn how to flow text from one text box to another, and “Tweaking Your Text” on pages 316–317 to learn more about formats you can apply to text in your publications .
 
 8
 
 6
 
 Adding Text 313
 
 Flowing Text Among Text Boxes Even though you put text in text boxes so that you can arrange them on the page as you like, you can easily flow long text into two or more connected boxes . This enables you to continue a story from one side of a page to the other, from
 
 one sidebar to the next, or from one page to another . Publisher makes this process easy for you by providing buttons you can click to flow text into other text boxes.
 
 Flow the Text 1 Copy the text (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 . 3 Click in the first text box, and paste your text (by pressing Ctrl+V) . 4 Click the Text In Overflow button. (continued on next page)
 
 4
 
 3
 
 314 Flowing Text Among Text Boxes
 
 2
 
 Creating a Publication in Publisher Flow the Text
 
 (continued)
 
 5 The pointer changes to a pitcher, which lets you know that the text is ready to “pour” into the next frame. 6 Click in the next frame and the text flows automatically. If the Text In Overflow button appears again, continue clicking and “pouring” until all the text has been placed .
 
 5
 
 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.
 
 6
 
 The link to the previous text box
 
 Tip Use the Previous and Next tools in the Linking group of the Text Box Tools Format tab to review the entire set of connected text boxes in your publication . Use the Break tool if you want to remove the link from one text box to the next .
 
 Flowing Text Among Text Boxes
 
 315
 
 Tweaking Your Text
 
 2
 
 Even if your publication will include many pictures, it’s important that the text you add looks as good as it can . Start by choosing a clear, easy-to-read font . 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. Now in Publisher 2010, you can also incorporate high-end typography features like ligatures and stylistic sets, which enable you to fine-tune the look of OpenType fonts. Sometimes small details make a big difference .
 
 Improve the Look of the Text 1 Select the text you want to improve . 2 On the Text Box Tools Format tab, click the Character Spacing tool in the Font group .
 
 4
 
 3 Select More Spacing . 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 . 316 Tweaking Your Text
 
 5 6
 
 7
 
 3
 
 1
 
 Creating a Publication in Publisher Add Text Effects
 
 2
 
 3
 
 1
 
 1 Select the text or click in the word you want to change . 2 Click the Text Box Tools Format tab . 3 Choose one of the following tools in the Effects group: • Shadow, adds a drop shadow to the text • Outline, turns the selected text into outlined characters • Engrave, makes the text look as though it is set into the publication • Emboss, makes the text appear to stand out from the publication
 
 Choose a Ligature Style and a Stylistic Set
 
 1
 
 2
 
 3
 
 4
 
 5
 
 1 Select the text you want to change . 2 On the Text Box Tools Format tab, click Ligatures in the Typography group . 3 Choose Standard Only . 4 Click Stylistic Sets . 5 Select the style that fits the look you want for your text . Tip Ligatures and stylistic sets are available for only a select number of fonts included with Office 2010. You can use Gabriola as an example to demonstrate the various typography features . Tweaking Your Text
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 Inserting and Modifying a Picture Publisher 2010 includes some great pictureediting tools that make it simple for you to make your photos and drawings really shine . The picture-editing features enable you to adjust brightness and contrast, apply various artistic effects, rotate an image, and even crop an image in your publication .
 
 Insert a Picture
 
 2 3 4
 
 1
 
 1 Display the page on which you want to add the picture . 2 Click the Insert tab . 3 Click Picture . 4 In the Insert Picture dialog box, navigate to the folder you want, click the picture, and click Insert . 5 Adjust the picture on the page by resizing it and dragging it to the location where you want it to appear .
 
 Tip Resize a picture easily by positioning the mouse pointer on the edge of the picture until you see a double arrow; then drag the side or corner in the direction you want to resize the image .
 
 318 Inserting and Modifying a Picture
 
 5
 
 Creating a Publication in Publisher Modify the Picture 1 With the picture selected, click the Picture Tools Format tab . 2 Add a picture style by clicking the example you like in the style gallery . 3 Adjust the brightness of the image . 4 Change the contrast to clarify the picture .
 
 3
 
 2
 
 1
 
 6
 
 7
 
 4 5
 
 5 Apply a color wash by clicking your choice in the Recolor gallery . 6 Click the rotate handle, and drag the picture in the direction you want to rotate it . 7 Click Crop to display the cropping handles on the image, and drag the handles until the image shows only the portion you want to keep . Press Enter to complete the crop .
 
 Tip If you don’t like the changes you’ve made, you can click Undo in the Quick Access toolbar at any point to remove your most recent edits . Additionally, you can click Reset Picture in the Adjust group of the Picture Tools Format tab to return the picture to its original state .
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 Adding a Table
 
 1
 
 2
 
 You may want to use a table to organize and present your 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 .
 
 Insert the Table 1 With your publication open in Publisher, click the Insert tab and click Table in the Objects group . 2 On the grid that appears, drag to select the number of columns and rows you want to add to the table .
 
 4
 
 3 Add your content to the table . 4 Click the Table Tools Design tab, and choose a table format you want to apply . (continued on next page)
 
 3
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 Creating a Publication in Publisher Insert the Table
 
 5
 
 (continued)
 
 6
 
 5 Add columns and rows by using the tools in the Rows & Columns group of the Table Tools Layout tab . 6 Align content in the table cells by using tools in the Alignment group . Tip Another way to create a table is to click the Insert tab and click Table . Then select Insert Table at the bottom of the list . This displays the Create Table dialog box, where you can enter the number of rows and columns you want to create and then click OK to create the table .
 
 Tip Try This! Move your new table to a new position on your page by clicking the outline of the table and dragging it to the appropriate spot .
 
 You can easily change the size of a table by positioning the mouse on one of the edges or corners of the table, and when the mouse turns to a double arrow, click and drag the table in the direction you want to resize it .
 
 Adding a Table 321
 
 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 appear on the new page .
 
 1
 
 Add the Repeating Objects 1 With your publication open in Publisher, click the Page Design tab and click Master Pages in the Page Background group .
 
 2
 
 2 Click Edit Master Pages . 3 Add the object or objects that you want to be repeated on every page . 4 Click the Add 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 Two Page Master if you want to add elements to the master pages for right and left pages in your document . 6 Click Apply To, and choose whether you want to apply the master page elements to all pages in the document, to the current page, or to pages you select . 7 Click the Close Master Page button to return to your publication’s Normal view . 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 . 322
 
 Repeating Objects on Every Page
 
 4 5
 
 6
 
 7
 
 3
 
 Creating a Publication in Publisher Adding Building Blocks
 
 4
 
 3
 
 5
 
 Sometimes the best ideas you have for your publication spring from something someone else suggested . You can use Building Blocks in Publisher 2010 to boost your inspiration. You’ll find a collection of ready-to-use elements in the Building Blocks group on the Insert tab .
 
 Insert a Building Block 1 Click the Insert tab . 2 Choose Page Parts to display a gallery of headings, pull quotes, sidebars, and stories; click one to add it to your page . 3 Click Calendars to display a gallery of calendars you can add to your page .
 
 1
 
 2
 
 4 Click Borders & Accents to view a variety of graphics images you can use as borders on your page . 5 Choose Advertisements to see a gallery of fun ads and coupons you can add to your page and customize with your own content . 6 Edit the part after it’s in your document by using the tools on the Drawing Tools Format and Text Box Tools Format tabs . See Also Read “Stacking and Grouping Objects” on pages 326–327 for information about grouping and ungrouping objects .
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 Arranging Objects on the Page Publisher 2010 includes a number of tools that help you make sure the objects on your page are lined up nicely together . You can begin by displaying the boundaries of all your objects so that you know where one ends and another begins . Then use margin guides to specify the amount of space between your
 
 content and the edge of the page; use grid guides to line up objects either horizontally or vertically; use 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.
 
 1
 
 Set Up Your Guides
 
 2
 
 1 Show the boundaries of the objects on your page by clicking the View tab and clicking Boundaries in the Show group . 2 Click Guides to display the margin guides as well as the vertical and horizontal guides when you drag an object on the page . (continued on next page)
 
 Tip You can change the settings for the way margin, layout, and baselines guides appear by clicking the Page Design tab and clicking Guides in the Layout group . Click Grid and Baseline Guides to display the Layout Guides dialog box, where you can enter your changes and click OK .
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 Arranging Objects on the Page
 
 Creating a Publication in Publisher Set Up Your Guides
 
 (continued)
 
 3 Click Baselines to display lines at the base of all your lines of text . This helps you align the content of your publication across multiple columns . 4 As you drag or resize an object in your document, notice how it aligns with the grid guidelines .
 
 3 4
 
 Position an Object at an Exact Location 1 Click in the horizontal ruler, and drag a horizontal guide to the location you want on the page . 2 Click in the vertical ruler, and drag a vertical ruler guide to the location you want on the page . 3 Click the Page Design tab, and make sure that Align To Guides is selected in the Layout group .
 
 3 2 1
 
 4 Move or resize the object so that its boundaries align with a horizontal or vertical ruler guide, or to the intersection of a horizontal and vertical guide . Tip
 
 Tip
 
 You can drag as many vertical and horizontal guides from the rulers as you need . For example, you might want to add guides above and below where you want to position an object, or position guides to the right and left of an item you add .
 
 Click the Object Position item on the left side of the status bar to get information about the object’s position on the page . Click Object Position to display the Measurement box, where you can change placement information manually if you like .
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 Stacking and Grouping Objects One great feature in Publisher is the ability it gives you to stack, or layer, several 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 .
 
 Arrange and Group the Objects 1 With your publication open on the screen, click an object you want to layer .
 
 3
 
 2 Drag one object on top of another object . 3 With the first object still selected, click Send Backward in the Arrange group of the Home tab . (continued on next page)
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 2 1
 
 Creating a Publication in Publisher Arrange and Group the Objects
 
 5
 
 (continued)
 
 4 Drag another object to layer with the first two. 5 Click the bottommost object, and click Bring Forward in the Arrange group . 6 Press Shift, and click each object in the stack so that all three are selected . Click Group in the Arrange group . The objects are combined into one object, and you can move and resize them as a single item .
 
 6
 
 4
 
 Tip Tip You can easily return a group of items to individual objects by clicking the group and clicking Ungroup in the Arrange group .
 
 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 .
 
 Stacking and Grouping Objects
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 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
 
 shape, for example . You do this by setting the text wrapping for the object that the text wraps around .
 
 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 list . (The name of the dialog box varies depending on the type of object selected—for example, if you select a shape, the command name is Format AutoShape .) (continued on next page)
 
 1
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 Creating a Publication in Publisher Set the Text Wrapping
 
 (continued)
 
 2 On the Layout tab, select the textwrapping style you want . 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 .
 
 2 3 4
 
 5
 
 Try This! Set the text wrapping to Tight for an object, and drag the object into a text box that contains text . Point to Wrap Text on the Home tab, and choose Edit Wrap Points from the list . 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.
 
 Flowing Text Around an Object
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 Reusing Content When you’re creating a long publication or you plan to create several publications that are related to your current one, you might want to duplicate certain items—a picture, a design, a logo, or a slogan, for example—and use them in different
 
 projects. Instead of returning to the first use of the item and copying and pasting it where you need it, you can save your content as a page part and then insert it wherever you want it with just a couple of clicks .
 
 Create Your Own Page Part 2
 
 1 In your publication, select the item you want to add to the Page Parts gallery . 2 Click the Insert tab, and choose Page Parts in the Building Blocks group . 3 Click Add Selection To Page Parts Gallery . (continued on next page)
 
 1
 
 3
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 (continued)
 
 4
 
 4 In the Create New Building Block dialog box that appears, type a title and a descriptive name for the item . 5 Choose a category for the content .
 
 5 6
 
 6 Enter keywords related to the content . 7 Click OK . 8 Click Page Parts, and find your new part at the top of the gallery .
 
 7 8
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 Inserting Your Contact Information
 
 1
 
 Publisher 2010 can store the contact information for your organization or business and insert it at the appropriate point in publications so that you don’t need to type the material each time . You can easily add, change, or remove business information at any point you’re working with a publication .
 
 Add Your Business Information 1 With your publication open on the screen, click the Insert tab and click Business Information in the Text group . 2 Click Edit Business Information .
 
 2
 
 3 Enter your name and title . 4 Type your organization name, and provide the address . 5 Type phone and e-mail information . 6 Add a motto or tagline . 7 Add a logo if desired . 8 Type a name for the saved information . 9 Click Save .
 
 Tip The information you enter will be available to you when you click Business Information in the Text group of the Insert tab . To add the information to a publication, simply select the item you want from the displayed gallery .
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 3
 
 7
 
 4
 
 5
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 Creating a Publication in Publisher Checking Your Publication Especially when you’re finding your way through creating a publication yourself for the first time, it’s nice to have someone look over your shoulder and give you some good feedback about it before you share it with others. Publisher 2010 does this by offering the Design Checker . You can use this tool to get feedback on your publication and fine-tune things before you release it to the waiting world .
 
 Check the Design
 
 2
 
 1 Complete and save your publication . 2 Click File, and in the Info tab, click Run Design Checker . 3 Point to a problem that Design Checker has identified, click the down arrow button, and choose one of the following: • 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
 
 3
 
 • 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 4 Repeat step 3 for any other identified problems. 5 Click Close Design Checker when you’ve finished.
 
 5
 
 Select or clear check boxes to change which items Publisher checks in your publication . Checking Your Publication
 
 333
 
 Sending a Publication as E-mail Want to send an inviting, high-energy e-mail from a publication you created in Publisher? The program makes it easy for you to send the current page or your entire document with
 
 just a few clicks of the mouse . You can also choose from several formats so that you can be sure you’re sending in a format others can use .
 
 E-mail Your Publication 1 Create and save your publication . Click the File tab, and choose Save & Send .
 
 2
 
 2 Click Send Using E-mail . 3 Choose one of the following options: • Send Current Page, to send the current page as an HTML page . • Send All Pages, to include all pages in a single HTML page in the e-mail message . • Send As Attachment, to attach the Publisher file to the e-mail message. (Recipients will need to have Publisher installed to view the file.) • Send As PDF, to send the publication as a PDF file. • Send As XPS, to send the document as an XPS file. (continued on next page)
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 Sending a Publication as E-mail
 
 3 1
 
 Creating a Publication in Publisher E-mail Your Publication
 
 (continued)
 
 4 Address the message, and add a subject .
 
 6
 
 5
 
 5 If Publisher detected any errors, click the Design Checker button and fix the error or errors using the Design Checker task pane . 6 Click Send .
 
 4
 
 Tip You can see how the publication will look to your recipients by clicking E-mail Preview in the center panel of the Save & Send tab .
 
 Sending a Publication as E-mail 335
 
 Printing Your Publication Although you can use Publisher to send your publications as e-mail messages, chances are that you will often print what you produce. 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! 3
 
 1 Click the File tab, and click Print . 2 Select the printer you want to use . 3 Choose which pages you want to print . (continued on next page)
 
 2 1
 
 336 Printing Your Publication
 
 Creating a Publication in Publisher The Final Step: Print It!
 
 (continued)
 
 4 Click to choose the number of pages you want printed on each page . 5 Choose One Sided or 2 Sided printing . 6 Preview your publication as it will appear in print . 7 Click to preview multiple pages at once . 8 View the various pages in your publication .
 
 4 5
 
 9 Click Print . Increase transparency Decrease transparency
 
 6
 
 7
 
 Tip If you plan to print on both sides of the page, Publisher helps you determine whether the design will show through . A transparency tool becomes available in the Preview window when you choose 2 Sided Print, and you’ll easily be able to switch among the Front and Back view of the page .
 
 Printing Your Publication
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 Organize and Share Information in OneNote 2010
 
 In this section: n What’s Where in OneNote? n OneNote Basics: Gathering Your Thoughts n Creating a OneNote Notebook n Adding and Working with Sections n Inserting and Working with Notes Pages n Inking in OneNote n Adding Audio Notes n Grabbing Web Clippings n Sharing Notes in Word and PowerPoint n Saving Outlook Data to OneNote n Working with Side Notes and Unfiled Notes
 
 M
 
 icrosoft OneNote 2010 is one of the best kept secrets of the Office 2010 suite. Designed to collect notes in whatever way you like to record them, OneNote enables you to create flexible workbooks that record your typed ideas, pictures, Web snippets, audio recordings, drawings, pictures, and more . The blank page and easy-to-navigate tabbed notebook sections make it simple for you to add, organize, and share the information you collect . What’s more, you can easily create notebooks that you share with your team so that all the people working on a project with you can collect ideas in the same place . OneNote is just a click away in Microsoft Word 2010, PowerPoint 2010, and Microsoft Outlook 2010, as well. You can use the Linked Notes feature in Word and PowerPoint to display notebooks and grab some of the information you’ve recorded (which can help you make your Word documents and PowerPoint presentations even better) . You can also send an Outlook task directly to OneNote for inclusion among other notes you share with others . And when you’re browsing the Web, Internet Explorer includes a Send To OneNote feature that makes it easy for you to grab Web clippings and save them in the notebook of your choice .
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 What’s Where in OneNote? Your first task in OneNote involves starting the program and learning about the various features in the OneNote window . Start OneNote 2010 by clicking Start, clicking All Programs, and choosing Microsoft OneNote 2010 in the Microsoft Office folder . As you can see, the OneNote window is different from
 
 any other program window you’ve seen . The open area is perfect for capturing notes on the fly, and the various tools in the ribbon and in the navigation pane make it simple to find your way around the program .
 
 Exploring the OneNote Window •
 
 Available notebooks are listed along the left side of the window .
 
 •
 
 Tabs show different notebook sections .
 
 •
 
 Pages are listed along the right side of the window .
 
 •
 
 Tabs offer tools related to various note tasks .
 
 •
 
 The status bar indicates the progress of any ongoing processes .
 
 Title bar
 
 Ribbon Section tabs Notebook pane
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 What’s Where in OneNote?
 
 Search the current notebook Page navigator
 
 Organize and Share Information in OneNote 2010 OneNote Basics: Gathering Your Thoughts The best thing about OneNote is that it works the way you do . If you want to grab content from the Web, OneNote makes it easy . If you want to print your notes directly to your OneNote notebook, the easy integration with Word makes that possible .
 
 You can record voice notes, scribble and draw diagrams to your heart’s content, and even drag and drop video clips and pictures directly onto your OneNote pages . Typed heading
 
 Text notes Audio note Picture
 
 Web content pasted from Internet Explorer
 
 Typed heading Highlighting
 
 Sketched layout
 
 Handwriting
 
 OneNote Basics: Gathering Your Thoughts
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 Creating a OneNote Notebook When you start OneNote 2010 for the first time, a notebook named Personal opens for you to use . You can keep this notebook as is and delete the Microsoft content that is designed to
 
 Create a New Notebook 1 Start OneNote 2010, and click File to display Backstage view .
 
 1
 
 2 Click New . 3 Click My Computer . 4 Type a name for your notebook .
 
 2
 
 5 Change the folder location if necessary .
 
 3
 
 6 Click Create Notebook .
 
 4 5 6
 
 Tip You can also create shared notebooks that you and your coworkers can add notes to on the fly. For more about creating and working with a notebook you share, see page 352 .
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 Creating a OneNote Notebook
 
 show you the basics of the program . You can also create your own notebook—or many notebooks—by following the steps given here .
 
 Organize and Share Information in OneNote 2010 Adding and Working with Sections Adding sections to your OneNote notebook is as simple as pointing and clicking . OneNote enables you to create and name new sections on the fly, put together section groups (to help you organize similar information), and even choose different colors for your sections to make the different content pieces stand out so that you can find them easily.
 
 2 3
 
 4
 
 Start a New Section 1
 
 1 Click the notebook you want to use . 2 Click the tab farthest to the right in the section tab row . 3 Type a name for the new section .
 
 1
 
 4 Add content on the new page as you see fit. Simple! Tip You can create as many sections as you like in your OneNote notebook . The only rule of thumb should be for you to keep the organization simple enough that you can find everything you need.
 
 Create a Section Group 1 Right-click a section tab . 2 Click New Section Group . 3 Click to add sections to the group .
 
 2
 
 Click to return to regular sections
 
 3 4
 
 4 Add content to the pages .
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 Inserting and Working with Notes Pages When you’re ready to add pages to your OneNote section, you can start with a blank page or create a new page using one of the many templates OneNote provides . Using a template enables you to put your information into a specific format that may help you find it easily again later .
 
 2 1
 
 3 4
 
 Create a Page Based on a Template 1 Click the notebook you want to use . 2 Click the section where you want to add the page . 3 Click the down arrow to the right of New Page . 4 Choose Page Templates .
 
 5
 
 5 Click to extend the different template categories . 6 Select the template you want to use .
 
 6 Tip You can click as many templates as you like, trying them on for size in the new page . Simply keep the one you like .
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 Organize and Share Information in OneNote 2010 Set a Default Template 1 With the notebook open on the page, click the New Page arrow . 2 Choose Page Templates . 3 At the bottom of the task pane, click Templates On Office.com to find additional templates online .
 
 1
 
 4 Click the Choose Default Template arrow, and select the template you want to use from the list that appears .
 
 2 3
 
 5 Create a new template by customizing the page in the current OneNote view and clicking Save Current Page As A Template .
 
 4 5
 
 Create a Blank Page 1 Click the section in which you want to add the page, and click the New Page arrow . 2 Click New Page (or press Ctrl+N) to create a page that is equal to the selected page . 3 Click New Subpage to create a page that is a subpage of the current page . 4 You can also point to a page and when the New Page icon appears where you want to add the page, click the mouse and the new page is added .
 
 2
 
 1
 
 4
 
 3
 
 Tip Create a subpage when you want to connect new information with an existing page . This way, when you move the primary page, the subpages will move with it . Inserting and Working with Notes Pages
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 Inking in OneNote One of the great things about OneNote is the freedom it gives you to capture notes in whichever way you work best . If you want to draw a quick sketch on a page, OneNote makes it easy
 
 for you. The inking capabilities in OneNote 2010 have been expanded to include a wider variety of brush tips, as well as highlighting, shapes, and more .
 
 Using Ink and Draw Tool 2
 
 1 Click the page where you want to draw . 2 Click the Draw tab . 3 Click the pen tool you want to use . 4 Draw on the page using your mouse pointer or stylus .
 
 4
 
 Tip You can expand the notebook navigation pane to see all notebooks and sections currently available to you in OneNote 2010. Click the Expand Navigation Bar button at the top of the notebook area to display the entire pane .
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 Inking in OneNote
 
 3
 
 1
 
 Organize and Share Information in OneNote 2010 Adding a Shape 1
 
 1 In the Insert Shapes gallery, click the shape you want to draw .
 
 2
 
 6
 
 2 Click Color & Thickness . 3 Choose the line thickness you want . 4 Click the color you want to use . 5 Click OK . 6 Click and drag to draw the shape on the page .
 
 Tip You can control the way shapes align by using the Lock Drawing Mode and Snap To Grid tools, available in the Insert Shape gallery . Click the More button to display the option list, and click each of the tools . The shapes you draw will align with the underlying grid, making it easy for you to arrange the shapes and notes on a page .
 
 3
 
 4 5
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 Adding Audio Notes Do you think better on your feet, perhaps dictating into a digital recorder or your computer headset? If you’d like to add audio notes to your pages, you can easily record your
 
 Record Audio 1 Display the page on which you want to add an audio note .
 
 thoughts, the audio from a meeting, a jingle for your new Web site, or any other note you’d like to add .
 
 2
 
 3
 
 2 Click the Insert tab . 3 Click Record Audio . 4 Record your audio note . 5 Click Stop .
 
 Tip OneNote doesn’t display any visual queue to let you know that the audio is in fact recording, so just start speaking as soon as you click Record Audio .
 
 Tip Another high-end feature OneNote supports is the Ink To Math feature, available in the Convert group on the Draw tab . This tool takes an equation you’ve drawn on the page and converts it into a real equation you can use in notes or other documents . In addition to the Ink To Math feature, OneNote includes the Equation tool on the Insert tab, which enables you to add professional equations to your notebook pages .
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 Adding Audio Notes
 
 5
 
 1
 
 Organize and Share Information in OneNote 2010 Playing Your Audio Note
 
 2
 
 1
 
 1 Click the audio note icon on the page . 2 Click Play . 3 Click a Rewind control to return to previous content . 4 Click a Fast Forward control to move ahead in the recording . 5 Click Pause to pause playback .
 
 Tip
 
 5
 
 3
 
 4
 
 Once your notes are in OneNote, they will be super easy to find. The improved Fast Search feature now searches for words, phrases, sections, and titles the instant you begin typing a character in the search box . You can also search for information by author, content type, or date entered .
 
 Tip You can also add video clips to OneNote 2010. You simply need a connected Web camera, and OneNote will capture the live video feed in real time and post it on your page .
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 Grabbing Web Clippings If you’re like many of us, you see lots of things you like online . When you’re researching possible fundraisers for your nonprofit organization, you may find a number of ideas online that can help you plan for your next special event . You can
 
 click the content you like and paste it directly into your OneNote notebook—in the section and on the page you choose—by following these steps .
 
 Clip Web Content 1 In Internet Explorer, display the page with the content you want to save .
 
 2
 
 2 Click Tools . 3 Click Send To OneNote . (continued on next page)
 
 3
 
 Tip With OneNote 2010, you can easily share your notebook with a group, which enables you to keep track of all your project notes in one place . Each team member can add to the notes easily, adding text, pictures, Web clippings, audio, and more . To set up your notebook for sharing, click File and, on the Info tab, click Share On Web Or Network for the OneNote notebook you want to share .
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 1
 
 Organize and Share Information in OneNote 2010 Clip Web Content
 
 (continued)
 
 4 Click the notebook you want to use . 5 Click the section in which you want to paste the information . 6 Click OK .
 
 Tip Another option is available in the Internet Explorer Tools menu that enables you to use Web content with OneNote . You can choose OneNote Linked Notes to open a notes panel along the right side of the browser window . You will see this feature in action in the next section, “Sharing Notes in Word and PowerPoint.”
 
 4 5
 
 6
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 Sharing Notes in Word and PowerPoint OneNote enables you to gather, organize, and access your notes no matter which program you are using . If you are creating a document in Word, you can easily access your OneNote notes using the Linked Notes feature . Likewise, in PowerPoint, you can use Linked Notes to review and include captured notes in your presentations .
 
 When you create Linked Notes, OneNote includes a link to the linked document or presentation so that you can easily find the text or slide content again at a later time. The link is maintained in the notebook whether you include content from Word documents, PowerPoint presentations, Web pages, or even other OneNote notes pages .
 
 2
 
 Use Linked Notes in Word
 
 3
 
 1 In Microsoft Word, open the document you want to use with your OneNote notes and select the text you want to include . 2 Click the Review tab . 3 Click Linked Notes . 4 Choose the notebook and section you want to link to in OneNote . 5 Click OK . (continued on next page)
 
 1
 
 Tip You can change the way OneNote handles Linked Notes by clicking the Linked Notes tool in the top left corner of the OneNote page and choosing Linked Notes Options . Change any settings in the Linked Notes settings and click OK to save your changes .
 
 352 Sharing Notes in Word and PowerPoint
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 Organize and Share Information in OneNote 2010 Use Linked Notes in Word
 
 (continued)
 
 6 Drag the Word content to the OneNote page . Tip You can also print a Word document directly to your OneNote notebook if you want to preserve your document along with the notes you are gathering . Simply click File and click Print . Then in the Printer area, click Send To OneNote 2010 and click Print.
 
 6 Work with Linked Notes in PowerPoint 1 In Microsoft PowerPoint, display the slide with the information you want to save to your OneNote notebook .
 
 3 1 2
 
 2 Click the Review tab . 3 Click Linked Notes . 4 Click the notebook, section, and page you want to link to in OneNote . 5 Click OK . 6 Copy and paste or drag the PowerPoint content to the OneNote page .
 
 4
 
 5 Sharing Notes in Word and PowerPoint
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 Saving Outlook Data to OneNote the OneNote tool in either the Move or Actions group on the Home tab, and you can use the tool to insert the information you want to save into the notebook, section, and page you choose .
 
 OneNote is also naturally connected to Outlook 2010 so that you can capture information from all different aspects of the program . You can save e-mail messages you receive and send; you can capture tasks, appointments, or even contacts . Depending on the view you’re using, Outlook 2010 includes
 
 Share a Message with OneNote 1 In Outlook, select the message you want to share with OneNote . 2 Click the Home tab . 3 Click OneNote . (continued on next page)
 
 354
 
 Saving Outlook Data to OneNote
 
 2
 
 1
 
 3
 
 Organize and Share Information in OneNote 2010 Share a Message with OneNote (continued) 4 Choose the notebook, section, and page where the message should appear . 5 Click OK . 6 Make any changes as needed to the message information in OneNote .
 
 6
 
 Tip
 
 4
 
 5 Tip To copy an appointment from Outlook to OneNote, click Calendar and select the appointment you want to use . Click OneNote in the Actions group of the Calendar Tools Meeting tab .
 
 For both tasks and contacts, you can send selected information to OneNote by clicking the item and clicking OneNote in the Actions group on the Home tab .
 
 Tip If you need to access your notes from a variety of locations, you can save your OneNote notebook to the OneNote Web App and access it anywhere you can get online . Perhaps you want to look something up in your notes when you’re visiting the director of the garden club, or you want to show a potential vendor what you’re planning for the next Home Tour logo design . If you have a Windows Live ID or access to a Microsoft SharePoint site, you can store your notebooks online and view, edit, copy, and share your content easily .
 
 Saving Outlook Data to OneNote
 
 355
 
 Working with Side Notes and Unfiled Notes OneNote 2010 also includes a variety of ways for you to view the notes you collect in your notebooks . Click the View tab to see the range of choices . New Side Note, available in the Window group of the View tab, opens a note box you can use to add special content, ideas you aren’t sure where to file, or
 
 Create a Side Note
 
 reminders for things you want to follow up on later . When you close a Side Note, it is added to your Unfiled Notes page, which stores the unfiled content until you are ready to assign the note to a specific page, section, or notebook.
 
 2
 
 3
 
 1 Open the notebook in which you want to add the side note . 2 Click the View tab . 3 Click New Side Note in the Window group . 4 Type the text for the new note . 5 Click Close .
 
 5 4
 
 1
 
 Tip A message lets you know that the new side note is filed automatically in your Unfiled Notes. You learn how to view Unfiled Notes in the next section.
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 Organize and Share Information in OneNote 2010 View and Merge Unfiled Notes 1 Click the Unfiled Notes icon. 2 Review the notes . 3 Right-click the note tab . 4 Click Merge Into Another Section . 5 Choose the section in which you want to store the new notes . 6 Click Merge .
 
 Unfiled Notes icon
 
 2
 
 3
 
 4
 
 1 5
 
 6
 
 Tip OneNote will save your notes in the Unfiled Notes page until you are ready to merge them with another section . You can leave the notes there indefinitely, or edit, add to, or remove them as you would notes on any other page in your notebook .
 
 Working with Side Notes and Unfiled Notes
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 Working in Access
 
 In this section: n What’s Where in Access? n Databases: A Simple Approach n Creating a Database from a Template n Using an Existing Database n Adding a Data Table n Adding and Changing Fields and Records n Adding Data to a Table n Importing and Exporting Data n Defining Table Relationships
 
 M
 
 icrosoft Access 2010 is the database program in the Office 2010 suite. If you are using either Office Professional 2010 or Office Professional Plus 2010, you’ll find that Access 2010 is available in your version of the software . The word database may sound super technical—understandable only to people with an affinity for programming—but in reality, a database is simply a way to store your data . Like your recipe card holder . Or your DVD rack . Every item that helps us store, sort, or organize ideas or information could be considered a kind of database . Access 2010 includes improvements that make the program easier to use than ever for those of us who aren’t programmers by including ready-to-use templates, Quick Start fields, simple data formatting, and application parts that can plug right in and give you the tools you need to sort, arrange, and report on the data you collect .
 
 n Creating a Form n Creating a Report from the Data n Querying Your Data Tables n Analyzing Data with a PivotChart 359
 
 What’s Where in Access? The first step in getting to know Access 2010 involves surveying the lay of the land . This section shows you three views of Access you are likely to see. The first is the Access window; the
 
 second shows you how the window looks when you’re working with a table in Datasheet View; and the third shows Report View .
 
 Exploring the Access Window •
 
 The title bar displays the name of the database and the window control buttons .
 
 •
 
 The tabs on the ribbon give you access to different tools based on the category you select .
 
 •
 
 The Navigation pane displays database objects you’ve created in the current database .
 
 •
 
 The object window displays any open database objects .
 
 •
 
 The status bar indicates the progress of any ongoing processes .
 
 Title bar
 
 Minimize Restore Close
 
 Ribbon Navigation pane Objects Object window
 
 Status bar 360
 
 What’s Where in Access?
 
 Working in Access Taking a Look at Datasheet View
 
 Reviewing Report View
 
 •
 
 The object tabs display the names of all open database objects .
 
 •
 
 •
 
 Each row is one data record, containing multiple fields of information.
 
 Double-clicking a report opens it in the object window .
 
 •
 
 Each column is one field in a data record. (For example, Firstname contains the first name of the customer whose data is stored in the record.)
 
 •
 
 You can scroll through the report to view data .
 
 •
 
 The Close button enables you to close the active database object with a single mouse click .
 
 •
 
 •
 
 Opening a database object in Design View displays contextual tabs that contain design and formatting tools .
 
 You can sort or filter the data in the report according to settings you enter .
 
 •
 
 •
 
 The horizontal scroll bar enables you to move side to side within your object .
 
 •
 
 The vertical scroll bar enables you to move up and down within your object .
 
 Click Layout View in the lower right corner to display the Report Layout Tools you can use to apply themes and format the look of the report .
 
 •
 
 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 .
 
 Report tab
 
 Object tab Contextual tab Close Database fields Data in data table
 
 Vertical scroll bar
 
 A record A field
 
 Horizontal scroll bar
 
 View controls
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 Databases: A Simple Approach Even if you haven’t had a reason to create a database before, Access 2010 offers a pleasant surprise—the process of creating data tables to store, sort, and display your data really isn’t difficult. And taking it a few steps further—so that you can create a report of, say, all the garden club members who attended the Historic Homes Tour this year—is just a matter of knowing where to click . But just in case the idea of databases intimidates you (and you’re not alone in that), let’s consider a practical example of a way in which a database can help you store information and actually makes things more convenient for you (as opposed to burdening you with more details you need to remember) . Attendee names
 
 Ways to Store Data Suppose that you want to create a membership list of all the people who have donated to your small community organization, the Historic Homes Tour . You have only one big event a year and publish a couple of newsletters (when you find the time), but other than that you’re happy with about 15 volunteers and an annual attendance for your Historic Homes Tour of about 400. But this year some of your board members have been talking about branching out a bit . Perhaps a partnership with the local garden club would bring even more attendees . And Attendee e-mail addresses Attendee location
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 Working in Access maybe you could co-sponsor a booth at the Designer’s Home Show in the fall? This all requires a more intentional way to manage your data—so that you know who your members are, who your volunteers are, who is already donating to your cause, and who might be a good potential donor in the future . Right now, you’ve got copies of bank deposit slips with donor names, but not much else . The box on your shelf full of slips may provide backup for your totals if you need them—you can always go back and add everything again, right? But if you want to use your data to do the following things, sorting slips isn’t going to be too effective: • Find all the people who have donated to your organization in the last three years •
 
 Determine where in town your donations are coming from
 
 •
 
 Find out who has returned from year to year
 
 •
 
 Learn who gave the most, who gave the least, and who gave most often
 
 •
 
 Gather the addresses and e-mail addresses of all your attendees
 
 one client, and each field contains different data items for the individual record . In the following image, the highlighted row is one record, and each column (Lastname, Firstname, Email, Location) is a field.
 
 Access 2010 and Relational Tables Storing all that information in an Access database saves you time and trouble when you need to sort your data in specific ways . But there’s another great point to consider: relationship . A relational database like Access is able to link the data tables you create and create relationships among your data . So you might store information about the businesses that provided goods and services for your home tour in one data table, and have a list of your purchase orders in another table, and when the data for one of the vendors changes—for example, the vendor gives you a new address—the change is reflected in both tables . This is just the tip of the iceberg for what you can do with data in Access 2010. When you see how easy it is to get your data under control, you’ll enjoy exploring the various features in Access 2010 that make it all possible.
 
 You get the idea . The slips of paper are a form of database, but they aren’t the most useful way to store data . In Access 2010, you can store this data and easily sort it, arrange it, filter it, and spruce it up to look good in a report that you can share with your board members—as well as the members of the garden club .
 
 Basic Database Concepts The data tables you create in Access organize your data in columns and rows . Each row is a record, and each column is a field. Each record contains multiple fields. For example, in a client database, each row contains information for Databases: A Simple Approach
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 Creating a Database from a Template Access 2010 makes creating a database easier than ever, thanks to the addition of new pre-built templates you can use to jump-start your own database . You can choose a template
 
 from a number of categories and—if that’s not enough—once you create the database, you can use application parts to add ready-made tables for your own data .
 
 Create a Database from a Template 1 Start Access 2010, and when the program opens, Backstage view is displayed . New is already selected . 2 Select a template category . 3 Click the desired template . 4 Type a name for your database . 5 Click the folder icon . (continued on next page)
 
 3 1 2
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 8
 
 4
 
 5
 
 Tip If you don’t find exactly the template you’re looking for, you can click in the search box and type a word or phrase that reflects the template you’d like to find. Access searches Office.com for additional templates with the keyword you provided . When a result is found that looks good, you can click it and click Download to open the template on your own system .
 
 Working in Access Create a Database from a Template (continued) 6 Navigate to the folder where you want to store your database . 7 Click OK . 8 Click Download .
 
 6 7
 
 Double-click a table to open it and begin entering your own data
 
 Working with a Template
 
 Dashboard
 
 1 After you click Download, the new template opens in Access . 2 The template may be a fully developed database with a dashboard, tables, queries, reports, and forms already designed . The only thing you need to do to begin using the template is open a table and enter your data . Double-click the table you want to use, and it opens in the object window .
 
 Tables
 
 Queries
 
 Forms Creating a Database from a Template 365
 
 Using an Existing Database You can easily open an existing database in Access 2010 and begin working with that data using all the new program features . When you start Access, Backstage view appears automatically. If you’ve used a database in Access 2010
 
 previously, you can click Recent to open a recently used database. If you want to open a database file you haven’t yet used with Access 2010, you’ll use Open, found in the list of commands at the top of Backstage view .
 
 Open a Recently Used Database File 1 Start Access 2010. 2 In Backstage view, click Recent . 3 If you want to keep the file at the top of the Recent list so that you can find it easily, click the push pin . 4 Click the database file you want to open.
 
 Tip You can change the number in the Quickly Access This Number Of Recent Databases field to increase (or decrease) the number of databases available to you in Backstage view .
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 2
 
 4
 
 1
 
 3
 
 Working in Access Open an Existing Database File
 
 1
 
 1 Click the File tab to display Backstage view .
 
 2
 
 2 Click Open . 3 Navigate to the database you want to use . 4 Click Open .
 
 Tip
 
 3
 
 4
 
 Access opens much more than other Access files. You can open MDE files; ADE files; ACCDE files; files created in SharePoint Foundation, dBASE 5, dBASE IV, and dBASE III; Excel files; Exchange files; Outlook files; and text files. You can also open ODBC databases in Access 2010.
 
 Using an Existing Database
 
 367
 
 Adding a Data Table Adding your data to the new database is simple . Just click and type, pressing Tab to move from one column to the next . Of course, before you begin entering data, you need to think about what kind of information you want to collect—and where it should go .
 
 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 1 Click the Create tab . 2 In the Tables group, click Table . (continued on next page)
 
 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. You should leave the ID field in the table, but you may want to rename it to something more descriptive so that you can identify it if you use it as a foreign key . If the table’s name is Tour, for example, you could name the field TourID.
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 2
 
 1
 
 Working in Access Create a New Table
 
 (continued)
 
 3 Type the data for the first new field, and press Tab .
 
 5
 
 3
 
 4 Repeat step 3 until you have typed all the data for one record, and then press Enter twice to return to the first field.
 
 8
 
 5 Click Save . 6 Type a name for your table . 7 Click OK . 8 Click the Close box for the table .
 
 Tip Now Access 2010 includes a set of Quick Start fields you can add with a click of the mouse. Quick Start fields are fields commonly used in databases—for example, Address, Category, Name, Payment Type, Phone, Priority, Start and End Dates, Status, and Tag are all Quick Start fields. You’ll find these fields by clicking the data table, clicking the Table Tools Fields tab, and clicking More Fields . Scroll down to the bottom of the list to find Quick Start fields, and click the field you want to add.
 
 4
 
 6
 
 7
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 Adding and Changing Fields and Records 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. You can also rename the fields that were added by default and assign the data type you want to use . 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 . Data types are important because they help Access know how to read, sort, and display the data you entered . (For example, is a number to be shown used in a calculation, used as a street address, or used as a date?)
 
 1
 
 Rename Fields
 
 2
 
 1 Right-click the field name you want to change . 2 Click Rename Field . 3 Type the new name for the field.
 
 Set the Data Type and Format 1 Click the field you want to change. 2 Click the Table Tools Fields tab . 3 Click the Data Type arrow and choose the data type . 4 Choose the format for the data .
 
 2
 
 3
 
 3
 
 Tip
 
 4 1
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 Access 2010 also enables you to easily add calculated fields to your data table. Click to position the mouse where you want the field to appear, and click the Table Tools Fields tab, click More Fields, and scroll down to Calculated Field in the Yes/No Fields category . Click Calculated Field and then choose the type of field you want to create.
 
 Working in Access Add and Remove Fields and Records 1 Right-click the field (column) to the left of where you want to add a field, and click Insert Field .
 
 2
 
 2 Or click the Click To Add link at the top of the next blank column . 3 Click the field type in the displayed list. 4 Type a name for the new field.
 
 1
 
 5 Right-click a column and click New Record . 6 Right-click in the record and click Delete Record . 7 To delete a field, right-click the label of the column you want to remove and click Delete Field . 8 To reorder fields or records in your table, drag the column or row to the new location and release the mouse button .
 
 8
 
 4
 
 5
 
 6
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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 you use in other Office 2010 programs. 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 Data 1 Move the mouse pointer over a cell until the pointer turns into a white cross, and then click in the cell . 2 Double-click a word to select it . 3 Drag the mouse pointer over text to select it .
 
 Delete Data 1 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 • To undo an operation, click the Undo button in the Quick Access toolbar .
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 Undo
 
 Working in Access Copy and Paste Data
 
 1
 
 2
 
 1 Select the data you want to copy . 2 Right-click your selection, and click Copy . 3 Select the range of cells where you want the data to be pasted . 4 Right-click the selection, and click Paste .
 
 3
 
 4
 
 Caution If you are copying and pasting a field or record, be sure that there is no data in the cells in which the copied information will be pasted; otherwise, the data in the existing cells will be replaced with the pasted information .
 
 Adding Data to a Table
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 Importing Data If you’ve already got data in a database somewhere, you can easily import it into Access 2010 so that you don’t have to retype it . (This saves both busywork and the possibility that you might add some typing errors .) You can easily add tables to your database using the External Data tab . Of course,
 
 copying tables from 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 after you copy it are not reflected in the copy, and vice versa.
 
 Copy a Table from Another Database 1
 
 1 Click the External Data tab . 2 Click Access .
 
 2
 
 3 Click Browse . (continued on next page)
 
 5
 
 6
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 3
 
 Working in Access Copy a Table from Another Database (continued) 4 Double-click the database from which you want to import the table . Select the Import Tables, Queries, Forms, Reports, Macros, And Modules Into The Current Database option . 5 Click OK .
 
 4
 
 6 Click the table or tables you want to import . 7 Click OK .
 
 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 .
 
 7 6
 
 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 .
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 Exporting Data In addition to storing, organizing, and working with the information in your database, you may want to export your data so that you can share it with others or use it in different ways . Access gives you a number of choices for the formats in which
 
 you choose to export your data . The process is similar no matter which format you choose . You can easily export Access data using tools in the External Data tab or by right-clicking the table you want to use .
 
 Export Table Data 1 Right-click the table that contains the data you want to export .
 
 2
 
 2 Click Export . 3 Click the format for the data you are exporting . (continued on next page)
 
 1
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 3
 
 You can also choose the tool you want in the External Data tab to export table data.
 
 Working in Access Export Table Data
 
 4
 
 (continued)
 
 4 Type the file name or click Browse, and choose a destination file. 5 Choose settings related to the specific format you selected . 6 Click OK . 7 If you want Access to save the export steps you’ve selected, select the Save Export Steps check box .
 
 5
 
 8 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 that 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 .
 
 7
 
 8
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 Defining Table Relationships In some cases, you may want to create a relationship among two tables so that you can expand the way you can sort and report on the data you’re collecting . This ability to link two (or more) tables is one reason why relational databases are so powerful—you 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
 
 Define a Relationship 1 Click the Database Tools tab . 2 Click Relationships . (continued on next page)
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 in different ways . When you create a relationship between two tables, you match fields in the tables that often have the same name or similar names . For example, you might link the ID field in the Historic Home Tour Attendees table with the MemberID field in the Volunteer Training table. In the first table, the ID field is known as the primary key field, and in the second table, the linked field is known as the foreign key field .
 
 2
 
 1
 
 Working in Access Define a Relationship
 
 3
 
 (continued)
 
 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 . 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 Drag the primary key field from the first table to the corresponding foreign key field in the second table . 9 Click Create .
 
 10
 
 8
 
 10 Click Close .
 
 5
 
 7
 
 9
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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 the fields from a table will meet your needs . Creating a simple form is a straightforward process . Select the table from which you want to create your form, and
 
 then tell Access you want to create a simple form based on that table and you’re done. Access 2010 also includes the new Navigation Form, which enables you to create a kind of dashboard experience for the people who will be filling out the forms you create .
 
 2
 
 Create a Simple Form
 
 3
 
 1 In the Navigation pane, click a table . 2 Click the Create tab . 3 Click Form . 4 Customize the form using the tools in the Form Layout Tools tabs .
 
 1
 
 4
 
 Tip Access 2010 also includes a Form Wizard, which walks you through the process of choosing your data source, selecting the type of the form you want to create, and setting up the form’s appearance . Click the Create tab and choose Form Wizard to get started .
 
 380
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 Working in Access Create a Navigation Form
 
 7
 
 5
 
 1 Click the table you want to use as the basis for the form . 2 Click the Create tab . 3 Click Navigation in the Forms group, and choose the layout style you like . 4 Click Show All Tables in the Fields List area . 5 Click to display table fields. 6 Drag the fields you want to use onto the navigation form .
 
 6
 
 7 Save and close the form .
 
 2
 
 1
 
 3
 
 4
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 Creating a Report from the Data
 
 1
 
 2
 
 Although you can generate reports from the data in a single table or query, you may want to combine data from more than one table or query into a single report . For example, you might have attendee data in one table and volunteer data in another table, and then want to create a report in which you can see who among your volunteers attended the most recent homes tour . You can do that by creating a report using the Report Wizard .
 
 Step Through the Report Wizard 1 Click the Create tab . 2 Click Report Wizard in the Reports group .
 
 3
 
 3 Click the Tables/Queries down arrow, and then choose the first table or query from which you want to draw values for the report .
 
 4
 
 4 Click a field in the Available Fields box, and then click either of the following buttons: • > to add the selected field.
 
 5
 
 • >> to add all fields to the report. 5 Click Next . (continued on next page)
 
 Tip 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 Remove All, to remove all fields.
 
 382
 
 Creating a Report from the Data
 
 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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