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Introduction

QuickSteps® books are recipe books for computer users. They
answer the question “How do I...” by providing a quick

set of steps to accomplish the most common tasks with a
particular operating system or application.

The sets of steps are the central focus of the book. QuickSteps
sidebars show how to quickly perform many small functions
or tasks that support the primary functions. QuickFacts
sidebars supply information that you need to know about a
subject. Notes, Tips, and Cautions augment the steps; they
are presented in a separate column so as not to interrupt the
flow of the steps. The introductions are minimal rather than
narrative, and numerous illustrations and figures, many with
callouts, support the steps.

Microsoft® Office 2010 QuickSteps® describes in one book the
most commonly used features of Microsoft Office Word 2010,
Microsoft Office Excel 2010, Microsoft Office PowerPoint
2010, and Microsoft Office Outlook 2010. Should you

find that there is some advanced feature of one of these
applications that you need more information about, please
see one of these other McGraw-Hill QuickSteps® books:

®  Microsoft® Office Word® 2010 QuickSteps®

®  Microsoft® Office Excel® 2010 QuickSteps®

®  Microsoft® Office PowerPoint® 2010 QuickSteps®
®  Microsoft® Office Outlook® 2010 QuickSteps®

Xii Microsoft Office 2010 QuickSteps

Conventions Used
In This Book

Microsoft® Office 2010 QuickSteps® uses several conventions

designed to make the book easier for you to follow:

A @), or a #9 in the table of contents or the How To list
in each chapter references a QuickSteps or a QuickFacts
sidebar in a chapter.

Bold type is used for words on the screen that you are
to do something with, such as click Save As or open
File.

Italic type is used for a word or phrase that is being
defined or otherwise deserves special emphasis.

Underlined type is used for text that you are to type
from the keyboard.

SMALL CAPITAL LETTERS are used for keys on the
keyboard such as ENTER and SHIFT.

When you are expected to enter a command, you
are told to press the key(s). If you are to enter text or
numbers, you are told to type them.
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Work with the Quick Access Microsoft Office is the most widely used of all office suite o
;‘,’f’ba’ e s offerings. Most personal computers (PCs) have some version of

ow or Hide ScreenTips . . .

. P Office installed, and most people with PCs probably have Office

Changing the Screen Color ) . o
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Setting Preferences upgrade of Office 2003 to Office 2007 was a significant event,
Open Help resulting in a totally new user interface. Office 2010 continues
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Use SkyDrive
Understanding SkyDrive Folders |

upgrade to Office 2010 within five primary Office programs:

Word, Excel, PowerPoint, Outlook, and SharePoint. You will
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features that can enhance your experience with using Office.
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Stepping into Office

In this chapter you will familiarize yourself with Office; see how to start and
leave programs; use Office’s 2010 windows, panes, ribbon, toolbars, and menus;
learn how to get help; and find out how to customize the Office program to best
meet your needs.

Start and Leave an Office Program

How you start an Office program depends on how it was installed and what
has happened to it since its installation. In this section you'll see a surefire way
to start Office programs and some alternatives. You'll also see how to leave an
Office program.

Use the Start Menu to Start Office

If no other icons for or shortcuts to the Office program you want to start are
available on your desktop, you can always start an Office program using the
Start menu.

1. Start your computer, if it is not already running, and log on to Windows if necessary.
2. Click Start. The Start menu opens.

3. Click All Programs, click Microsoft Office, and click the Office program name, such
as Microsoft Word 2010, as shown in Figure 1-1.

Start an Office Program in Different Ways
In addition to using All Programs on the Start menu, a program can be started
in several other ways.

USE THE START MENU ITSELF
The icons of the program you use most often are displayed on the left side of the
Start menu. If you frequently use Word, for instance, its icon will appear there.
To use this technique:
1. Click Start. The Start menu opens.

2. Click the Office program, such as the Microsoft Word icon on the left of the Start menu.
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LEAVING AN OFFICE PROGRAM
To leave a program when you are done using it:
® In Word, Excel, or PowerPoint, click the File tab
in the upper-left corner of the Office program
window, such as that shown in Figure 1-2, and
click Exit.

—Or—

® |n any Office program, click the Close icon on the
right of the title bar.  LesZem

PIN THE OFFICE PROGRAM TO THE TOP OF THE START MENU
If you think you may use other programs more frequently, you can keep your
Office program at the top of the Start menu by “pinning” it there.
1. Click Start to open the Start menu.

2. Right-click (click the right mouse button) the Office program icon, such as the Word
icon, and click Pin To Start Menu.

CREATE A DESKTOP SHORTCUT

An easy way to start an Office program is to create a shortcut icon on the
desktop and use it to start the program.

1. Click Start, click All Programs, and click Microsoft Office. @ ‘
2. Right-click the program name, such as Microsoft Word 2010, click Send s
To, and click Desktop (Create Shortcut). @

USE THE TASKBAR
The taskbar is a bar located on the bottom of the screen next to the Start button.
You can put an Office program icon on the taskbar and use it to start your
program.
1. Open Start, click All Programs, click Microsoft Office, and drag the Office program,

such as Microsoft Word 2010, to where you want it on the Quick Launch toolbar on
the left of the taskbar. An I-beam icon will help you place it.

—Or—
Right-click Microsoft Word 2010, and click Pin To Taskbar from the menu.

2. Click the icon on the taskbar to start the Office program.

Explore an Office Program

Office 2010 uses a wide assortment of windows, ribbon tabs, some toolbars,
menus, and special features to accomplish its functions. Much of this book
explores how to find and use all of those items. In this section you'll see and
learn to use the most common features of the default window, including the
parts of the window, the tabs on the ribbon, and the task pane. (We are using

Microsoft Office 2010 QuickSteps  Stepping into Office 3
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UNDERSTANDING THE RIBBON

The ribbon, the container at the top of most Office
program windows, holds the tools and features you are
most likely to use (see Figure 1-3, which uses Word as
an example). The ribbon collects tools for a given function
into groups—for example, the Font group provides the
tools to work with text. Groups are then organized into
tabs for working on likely tasks. For example, the Insert
tab contains groups for adding components, such as
tables, links, and charts to your slide (or spreadsheet or
document). Each Office program has a default set of tabs
with additional contextual tabs that appear as the context
of your work changes. For instance, when you select a
picture, a Format tab containing shapes and drawing tools
that you can use with the particular object appears beneath
the defining tools tab (such as the Picture Tools tab); when
the object is unselected, the Format tab disappears.
Depending on the tool, you are then presented with
additional options in the form of a list of commands, a
dialog box or task pane, or galleries of choices that reflect
what you'll see in your work. Groups that contain several
more tools than can be displayed in the ribbon include a
Dialog Box Launchericon that takes you directly to these
other choices.

File tab containing
file and application
commands

Quick Access toolbar
containing most frequently
used commands

Word for our examples, although most of the Office programs are similar.
Specific differences in similar programs will be pointed out in the individual
program chapters.)

Explore an Office Program Window

The Office 2010 window has many features to aid you in creating and editing
documents. An example view (this one showing Word) is presented to you
when you first start a program, and is shown in Figure 1-2. You can see the
primary parts of the ribbon in Figure 1-3. Although we are using Word as our
example, the principal features of the window, including the various ribbon
tabs, are described further in this section and specific differences are explained
in other chapters of this book.

Use the Mouse

A mouse is any pointing device—including trackballs, pointing sticks, and
graphic tablets—with one or more buttons. This book assumes a two-button
mouse. Moving the mouse moves the pointer on the screen. You select an object
on the screen by moving the pointer so that it is on top of the object and then
pressing the left button on the mouse.

Contextual tab and its related
subtabs, available when an
appropriate object is selected

Down arrows
open menus with
additional options

Tabs containing
related commands

Figure 1-3: Organized into tabs and then L"J * GlibriBody) ~ 1 - A A | Aa- B S-i=-E @me 4l [q) i,wbcmc saBbccoc AaBhCr
groups, the commands and tools on Pwrrsios (IR - BB Wt | @ - ' o _ 2
the ribbon are how you create, edit, and - ¥ A 2 O WM | B L Sarmel_JPNeseace; Headlng} |ol i
otherwise work with documents. Clipbo.., fonte : Faragraph - Styles -

|
Wil 9~ 0

Home

. ==
nsert Paqge Layout References Mailings Rewiew Wiew Developer Farmat

Dp€ument? - Microsoft Word

Ribbon containing
tools and commands

Dialog Box Launcher displays additional
options in a dialog box or task pane

Groups of commands
within a particular tab
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To gain working space in the document pane, you can
minimize the size of the ribbon. To do this, double-click
the active tab name. Click it again to restore the size of
the ribbon. You can also press CTRL+F1 to toggle the size

of the ribbon.

Home tab.

DISPLAY THE TEXT TOOLBAR

of the mini toolbar is displayed.
over it to clarify the image.

—Or—

HilBold (Ct+B) prselect it

USE A TEXT TOOL

represents the tool.

6 Microsoft Office 2010 QuickSteps
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USING THE MINI TOOLBAR

When you select or highlight text, a mini text toolbar is
displayed that allows you to perform a function directly
on the text, such as making text bold or centering a
paragraph. This toolbar contains a subset of the tools
contained in the Fonts and Paragraph groups of the

1. Select text by clicking it or dragging over the text.

2. Place the pointer over the text, and a vague image

Place your pointer

You can right-click the selected text and click the
mini toolbar to remove the context menu.

Click the button or icon on the mini toolbar that

Continued . . .

Stepping into Office

You may control the mouse with either your left or right hand; therefore, the
buttons may be switched. (See Windows 7 QuickSteps, published by McGraw-
Hill/Professional, 2009, for how to switch the buttons.) This book assumes the
right hand controls the mouse and the left mouse button is “the mouse button.”
The right button is always called the “right mouse button.” If you switch the
buttons, you must change your interpretation of these phrases.

Five actions can be accomplished with the mouse:

® Point at an object on the screen (a button, an icon, a menu or one of its options, or a
border) to highlight it. To point means to move the mouse so that the tip of the pointer
is on top of the object. ['}

® Click an object on the screen to select it, making that object the item that your next
actions will affect. Clicking will also open a menu, select a menu option, or activate a

button or “tool” on a toolbar or the ribbon. Click means to point at an object you want to

select and quickly press and release the left mouse button.

® Double-click an object to open or activate it. Double-click means to point at an object yo
want to select, then press and release the left mouse button twice in rapid succession.

® Right-click an object to open a context menu containing S
commands used to manipulate that object. Right-click means 3 | com
to point at an object you want to select, then quickly press and %, Paste Opliuns:
release the right mouse button. For example, right-clicking 1
selected text opens the adjacent context menu. A Font.
=% Paragraph..
® Drag an object to move it on the screen to where you want it =/ gt |
moved within the document. Drag means to point at an object you = Numbering |
want to move and then press and hold the left mouse button while | A: sties
moving the mouse. The object is dragged as you move the mouse. | & Hvperink.
When the object is where you want it, release the mouse button. Lack Up
Synonyms
% Tranzlate

Use Tabs and Menus
Tabs are displayed at the top of the ribbon or a dialog box.

Additional Actions

Menus are displayed when you click a down arrow on a button on the ribbon,
a dialog box, or a toolbar. Here are some of the ways to use tabs and menus:

® To open a tab or menu with the mouse, click the tab or menu.

7
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USING THE MINI TOOLBAR (Continued)
HIDE THE MINI TOOLBAR

You can hide the mini toolbar by changing the default
setting.

1. Click the File tab, and click Options.
2. Click the General option.

3. Click Show Mini Toolbar On Selection to remove
the check mark.

4. Click OK to finalize the choice.

The mini toolbar becomes clearer when you place the
pointer directly over it.

Print |Full Screen Web Outline Draft

Layout| Reading Llayout
Document Wiews

Word Document Views group

® To open a tab or menu with the keyboard, press ALT+ the r@| zv._.r-_-x_"r% 1—5‘] i
underlined letter in the tab or menu name. For example, s ; HE Ir@“
press ALT+F to open the File menu. (The identifying keys are '
displayed when you press ALT by itself.)

® To select a tab or menu command, click the tab or menu to open it, and then click
the option.

® A number of menu options have a right-pointing arrow on their right to indicate that a
submenu is associated with that option. To open the submenu, move the mouse pointer
to the menu option with a submenu (it will have a right-pointing arrow). The submenu
will open. Move the mouse pointer to the submenu, and click the desired option.

5 show Markup = A g et - e s
P — —&ocept  Reject Compare Block  Restrict
|V | Comments | - - - Authors = Editing
.7' Ink Changes Campare Pritert

}-i Insertions and Deletions

v | Farmatting

v | Markup &rea Highlight

._-ja Balloohs % | Show Revisions in Bzlloons

Bewirwers L Ehowe All Revizions Inline
:';.f"_i Highlight Updates :|_J_-_-: Show Only Comments and Formatting in Balloons

[

Use Various Views

Each of the Office programs presents documents in several views, allowing you
to choose which view facilitates the task you are doing. To access a view, click
the View tab and then click a Views group button. Here are the various views
for Word, Excel, and PowerPoint (Outlook handles its views differently and is
explained in Chapters 11 through 13):

® Word displays five possible views:

® Print Layout displays the text as it looks on a printed page.

® Full Screen Reading replaces the ribbon with a full-screen toolbar. Click View
Options to select options for displaying and using this screen view, such as
whether to allow typing, tracking changes, displaying one or two pages, enlarged
text, showing comments, and so on. Click Close to return to the Normal view.

® Web Layout shows how the text will look as a webpage.

Microsoft Office 2010 QuickSteps  Stepping into Office 7

-1
o



o
—

E U Page Break Preview

IEJ Custom Wiews
Page 2
Layout = Full Screen

Wiorkbook Wiews

Marmal

Excel Workbook Views group

S

Mormal| Slide  Motes Reading
| Sorter  Page W ey

| Prezentation Wiews

PowerPoint Presentation
Views group

Microsoft Office 2010 QuickSteps Stepping into Office

® OQOutline displays the text in outline form with a contextual Outlining tab on the
ribbon. You can use this view to promote and demote levels of text and rearrange
levels, as shown in the Outline Tools group. With the Show Document button, you
can toggle commands to extend your ability to create, insert, link, merge, split, and
lock the document. Click Close Outline View to return to Normal view.

® Draft displays the text of the document in draft status for quick and easy editing.
Headings and footings may not be visible.

® Excel displays five possible views:

® Normal displays the normal spreadsheet view with numbered rows and lettered
columns.

® Page Layout displays the spreadsheet as it will be printed.

® Page Break Preview displays where the spreadsheet has page breaks and will
allow you to change them.

® Custom Views allows you to select a custom view or add the current view to the list
of custom views.

® Full Screen eliminates the menus and status bar to display only the spreadsheet.
® PowerPoint contains four possible views:

® Normal displays the larger slide pane with the Slides and Outline panes on the left.

® Slide Sorter view displays thumbnails of slides in the Slides pane.

® Notes Page displays a “split” page showing the slide and any notes that have been
entered for that slide.

® Reading View displays a slide show that fits within the window, as opposed to the
full screen you see when you start the slide show.

Personalize and Customize
Office 2010 Programs

You can personalize your Office program, or make it your own, by changing
the personal defaults it sets on such options as the tools available on the Quick
Access toolbar or your user name and initials. You can customize your Office
program by customizing the general defaults on editing, proofing, display,
and other options. Many of these options will be discussed in the appropriate




chapters. Here we will look at the Quick Access toolbar, display, and other
popular options.

You can add a command to the Quick Access toolbar

from the ribbon by right-clicking the button and choosing

Add To Quick Access Toolbar.

Work with the Quick Access Toolbar

The Quick Access toolbar that is normally at the upper-left corner of the Word,

Excel, Outlook, and PowerPoint windows can become a “best friend” if you
modify it so that it fits your own way of working.
ADD TO THE QUICK ACCESS TOOLBAR

The Quick Access toolbar contains the commands most commonly used. The
default tools are Save, Undo, and Redo. You can add commands to it that you
use on a regular basis.

1. Click the File tab, and click Options.

2. Click the Quick Access Toolbar option and, if in Word, you will see the dialog box
shown in Figure 1-4.

Word Cptions

General

Display

Proofing

Save

Lanyuaye

Advanced

Customize Ribhon
Quick Access Toolbar
Add Ins

Irust Center

:ﬁﬁl Customize the Quick Access Toolbar,

Lhoose commands from: i
Popular Commands -

= Separalur> -
b Arcept and Mowe tn Mext 0
= Align Text Left
Bullels 3
Center
Change List Lewel L3
Copy
Cut
Drefine Mews Mumber Mormat...
Drelete Comment
Diraw Table
Drravew Wertical Teat Dox
E-mail
Find

i

EIELE o bt

ET

Funl T3 i

7] Sheow Quick Access Toolbar below the
Rihhnn

2 3. Open the Choose Commands From drop-down list box
on the left, and select the type of command you want from
the listed options.

;:f::f:f:.ﬁ.ﬁﬁ.ﬁma" ' = 4. In the list box on the left, find and click the command you
g want to add to the toolbar, and then click Add to move
Save
9 tnan v its name to the list box on the right. Repeat this for all the
.gn =i commands you want in the toolbar.
e 5. Click OK when you are finished.
| awuss = MOVE THE QUICK ACCESS TOOLBAR
S : To move the Quick Access toolbar beneath the ribbon,
right-click the Quick Access toolbar, and click Show

Quick Access Toolbar Below The Ribbon.

Customizations: i

TR Show or Hide Screen Tips

[_anee ||| When you hold your pointer over a command or tool,

a screen tip is displayed. The tip may be just the name

Figure 1-4: You can customize the Quick Access toolbar by adding and removing
commands for easy and quick access using the options, such as these for Word.
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In Word, to change keyboard shortcuts for a specific
command, right-click anywhere in the ribbon and click
Customize The Ribbon. (You can also click the File
button and click Customize The Ribbon.) Under the
command list box, click Customize. Beneath Categories,
select the command source you want, and then click the
appropriate commands. Under Current Keys, you'll see
the shortcut key currently in use. Click in the Press New
Shortcut Key text box to place the insertion point, and
press the new shortcut key combination. The new shortcut
will be recorded for you. Click Close when you're through.

vy

CHANGING THE SCREEN COLOR

You can change the background color of the Office
program screen, set to silver by default, to blue or black.

1. Click the File button in Word, Excel, Outlook, or
PowerPoint, and click Options.

2. Click the General tab.

3. Click the Color Scheme down arrow, and click the
color you want.

4. Click OK to save the change.

Wl = W] (w] =
- i
[m I8l
i et

il
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of the tool or command, or it may be enhanced with a small feature description.
You can hide the tips or cause them to be enhanced or not.

== =

Swwitch Macros

Winmws = 2

Macros

Switch Windows

Switch to a different currently
open window,

1. Click the File tab in Word, Excel, Outlook, or PowerPoint, and click Options.
2. Click the General option.
3. Click the ScreenTip Style drop-down list, and choose the option you want.

4. Click OK to finalize the choice.

Add Identifying Information

You can add identifying information to a document to make it easier to
organize your information and to find it during searches, especially in a shared
environment. In Word, Excel, and PowerPoint (Outlook doesn’t have this
capability):

1. Click the File tab, click Info, click Properties in the right pane, and then click Show
Document Panel. A Document Properties panel containing standard identifiers
displays under the ribbon, as shown for Word in Figure 1-5.

2. Type identifying information, such as title, subject, and keywords (words or phrases
that are associated with the document).

3. To view more information about the document, click the Document Properties down
arrow in the panel’s title bar, and click Advanced Properties. Review each tab in
the Properties dialog box to see the information available, and make any changes or
additions. Close the Properties dialog box when finished by clicking Close (the “X” at
the rightmost end of the panel’s title bar).

aut (B¢ Advanced Properties...l/\\_‘)




o Document Properties

Author: Title:
by wriling Guidelines
Comments:

Subject:

Edditurial Lew | igues

Location: C:iQuickSteps 09\ Writing Guidelines 090615a,dokx + Required Field
Keywords: Category: Skatus:
Eulil, wrainner, Lezmplale | _Bu:il Tt In pwu::d

Figure 1-5: A Document Properties panel beneath the ribbon allows you to more easily locate a document using search tools if

you add identifying data.

SETTING PREFERENCES

Setting preferences allows you to adapt your Office
program to your needs and inclinations. The Word, Excel,
Outlook, or PowerPoint Options dialog box provides
access to these settings.
Click the File tab, and then click Options.

SELECT DISPLAY ELEMENTS

TO SHOW (WORD ONLY)
Once you have chosen which formatting marks to
display, you can toggle them off and on using the Show/
Hide command on the Home tab Paragraph group.
To choose which formatting marks to display, click the
Display option, as shown in Figure 1-6.

® Click the Page Display Options that you want to
display.

® (Click the formatting marks you want to see—Show
All Formatting Marks is a good choice.

® (Click the Printing Options you want.
Continued . . .

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Word Cptions M
General _A - )
| ;:# Change how document content is displayed on the screen and when printed.

Display
Proofing Page display options
Sawe Showe wehite space between pages in Print Layout view [

IE Shows highlighter marks 0
Language

Show document tooltips on hower
Aulvanved

Alwrays show these formatting marks on the screen

|:| Tab characters —+
D Spaces

[T Paragraph marks 1
[T Hidden text £
[] optional hwphens -
7] object anchors sl

D Showe all formatting marks
Frinting options

IE Print drawings created in Word |
|:| Print background colors and images
D Print document properties

[T Print hidden text

D Update fields before printing

D Update linked data before printing

[ (814 J [ Cancel I-

—_—

Figure 1-6: The Display options in the Word Options view provide page display, formatting,
and printing preferences.
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SETTING PREFERENCES (continued)

SET GENERAL OPTIONS

1. Click the General options (see Figure 1-7 for
Word’s general options. The detail options will
differ from program to program).

® Review and select the options that are correct
for your situation by clicking to put a check
mark in the box. Earlier in this chapter, you saw
how to disable the mini toolbar, show and hide
screen tips, and change the color scheme of
the Word window. If you are unsure about other
options, keep the default and see how well
those settings work for you.

® Type the user name you want displayed in
documents revised using Track Changes.

® Type the initials associated with the user name
that will be displayed in comments you insert
into a document.

® Click the Start Up Options to open any e-mail
attachments automatically in Full Screen
Reading view.

2. When you have set the general and display options
you want, click each of the other options, reviewing
the settings and making the changes you want. These
are discussed further in the applicable chapters.

3. When you have finished selecting your preferences,
click OK to close the Office program Options
dialog box.

If you are not connected to the Internet, a limited Help is
also available offline.

12 Microsoft Office 2010 QuickSteps  Stepping into Office

F B
Word Options (-2 S|

General i " s .
_$ General oplions for working with Word,
Display
Proufing User Interface oplions
Save [F] Show Mini Toolbar on selection
[¥] Enabile Live Preview
Language
Color scheme: Silw:rg-__:l
Advanced s = "
ScreenTip style: | Show feature descriptions in ScreenTips B

Customize Ribbon
Personalize your copy of Microsolt Office
Quick Access [ooibar
Liser name: | Carnle

Add-Tny
Initials: rhm

Trust Center
Start up oplions

7] Open e mail attachments in Full Screen Reading view [

Figure 1-7: Some basic preferences used in Word are set in the General
Options view.

Get Help

Help can be accessed from online Microsoft servers. A different kind of help,
which provides the Thesaurus and Research features, is also available.

Open Help
The Office Help system is maintained online at Microsoft. It is easily accessed.
Click the Help icon @ and the Word Help window will open, shown in Figure 1-8.

® Find the topic you want, and click it.
—Or—

® Type words in the Search text box, and click Search.




products support images templates

Getting started with Word 2010

W, Get the
Wi M0P offiee 2010 on o
Anword | | ) Connactad to Office.com

Figure 1-8: When you click the Help icon,
you will see the Office program Help
dialog box, where you can click the topic
you want or search for more specific
words.

Display the
Refresh Change the table of Keep this
Go back Go forward the topic font size contents topic on top

Do Research

You can do research on the Internet using Office’s Research command. This

/ /
\\%w = -/ / / e

i) .;'._.;.‘.:'i ) (%) ﬁ % Ai'-é',' @Y

/ \ o~ 2 Search "o

L AN
Stop action Return to Help Print this Click for Search menu
home page topic suggested menu for alternative
of search topics, sources
or type your own

Figure 1-9: The Help toolbar helps you navigate through the
topics and then print them out.

specify references to search.

Type search
text here

Search results |

Research v X
Search for:

® Camelot| |

| &l Referrnra Rinnks =
DFack |+ | |@ |~

| 4 Encarta Dictionary: -
English {LLK.)

< Camelot {noun}
Camelnt [ ldmma lot]
1. Arthurian city

displayed here |

Select

in Arthurian legend, the
city of King Arthur
2. idealized place or
situation

a place or sikuation
regarded as very
enlightened, cultured,
beautiful, and peacefud

translation
options here I

Figure 1-10: In the Research pane, you
can search a dictionary, a thesaurus, an
encyclopedia, and several other sources.

Microsoft Office 2010 QuickSteps

. Translation
4 Can't find it?
Try one of these alternatives

or see Help Far hints on
refining your search,

Other places to search
Search for ‘Camelot’ in:
ﬂnll Reference Books

ﬁnll Research Sites -

o Get updates bo your services, ..

0 Get services on Office
Marketplace

ﬂ Research options. ..

© Ve e =B - Using the Help Toolbar
XN SAe
- - P search - On the toolbar at the top of the Office program Help window are several options
L20ffice : for navigating through the topics and printing one out, as seen in Figure 1-9.

displays a Research task pane that allows you to enter your search criteria and

1. Click the Review tab, and in the Proofing group, click Research. You may be ‘ [II
asked for the language you are using. Click it, and the Research task pane

Vord will appear on the right of the document pane, as shown in the example in

see _ Figure 1-10.

Reszarch

Click here to
run the search

Click to select
the search
sources
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You can translate a phrase from one language into

another in the Research task pane.

You can translate a word or phrase by highlighting the
text and then right-clicking the selection. Click Translate
from the context menu. The word or phrase will be copied
into the Search pane. Click the Search green arrow to
initiate the translation, and the translation will appear.

Microsoft Office 2010 QuickSteps

Stepping into Office

5.

. Type your search criteria in the Search For text box.

. To change the default reference (All Reference Books), click the reference down arrow

to open the drop-down list, and click a reference to be searched.

. Click the green arrow to the right of the search box to start the search. The results will

be displayed in the task pane.

Click Close to close the task pane.

Use the Thesaurus

You can find synonyms for words with the Thesaurus feature.

1.
2.

3.

To use the Thesaurus, first select the text you want to use for the search.

Click the Review tab, and in the Proofing group, click Thesaurus. The
Research task pane will appear with the most likely synonyms listed.

Thesaurus

® Click a listed word to search for its synonyms.
® Click the word’s down arrow to insert, copy, or look up the word.

Click Close to remove the task pane.

Translate a Document

To translate a whole document from one language to another:

1

2.

.
. Click the Review tab, and in the Language group, click the Translate down aﬁ

Translate

arrow. 12

Click Translate Document to translate the current document, or click Translate
Selected Text if you have selected text, or click Mini Translator [(French (France)]
to translate a word or selected phrase into French, for example. The Search task pane
will appear with the translation as its source reference.

. Click the From and To down arrows, and click the appropriate languages.

. Click the green arrow to begin the translation. A Translate Whole Document message

will appear that informs you that your document will be sent over the Internet to a
special service, WorldLingo, to be translated.

. Click Yes to start the translation. Your translated document will appear in a browser

window; an example is shown in Figure 1-11.
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ACCESSING MICROSOFT
RESOURCES

Microsoft maintains a resource center online that you
can easily access. This resource window allows you to
communicate with Microsoft about Office and specific
program subjects. In Word, Excel, Outlook, and PowerPoint:

1. Click the File tab, and click Help. Here are your
choices, as shown in Figure 1-12:

® Click Microsoft Office Help to display the
Office Help dialog box. It contains a menu of
options for which you might be looking.

® Click Getting Started to open an online
introduction to getting started with the Office
program, with links to new features and
overview training on the basics.

® Click Contact Us to send a message to
Microsoft experts. You may be seeking advice
for a problem or making suggestions for
improvements to the product.

® Click Options to open the Office program Options
dialog box with choices for changing important
program features, such as the ribbon, Quick
Access toolbar, and the language being used.

® Click Check For Updates to find out if updates
are available for Microsoft Office and then to
initiate an update action. (See “Update Your
Office Program.”)

® Click Activate Microsoft Office if you cannot
access all features within the Office program.
If you have already activated Office, a “Product
Activated” message will be displayed.

® Click About Microsoft Program links to access
additional version and copyright information,
Microsoft customer services and support, and
Microsoft license terms.

Microsoft Office 2010 QuickSteps  Stepping into Office
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Figure 1-11: You can translate a document using WorldLingo as the translator.
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Figure 1-12: The Help page in the Office program Options view facilitates communication
with Microsoft.
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Tnstalled Updates

]

Figure 1-13: One of the primary reasons to check for and download Office
and Windows updates is to get needed security patches.

In Windows 7, you can also check for updates by clicking
the Start menu, clicking All Programs, and clicking
Windows Updates.

Update Your Office Program

Microsoft periodically releases updates for Office programs (these
are almost always problem fixes and not enhancements). You can
check on available updates, download them, and install them from
your Office program. In Word, Excel, and PowerPoint:

1. Click the File tab, and click Help. Then click Check For Updates. Your
Internet browser opens and connects to the Microsoft Online website,
as shown in Figure 1-13.

2. You will see on the first page whether your Office program needs
updating. If so, click the link, Number Important Update Is Available.
If not, click Check For Updates in the navigation pane on the left. Your
system will be checked for any necessary updates, and you will be
given the opportunity to download and install them.

3. When you have downloaded the updates you want, close your Web
browser.

Use Web Apps for Office Programs

With the appearance of cloud computing, or working with computer files and
applications hosted on a remote server and viewable in a browser rather than

your own PC and Office applications, Microsoft is moving Office to the Internet.

This means that your files and programs are stored on an Internet server rather

UICKFACTS |

UNDERSTANDING WEB APPS

Microsoft Office Web Applications, called “Web Apps” for
short, are a browser-based set of applications for viewing
and performing lightweight editing in a familiar layout of
your existing Word, Excel, and PowerPoint files over the
Internet or an intranet whereever there is a PC or Mac
attached.

Continued . ..
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than on your stand-alone PC computer, and that Office programs are accessed
through a browser working on the Internet rather than from programs stored
on your computer. This is a new world! Why this is even remotely a good

idea really revolves around expanded ways of working with data files and
other people and making them available any place, any time. The approach is
much more about accessing and sharing data and collaboration than it is about




QUICKFACTS
UNDERSTANDING WEB APPS
(Continued)
This book introduces you to Web Apps on the Internet
using Microsoft SkyDrive, which can also host your
data files. When you want to view or edit a Word file, for
instance, you bring up a browser, sign into http://skydrive
.live.com, and scroll through your folders, just as you
would with your own computer folders. When you find the
document you want to open, you click it, click View or
Edit, and the Microsoft Word Web App opens to do that.

A second approach, not covered in this book, is where you
are working within an organization with its own servers
hosting your data files and Office Web Apps. Accessing
folders and applications works similarly to using SkyDrive;
however, the protocol for signing in and accessing the

files will be based on your organization’s security. If your
organization also is running SharePoint, you may be able
to go directly from a file in @ SharePoint library to viewing
or editing the file in an Office Web App, again from any

computer on your intranet, and possibly on the Internet.

To set up your SkyDrive credentials and upload a file, you
must first establish a Windows Live ID and account. To do
this in an Office desktop application, click File, click Save &
Send, and click Save To Web. The Save & Send view
opens, as seen in Figure 1-14. Click Sign Up For Windows
Live, and follow the directions to establish a Windows Live
ID and SkyDrive account. If it is your first time on Windows
Live, you'll be asked to accept the privacy policy. You can
also access SkyDrive directly from your browser (http:/
www.skydrive.live.com). Once you have a Windows Live ID,
you can simply log in and get access to SkyDrive.

an isolated person working alone. When you store data and have programs
available from an Internet server:
® You don’t have to worry about whether you have the latest program updates.

® You don’t have to worry about whether you have access to your home computer, for
instance, when you are traveling.

® You don’t have to worry about someone else being able to read your documents when
they don’t own the program or the same version of the program.

Use SkyDrive

SkyDrive (http:/ /skydrive.live.com), the Microsoft server hosting one platform
for its Web Apps, is where you can save your Office documents, thus enabling
viewers without Office applications or the latest version of them to view the
document and do lightweight editing with a browser. If you have created a
document on your own computer, saving your files to SkyDrive preserves the
links, color schemes, and other design elements created with your local Office
application. The file and all the supporting objects are saved to a Web folder
that you create on SkyDrive or to a public folder.

ADD A FOLDER TO SKYDRIVE

SkyDrive, shown in Figure 1-15, contains a number of folders to hold your
presentations and other documents. Some of these are standard and are in

the account at the beginning. Others, such as the Business Presentations in
Figure 1-15, are your personal folders that you create. (See the “Understanding
SkyDrive Folders” QuickFacts.)

To log on to SkyDrive and create a new folder to hold your documents:
1. Click Save, click Save & Send, and click Save To Web. Then click either Windows
Live or Sign Up to see the SkyDrive window shown in Figure 1-15.

2. Click Create Folder to add a new folder to the account. The Create A Folder view
will appear.

3. Type the name for the folder.
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http://skydrive.live.com

o
—

Wi - als Documentl - Microsoft Word L=
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Figure 1-14: To use Web Apps with SkyDrive, you must first sign up for a Windows
Live ID and SkyDrive account.
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Figure 1-15: You can save your presentations to SkyDrive, where viewers can access
them with a browser.
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4. Click Share With to choose those permitted to
see the contents of the folder. Choose Everyone
(Public), My Network, Just Me, or Select People.

Share with:  Just me >

Everyone (publicy
My network

|Select people...

® Click Select People to be able to enter the e-mail
addresses of those allowed in the Individuals
text box.

® Click Select From Your Contact List to choose
the permitted viewers from your e-mail contact list.
5. Click Next. The Add Files to foldername window
opens. Follow steps in “Add Files to SkyDrive” next.
ADD FILES TO SKYDRIVE

You can upload files to SkyDrive by dragging
them from your computer to a designated folder.

1. Click Add Files on the SkyDrive home page. (If you
have added a folder, you will see the Add Files To
foldername window when you click Next.) You will
see a list of folders.

2. Click the folder you want to use. The Add Files To
foldername window opens, as shown in Figure 1-16.

3. You can upload files in two ways:

® [f you have Windows Explorer open, click your
file and drag it to the Add Files To Foldername
window.

® Click Select Files From Your Computer, find
your file, and click Open to place it into the
SkyDrive window.




To delete a folder in SkyDrive, sign in and click the folder
you want to delete. That folder’s page will appear. Click
More and click Delete. Verify that you want to delete the
folder. Be warned that any files and photos the folder
contains will be deleted as well.

QUICKFACTS

UNDERSTANDING SKYDRIVE
FOLDERS

By default, your initial SkyDrive account will contain four
folders: My Documents, Public, Favorites, and Shared
Favorites. You can tell by the icons whether the folder is
shared, private, or public.

® Indicates a public folder that is shared by l
the public or by people you select public

® Indicates a private folder, not shared with
anyone else

Favorites
® Indicates a folder shared with your

network of contacts 1 !

i Shareed
When you add folders, you choose who will be taunintes

able to view its contents.

& Add files - Windows Live - Windows Internet Explarer (=&

@u - |B_ Inttps:/icid - 0371457 4c8910F4, skydreve five.com/richupload.asp/ DocumentsTref=180Photo » & | *y : x| lb Bing P~

i Faventes | n ) TestSG20Files @) Lonsn oM CNN.com & Google

5 2Ad files - Windenws Live

M- B v L0 v Pagew Salelyw Toolsv

£ Windows Live" Home Profile People Mail Phatos Morer MSNT

search People or web

Add files to My Documents

(Mo name) » SkyDrive » My Docurnents »  Acd hlec

Drop files here

& & Intemet | Pratected Made: On a v WK -

Figure 1-16: Adding files to SkyDrive is as easy as dragging the files from your Windows
Explorer or using the browse function, Select Files From Your Computer.

4. When all the files you want to upload are displayed in the SkyDrive Add Files window,
click Upload. You'll see a message informing you that the upload has been successful,
along with icons of your other uploaded files.

You're done! You successfully added 1 file,

;i_:‘_"-i_! &gx‘i

= =|

Dudget 2010 Sales
Projectinns -

Shared with: People [ celected
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Start a New Document
Use a Unique Template

Locate an Existing Document

Open a Recent Document
Search for an Existing Document
Import a Document

Entering Special Characters
Enter Text

Determine Where Text Will Appear
Insert Text or Type Over It

Insert Line or Page Breaks
Select Text

Using the Office Clipboard

Copy and Move Text

Delete Text

Move Around in a Document
Find and Replace Text

Using Wildcards

Check Spelling and Grammar

Saving a Document

Save a Document for the
First Time

Editing Documents in the Word
Web App

Save a Document Automatically

Chaepter2

Working with Documents

Microsoft Office Word 2010 allows you to create and edit
documents, such as letters, reports, invoices, plays, and
books. The book you are reading now was written in Word.
Documents are printed on one or more pages and are
probably bound by anything from a paper clip to stitch
binding. In the computer, a document is a called a file, an
object that has been given a name and is stored on a disk
drive. For example, the name given to the file for this chapter
is Chap02.docx (prior to Word 2007, .doc was the extension).
“Chap02” is the file name, and “.docx” is the file extension. By
default, documents saved in Word 2010 are saved with the
.docx extension.

In this chapter you’ll see how to create new documents and
edit existing ones. This includes ways to enter, change, and

delete text, as well as ways to find, select, copy, and move text.
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Create a New Document

In the days before computers, creating a new document was termed “starting
with a clean sheet of paper.” Today, it is “starting with a blank screen”—actually,
a blank area within a window on the screen, as shown in Figure 2-1. Your ribbon
options may vary, depending on the size of your window: Windows that are less
than maximized size, display abbreviated options, such as Editing in Figure 2-1.

You can create a new document in two ways: using the default, or “normal,”
document or using a unique template on which to base the document.

Start a New Document

Simply starting Word opens up a blank document pane into which you can start
typing a new document immediately. The blinking bar in the upper-left corner

|E|Z H=2-0|s Documentl - Microsoft Word lﬂlﬂ
“ Hnme Tnsert Pane | aynut References Mailings Rewipar e Deweloper [~ 0
Calibri (Body -1 iEiE | % 2
D OB I U - x, x B [E = a3ebCelc | aabbCeDe AaBbCr
Paste i PN o gl THormal | TN Spach., Headingl — Change Editing
- T A E-A-Aar | AN DA L J i 9° 5] sues- | =
Cliphnard Font , Paragraph > Shyles g
I
Insertion | o Lf
point 1
I-beam mouse | o=
pointer |
Document | °
pane |

“« 0w 4

Figure 2-1: When you first start Word, the
blank document pane is ready for you to
create a document immediately.

Kl [ [ el |

Page'.l;l“i_woms:u | S| |'§|£I_3 B = l-llII%_':J - {+) s
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of the document pane, called the insertion point, indicates where the text you
type will appear.

To start Word, use one of the ways described at the beginning of Chapter 1.

Use a Unique Template

w
A template is a special kind of document that is used as the basis for other
documents you create. The template is said to be “attached” to the document,
You can also create and use your own templates, as and every Word document must have a template attached to it. The template
described in Chapter 4. acts as the framework around which you create your document. The document IN
that is opened automatically when you start Word 2010 uses a default template
called Normal.dotm (prior to Word 2007, Normal.dot was the template file).
@d9-or A e [=[=E8&d| This is referred to as “the Normal template” and
Home Insert Page Layout References Mallings Review Wiew Developer = @ Contains Standard formatting SettingS. Other o
: ot Available Templates Blank document templates can contain boilerplate text, formatting
o, Sawe Mg
& open €@ Home B for the types of document they create, and even
o crose Dok | Ologpost  Recent  Somple = automating procedures. Word is installed on your
rlfl.rlf!'pl.-m ; remplates rrmplates
Info computer with a number of templates that you can o
Recent Q | use, and you can access other templates through
m My templates  New from OfﬁCe Online.
exisling g
print Office.com Templates Search Office.com farte | o 1 USE A TEMPLATE ON YOUR COMPUTER
Save & send - .
: | With Word open on your computer: ~
=z LE s
4 : 1. Click the File tab, and then click New. The New
2] Options Agendas Luweard Rrorhures Rusiness . i . .
g certificates cards Document view will open, as shown in Figure 2-2.
Fyir
g 2. In the Available Templates pane, you have these options:
i ! ) 0o
i - = . e ® Blank: A new blank template
Calendars Ervelupes Expene Faxes - TERLE
it ® Blog Post: A document to be posted to a website
~a blo
| s = 9
I = = — ® Recent Templates: Templates you have used
Flyers Forms Gift Greeting @
ifi recently
rerifirates rards - /
Figure 2-2: The New Document dialog box gives you choices for how to start a
document.
—
o
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® Sample Templates: Templates available with your Word 2010 installation
® My Templates: Custom templates you have created
® New From Existing: Templates you can copy from existing documents

® Office.com Templates: Template categories that can be obtained from Microsoft’s
online resources

3. Click Sample Templates. Click the template you want, and then beneath the preview
of the selected template, click Document as shown in Figure 2-3.

4. Click Create and a document with the selected template opens.

Documentl - Microsoft Word

[E' il M- 3]+

File Home  Insert  Pagelayout  Weterences  Mallings  Review  View  Developer - @

il save =

Available Templates Adjacency Letter
B cave s T—
A £} Home * sample templates

L Open
L cinse | r B

Info

Recent

|

. Adjacency Letter
Print

Adjacency Merge Letker

Save & Send

Help
1] Options
k9 it

& Docurment

3 Template

Bafjac eruy Roeguart Buljar eriy Resume

Figure 2-3: Word installs a number of templates on your computer automatically.
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USE AN OFFICE ONLINE TEMPLATE

When you download an online template, it will be stored on your computer,

ready for your next use without needing to be downloaded again. With Word
open on your computer:

1. Click the File tab, and then click New. The New Document dialog box will appear.

w
2. In the Templates pane beneath Office.com Templates is a list of categories of
templates. Click the category you want to see, and you'll see the possibilities for that
category, as seen in Figure 2-4.
3. Find the template you want, and click Download in the right pane. A new document is
opened with the template in Word. =
mid?- ol Decurnentd [Cornpatibiliby Mode] - Microsoft Ward |..‘.=!.. !E'g
“ Home Insert Fage Lyyout References Mailings Review View Developer 0
U ot Available Templates Professional services brochue
el s me Provided bys lnkd m
& open * A Home * Brochures Dewnload size: TOKE
o ciese Olfice.comn Templates Senrch Office cam fr templates + Fating: JERIMERIRT (OVotes)
Infies =
Recent
4
[== o
Print
Travel brochure (8 L2 x Heal estate brochure Bussmess brochure (3 1/Zx
Save & Send ], ndcap, okd) U, porenit 3 fgld, Tpp,
Help
] Options = J
= Download
Exit
- - ~
Business brochure [Level  bvent marketing brochure | Professionsl sences
design) hecesrony design} brochure
(0]
- :
Brachure (Weathered Real #atate agent Real #state ngent
Book denign) brochure (bn-fold) brochure (in-fold, A4)
— ((o)
s
B
Figure 2-4: Microsoft offers many templates .
online for Word and its other products.
—
o
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Open an Existing Document

After creating and saving a document, you may want to come back and work
on it later. You may also want to open and work on a Word document (or
another kind of document) created by someone else. To do this, you must first
locate the document and then open it in Word. You can locate the document
either directly from Word or search for it in either Word or Windows.

Locate an Existing Document
If the document has not been used for a while, you find and open it using a
typical file-open dialog box. With Word open on your screen:
1. Click the File tab, and click Open. The Open dialog box appears.

2. Double-click the folder or sequence of folders you need to open in order to find the
document.

3. When you have found the document you want to open (see Figure 2-5), double-click it.
It will appear in Word, ready for you to begin your work.

@ Upen M
@Qv| o = Constant {C) » Misc Docs . | 5 | | Search Misc Docs » |
Organize » New folder = 0 @
o larian Advisory Council A Mame : Diste modified|
L Lori hot
et &) AnnounceFTF.docx 3/2/2010 1:41
L Mail &
" ':_] AnnounceFTFZ.docx 322010 101
" artys
= Wt :Y X IB_] Cartpke This Moment.docx 2£13/2010 5:3
D editation ) EFT T| Type: Microsoft Word Document 4/22/2009 11:3
. Michael . O
» I=! | AButhors: Carole VI 4.3
SR ) 9 on th: Saristive 10/26/2009 9:3
=| ] Sherm! Date modified: 2/13/2010 5:50 PM | 10/16/2000 3:
L MSOCache 3 2
— ] 9H's address.dec 5/20/2008 11:4
b MT website s ; 4
) 8] SI9WT Presidency.dac /22009 7:00
L My Music
. Mew folder
v L Odd and Ends
B Options w |l m *
& ilemns
) 3 File name: - [AIJ Word Documents (“.docg™.: v|
Figure 2-5: When you hold the mouse pointer |
over a document name, you see additional Took « [ Open [¢] [ canc |
information about the document. =
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Open a Recent Document
To find a document that you have recently opened or edited, Word 2010

Home Insert Pagelzyout References  Mailings  Review  View  Developer 2 o iS Very efficient.
i 5o Recent Documents Recent Placas 1. Click the File tab. The recently opened files and locations are listed in
Eiimm E_j sSwipresdenc.. |2 > Mows s the right pane. If you have not opened or edited a document, Recent is w
e =1 CaMisc Docs il not displayed, so use the procedure described in “Locate an Existing
g ) o @ s v | Document”
Int =i ~u . i . . . . .
- IE_jj o B s ™ 2. Click the specific recent file, and it will open; or click the folder containing
:'E"j 5070, doc : > Chls o the file, and then double-click the file.
I == CAOuickStens 0. e/ ChQuickSte.. - H
‘ Search for an Existing Document
‘w If you have a hard time finding a document using the direct approach described
previously, you can search for it either in Word or in Windows. 13

Accessing a file search from the Open dialog box is

handy when you are trying to open a file and realize you SEARCH FOR A DOCUMENT IN WORD

don'tknow where it is. A document search performed in Word looks for a piece of text that is contained

in the document or some property of the document, such as the name of the
author, the creation date, or the name of the file. The basic search is for text in S

k the document.
‘w 1. Click the File tab, and click Open. The Open dialog box appears. Display the folder or

. drive that you want to search.
To perform an advanced search, use Windows 7 Explorer. J
2. In the Search text field on the top of the dialog box, begin to enter the text you want to

search for. As you type, the search will begin. The results will be listed beneath in the
right pane of the dialog box, beneath the search text (see Figure 2-6).

I P 3. If you click the search text box instead of typing, you will see a menu. You have these

project options: oo
ch

TOC 2010 revised ® You can select a previously used search word or phrase.

Add & wearrh filter

o i ® You can click a filter option to refine the search. For instance, you might see filters
Date modified:  Size:

for author, type, date modified, or file size. When you select one of these options, it
is added to the search text box. ©

4. When the file you want is displayed, double-click it, or select it and click Open to open
it in Word.

0]}
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(W] Open

USE SEARCH AND SORT

@U"‘ﬂ » Search Results in c f\Constant) »

-To]

< || You can sort the files within the search results using the column
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& d
U Duklic

p 9 items

Marne

ﬁ Ancestry World Tree Project James B ...
B Z0OH0-Email Hosting, CRM, Project .

Add 3 search filter
Date modified:  Size:

headings. The sort allows you to sort files by some special property,
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8/25/2000 5:13 PAA

[#]| The Gaiafield Project - GaiaField Proje... 8/25/2008 5:13 Ph4
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- 4| 1

File narne:

Tools =

T =|| such asname, date, folder type, author, or tag.

;"icem“z 1. Open the File Open dialog box (see the preceding set of steps), locate
nternet =

Internet S the folder containing the file you want, and type your search text. The

File folder| | search results will be listed below as you type.

Microsoft

x:‘,ILmD:U 2. Point to a column heading by which you want to sort the results, and click
HTML Do _ the down arrow. The content that is displayed will depend on the column

’ header. A Name field, for instance, displays an alphabetic submenu; a
Date field, a calendar; a Type field, a menu of file types; and so on.

=

Comn 1 |

- [AII Word Documents (%.docg*.c VI Naifie ~ Date modified Typ|
Cancel =
‘ & | bookmark.htrm 11 | 1=-P
— [l (B3

L —

L Turumsiprojecteven.com

Figure 2-6: As you type the text you want to search for, the search

automatically begins and the results are listed beneath the search text.

FILETYPE EXTENSION

Plain text files

xt

Rich text format file

rtf

Webpage files

.htm, .html, .mht,
.mhtml

Word 97 to 2003 files .doc

Word 97 to 2003 template files | .dot

(macro-enabled)

Word 2010 document files

.docx (.docm)

Word 2010 template files .dotx
WordPerfect 5.x and 6.x files .doc, .wpd
Works 6.0 to 9.0 files .Wps
Word macro-enabled templates | .docm
XML files xml
OpenDocument Text .odt

Table 2-1: File Types That Word Can Open Directly
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3. Click the sort option, and the files will be resorted.

Import a Document

If you have a word-processing document created in a program other than Word,
you can most likely open it and edit it in Word.

1. Click the File tab, and click Open. The Open dialog box will appear.

2. On the bottom of the dialog box, click the down arrow on the drop-down list box to
the right of File Name to display the list of files that you can directly open in Word, as
shown next (see Table 2-1 for a complete list).

File name: - ’AIIWDrd Documents (*.docx™. v]

Tools = [ Qpen iv]l Cancel ]

3. Find the folder or sequence of folders you need to open in order to find the document.




ENTERING SPECIAL CHARACTERS

Entering a character that is on the keyboard takes only a
keystroke, but many other characters and symbols exist
beyond those that appear on the keyboard—for example:
©, £, A,’Q, Jb, and .. You can enter these characters using
either the Symbol dialog box or a sequence of keys.

SELECT SPECIAL CHARACTERS FROM

4. Click the file type you want to open. The Open dialog box will list only files of

that type.

5. Double-click the file you want to open. Depending on the file, you may see one of

several messages.

Write a Document

THE SYMBOL DIALOG BOX

2. Click the Insert tab, and

menu will open containing
the symbols you most
commonly use. If the

*

X

#

e

I~

n

1. Move the insertion point to where you want to
insert the special character(s).

then click Symbol inthe 12X |1
Symbols group. A Symbol % 8 e
E !’ @ e ma

Whether you create a new document or open an existing one, you will likely
want to enter and edit text. Editing, in this case, includes adding and deleting
text as well as selecting, moving, and copying it.

Enter Text
To enter text in a document that you have newly created or opened, simply
start typing. The characters you type will appear in the document pane at the
insertion point and in the order that you type them.

symbol you want is on the €2 More Symbaols...
list, click it and the symbol is
inserted in the document.

3. If the symbol you want is not on the menu, click
More Symbols. The Symbol dialog box appears.

® Click the Symbols tab for characters within
font styles.

@ Click the Special Characters tab for common
standard characters, as shown in Figure 2-7.

4. Click the character you want, click Insert, and
then click Close. You should see the special

character or symbol where the insertion point was.

Continued . . .

[E2A=Sc)

Symbal
Special Characters
Character: Shorkout key:
35h AlE-+CH
- En Dash Chrl+-hum - B
Monbreaking Hyphen Chrl+Shift+_
a Cptional Hyphen Chrl+-
Erm Space
En Space
1/4 Em Space
@ Monbreaking Space Chrl+Shift+Space E
Copyright Alt+Chrl+C
] Registerad Alk+CEr-R
™ Trademark. Ale+Chr+T
g Section
1 Paragraph
Ellipsis Alt+Chrl+, B
Single Opening Quate Chrl+", "
Single Closing Quate Chrl+,!
¥ Double Opening Quoke Chrl+" " 4
AutoCarreck. ., ] ’ Shartcut Key. ..
[ Insert ] ’ Cancel
‘A

2

Figure 2-7: The Symbol dialog box contains special characters as well as
several complete alphabets and symbol sets.

Microsoft Office 2010 QuickSteps  Working with Documents

29

0]}



o
—

ENTERING SPECIAL CHARACTERS
(Continued)
ENTER SPECIAL CHARACTERS FROM THE
KEYBOARD
You can use keyboard shortcut keys to enter symbols
and special characters. The numeric part of the shortcut
must be entered on the numeric keypad.

1. Move the insertion point to where you want to
insert the special characters.

2. Press NUM LOCK to put the numeric keypad into
numeric mode.

3. Press and hold ALT while pressing all four digits
(including the leading zero) on the numeric
keypad, not the regular numeric keys above the
keypad.

4. Release ALT. The special character will appear
where the insertion point was.

The shortcut keys for some of the more common special

characters are shown in Table 2-2.

° Bullet ALT+0149

© Copyright |ALT+CTRL+C

™ Trademark |ALT+CTRL+T

® Registered |ALT+CTRL+R

¢ Cent CTRL+/,C

£ Pound ALT+0163

€ Euro ALT+CTRL+E
En dash CTRL+NUM-

— Em dash |ALT+CTRL+NUM-

Table 2-2: Shortcut Keys for Common Characters

30 Microsoft Office 2010 QuickSteps ~Working with Documents

Determine Where Text Will Appear

The insertion point, the blinking vertical bar shown earlier in Figure 2-1,
determines where text that you type will appear. It tells you where you are right
now in a document. In a new document, the insertion point is obviously in the
upper-left corner of the document pane. It is also placed there by default when
you open an existing document. Until there is some text, your insertion point
cannot be moved. However, you can move the insertion point within or to the
end of existing text using either the keyboard or the mouse.

MOVE THE INSERTION POINT WITH THE KEYBOARD

When Word is open and active, the insertion point moves every time you press
a character or directional key on the keyboard (unless a menu or dialog box is
open or the task pane is active). The directional keys include TAB, BACKSPACE,
and ENTER as well as the four arrow keys, and HOME, END, PAGE UP, and

PAGE DOWN.

MOVE THE INSERTION POINT WITH THE MOUSE

When the mouse pointer is in the document pane, it appears as an I-beam, as
you saw in Figure 2-1. The reason for the I-beam is that it fits between characters
on the screen. You can move the insertion point by moving the I-beam mouse

pointer to where you want the insertion point and clicking. Insertion|point

Insert Text or Type Over It

When you press a letter or a number key with Word in its default mode (as it
is when you first start it), the insertion point and any existing text to the right
of the insertion point is pushed to the right and down on a page. This is also
true when you press the TAB or ENTER key. This is called insert mode: new text
pushes existing text to the right.




In previous versions of Word, if you press the INSERT (or INS) key, Word is
switched to overtype mode, and the OVR indicator is enabled in the status bar.
In Word 2010, this capability is turned off by default and the INSERT (or INS)

In Ta.ble 2-2, the comma (';) means to rélease the key does nothing. The reason is that more often than not the INSERT (or INS)
previous keys and then press the following key(s). For K db istak q find b his af h d
example, for a ¢, press and hold CTRL while pressing /, ey gets pressed by mistake and you find out about this after you have type
then release CTRL and the /, and press C. In addition, over a lot of text you didn’t want to type over. You can turn on this capability w
“NUM” means to press the following key on the numeric by clicking the File tab, then clicking Options, clicking Advanced, and under
keypad. So, “NUM-" means to press hyphen (") in the Editing Options, clicking Use The Insert Key To Control Overtype Mode.
top-right corner of the numeric keypad. o
J In overtype mode, any character key you press types over (replaces) the existing
AN

character to the right of the insertion point. Overtype mode does not affect
the ENTER key, which continues to push existing characters to the right of the
insertion point and down. The TAB key does replace characters to the right,
unless it is pressed at the beginning of the line, in which case it is treated as an
indent and pushes the rest of the line to the right.

Insert Line or Page Breaks

In Word, as in all word-processing programs, simply keep typing and the text
will automatically wrap around to the next line. Only when you want to break
a line before it would otherwise end must you manually intervene. There are
four instances where manual line breaks are required:
: ® At the end of a paragraph: To start a new paragraph, press ENTER. ~
Section breaks are used to define columns within a page
and to define different types of pages, as you might have
with differently formatted left and right pages. The use of
section breaks, columns, and different types of pages are
described in Chapter 4.

® At the end of a short line within a paragraph: To start a new line, press SHIFT+ENTER.
This new line is considered part of the previous paragraph and retains its formatting.
When you create a new line in the normal way, by pressing ENTER, the new paragraph
can be formatted differently.

® At the end of a page: To force the start of a new page anywhere on the page, press

CTRL+ENTER. You may want this, for instance, at the end of a major part of the
document when it occurs before the natural end of the page.

® Atthe end of a section: To start a new section, press CTRL+SHIFT+ENTER.

You can also enter a page break using the mouse.

0]}
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J With the insertion point where you want the break, click the Insert | 3 cover page -

The AutoCorrect As You Type feature, which is discussed in . . .
ou e _ tab, and click Page Break in the Pages group. A page break will be U Blenk Fage
Chapter 4, also provides a quick way of entering commonly =l Paye Break

used special characters, such as copyright, trademark, and inserted in the text. Pages
registered symbols, and en and em dashes.

Select Text

In order to copy, move, or delete text, you first need to select it. Selecting text
means to identify it as a separate block from the remaining text in a document.
- You can select any amount of text, from a single character up to an entire
When et click a common symbol ‘ £ | ¥ n ™ | t document. As text is selected, it is highlighted with a colored background,
Z:;g:iii(?;gﬁfi:lgzejz:cﬁl Chiranter vode: 008 as you can see in Figure 2-8. You can select text with both the mouse and the

Sheortout key: Alt+0174
keys for the character. R Keys AR keyboard.

W9 G- Documentl - Microsoft Word L= | @ e

“ Home Insert Page Layout References Mailings Paview Wiew Developer £- 0

Az

s Orientalion - = [ Walermark - Indent Spacing Ta
03 size - 3+ Mrage color= | £ 0- 2 talom o

Margins __ o y . e, . Amange
- - EEcawmni= b2+ [0} page Harders | 2% 0 S d=wmpr -

You can insert multiple special characters in sequence e s cetin il Fine s oo B
by selecting one after the other in the Symbol dialog box.

=],

Themes

=

» 71

Microsoft Word is the most widely used of all word processing

programs. Most persanal computers (PCs) have some version of Word

installed, and most people with PCs probably have Word available to il
them. As well as some experience in its use. Word is both very simple to
use and highly sophisticated, offering many featuresthat commonly go
In Word 2010 there is no “OVR” in the status bar to unused. It is a “sleeper” product, one that delivers a high degree of
indicate that you are in overtype mode, which replaces functionality even when only a small percentage of its capabilitiesare
existing text with what you are typing. used. The purpose of this article is to acquaint you with many of those
additionalfeaturesthat can enhance yourexperience using Word.

“« 0w 4

Fl [ m ] »
Fage: Lot L | Words: airies | o | 73 [Elma = = 150 (=) 0 om

[ Figure 2-8: You will always know what you are moving, copying, or deleting
In both insert and overtype modes, the directional keys because it is highlighted on the screen.
move the insertion point without regard to which mode is

enabled.
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SELECT TEXT WITH THE MOUSE

You can select varying amounts of text with the mouse.

® Select a single word by double-clicking that word.

® Select a single line by clicking the far left of the line when
the I-beam mouse pointer becomes an arrow (this area on the Microsoft Word
left where the mouse pointer becomes an arrow is called the programs. Most @
selection bar).

® Select a single sentence by pressing and holding CTRL while clicking in the sentence.

® Select a single paragraph by double-clicking in the selection bar opposite the
paragraph. B

® Select an entire document by pressing and holding CTRL+SHIFT while clicking in the
selection bar anywhere in the document. (The selection bar is on the far left edge of
the document.) In the Home tab, you can also click Select in the Editing group, and

then click Select All. o1
] ® Select one or more characters in a word, or select two or more words, by clicking.
‘_‘m 1. Click to place the insertion point to the left of the first character.
After selecting one area using the keyboard, the mouse, 2. Press and hold SHIFT while clicking to the right of the last character. The selected
or the two together, you can select further independent range of text will be highlighted. o))
areas by pressing and holding CTRL while using any of ® Select one or more characters in a word, or to select two or more words by dragging:

the mouse selection techniques.
. 1. Move the mouse pointer to the left of the first character.

2. Press and hold the mouse button while dragging the mouse pointer to the right or
left. The selected text will be highlighted. ~

SELECT TEXT WITH THE KEYBOARD

Use the arrow keys to move the insertion point to the left of the first character
you want to select.

; (00)

You select a picture by clicking it. Once selected, a ® Press and hold SHIFT while using the arrow keys to move the insertion point to the

picture can be copied, moved, and deleted from a right or left.

document in the same ways as text, using either the . . _— . .

i i ) u g ® To select a line, place the pointer at the beginning of a line by pressing HOME. Press
Windows or Office Clipboard.
and hold SHIFT and press END. ©
® To select the entire document using the keyboard, press CTRL+A.

—h
o
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Under certain circumstances, especially while formatting,
the Redo option becomes Repeat.

You can recover deleted text using Undo in the same way
you can reverse a cut or a paste.

USING THE OFFICE CLIPBOARD
The Office Clipboard is shared by all Office products. You
can copy objects and text from any Office application and
paste it into another. As mentioned, the Clipboard contains
up to 24 items. The 25th item will overwrite the first one.

OPEN THE CLIPBOARD

Clipboard |15
To display the Office Clipboard, click the - T3
Home tab, and click then the 3ot 44~ Clipboard K
Clipboard Dialog Box Launcher [ paste sl | [ cear ai
in the Clipboard group. The R R ey
. . [} You can use these positive
Clipboard task pane will open. plrase

ADD TO THE CLIPBOARD

] The hard area under U
eye, that merges with

When you cut or copy text with ke
the Clipboard task pane open, : ) 2. 5w | B Bt
it is automatically added to the o uelmt\@

Office Clipboard.

PASTE FROM THE
CLIPBOARD ¥
Optinns w |

To paste one item:

1. Click to place the insertion point in the document
or text box where you want the item on the Office
Clipboard inserted.

Continued . ..
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Copy and Move Text

Copying and moving text are similar. Think of copying text as moving it and
leaving a copy behind. Both copying and moving are done in two steps.

1. Selected text is copied or cut from its current location to the Clipboard.
2. The contents of the Clipboard are pasted to a new location identified by the insertion
point.

USE THE CLIPBOARD

The Clipboard is a location in the computer’s memory that is used to store

information temporarily. There are actually two Clipboards that can be used.

® The Windows Clipboard can store one object, either text or a picture, and pass that
object within or among Windows programs. Once an object is cut or copied to the

Windows Clipboard, it stays there until another object is cut or copied to the Clipboard
or until the computer is turned off. The Windows Clipboard is used by default.

® The Office Clipboard can store up to 24 objects, both text and pictures, and pass
those objects within or among Office programs. Once the Office Clipboard is enabled,
all objects that are cut or copied are kept on the Office Clipboard until the 25th object
is cut or copied, which will replace the first object. All objects on the Office Clipboard
are lost from the Clipboard when Office is exited or the computer is turned off.

CUT TEXT
When you cut text, you place it on the Clipboard and delete it from its current
location. When the Clipboard contents are pasted to the new location, the text
has been moved and no longer exists in its original location. To cut and place text
on the Clipboard, select it and then:
® Press CTRL+X.

—Or-

® Click the Home tab, and then click Cut in the Clipboard group. #

COPY TEXT

When you copy text to the Clipboard, you also leave it in its original location.
Once the Clipboard contents are pasted to the new location, you have the same




USING THE OFFICE CLIPBOARD
(Continued)

2. Click the item on the Clipboard to be inserted, or
click the down arrow on the item, and click Paste.

—Or-—
1. With the Clipboard item selected but no insertion
point placed, right-click where you want the item.

2. Select Paste from the context menu.

Paste Ophinns:

Iy

To paste all items:

1. Click to place the insertion point in the text box
or placeholder where you want the items on the
Office Clipboard inserted.

2. Click Paste All on the Clipboard. [FhPaste Al

DELETE ITEMS ON THE CLIPBOARD
® To delete all items, click Clear All on the Clipboard
task pane. [k clear Al
® To delete a single item, click the down arrow next
to the item, and click Delete.
SET CLIPBOARD OPTIONS

1. On the Clipboard task pane, click Options on the
bottom. A context menu is displayed.

ions. : " —
Show Office Clipboard Autornatically

Show Office Clipboard W¢hen Ctrl+C Pressed Twice
Collert Withnut Shraang Office Clinhnard

Show Office Clipboard Icon on Taskbar

Showe Status Mear Taskbar When Copying

Continued . . .

text in two places in the document. To copy text to the Clipboard, select it and
then:
® Press CTRL+C.
—Or—
® Click the Home tab, and then click Copy in the Clipboard group. =3

PASTE TEXT

To complete a copy or a move, you must paste the text from the Clipboard onto
either the same or another document where the insertion point is located. A
copy of the text stays on the Clipboard and can be pasted again. To paste the
contents of the Clipboard:

® Press CTRL+V.
_Or_

® Click the Home tab, and then click Paste (located in the upper Clipboard area) _3
in the Clipboard group.

USE THE PASTE OPTIONS SMART TAG

The Paste Options smart tag appears when you paste text. It asks you if you
want to keep source formatting (the original formatting of the text), merge
formatting (change the formatting to that of the surrounding text), or keep text
only (remove all formatting from the text). Set Default Paste displays the Word
Options dialog box so that you can set defaults for pasting Paste Optians:

text during a cut or copy action. The Paste Options smart tag # (5l [a

is most valuable when you can see the paste operation has [¥eep Source Famstting (9

resulted in formatting you don’t want.

UNDO A MOVE OR PASTE

You can undo a move or paste by:

® Pressing CTRL+Z
—Or-—
® Clicking Undo I in the Quick Access toolbar
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95

USING THE OFFICE CLIPBOARD
(Continued)

2. Click an option to select or deselect it.

® Show Office Clipboard Automatically always
shows the Office Clipboard when copying.

® Show Office Clipboard When CTRL+C
Pressed Twice shows the Office Clipboard
when you press CTRL+C twice to make two
copies (in other words, two items on the
Clipboard will cause the Clipboard to be
displayed).

® Collect Without Showing Office Clipboard
copies items to the Clipboard without displaying it.

® Show Office Clipboard Icon On Taskbar
displays the icon 2 on the right of the Windows
taskbar when the Clipboard is being used.

® Show Status Near Taskbar When Copying
displays a message about the items being
added to the Clipboard as copies are made.

You can generally undo the last several operations by
repeatedly issuing one of the Undo commands.
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REDO AN UNDO
You can redo many undos by:
® Pressing CTRL+Y
—Or—
® Clicking Redo & in the Quick Access toolbar

Delete Text

Deleting text removes it from its current location without putting it in the
Clipboard. To delete a selected piece of text:
® Press DELETE or DEL.
—Or—
® On the Home tab, click Cut 4% in the Clipboard group.

Edit a Document

After entering all the text into a document, most people want to edit it and,
possibly, revise it at a later date. You'll want to be able to move around the
document, quickly moving from location to location.

Move Around in a Document

Word provides a number of ways to move around a document using the mouse
and the keyboard.

MOVE WITH THE MOUSE
You can easily move the insertion point by clicking in your text anywhere on
the screen, but how do you move to some place you cannot see? You have to
change what you are looking at, and Word provides two sets of tools to use with
the mouse to do just that: the scroll bars and the browse buttons, as shown in
Figure 2-9.




To close the Office Clipboard and revert to the Windows
Clipboard, click the close icon, or click Close at the top
of the task pane (you may need to click the down arrow
to the left of the close icon). The items you placed on the
Office Clipboard while it was open will stay there until you
shut down Word, but only the last item you cut or copied
after closing the Office Clipboard will be displayed.

Place your pointer over the Clipboard icon in the taskbar
to see how many items are currently on it.

é Browse
Scroll buttons
rs
arrow
Vertical
scroll bar
= Scroll
button

Scroll
arrow
el

X Previous .
Select Browse - — Figure 2-9: The scroll bars and browse

Object <d—1 Next buttons allow you to move easily to
different locations within your document.

USE THE SCROLL BARS
There are two scroll bars: one for moving vertically within the document, and
one for moving horizontally. These are only displayed when your text is too
wide or too long to be completely displayed on the screen. Each scroll bar
contains five controls for getting you where you want to go. Using the vertical
scroll bar, you may:

® Move upward by one line by clicking the upward-pointing scroll arrow

® Move upward or downward by dragging the scroll button in the corresponding
direction

® Move by one screen’s height by clicking in the scroll bar above the scroll button to
move towards the beginning of the document, or by clicking below the scroll bar to
move towards the end of the document

® Move downward by one line by clicking the downward-pointing scroll arrow

® Move to the previous or next word or phrase matching the current Find or Go To
criteria

The horizontal scroll bar has similar controls (not the previous or next arrows,
or Select Browse Object), only these are used for moving in a horizontal plane.
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USE THE BROWSE BUTTONS
\ C . . . ol
Clicking Select Browse Object opens a menu of objects from DEaaae

which to select. By selecting one of these objects—such as = =
Some of the ways used to move around a document y & ) S Bl L e

Co a page, a heading, a comment, or an edit—you can move Browss by Pags
move the insertion point as you go, and some only

change what you are looking at within the document,
™ moving your view to a new location. In the latter case, if next. Often overlooked, this feature can be very handy. Place the pointer over

through the document, going from one chosen object to the

you find that you want the insertion point where you are the options to find out what the picture or icon represents.
looking, click there or use one of the arrow keys to move

. . . . ) —— MOVE WITH THE KEYBOARD
the insertion point. The insertion point will appear.

- y The following keyboard commands, used for moving around your document,
also move the insertion point:
® One character left or right using the LEFT or RIGHT ARROW
® One line up or down using the UP or DOWN ARROW
To) ‘The “view buttons” in the status bar, located in the ® One word left or right using CTRL+LEFT ARROW or CTRL+RIGHT ARROW
lower-right corner of the Word window, change the way ® One paragraph up or down using CTRL+UP ARROW or CTRL+DOWN ARROW
the document is displayed, not the Ewsz= ® To the beginning or end of a line using HOME or END
location in the document. L .
® To the beginning or end of a document using CTRL+HOME or CTRL+END
© ® One screen up or down using PAGE UP or PAGE DOWN
® To the previous or next instance of the current browse object using
CTRL+PAGE UP or CTRL+PAGE DOWN
® To the top or bottom of the window using CTRL+ALT+PAGEUP or CTRL+ALT+PAGE
N~ ‘ DOWN
You can also move a number of items relative to your GO TO A PARTICULAR LOCATION
current position by entering a plus (+) or a minus (-) and . R
Y 9 . The Go To command opens the dialog box, shown in Figure 2-10, that allows
a number. For example, if Page is selected and you ) ) ) ]
enter -3, you will be moved backwards three pages. you to go immediately to the location of some object, such as a page, a footnote,
© or a table. You can open the dialog box by:
® Pressing CTRL+G
® Clicking the Home tab, and clicking Advanced Find in the Editing group, and finally
clicking the Go To tab (if your window is reduced in size, you may have to click Editing
o in the Editing group for a menu with Find and then Advanced Find)
® (Clicking Select Browse Object beneath the vertical scroll bar, and then clicking Go To
® Double-clicking the left end of the status bar in the Page x of y area
o
-
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Finad Al Reploce [2 3] After opening the dialog box, select the object you want to go to from the
ksl = list on the left, and then enter the number or name of the object in the text
o to what: Enter page number: box on the right. For example, select Page on the left and enter 5 on the
20 .
fiilon ia Enter + and —to move relative to the current location. Example: +4 will rlght to go to page 5.
Bk mnwee Farvaard Fror ibrms.
Comment
Fuul e = -
Find and Replace Text w

| Previous | [ Mexk ] | Close l

Often, you'll want to find something that you know is in the document,

b

but you are not sure where, or even how many times, that item occurs.
Figure 2-10: The Go To command allows you to go to a particular

page as well as to other particular ltems within a document, This is especially true when you want to locate names or words that are

sprinkled throughout a document. For example, if you had repeatedly =
referred to a table on page 4 and, for some reason or another, the table had moved
to page 5, you would need to search for all occurrences of “page 4” and change
them to “page 5.” In this example, you not only want to find “page 4,” but you also
want to replace it with “page 5.” o1
Word allows you to do a simple search for a word or phrase as well as to
conduct an advanced search for parts of words, particular capitalization, and
words that sound alike. o
] FIND TEXT—A SIMPLE CASE
\w In the simple case where you just want to search for a word or phrase:
If you want your search to find just the word “ton” and 1. Click the Home tab, and click Find in the Editing group. (If your window is reduced
not words like “Washington” or “tonic,” you can either in size, you may need to click Editing in the Editing group and then the Find down ~
put a space at both the beginning and end of the word arrow.) The Navigation task pane will open.
(“ton“) or ‘_3"0" More in the Find And Replace diak?g box 2. In the text box, type the word or phrase for which you want to search. As you type, the
and then click Find Whole Words Only. The latter is the results will be posted beneath the text box, as seen in Figure 2-11.
preferred way to do this because putting a space after ) ) » [0
) 3. Click the result and the document will be repositioned so that you can see the search
the word would not find the word followed by a comma )
. _ , result in the document.
or a period. (From the Navigation task pane, you'll need
to click the down arrow beside the search text box and FIND TEXT—AN ADVANCED CASE
click Options. Then, in the Find Options dialog box, click By clicking More in the Find And Replace dialog box (or in the task pane, by
Find Whole Words Only.) clicking the search text box down arrow and then Options), you will find that ©
» . -,
Word provides a number of features to make your search more sophisticated
—h
o
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Mavigation v X :5 Find and Replace @Iﬂ
time x - | As concerns the art of living, the material is y* -
e 2 Find Peplace o To
2 of 2 matches No great thing is created suddenly. =
o Find what: =
gles + + | There must be fime.
It is time to really live; to full = - =
irllrfallJl;':eLhc :FL?;a{in:“r’fyuou et ‘ GlVe your beSt and amays be k]nd'
happen to be in now,
| There sl be lime. m
<< Less Reading Highlight = FindIn = Find Next Cancel
| Search Options
| Search; AII. E|
| [ Match case [ Match prefix
= [7] Find while words onke. [T Match suffix
-~ [7] Use wildcards
o] |} Sounds like (English) | Ignove punctuation characters
F [ Find all word Forms (English) [ 1grore white spacc charackors
hd i ] [ I | r
Figure 2-11: When you search for a word or phrase, the Find command )
can highlight individual occurrences or all occurrences at once. Finc

Figure 2-12: Word offers a number of advanced ways to search

a document.
If you find that the Find And Replace dialog box is
getting in the way after finding the first occurrence of
a word or phrase, you can close the dialog box and (see Figure 2-12). These include specifying the direction of the search as well as
use SHIFT+F4 to find the remaining occurrences. Also, what you want to find.

once you have used Find, you can close the Find And

° . - L
Replace dialog box and use the Find Next or Previous Match Case: Only specific capitalization of a word or phrase

browse button at the bottom of the vertical scroll bar to ® Find Whole Words Only: Only whole words, so when searching for “equip” you don’t
browse by Find, or you can press CTRL+PAGE DOWN or get “equipment”
CTRL+PAGE UP to move quickly from one instance of the ® Use Wildcards: Words or phrases that contain a set of characters by using wildcards
search term to the next. to represent the unknown part of the word or phrase (see the “Using Wildcards”

< QuickFacts)

® Sounds Like: Words that sound alike but are spelled differently (homonyms)

® Find All Word Forms: A word in all its forms—noun, adjective, verb, or adverb (for
example, ski, skier, and skiing)

® Match Prefix Or Match Suffix: Words containing a common prefix or suffix
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Instead of repeatedly clicking Find Next to highlight each
occurrence of an item, in the Find And Replace dialog
box, you can click Reading Highlight and click Highlight
All. Then click Find In and click Main Document, and all
occurrences will be highlighted and the first occurrence
will be displayed. Click Find Next to advance to the next
occurrence. However, as soon as you click anywhere in
the document, the highlights will all go away. If you press
SHIFT+F4, CTRL+PAGE UP, CTRL+PAGE DOWN, or one of
the browse buttons, you will select the next occurrence,
but all occurrences will remain highlighted.

LUCKFACTS

USING WILDCARDS

Wildcards are characters that are used to represent one

or more characters in a word or phrase when searching
for items with similar or unknown parts. In the More
extension to the Find And Replace dialog box, you must
select the Use Wildcards check box and then type the
wildcard characters along with the known characters in
the Find What text box. For example, typing page ? will
find both “page 4” and
“page 5 The “?” stands
for any single character.

Find what: Page 7
Options: Search Down, Use Wildcards

Word has defined the following characters, as seen in
Table 2-3, as wildcard characters when used in the Find

command to replace one or more characters.

® Ignore Punctuation Characters: Words without regard for any punctuation. This is
especially needed when a word might be followed by a comma or period.

® Ignore White-Space Characters: Characters such as spaces, tabs, Eont...
and indents Paragraph...
labs...
® Format: Specific types of formatting, such as for fonts, paragraphs, Catiusi.
etc. (This option is not available from the task pane.) Frarme...
Style...

® Special: Specific special characters, such as paragraph marks, B
oighiig

em dashes (—), or nonbreaking spaces (can’t be the first or last M -
character in a line). (This option is not available from the task pane.) ~ =

REPLACE TEXT
Often, when searching for a word or phrase, you want to replace it with
something else. Word lets you use all the features of Find and then replace what
is found.
1. Click the Home tab, and click Replace in the Editing group. (You may have to click

Editing and then Replace if your window is reduced in size.) The Find And Replace
dialog box will appear with the Replace tab selected.

2. Enter the word or phrase for which you want to search in the Find What text box.

3. Enter the word or phrase you want to replace the found item(s) with in the Replace
With text box, as you can see in Figure 2-13.

7 B
Find and Replace m

| Find | Replace | GoTo |

Find what: EFigure 13
COptions: Search Down
Replace with: 'lgigure .1 2| E[

[ Replace ] ’ Replace Al l [ Eind Mext ] ’ Cancel l

Figure 2-13: You can replace text either on an individual basis or universally.
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CHARACTER USED TO REPLACE EXAMPLE WILL FIND WON’'T FIND

? A single character Page ? Page 4 or Page 5 | Paget

* Any number of Page * Page 4 and Page 5 | Pages1-5
characters (no space)

< The beginning of a word | <(corp) Corporate Incorporate

> The end of a word (ton)> Washington Toner

\ A wildcard character What\? What? What is

[ec] One of a list of Blio]b Bib or Bob Babe
characters

[e-c] One in a range of [I-tlook look or took Book
characters

[le-c] Any character except one | ['k-n]Jook book or took Look
in the range

{n} n copies of the previous | Lo{2} Loo or Look Lot
character

{n} n or more copies of the |Lo{1,} Lot or Look Late
previous character

{n,m} nto m copies of the 150{1,3} 150 to 1500 15
previous character

@ Any number of copies of |150@ 15, 150, or 1500 1400
the previous character

Table 2-3: Wildcard Characters Used in Find

When searching with wildcards, both Find Whole Words
Only and Match Case are turned on automatically and
cannot be turned off; however, the check boxes for these
features are cleared but dim.
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4. Click Find Next. The first occurrence in the document below the current insertion point
will be highlighted.

5. You have these options:

@ Click Replace if you want to replace this instance with the text you entered. Word
replaces this instance and automatically finds the next instance.

® Click Find Next if you don’t want to replace the text that was found and find the next
occurrence.

@ Click Replace All if you want to replace all occurrences of the word you found at
one time.

6. When you are done, click Close.




Complete and Save a Document

When you have completed a document or feel that you have done enough

to warrant saving it and putting it aside for a while, you should go through
a completion procedure that includes checking the spelling and grammar,
determining where to save the document, and then actually saving it. w

Check Spelling and Grammar

By default, Word checks spelling and grammar as you type the document, so

it might be that these functions have already been performed. You can tell if B
Word is checking the spelling and grammar by noticing if Word automatically
In the Spelling Grammar English dialog box, you may . . . .
_ places a wavy red line under words it thinks are misspelled or a wavy green
not see Ignore All, Change All, or Autocorrect at first, as . . .
s T U 2105, b, o ey e s R line beneath words and phrases whose grammar is questioned. You can turn
which allows you to ignore the rule that was seemingly off automatic spelling and grammar checking. You can also have these features o
violated by the reported error. You may also see Explain, run using an array of options. You can ask Word to performa 4 s importunings
which allows you to see further explanation of why the spelling and/or grammar check whenever you want—most it's directives.
word or phrase was flagged as an error. When a rule is importantly, when you are completing a document.
not the cause of the flagged error, the Ignore All, Change o))
All, and Autocorrect features will be displayed. CONTROL SPELLING AND GRAMMAR CHECKING
o Word provides a number of settings that allow you to control how spelling and
grammar checking is performed.
1. Click the File tab, click Options, and click the Proofing option on the left. The Word ~
Options dialog box, shown in Figure 2-14, will appear.
2. If you wish to turn off automatic spell checking, deselect Check Spelling As You Type
under When Correcting Spelling In Microsoft Office Programs.
3. If you wish to turn off the automatic grammar checking, deselect Mark Grammar o0
Errors As You Type.
4. Click Settings, the button to the left of the Writing Style drop-down list box, to set the
rules by which the grammar or grammar and style checking is done.
5. Click OK twice to close both the Grammar Settings and the Options dialog boxes. ©
—h
o
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Word Options

General
AutoCorrect options
Display
Proofing | Change how Word corrects and formaots texd s you bepe AutoCorrect Options..,
Sawve When comecting spelling in Microsoft Office programs
Language Ignore words 1n UFPERCASE
Advanced Tyriore wurds Lhal voniLain riuinbers

El Ignore Internct and file addresses
Customize Ribbon [7] Flag repeated words

Qulck Access Toalbar D Enforce accented uppercase in French
D Sugge st from main dirtinnan only

Add-Ins Custom Dictionaries.

Trist Center trench modes: | Iraditional and news spellings IZI

Spanish modes: | Tuteo wverb forms only Zl

1

When correcting spelling and grammar in Word

E‘ Check spelling as you type

|¥#| Use contextual spelling

Mark grammar errors as you type
[¥] Check grammarwith spelling

[T show readabllity statistics

Writing Style: [Grammar Only El Settings...
Recheck Document
Exceplions for: @J Caretake This Moment.doc: E
D Hide spelling errors in this document only

El Hide grammar errors in this dooument only

Figure 2-14: By default, Word checks spelling and grammar as you type, but you can
disable those utilities in the Options dialog box.

INITIATE SPELLING AND GRAMMAR CHECKING
To manually initiate spelling and grammar checking:

1. Click the Review tab, and click Spelling And Grammar in the Proofing group. The
Spelling And Grammar dialog box will appear and begin checking the document. When
a word is found that Word believes might not be correct, the dialog box will display both
the perceived error and one or more suggestions for its correction (see Figure 2-15).

2. You have these options for flagged spellings:

® |f you don’t want to correct the perceived error, click Ignore Once for this one
instance, or click Ignore All for all instances. (See the accompanying Note for an
explanation of why you may not see Ignore All when the dialog box first appears.)

10
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‘M Spelling and Grammar: English (ULS.)
Mok in Dickionaty:

(2 o
AutoRecover is a reserve parachute that you don’t Caretakelthis moment. - Ignore Orice
want to test unless you must. AutoRecover gives you E
the impression that you have lost your work. In fact, if |
you follow the instructions and choose to recover the
. Suggestions: w
AutoRecover document, you may not lose anything—at -
f ; ; Care kake —
most, you might lose only the very last thing that you did. Ela
However, you need to save the file again as soon as you Caretakers
Aubac k
AutoRecover. Also be warned that AutoRecover has a ¥ e
habit of not realizing that you've already recovered the Check grammar L
document, so it may prompt you to do so again, which [ cptions... | [ unde |
would overwrite any changes you made in your last y
editing session (after the initial AutoRecover). Figure 2-15: The spelling checker is a gift to those of us who are
> “spelling challenged!”
(&)
® Click Change for this one instance, or click Change All for all instances if you
want to replace the perceived error with the highlighted suggestion. If a suggestion
SAVING A DOCUMENT other than the selected one is a better choice, click it before clicking Change or
After you have initially saved a document and specified Change All. o
its location, you can quickly save it whenever you wish. ® Click Add To Dictionary if you want Word to add your spelling of the word to
SAVE A DOCUMENT the custom dictionary to be used for future documents. If you want Word to
To save a file: automatically correct this misspelling with the selected correction every time
' you type the incorrect word, click AutoCorrect. (See Chapter 4 for more on ~
® Click the File tab, and click Save. AutoCorrect.)
—Or— ® Click Options to display the Word Options Proofing dialog box, where you can reset
® Click the Save icon in the Quick Access toolbar. many of the spelling and grammar checking rules.
—Or— H ® Click Undo to reverse the last action. 0
® Press CTRL+S. 3. When Word has completed checking the spelling and grammar, you'll see a message
to that effect. Click OK.
SAVE A COPY OF YOUR DOCUMENT
When you save a document under a different name, you - -
S —— Save a Document for the First Time o
1. Click the File tab, and click Save As. The first time you save a document, you have to specify where you want to
CRIIHIEE s o save it—that is, the disk drive and the folder or subfolder in which you want
—h
o
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SAVING A DOCUMENT (Continued)

2. In the Save As dialog box, enter the new name in
the File Name text box. Then, open the address
list box at the top and identify the path to the
folder you want.

(] S A

By
LoJL ) L v Computer b Constant(C) + Misc Docs » -

3. Click Save.
SAVE A DOCUMENT AS A TEMPLATE

To save a newly created document as a template from
which to create new documents:

1. Click the File tab, and Click Save As.

2. In the Save As Type drop-down list box, click
Word Template (*.dotx).

3. Enter a name (without an extension) for your
template in the File Name text box.

4. Click Save.

—

——

9

6

EDITING DOCUMENTS IN
THE WORD WEB APP

In Chapter 1, we described how, with a Windows Live

ID and a SkyDrive account, you can upload files to

Microsoft's SkyDrive location in order to keep them

in the “cloud” so you, or others with your permission,

can access them at any time or place from a browser.

Besides simply storing files there, using the integrated

Microsoft Word Web App, you can also view, edit, and

download documents saved in the Word 2007 and

Word 2010 default .docx file format without having Word

installed on your device. (You can view documents saved
Continued . . .

46 Microsoft Office 2010 QuickSteps  Working with Documents

it saved. Since this is your first time saving the file, the Save As dialog box will
appear so that you can specify the location and enter a file name.

1. Click the File tab, and click Save As.

2. Click the icon on the left for the major area (for example, Favorite Links or Folders) in
which the file is to be saved.

3. If you want to store your new document in a folder that already exists in the major
area, double-click that folder to open it.

4. If you want to store your new document in a new folder, click the New Folder icon in
the toolbar, type the name of the new folder, and press ENTER. You'll need to double-
click the file name to place it in the Look In text box. (You can create yet another new
folder within that folder using the same steps.) | |FEEEDS

5. When you have the folder identified in which you want to store the document, enter the
name of the document, as shown in Figure 2-16, and then click Save.

@ Save As &
@L.;)'l .= ¢ MiscDocs » Poetry - | +3 '| Search Poetry p'
Organize v ew folder 42w @

Meditation 4 Mame ) Date modif
. Michael
4 Misc Docs Mo iters match your search
Poetry
1) Artichoke Recipe.zip
M3I0Cache
. MT website
o Wby Music
Mew folder
0dd and Frnds
St - 4 .F[I L3
File name: Epicteus.docx =
Save as type: | Word Document (*.docx) ¥,
Authors: Carole Tags: Add atag
[F"] save [humbnail
1
 Hide Folders Touls = [ Save ] | Cancel

Figure 2-16: When saving a file, you don’t have to enter a file extension.
The .docx extension will be supplied by Word automatically.




EDITING DOCUMENTS IN
THE WORD WEB APP (Continued)

in the earlier .doc file format, but you cannot edit them.)
The editing capabilities in the Word Web App are a
subset of those in the PC version of Word described here
and in Chapters 3 and 4. However, if you are primarily
just editing your data and sharing it with others, SkyDrive
and the Word Web App provide you a great opportunity
to access your information from anywhere with only a
browser and Internet connection.

To use a document in the Word Web App:

1. Double-click the SkyDrive folder that contains the
document you want to view or edit (see Chapter 1
for information on logging on to SkyDrive).

2. Click the file you want. A document preview
screen opens that displays information about the
file, shows other files in the folder that you can
choose to open, and displays a toolbar of actions
that you can do with the file.

3. Click Edit. The document opens in a Word window
that is similar to the PC Word 2010 user interface
(see Figure 2-17), but lacks several features,
including the tools located on the missing
ribbon tabs and many of the options found on
a standard File tab.

4. After performing editing using the tools on the
available ribbon tabs, click the File tab and select
whether you want to open the file in your device’s
version of Word, save it under a different file
name (you don’t need to save the document,
as Word Web App does that automatically),
or download it to your device as a standard
document file or as a snapshot containing only

data and formatting (that is, no formulas).
Continued .. .

78 The Gettysburg Address.docx - Windows Intemet Explorer
GO~ m

i Favorites | (W] The Gettysburg Address.docx

Marty » SkyDrive » My Docu Mam'@]

£ Windows Live™
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The Gettysburg Address

Gettysburg, Penngylvania
November 19, 1863

Abraham Lincoln

Four score and seven years ago our tathers brought torth on this continent, a new nation, 1=
conceived in Liberty, and dedicated to the proposition that all men are created equal,

Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived
and so dedicated, can lung endure, We are met on a great batte-field of that war. We have come o
dedicate a portion of that field, as a final resting place for those who here gave their lives that that
nation might live. It is altogether titting and proper that we should do this.

But, in a larger sense, wa can not dedicate we can not congecrate we can not hallow  this

ground. The brave men, living and dead, who struggled here, have consecrated it, far above our

pout power o add or detract, The world will liwde note, nor long remember what we say here, but it

can never forget what they did here. Itis for us the living, rather, to be dedicated here to the

unfinighed work which they who fought here have thus far eo nobly advanced. It is rather for us to =

€L Local intranet | Protected Mode: Off G- H10% -

Done

(=== |

Figure 2-17: Working on a document in Word Web App feels very much
like working on it at your desktop.
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EDITING DOCUMENTS IN

THE WORD WEB APP (Continued)

5. When finished, return to your SkyDrive folders
to work with other Office documents in the same
manner, navigate to other webpages, or simply
close your browser.

As good as Word’s automatic saving is, it is a great idea

to manually save your document frequently (like a couple
of times an hour). Doing this can save you the frustration

of working several hours on a document only to lose it.

When you first open Word, the save interval is set to a
default of ten minutes.

48
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Save a Document Automatically

It is important to save a document periodically as you work. Having Word save
it automatically will reduce the chance of losing data in case of a power failure
or other interruption.

1. Click the File tab, click Options, and click the Save option on the left.

2. Beneath Save Documents, click the Save AutoRecover Info Every check box.

3. In the Minutes box, use the arrows to select or enter a time for how often Word is to

save your document.

Save files in this format: Woard Document [*.docs El

-

ZI Save AutoRecover information every |10 1 minutes

4. Click OK to close the dialog box.




. How to...

Apply Character Formatting
Using the Font Dialog Box
Set Character Spacing
Change Capitalization
Create a Drop Cap

Set Paragraph Alignment
Using Indentation

Indent a Paragraph

Using the Ruler for Indents

Determine Line and Paragraph
Spacing

Use Numbered, Bulleted, and
Multilevel Lists

Add Borders and Shading
Turning On Formatting Marks
Set Margins

Copying Formatting

Use a Dialog Box to Format
a Page

Use Mirror Margins

Determine Page Orientation

Tracking Inconsistent Formatting |
Specify Paper Size

Set Vertical Alignment

ormatting a Document

Plain, unformatted text conveys information, but not nearly
as effectively as well-formatted text, as you can see by

the two examples in Figure 3-1. Word provides numerous
ways to format your text. Most fall under the categories of
text formatting, paragraph formatting, and page formatting,
which are discussed in the following sections of this chapter.
Additional formatting that can be applied at the document
level is discussed in Chapter 4.

This chapter discusses the direct, or manual, application of

formatting. Much of the character and paragraph formatting

discussed in this chapter is commonly applied using styles that
combine a number of different individual formatting steps, saving
significant time over direct formatting. (Styles are discussed in
Chapter 4.) Direct formatting is usually applied only to a small
amount of text that needs formatting different from its style.

Microsoft Office 2010 QuickSteps Formatting a Document
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g.docx - Microsoft Waord |:‘ M

@ H92-0|= Declaration of Independence-wo f
n Hnme Tnsert Page | aynut References Mailings Reuieud Wienwns Developer (=] 0
Aa | n' [y Orientation = -:J,' A Watermark = Indent Spacing 9 by I~
2] G| Fome B | Wesecon g Z]|t20m . o
Themes Margins - T a = - @
- [@)- s Columns » b8~ | [} Page Borders  E% 0" | st - B0, Selection Pane
Themes Page Setup Page Rackground Paragraph Arrange

Declarationofindependence

|
Here-is-the-complete text-of-the-Declar{
The-originalspelling-and-capitalization|
1

(Adopted by-Congress-on-July4,1776)-
The:UnanimousDeclaration

of the Thirteen-United-States-of-Amerid

When,inthe'courseof-humanevents,:
bondswhich-have-connected them-wit
separateand-equalstationto-which-th
respectto-the-opinionsof-mankind-req
the:separation.q

We-hold these-truthsto-beself-evident

4
i Fage: 1 or1 | Words: 306 |l S|
Figure 3-1: Formatting makes text
both more readable and more
pleasing to the eye.
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Declaration of Independence.docx - Microsoft Word
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Font: color: Underllne style Underline color;
|~ ]| [tnone) [=] [ Automatic
Effects
[T strikethrough [ small caps
[ Double strikethrough [ &ll caps
[ Superscript [ Hidden
[ subscript
Preview
Tahoma

This is a TrueType font, This Font will be used on both printer and screen.

Font R
Advanced

Font: Font style: Size:

Tahoma Bold 113.5

Snap ITC » | |Reqgular «| |8

Stencil It alic 2

Sylfaen — 10

Symbol | [Bold Ixalic 11

= 12

[ Set As Default ] [ Text Effects. .. ]

[ Ok

][ Cancel ]
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Figure 3-2: The Font dialog box provides a complete
set of character formatting controls.

APPLY FORMATTING SHORTCUT KEYS

Format Text

Text formatting covers the formatting that you can apply to individual
characters and includes a selection of fonts, font size, color, character spacing,
and capitalization.

Apply Character Formatting

Character formatting can be applied using keyboard shortcuts, the Home tab

on the ribbon, and a Formatting dialog box. Of these, clicking the Home tab

and clicking the Font Dialog Box Launcher = to open the Font dialog box (see
Figure 3-2) provides a comprehensive selection of character formatting and
spacing alternatives. In the sections that immediately follow, the Font dialog
box can be used to accomplish the task being discussed. Keyboard shortcuts and
the Font and Paragraph groups on the Home tab (see Figure 3-3) often provide a
quicker way to accomplish the same task, and keyboard shortcuts (summarized
in Table 3-1) allow you to keep your hands on the keyboard.

Clear Multilevel
Formatting Bullets Numbering List
Font Grow Shrink Change Align
Size Font Font Case Left enter

—\—\—‘ T 7— 7: !_/l Decrease Indent

Decrease font size

CTRL+SHIFT+<

Increase font size

CTRL+SHIFT+>

Table 3-1: Formatting Shortcut Keys

Align left CTRL+L % Increase Indent
. . Font . % .
Align right CTRL+R Name Tahoma Aﬂ 7 ‘—l Line and
| paragraph
All caps CTRL+SHIFT+A Bold B v abe 3, X° - A- spacing
[ ] < =
Bold CTRL+B / ft/. 1 5 ‘\ }ragr Show/Hlde
. Formattmg
Bulleted list CTRL+SHIFT+L / / \ Symbols
Center CTRL+E Italics Underline Subscript Text Font Shadmg Allgn
effects | Color Right
Copy format CTRL+SHIFT+C

Strikethrough Superscript Text Dialog  Borders Sort Justify
highlight Box
color  Launcher

Figure 3-3: The Font and Paragraph groups on the Home tab provide fast
formatting with the mouse.
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APPLY FORMATTING SHORTCUT KEYS

Decrease font size one point | CTRL+[
Increase font size one point CTRL+]
Open font dialog box CTRL+D
Font name CTRL+SHIFT+F
Hang paragraph CTRL+T
Heading level 1 ALT+CTRL+1
Heading level 2 ALT+CTRL+2
Heading level 3 ALT+CTRL+3
Indent paragraph CTRL+M
Italic CTRL+I
Justify paragraph CTRL+J

Line space (single) CTRL+1

Line space (1.5 lines) CTRL+5

Line space (double) CTRL+2

Normal style

CTRL+SHIFT+N

Paste format

CTRL+SHIFT+V

Reset character formatting CTRL+SPACEBAR
Reset paragraph formatting CTRL+Q

Small caps CTRL+SHIFT+K
Subscript CTRL+=
Superscript CTRL+SHIFT+=
Symbol font CTRL+SHIFT+Q

Un-indent paragraph

CTRL+SHIFT+M

Underline continuous

CTRL+U

Underline double

CTRL+SHIFT+D

Underline word

CTRL+SHIFT+W

Table 3-1: Formatting Shortcut Keys (Continued)

Prior to applying formatting, you must select the text
to be formatted. Chapter 2 contains a description on

selecting text.

52 Microsoft Office 2010 QuickSteps
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USE THE MINI-FORMATTING TOOLBAR

In Word 2010, when you right-click text, you see both a context menu and a
mini-formatting toolbar. When you select text and place your pointer on the
selection, the mini-formatting toolbar also appears. This toolbar has several
of the buttons available in the Home tab’s Font and Paragraph groups. In the

next sections, when we point out that you can use the Home tab Font group to
accomplish a function, it is likely that you can perform

il

Tahoma = 9 = A" A7 £
BIUE¥-A-F

JTkS st ansuch principles and o
actt Bold (Ctrl +B) happiness, Prudence

b

the same function with the mini-formatting toolbar by
selecting text or right-clicking it. However, to reduce
repetition, using the mini-formatting toolbar will not be
stressed further in this chapter.

SELECT A FONT

A font is a set of characters that share a particular design, which is called a
typeface. When you install Windows, and again when you install Office, a
number of fonts are automatically installed on your computer. You can see the
fonts on your computer by clicking the down arrow next to the font name in
the Home tab Font group and then scrolling

Tahoma |_"!1 A A | Aa~ i“jl :_=:
through the list (your most recently used Theme Fonts -
fonts are at the top, followed by all fonts ;mm"tm R RROR (H“:Bi“:s: ]

. . . arpe ua oy,
listed alphabetically). You can also see the list Recently Used Fonts
of fonts in the Font dialog box, where you 0 Tahoma
. . All Fonts
can select a font in the Font list and see what 0 gy B
it looks like in the Preview window at the ¢ Aharoni 11 TN
O ALGERIAN

bottom of the dialog box.
By default, the Calibri font is used for body text in all new documents using the
default Normal template. To change this font:

1. Select the text to be formatted (see Chapter 2).

2. Click the Home tab, and click the Font down arrow in the Font group. Scroll through
the list until you see the font you want, and then click that font.




APPLY BOLD OR ITALIC STYLE
!‘m Fonts come in four styles: regular (or “roman”), bold, italic, and bold-italic. The N
default is, of course, regular, yet fonts such as Arial Black and Eras Bold appear

You can also open the Font dialog box by right-clicking bold. To make fonts bold. italic, or bold-italic:
the selected text you want to format and then clicking ! ’

Font or by clicking the Font Dialog Box Launcher in 1. Select the text to be formatted (see Chapter 2).
the Font group. 2. Press CTRL+B to make it bold, and/or press CTRL+l to make it italic.
_Or_
Click Bold in the Home tab Font group, and/or click Italic. . ID\‘
CHANGE FONT SIZE N

Font size is measured in points, which is the height of a character, not its width.

For most fonts, the width varies with the character, the letter “i” taking less

Several types of fonts are included in the default set that

is installed with Windows and Office. Alphabetic fonts room than “w,” for example. (The Courier New font is an exception, with g [«

come in two varieties: serif fonts, such as Times New all characters having the same width.) There are 72 points in an inch. ) (&)
. . g

Roman or Century Schoolbook, with the little ends The default font size is 11 points for body text, with standard headings 10

11
1z

or, serifs, on the ends of each of the character’s lines,

varying from 11 to 14 points. For smaller print, 8-point type is common,
and sans serif (“without serifs”) fonts, such as Arial and

N , and below 6 point is unreadable. To change the font size of your text: 14
Century Gothic, without the ends. Sans serif fonts are 16
generally used for headings and lists, while serif fonts are 1. Select the text to be formatted (see Chapter 2). :E o
generally used for body text. There are script fonts, such 2. In the Home tab, click the Font Size down arrow in the Font group, scroll 2
as Lucinda Calligraphy. Finally, there are symbol through the list until you see the font size you want, and then click that font. i:
fonts, such as Wingdings and Webdings, with many Loy
special characters, such as smiling faces (“smilies”), —Or= £l ~
arrows, and pointing fingers. Press CTRL+SHIFT+< to decrease the font size, or press CTRL+SHIFT+> to 22

y increase the font size.

UNDERLINE TEXT e = < | B 24

Several forms of underlining can be applied to your text. —_— -
1. Select the text to be formatted (see Chapter 2).

At the top of the Font Size list box you can type in half- 2. Click the Underline down arrow in the Home tab Font group,
point sizes, such as 10.5, as well as sizes that are not on and click the type of underline youwant. T TTTTTTTo
the list, such as 15. _Or— - ©
Press CTRL+U to apply a continuous underline under the entire
SeleC’[ion. Mure Underlines...
ﬂ Uriderline Culur ¥
—h
o
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N Press CTRL+SHIFT+W to apply an underline under each word in the selection.

The Underline Style drop-down list in the Font dialog —Or—
box, as with the Underline button in the ribbon, contains
underline choices beyond those the other methods

provide—dotted, wavy, and so on. USE FONT COLOR

Press CTRL+SHIFT+D to apply a double underline under the entire selection.

To change the color of text:

I 1. Select the text to be formatted (see Chapter 2).

(I 2utomatic 2. Click the Home tab, and click Font Color in the Font group to apply the current

Theme Colors .
< E EEEEEEE selected color (click the Font Color down arrow to select a color from a menu of
theme colors).

I _Or-
dililil

p—— Click the Font Dialog Box Launcher for the Font dialog box. Click the Font Color
To) 0 | EEEEEN down arrow, click the color you want, and click OK.
15 More Colors.,, 3

2 . If, in selecting a color from either the Home tab Font group or the Font dialog box,
Gradient L3

you do not find the color you want within the 40-color palette, click More Colors to
open the Colors dialog box. In the Standard tab, you can pick a color from a 145-color

o Colors |2 | palette, or you can use the Custom tab to choose from an almost infinite range of
colors by clicking in the color spectrum or by entering the RGB (Red, Green, and Blue)
CE
values, as you can see in Figure 3-4, or the HSL (Hue, Saturation, and Luminescent)
Calorst values.
RESET TEXT
~ Figure 3-5 shows some of the formatting that has been discussed so far. All of
those can be reset to the plain text, or the default formatting. To reset text to
default settings:
«
- colormodel: ReB  [v] 1. Select the text to be formatted (see Chapter 2).
d: | =

Fée ,D = Mot 2. Click Clear Formatting ) in the Home tab Font group.

Green: o B

Blue: [a : . —Or-

e Press CTRL+SPACEBAR. (This will not reset a font size change if it is the only difference
o™ & with the default.)
Figure 3-4: You can create any color you want
in the Custom tab of the Colors dialog box.

o
-
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M This-is-the-Default-Title-Textq "

Word comes with a default set of formatting parameters
for body text composed of Calibri, 11-point regular type,
and black color. You can change this in the Font dialog " This-is-the-default-Heading-1.-Itsis-14-point-Cambria,boldf
box by clicking the Font Dialog Box Launcher in the
Home tab. In the dialog box, select the font, style, size,
and color you want; click Set As Default; click OK to set * This-is-the-defaultHeading 3. Itis:11-point:Cambria, boldq
these for either this one document or for all documents. Thisine.usesthe-default-11-point-Calibrif

Then click OK to close the Font dialog box.

* This-is-the-default-Heading2.-It-is*13-point-Cambria,-bold]

This-line-uses-12-point-Arialq

This line uses ‘1 2-point Century Schoolbooky

Thisline uses 12-point Century Gothict

USING THE FONT DIALOG BOX o

Although you can apply many effects, such as Thisdeted:12-point-Calibre

superscript, emboss, and small caps, using the Fonts This-is-hlue-10-pointCalibrid]
group in the Home tab, you have an alternative way to
make these changes. Here is how you can use the Font

Thisis-@-point-Calibrif)

. . . Thisisfrpoint Calibeiq (o))
dialog box, shown in Figure 3-6, to change text effects.
1
1. Select the text you want to change the
formatting for. 1
2. Click the Home tab, and click the Font Dialog Figure 3-5: Character formatting must be applied judiciously or it will detract from the
appearance of a document. ~

Box Launcher in the Font group to open the Font
dialog box. If it isn’t already selected, click the

Font tab.
. Set Character Spacing
3. In the Effects area, click the options that you think In this context, character spacing is the amount of space between characters oo
you want to apply (some are mutually exclusive, on a single line. In the Advanced tab of the Font dialog box, Word gives you
such as Superscript and Subscript). the chance to increase and decrease character spacing as well as scale the size
4. Check the results in the Preview area. When you of selected text, raise and lower vertically the position of text on the line, and
are satisfied, click OK. ©
—h
o
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Font M

Fogt Advanred

Fonk:
Arial

Aparajita - |

Arabic Typesetting [

Architacturs &

Arial Blacl. =il

Font cnlne: Linderline shyle: linderline rolne:

El {none) B [ Aukomatic - |
Effects
|} Strikethrough | Small caps
[ Douwsble strikethraugh [ Al caps
[7] Superscript [ Hidden
[7] Subseript
Preview

Arial

This is & TrueType font. This fiont will be used on both printer and screen,

[SuLm Dl aull | ITexLﬂh:LL'»... ] [ oK [ Cained ]

Figure 3-6: The Font dialog box is an alternative way to
add text effects, such as strikethrough, shadow, and
small caps.

Character spacing, especially kerning, is predominantly
used when you are creating something like a brochure,
flyer, or newspaper ad in which you want to achieve a
typeset look.
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determine when to apply kerning (how much the space for certain characters

such as “A” and “V” can overlap). To apply character spacing:

1. Select the text to be formatted.

2. Click the Home tab, click the Font Dialog Box Launcher to open the Font dialog box,
and click the Advanced tab. Under Character Spacing you have these options:

® Scale: Select the percentage scale factor you want to apply. (This is not
recommended. It is better to change the font size so as not to distort the font.)

® Spacing: Select the change in spacing (Expanded or Condensed) that you want

and the amount of that change.

® Position: Select the change in position (Raised or Lowered) that you want and the

amount of that change.

® Kerning For Fonts: Determine if you want to apply kerning rules and the point size

at which you want to do that.

3. Check the results in the Preview area, an example of which is shown in Figure 3-7.

When you are satisfied, click OK.

Figure 3-7: The spacing of text
can have as much to do with its
appearance as the choice of font.

Font Lw .

Fnaok Advanced

Character Spacing
Sealer  |s0% [=]
Spacing: | Expanded IZ| By: _lp't
Position: E| By: 3pt

[™] Kerning for fonts: % ! Points and ahove

e | [l4f

CpenType Fasturas
Ligatures: Mone
Mumber spacing:  Default
Mumber forms:  Default

Stylistic sets: Defaul
[] Use Contextual Alternates

EIEIEIE]

Preview

When, in the course of human events

This is & TrueType font, This fonk will be used on both printer and screen,

Sel As Delaull | [TuxL Elfels. .. ] [ Ok ] [ Caned




Change Capitalization

You can, of course, capitalize a character you are typing by pressing and
You can use SHIFT+F3 to toggle between uppercase,

lowercase, and sentence case on selected text. For
instance, if you select a complete sentence with a letter that you type be capitalized, and then press CAPS LOCK again to turn off

holding SHIFT while you type. You can also press CAPS LOCK to have every

leading capital letter and a period at the end and press capitalization. You can also change the capitalization of existing text.
SHIFT+F3 three times, you will get all caps, all lowercase,
and sentence caps (only the first letter of the sentence

capitalized), respectively. Note that if you switch to toggle
case and then attempt to change to sentence case, ® Click Sentence Case to capitalize the first character of every selected sentence.

the characters will remain in uppercase unless you first ® Click Lowercase to display all selected words in lowercase. L
change to lowercase and then to sentence case.

1. Select the text whose capitalization you want to change.

2. In the Home tab Font group, click Change Case Aa” . Select one of these options:

® Click UPPERCASE to display all selected words in all caps. All characters of every

selected word will be capitalized.
® Click Capitalize Each Word to put a leading cap on each selected word.

® Click tOGGLE cASE to change all lowercase words into uppercase and uppercase o1
words into lowercase.

Create a Drop Cap

Adrop cap is an enlarged capital letter at the beginning of a paragraph that (o))
extends down over two or more lines of text. To create a drop cap:

1. Select the character or word that you want to be formatted as a drop cap.

2. Click the Insert tab, and click Drop Cap in the Text group. A A= prop Caphl? "4 Otject -
context menu will open. As you point to the various options, = '
you’ll see a preview of what the result will be if you choose that
option. You have these choices:

Mone

Dropped

i I L0

® Click Dropped to have the first letter dropped within the i
paragraph text. fo o)

rop Cap Options..,

li
=]

® Click In Margin to set the capital letter off in the margin.

® Click Drop Cap Options to see further options. You can change the font, specify
how many lines will be dropped (3 is the default), and specify how far from the text
the dropped cap will be placed. Click OK to close the Drop Cap dialog box.

0]}
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\ The paragraph will be reformatted around the enlarged capital letter. Here are
A _ the two options of putting the dropped cap in the paragraph or in the margin:
To remove a drop cap, select the character or word, click

Drop Cap in the Insert tab Text group, and click None hen, in the course of human
dissobve the political bords
assume among the powers ¢

which the laws of nature and of nats

opirions of mankind requires that the
the separation.

from the context menu.

hen, in the course of human events, |
the peltica bonds which have conne
powers of the earth, the separate amc
nanre's God entte them, a decent n
they should declare the causes wihich

Format a Paragraph

T Paragraph formatting, which you can apply to any paragraph, is used to manage
alignment, indentation, line spacing, bullets or numbering, and borders. In Word,
a paragraph consists of a paragraph mark (created by pressing ENTER) and any

10

Left Aligned:

when, In the course of human events, It becomes necessary for one people 1o dissolve
the political bonds which have connected them with another, and to assume among the
powers of the earth, the separate and equal station to which the laws of nature and of
nature's God entile them, a decent respect to the opinions of mankind requires that
they shiould declare the causes which impel them to the separation.

Centered:
Wheer, in the course of human evenits, iU becomes necessary [or one people W disolve
the political bonds which have connected them with another, and to assume among the
powers of e earth, G separate and egud station L which e laws of nalure and of
nature's God enftite them, a decent respect to the opinions of mankind requires that
they shold declare the causes which impel them to the separanon.

Right aligned:

When, in the course of human events, it becomes necessary for one people to dissobe
the polincal bonds which have connected them with another, and to assume amonag the
powers of the earth, the separate and equal station to which the laws of nature and of
nahure's God entiie them, a decent respect to the opinions of mankind requires that
they should declare the causes which impel them to the separation.

Justified:

When, in the course of human events, it becomes necessary for one people to disschve
the political bonds which bave conmecled them with another, and W assume among e
powers of the earth, the separate and equal station to which the laws of natre and of
natre's God enttle them, a decent respect to the opinions of manknd requires that
they should declare the causes which impd them to the scparation.

Figure 3-8: Paragraph alignment provides both visual appeal and separation
of text.

58 Microsoft Office 2010 QuickSteps  Formatting a Document

text or objects that appear between that paragraph mark and the
previous paragraph mark. A paragraph can be empty, or it can
contain anything from a single character to as many characters as
you care to enter.

Set Paragraph Alignment

Four types of paragraph alignment are available in Word (see
Figure 3-8): left-aligned, centered, right-aligned, and justified. Left-
aligned, right-aligned, and centered are self-explanatory. Justified
means that the text in a paragraph is spread out between the left and
right page margins. Word does this by adding space between words,
except for the last line of a paragraph. To apply paragraph alignment:
1. Click in the paragraph you want to align. (You don’t need to select the
entire paragraph.)

2. For left alignment, press CTRL+L; for right alignment, press CTRL+R;
for centered, press CTRL+E; and for justified, press CTRL+J.




—Or—
You can also open the Paragraph dialog box by right- In the H tab P h lick Allan Left. Center. Allan Riaht. or Justif N
clicking the paragraph you want to format and clicking n the Fome tab Faragraph group, clic 'gn Lett, Lenter, Align Right, or Justily,

respectively, depending on what you want to do.

Paragraph.
—Or—
In the Home tab Paragraph group, click the Paragraph
Paragraph Dialog Box Launcher to open the Indents and Spacing | line: and Page Fraaks
S Paragraph dialog box. In the Indents And Spacing General

’ w tab, click the Alignment down arrow, click the type of Aligrment:
alignment you want, and click OK. Outline level:

USING INDENTATION

AN
A good question might be “why use indentation?” There Indent a Pa rag raph
are at least four good reasons: Indenting a paragraph in Word (see Figure 3-9) means to:
[ ] i i . . .
o cligialie clrdl e s € (i 50 sy ® Move either the left or right edge (or both) of the paragraph inward towards the center
can be viewed as elements within a given topic. o
Bulleted and numbered lists fall into this category. Move the left side of the first line of a paragraph inward toward the center
. . [ ] i i i
o To separate and call attention to a piece of text. Move ﬂ?e I(?ft side of the first line of a paragraph leftward, away from the center, for
An ordinary indented paragraph, either just on the a hanging indent
left or on both the left and right! is done for this This normal paragraph uses the full width provided by the margins.
reason. When, in the course of human events, it becomes necessary for one people to dissolve the political bonds which have (@]
connected them with another, and to assume among the powers of the earth, the separate and equal station to
® To provide a hierarchical structure. An outline uses which the laws of nature and of nature’s God entitle them, a decent respect to the opinions of mankind requires that
. . . they should declare the causes which impel them to the separation.
this form of indentation.
® To indicate the start of hb This normal paragraph has bean indented '/ inch on the left and right.
O Indicate the start of a new paragrapn by When, in the course of human events, it becomes necessary for one people to dissolve the political
f A i i bonds which have connected them with another, and to assume among the powers of the earth,
indenting the first line of the paragraph. i bl atidalidopladial ol P ottt e e ~
A A " decent respect to the opinions of mankind requires that they should declare the causes which
Indentation is a powerful formatting tool when used e i 6t o
correctly. Like other formatting, it can also be overused
and make text hard to read or to understand. Ask yourself This normal paraaraph's first line is indented 12 inch on the left.
’ When, in the course of human events, it becomes necessary for one people to dissclve the political bonds
two questions about indentation: which have connected them with another, and to assume among the powers of the earth, the separate and equal f0s)
station to which the laws of nature and of nabure’s God entitle them, a decent respect to the opinlons of mankind
® Do | have a good reason for it? requires that they should declare the causes which impel them to the separation.
—And— This normal paragraph is a hanging paragraph, outdented z inch on the left.
When, in the course of human events, it becomes necessary for one people to dissolve the political bonds which have
® Does it improve the readability and/or connected them with another, and to assume among the powers of the earth, the separate and equal
station to which the laws of nature and of nature's God entitle them, a decent respect to the opinlons of
understanding of what is being said? mankind requires that they should declare the causes which impel them to the separation. ©
Figure 3-9: Indenting allows you to separate a block of text visually.
-t
o
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CHANGE THE LEFT INDENT
To move the left edge of an entire paragraph to the right:

1. Click in the paragraph to select it.

.
i

2. In the Home tab Paragraph group, click Increase Indent one or more times to

indent the left edge a half-inch each time.

—Or—

Press CTRL+M one or more times to indent the left edge a half-inch each time.
—Or—

In the Page Layout tab Paragraph group, click the Left Indent spinner.

—Or—

Open the Paragraph dialog box. In the Home tab Paragraph group, click the

T~
l:::at.on | Paragraph Dialog Box Launcher. In the Indents And Spacing tab, under Indentation
;igm 7 : and opposite Left, click the spinner’s increase arrow (up) until you get the amount of

indentation you want, and then click OK.
REMOVE A LEFT INDENT
To move the left edge of an entire paragraph back to the left:

1. Click in the paragraph to select it.

2. In the Home tab, click Decrease Indent <= in the Paragraph group one or more times
to un-indent the left edge a half-inch each time.

_Or_
Press CTRL+SHIFT+M one or more times to un-indent the left edge a half-inch each time.
_Or_

In the Home tab Paragraph group, click the Paragraph Dialog Box Launcher to open
the Paragraph dialog box. In the Indents And Spacing tab, under Indentation and
opposite Left, click the decrease arrow (down) until you get the amount of indentation
you want, and then click OK.

CHANGE THE RIGHT INDENT
To move the right edge of an entire paragraph to the left:

1. Click in the paragraph to select it.
2. In the Page Layout tab Paragraph group, click the Right Indent spinner.

Formatting a Document




—Or—
Open the Paragraph dialog box. In the Home tab Paragraph group, click the

Indzntatin _ Paragraph Dialog Box Launcher. In the Indents And Spacing tab, under Indentation
:EF; ;1" - and opposite Right, click the increase arrow (up) until you get the amount of
= -y indentation you want, and then click OK.
INDENT THE FIRST LINE
To move the right edge of an entire paragraph to the left:
1. Click in the paragraph to select it.
2. Open the Paragraph dialog box. In the Home tab Paragraph group, click the
apecial o Paragraph Dialog Box Launcher. In the Indents And Spacing tab, under Indentation, H
(::::) M & click the Special down arrow, and click First Line. Click the By spinner to set the
“ amount of indentation you want, and then click OK.
MAKE A HANGING INDENT
To indent all of a paragraph except the first line: o1
1. Click in the paragraph to select it.
2. Press CTRL+T one or more times to indent the left edge of all but the first line a half-
inch each time.
(o2}
Sperial: By: —-Or-
2l Open the Paragraph dialog box. In the Home tab Paragraph group, click the Paragraph
Dialog Box Launcher. In the Indents And Spacing tab, under Indentation, click the
Special down arrow, and select Hanging. Enter the amount of the indent, and click OK.
\l
REMOVE A HANGING INDENT
' To un-indent all but the first line of a paragraph:
‘__‘m 1. Click in the paragraph to select it.
You can reset all paragraph formatting, including indents 2. Press CTRL+SHIFT+T one or more times to un-indent the left edge of all but the first oo
and hanging indents, to their defaults by pressing line a half-inch each time.
CTRL+Q. —Or—

Open the Paragraph dialog box. In the Home tab Paragraph group, click the
Paragraph Dialog Box Launcher. In the Indents And Spacing tab, under Indentation, ((o)
click the Special down arrow, and select None. Click OK.

0]}
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USING THE RULER FOR INDENTS
You can use the horizontal ruler for setting tabs
and indents.
DISPLAY THE RULER
To display the ruler:
1. Click the View tab.

2. In the Show group, click Ruler. Vertical and
horizontal rulers will be displayed on the top and
left side of the document window.

—Or-—
Click View Rulers at the top of the vertical Gl

-

scroll bar.
SET PARAGRAPH LEFT INDENT
To move the whole paragraph to the left:

1. Click or select the paragraph to be indented.

2. Drag the Left Indent L Ex
box where you want the ‘ ‘ )
paragraph moved. Left Indent

SET RIGHT SIDE INDENT
To move the right side of the paragraph to the left:

1. Click or select the paragraph to be indented.

2. Drag the Right Indent tab on the s_ﬁ
|

right of the ruler to the left where (Right Indent

you want the paragraph moved.
Continued . . .
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Determine Line and Paragraph Spacing

The vertical spacing of text is determined by the amount of space between lines,
the amount of space added before and after a paragraph, and where you break

lines and pages.

SET LINE SPACING
The amount of space between lines is most often set in terms of the line height,
with single-spacing being one times the current line height, double-spacing being
twice the current line height, and so on. You can also specify line spacing in
points, as you do the size of type. Single-spacing is just under 14 points for
12-point type. To set line spacing for an entire paragraph:
1. Click in the paragraph you want to set the line spacing for. = &= | tomal |

v | 10
115

2. In the Home tab Paragraph group, click the Line And
Paragraph Spacing down arrow, and then click the line
spacing, in terms of lines, that you want to use.

1b

2.0
—Or— 25 L}

Press CTRL+1 for single-spacing, press CTRL+5 for one and *

one-half line spacing, and press CTRL+2 for double-spacing.
_Or_

In the Home tab Paragraph group, click the Paragraph
Dialog Box Launcher to open the Paragraph dialog box. In the Indents And Spacing
tab, under Spacing, click the Line Spacing down arrow, and select the line spacing
you want to use, as shown in Figure 3-10. Click OK.

ADD SPACE BETWEEN PARAGRAPHS
In addition to specifying space between lines, you can add extra space at the
beginning and end of paragraphs. Many people simply add an extra blank
line between paragraphs, but it does not always look that good. If you are
using single spacing, leaving a blank line will leave an extra 14 points (with
12-point type) between paragraphs. Common paragraph spacing is to leave
3 points before the paragraph and 6 points afterward, so if you have two
of these paragraphs, one after the other, you would have a total of 9 points,

Line Spacing Options..,

Remowe Space Before Paragraph

I =

Remowe Space After Paragraph




USING THE RULER FOR INDENTS
(Continued)
SET FIRST LINE INDENT OR HANGING INDENT

To set the first line to be either indented to the right or left
of the rest of the paragraph, or to create a hanging indent:

Click or select the paragraph to be indented.

® To indent the first line, drag the top marker, the
first line indent on the left of the ruler, to the right
or left of where you want the first line moved.

e l_'E_O—I First line indent

® To create a hanging indent, drag the lower
marker, the hanging indent on the left of the
ruler, to the right where you want the paragraph,
except for the first line, to be moved.

To specify a specific amount of space between lines
other than a number of lines, in the Paragraph dialog box,
select Exactly from the Line Spacing menu and then
enter or select the number of points to use between lines.
With 12-point type, single spacing is about 14 points, one
and one-half-line spacing (1.5) is about 21 points, and so
on. With 11-point type, single spacing is about 12 points.

v

If you reduce the line spacing below the size of the type
(below 12 points for 12 point type, for example), the lines
will begin to overlap and become hard to read.

Paragraph M
Indents and Spacing | Line and Page Braaks |

fzeneral
Agnment:: Left E|
Outline level: | Body Text E|

Indentation
Left: o & Spexial: EBy:
Right: o = {none) |Z| %
[7] Mirror inderts
Spacing
Before: At Line spacing: at:
afrer: Ao =] . H

[] Don't add space between paragra

Previsw

Figure 3-10: Line spacing is another ;
way you can improve the readability Iobs.. | [ getaspefout [ o ][ conce
of a document.

in comparison to the 14 points from an extra blank line. To add extra space
between paragraphs:

1. Click in the paragraph you want to add space to.

2. In the Page Layout tab Paragraph group, click the Spacing i’;c;:fw i

spinners to set the spacing for before and after paragraphs. S atten 12pt
—Or—

Ab A

In the Home tab Paragraph group, click the Paragraph Dialog Box Launcher to open
the Paragraph dialog box. In the Indents And Spacing tab, under Spacing, click the
Before spinner or enter a number in points (“pt”) for the space

Spacing
you want to add before the paragraph. If desired, do the same Before: ot 2
thing for the space after the paragraph. When you are ready, After: lzpt =

click OK.
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‘w SET LINE AND PAGE BREAKS
The vertical spacing of a document is also affected by how lines and pages are

If you format a paragraph the way you want a group of broken and how much of a paragraph you force to stay together or be with text

paragraphs to look, you can often just press ENTER to either before or after it.

begin a new paragraph with the same formatting. See
the discussion of styles in Chapter 4. You can break a line and start a new one in two ways, depending on whether

you want to create a new paragraph:
® Create a new paragraph by moving the insertion point to where you want to break the
line and pressing ENTER.

® Stay in the same paragraph by moving the insertion point to where you want to break
the line and pressing SHIFT+ENTER. This retains the same formatting as the original
paragraph. If you want to change formatting, you must create a new paragraph.

® Break a page and start a new one by pressing CTRL+ENTER.

—Or-—
i | B Watermark © | Indent Click the Insert tab, and click Page Break in the Pages group. "= Fage Ereak
Page Breaks
Page —Or—
.-——I Kﬂagrk the paoint atwhic_h one page ends or
S iethencebanchadins N Click the Page Layout tab, and click Breaks in the Page Setup group. Click Page from
the menu.
HANDLE SPLIT PAGES
When a paragraph is split over two pages, you have several ways to control
how much of the paragraph is placed on which page.
1. Click in the paragraph you want to change.
P h
e 2. Click the Home tab, click the Paragraph Dialog Box Launcher, and click the Line

L and page Breaks | And Page Breaks tab.

3. Click the following options that are correct for your situation, and then click OK:

[T keep with next ® Widow/Orphan Control: Adjusts the pagination to keep at least two lines on one

[C] keep lines together or both pages. For example, if you have three lines, without Widow/Orphan Control,

B e break befors one line is on the first page and two on the second. When you turn on this control,
all three lines will be placed on the second page. Widow/Orphan Control is on by
default.

® Keep With Next: Forces the entire paragraph to stay on the same page with the
next paragraph. Keep With Next is used with paragraph headings that you want to
keep with the paragraph.
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® Keep Lines Together: Forces all lines of a paragraph to be on the same page. Keep
2 Lines Together can be used for a paragraph title where you want all of it on one page. N

You can type 1 with or without a period, and 2 will be ® Page Break Before: Forces a page break before the start of the paragraph. Page
formatted in the same way. Break Before is used with major section headings or titles that you want to start on
a new page.

Use Numbered, Bulleted, and Multilevel Lists
Word provides the means to automatically number, add bullets, or create
multilevel lists to paragraphs, formatting the paragraphs as hanging indents
so the numbers or bullets stick out to the left (see Figure 3-11) or successive NN
indenting for various levels of multilevel lists.

CREATE A NUMBERED LIST USING AUTOCORRECT

This is an example of a numbered list—in this case, numbered steps: . . .
You can create a numbered list as you type. Word will automatically format
. . . . (&)
;' z'la_'i':::h:t““: Ee nunikered: it according to your text. Word’s numbered lists are particularly handy
. ICi e nome a@n.
& EHEHE Bara Eranh areiip; ik the Manibating BERGH; because you can add or delete paragraphs in the middle of the list and have
the list automatically renumber itself. To start a numbered list:
This is an example of a bulleted list which is used often to display:
1. Press ENTER to start a new paragraph.
® [tems not related sequentially (o))
e Alternative ways to do or perceive things 2. Type 1, either press the SPACEBAR twice or press TAB, and then type the rest of
e ltemsorideas grouped in some way what you want in the first item of the numbered list.
This Is an example of a multileve! list, often used for organizing information: 3. Press ENTER. The number “2” automatically appears, and both the first and the
new line are formatted as hanging indents. Also, the 2 1 This is the first ine. ~
1. Developa plan forthe party site AutoCorrect lightning icon appears as you type the 2_This s the second ne.
a. Location . .
) g A first line.
i. Available parking
ii. Costforfacility 4. After typing the second item in your list, press ENTER once again. The number “3”
iii. Capacity fora large party automatically appears. Type the item and press ENTER to keep numbering the list.
iv. Availableon the date needed i . . (0]
b Baomtisa 5. When you are done, press ENTER twice. The numbering will stop, and the
' ; hanging indent will be removed.
' Layoutfor the themel . 2= -~ 1 This is the first line.
ii. Costof both decorationsand hired decorators If you click the AutoCorrect icon, you may -q Qndo‘.&utomlatlc Numbe;‘;]g
2. P|a|'lafl0r::::of o dBSiredl choose to undo the automatic numbering Stop Automatically Creat.iﬂg Murmbered Lists o
. T Control AutaFormat Options...
b. Caterersand costs that has already been applied, stop the
automatic creation of numbered lists, and control the use of AutoCorrect
Figure 3-11: Numbered, bulleted, and multilevel lists help organize
thoughts. (see Chapter 4 for more on AutoCorrect).
—h
o
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Click the Numbering, Bullets (seen in Figure 3-12), or
Multilevel List down arrow to select a number, bullet,
or multilevel list other than the default from a context
menu. See the section, “Customize Bulleted, Numbered,
and Multilevel Lists,” for additional ideas on how to vary
bullets, numbering, and multilevel list formats.

To apply bullets or numbering to a list already typed,
highlight the text and then right-click the selected text
and point to Bullets or Numbering on the context menu,
and then click the format option you want. Or, on the
Home tab Paragraph group, click Numbering to format
the selected text as a numbered list, or click Bullets to
format the text as a bulleted list.

EERT FF (81 | T | amncene

Bullet Library

Mone ® @) ] - 0:0

>|[v

<= Change List Level b

Define Mews Bullet..,

Figure 3-12: Clicking the Bullets,
Numbering, or Multilevel List down arrows
displays a list of formatting choices.
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CREATE A NUMBERED, BULLETED, OR MULTILEVEL LIST
BEFORE YOU TYPE TEXT

You can also create a numbered or bulleted list before you start typing the text
they will contain.

Multilevel list
1. Press ENTER to start a new paragraph.
2. In the Home tab Paragraph group, click Numbering to begin =12 -
a numbered list, click Bullets to start a bulleted list, or click T T
Multilevel List to create a multilevel list. Bullets  Numbering

3. Type the first item, and press ENTER to start the second numbered or bulleted
item with the same style as the first item. When you are done with the list, press
ENTER twice to stop the automatic list. With a multilevel list, click Increase Indent or
Decrease Indent to start a new level.
_Or_
Click Numbering, Bullets, or Multilevel List in the Home tab
Paragraph group to toggle off the list.

CUSTOMIZE BULLETED, NUMBERED, AND MULTILEVEL LISTS

Bullets | »

Numbering [} ¥

You saw in Figure 3-12 that Word offers seven different types of bullets.
Similarly, Word offers eight different styles for numbering paragraphs and
creating multilevel lists. For those to whom these choices are not enough, there
is a Define New option for bullets, numbering, and multilevel lists that allows
you to create new possibilities. In the case of bullets, this includes the ability to
select from hundreds of pictures and import others to use as bullets. To create
custom bullets or numbering or multilevel lists:

1. In the Home tab Paragraph group, click the Bullets or Numbering down arrow to open
the Bullets or the Numbering context menu.

2. For either bullets or numbering, you have these choices:

® For bullets, click Define New Bullet, and the Define New Bullet dialog box appears
(see Figure 3-13). Click Font and then select the font and other attributes in the
dialog box for the character that you want to use; alternatively, click Symbol to
select a symbol, or click Picture to choose from a number of picture bullets that are
included in Office’s clip art collection (see Figure 3-14). To use your own picture,
click Import and select that picture. Click OK to close the Picture dialog box, select
both the bullet and text position, click OK again, and use the new bullet.




Define New Bullet

Bullet character

Symbol... | [ Picture...
Ali!_;'ment:

Lefe [~]

Preview

|I Fonk... ]

i ok

Ei[ Cancel ]

® For numbering, click Define New Number Format, and the dialog box appears
(see Figure 3-15). Click the Number Style down arrow to choose the style
(numbers, capital letters, lowercase letter, roman numerals, and so on), click Font
to choose the numbers formatted with a particular font, and click OK to close the
Font dialog box. Press TAB to select the number in the Number Format text box, and
type a sample of the number you want (delete the period for a number without the
period). Click the Alignment down arrow to choose between Right Alignment, Left,
or Centered. Click OK to apply the customized numbering.

® For multilevel lists, click Define New Multilevel List, and a dialog box appears,
as shown in Figure 3-16. Select a level to modify, and then change the Number
Format, Number Style, or Position areas as needed. Click More to see more

Figure 3-13: You can select any
character in any font to use as

a bullet.

Picture Bullet L2 i Som]
Scarch kext: [ o
[V Include content from Office.com
-
L+ u
=

i +

[T amport.. || [ o [ come |

Figure 3-14: Word provides a
number of pictures that can be

used as bullets.
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AN
options, such as applying the changes to the whole list, this point forward, selected
text, or to the whole document. You can select a level to show in gallery from the
drop-down list. Click OK to apply your changes and close the dialog box.
(&)
Define new Multilevel list &Iﬂ
: 2
Define New Number Format Llﬁ Click level to madify:
Mumber Format [2. | 1
Nimbierstylc! 3
(R~ | [ Eort. . a i
Mumber Format: f T (@]
|1'. 7 a.-
A i
Alinet: 2 T
Left |Z| ’ a
Preview il i
Mumber Format
Enter Formatting For number: ~l
 — L | [ Eont...
—— Mumber style For this lewvel: Include level number from:
 ———————————— 1.2,3 E >
———————— Pnsitinn
Mumber alignment: Lé& E| Aligred at: | o5 : 1
Textindentat:  [g.5” =] [ setfor alLeves. . | ®
[ oK ] [ T ] More =2 o | [ concel
Figure 3-15: Numbered Figure 3-16: You can redefine any of the
paragraphs can use numbers, individual levels for multilevel lists, changing O
letters, or even uppercase or number formats, styles, position and alignment,
lowercase roman numerals. and more.
—h
o
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REMOVE NUMBERING AND BULLETING

To remove the numbering or bulleting formatting (both the numbers or bullets

You can switch a numbered list to a bulleted one or vice and the hanging indent):
versa by selecting the list and clicking the other icon in

the Home tab Paragraph group.

toggle the feature off.

Wi 5 i e

m Home Insert Page Layout Peferences Mailings Peview Wiew Developear (- e

Declaration of Independence.dace - Microsoft Ward

Tahama s v A A AuBLCCDE | AaBbCeDE  AsBbCuDe && #

Chanye  Editing

Paste | B 4 U v oabe %, ¥
e \; Shiles

T Mormal | TMo Spaci.. TSender ..

Lhphnard T Fant

{ oo

Sryies

=

[ R RO SR, SR (1 i

_» [

- Fere i the complete text of the Dedlaralion of Independence.
- The original spelfing and ion have been s i

5 (Adopted by Congress on July 4, 1775}

When, in the course of human events, it becomes necessary For one people bo dissalve the polﬂlcd bonds Ni‘nch have
curnu:bed them with ancther, and bo assume among the p f the carth, the sep

which the lawe of nature and of nature's God entitle them, a decank raspact to the opinions of mankind requires that
thesy chinld derlare the canses which impel them bn rhe separation.

e hold thess truths bo be self-evident, that all men are created equal, that they ars endowed by their Crestor with
- certain unalienable rights, that among lhese are lite, lberty and the pursukt of happiness. That ko senure theserights,
=] QNYREOIMANES Ate nshituted among men, dernng I‘hplr prst powwers From the ronsent of the gosserned. Thar whenever
E any form of povernment becomes destruckive tothese ends, It Is the right of the peogpie to alter or to abolish &, and

E Ll By iLs Foundation on such priniples ad urganiziog s powers in such Ton, as Lo

o them shall seem mod likely to effscktheir safety and happiness. Prudence, indeed, wil dictate that govermments
long established should not be changed For light and transicnk causes; and acoorcin«jy all experienee hath shown
that mankind are maore dicposed ta suffer, whils evile 2re suffarable, than to right themsslves by aboliching the Forms
to which they are accustomed. Bub when a long train of abuses and usurpations, pursuing inveariably the came object
evinres a desagn tn reduce them under abankte despotism, it i their nght, F 1< ther doty, borhrove off <uch
government, and to provide new guards for their future security, --Such has been the patient sufferance of these

& wwlunies; s suclvis rowe e recessily wlbich constrains Uhem Lo sller Ui formes sysbene of guvermmenl, The

el history of the present King of Great Dritain is & history of repeated injuries and usurpations, 2l having in direct object
B the cstablishment of an absolube byranmry over these skates, Toprove this, lek Facks be submitbed bo a candid world,

= He has refused his assent bo laws, the mast wholesome and necessary for the public good.

uo»i

L He has forhidden his novemons bn nass laws of mmedlare.and neessinn imnorfance. nless susnended intheir -
Paue lof4 | words: L504 | 5 | 23 | [Ena == 0% ( (=) ] .1.\ )

Figure 3-17: Borders and shading can be applied to text, blank paragraphs, phrases, characters,
and words.
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1. Select the paragraphs from which you want to remove the numbering or bulleting.

2. In the Home tab Paragraph group, click Numbering or Bullets, as appropriate, to

Add Borders and Shading

Borders and shading allow you to separate
and call attention to text. You can place a
border on any or all of the four sides of
selected text, paragraphs, and pages; and you
can add many varieties of shading to the space
occupied by selected text, paragraphs, and
pages—with or without a border around them
(see Figure 3-17). You can create horizontal
lines as you type, and you can add other
borders from both the Formatting toolbar
and the Borders and Shading dialog box.

CREATE HORIZONTAL LINES AS YOU TYPE
Horizontal lines can be added as their own
paragraph as you type.

Hyphers
Underscores

Equal sigrs

1. Press ENTER to create a new paragraph.

2. Type --- (three hyphens) and press ENTER.
A single, light horizontal line will be created
between the left and right margins.

—Or—




EBottom Border
Top Border
Left Border
Right Border

Mo Border
All Eorders

- EHH

Cutside Borders

Inside Borders

Inside Horizontal Barder

Inside Yertical Border

2. In the Home tab, click the Borders

Type === (three equal signs) and press ENTER. A double horizontal line will be created
between the left and right margins.

—Or-

Type ___ (three underscores) and press ENTER. A single, heavy horizontal line will be

created between the left and right margins.

ADD BORDERS AND SHADING TO TEXT

Borders and shading can be added to any amount of text, from a character to pages.

1. Select the text for which you want to have a border or shading.

|- down arrow in the Paragraph group, and then
select the type of border you want to apply. If you have selected less than a paragraph,

N
7 you can only select a four-sided box (you actually can select less than this, but you will
A= ) ) get a full box).
7= Harizontal Line
lﬁ Draw Table —Or- ( Border and Shading Options mw
G View Gridlines In the Home tab, click Borders in the Paragraph From text
O Borders and shading... group, and click Borders And Shading on the Tepr TRk o lef 4pe S
. . Bottom: |1 pt | Right: |4pt -
B R cc.mtext menu. The Border.s And Shading dialog box o
will appear, as shown in Figure 3-18.
Borders | Page Border | Shading .
- - — ® To add text or paragraph borders, click the
etting: wle: Feview
- |:_,_ Click on diageam below or use Borders tab, click the type of box (Custom for
. = | E RUshae;ho cple bt fewer than four sides), the line style, color, and
™ i A width you want. If you want fewer than four sides
_____________ and are working with paragraphs, click the sides
Stadow | | y you want in the Preview area. Click Options to R
set the distance the border is away from the text.
S pE—
30 Automatic =] ® To add page borders, click the Page Border tab, click the type of box (Custom for
ﬂ i Width: less than four sides), the line style, color, width you want, and any art you want to
o LStom
L U we E[ Apply to: use for the border. If you want fewer than four sides, click the sides you want in the
Paragraph =] Preview area. Click Options to set the distance the border is away from either the
Optians... edge of the page or the text. (Figure 3-17 contains a page border.)
[ UorizontelLine... Cancel ® To add shading, click the Shading tab, click the color of shading, or fill, you want.

If desired, select a pattern (this is independent of the fill), and choose whether to

Figure 3-18: Borders can be created with many different types

and widths of lines.

apply it to the entire page, paragraph, or just to the selected text. To add a graphic
horizontal line, click Horizontal Line on the bottom of the dialog box, click the line
you want, and click OK.

When you are done with the Borders And Shading dialog box, click OK.
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see in Figure 3-19.

marks to display.

:‘ Tab characters g
T spaces

| Paragraph marks 1
| Hidden text
T Uptional hyphens -
| Obijectanchors oy

I‘ Showy all formatting marks

TURNING ON FORMATTING MARKS

To make formatting and what is causing the spacing in

a document easier to see, you can display some of the
formatting marks. In the Home tab Paragraph group, click
the Show/Hide Formatting Marks 9 to show all of the
formatting marks—paragraph marks 1, line breaks +,
tabs, and spaces, among other characters—as you can

You can fine-tune exactly which formatting marks to
display by clicking the File tab, clicking Options, and
clicking the Display option. Under Always Show These
Formatting Marks On The Screen, you can choose which

Alwrays show these formatting marks on the screen

—

Remember that page formatting changes the margins and
other formatting for whole pages. If you select a part of
the document to have special formatting, it will separate
that section by pages. To change formatting for smaller

sections of text, use indenting.
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aclaratl

they should-declare the causes which impel them to the separation. 4

neef - Inde

Here 75 the vomplete text of the Declaration vf fndependence.
Fhe vriginal speliing and capitalization have beenrefained »
-

fAdopted by Congress onJuly 4, 17751

The Unanimous Declaration:«
of the Thirteen United States of America
When, in'thetourseof human events, itbecomes necessary for one peopleto dissolve the political bonds whichhave:

connected them: withanother, and to assume 'among the powers of the earth, theseparate andequal'stationto:
which-thelaws of nature:and of nature's God'entitle them, *a-decent respect to'the 'opinions of 'mankind* requires that

Figure 3-19: Turning on formatting marks helps you see what is making your

document look the way it does.

Format a Page

Page formatting has to do with overall
formatting items, such as margins, orientation,
size, and vertical alignment of a page. You can
set options for page formatting either from the
Page Layout tab or in a dialog box.

Set Margins

Margins are the space between the edge of the
paper and the text. To set margins:

1. Open the document whose margins you want
to set. If you want the margins to apply only to a
selected part of a document, select that part now.

2. Click the Page Layout tab, and click Margins in
the Page Setup group. A menu will open, as shown
in Figure 3-20. If you have set custom margins
previously, they will be displayed in the menu.

3. Click the option you want.

|25 Orientation ~ =+ |4 Watermark
— (1 Size - #3-  $Page Color
Margins| __ N
- EE culumrns - @+ [0 Paye Burde
— Mirrored
Top: S.oa" Bottomn:1925. 447
el Tnside:114.9" Outside:11/.9"
1] Mormal
Top: 1" Bottom: 17
i Lert: X7 Right: 1~
i Marrow
Top: 0.5" Bottom: 0.5"
Left: 0.5" Right: 0.5"
T—1 Moderate
Tup: " brg Bullum; 17
1l Left: 0.75" Right: 0.75"
- - Wide
Top: 1" Bottom: 17
_____ Lef: 27 Right: 2°
Mirrored
Top: 1" Bottom: 17
Inside; 1.25% Outside: 17
[ - Office 2003 Default
Top: 1" Bottom: 17
| Left: 125" Right: 1.25"

Custom Margins...

Figure 3-20: You can select from
a group of “canned” margins,
according to the needs of your
document, or create a custom
margin.
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g Use a Dialog Box to Format a Page
N
COPYING FORMATTING You can do much of the page formatting using the Page Layout dialog box.
Often, you'll want a word, phrase, or paragraph formatted ) .
. - 1. In the Page Layout tab, click the Page Setup Dialog Box Launcher. The Page Setup
like an existing word, phrase, or paragraph. Word allows
. . dialog box appears, as shown in Figure 3-21.
you to copy just the formatting.
2. Click the Margins tab. You have these options:
USE THE FORMAT PAINTER ' 9 unav pi
1. Drag across the word, phrase, or paragraph ® Under Margins, cﬁck the spinners or manually enter the desired distance in inches
. between the particular edge of the paper and the start or end of text.
whose formatting you want to copy. In the case
of a paragraph, make sure you have included the ® Under Orientation, click either Portrait (ta" page) or Landscape (Wlde page),
paragraph mark (see the “Turning On Formatting depending on which you want. (See the upcoming section “Determine Page ~
Marks” QuickSteps). Orientation.”)
2. In the Home tab Clipboard group, click the Format
Painter /.
3. With the special pointer (brush and I-beam) A, Page Setup (-2 o
drag across the word, phrase, or paragraph Margins | paper | Layout |
(including the paragraph mark) you want formatted. Margins
COPY FORMATTING WITH THE KEYBOARD - . : o -
Left: = Right: v
1. Select the word, phrase, or paragraph whose Guter: P E Gutter position: Left -
formatting you want to copy. Orientation @
2. Press CTRL+SHIFT+C to copy the formatting. -‘ |
3. Select the word, phrase, or paragraph (including . v
the paragraph mark) you want formatted. Pages
4. Press CTRL+SHIFT+V to paste the format. Phplepagest: |[tonid [] ~
COPY FORMATTING TO SEVERAL PLACES ——
If you want to copy formatting to several separate pieces
of text or paragraphs: = B
1. Drag across the text with formatting to be copied. — = ©
2. In the Home tab Clipboard group, double-click the
Format Painter. Apply to: | Whole document [
3. Drag across each piece of text or paragraph that ——
et As Default _OK Cancel
you want to format. (o]
4. When you are done, click the Format Painter Figure 3-21: Many page formatting tasks can be done on
again, or press ESC. the Page Setup dialog box.
—h
o
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If you are copying to repeatedly reformat certain text, you
may find that using Styles is a faster option.

If you are going to bind the document and want to add
an extra amount of space on one edge for the binding,
enter that amount in the Gutter text box, and select the
side the gutter is on with the Gutter Position drop-down
list. Be aware that margins can be constrained by the

capabilities of your printer—some printers allowing for
larger or smaller print areas on a page.

If you want further differentiation between the left and

right pages, you need to use sections, as described in
Chapter 4.

-:‘_1"(Z)r1'entation ==

j Portrait
— B
j Landscape
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® Under Pages, click the Multiple Page down arrow, and select an option: Click
Mirror Margins when the inside gutter is larger to handle binding, 2 Pages Per
Sheet when a normal sheet of paper is divided into two pages, and Book Fold
when you are putting together a section of a book (“a signature”) with four, eight, or
more pages in the signature.

® |f you want these changes to apply only to the selected part of a document, under
Preview Apply To, click This Point Forward.

3. When you are done setting margins, click OK.

Use Mirror Margins

Mirror margins allow you to have a larger “inside” margin, which would be the

right margin on the left page and the left margin on the right page, or any other

combination of margins that are mirrored between the left and right pages. To

create mirror margins:

1.
2.
3.

Open the document whose margins you want mirrored.
Click the Page Layout tab, and click Margins in the Page Setup group.

You'll notice that there are two “Mirrored” choices—one for a single page and another
for multiple pages. Next to the double-page thumbnail, click Mirrored. When you do
that, the left and right margins change to inside and outside.

Determine Page Orientation

Page orientation specifies whether a page is taller than it is wide, called

“portrait,” or wider than it is tall, called “landscape.” For 8'2-inch x11-inch

letter size paper, if the 11-inch side is vertical (the left and right edges), which

is the standard way of reading a letter, then it is portrait. If the 11-inch side

is horizontal (the top and bottom edges), then it is landscape. Portrait is the

default orientation in Word. To change it:

1.

Open the document whose orientation you want to set. If you want the orientation to
apply only to a selected part of a document, select that part now.

2. In the Page Layout tab, click Orientation in the Page Setup group.

3. On the menu, click the option you want.




TRACKING INCONSISTENT
FORMATTING

When you turned on the formatting marks (see the
“Turning On Formatting Marks” QuickSteps earlier in
this chapter), you might have felt a bit disappointed that
they didn’t tell you more. You can direct Word to track
inconsistencies in your formatting as you type.

1. Click the File tab, and click Options.
2. Click Advanced on the left pane.

3. Under Editing Options, click both Keep
Track Of Formatting and Mark Formatting
Inconsistencies.

ZI keep track of formatting
Mark formatting inconsistencies

Specify Paper Size
Specifying the paper size gives you the starting
perimeter of the area within which you can set
margins and enter text or pictures.

1. In the Page Layout tab, click the Size down arrow in
the Page Setup group. A menu will open, shown in
Figure 3-22.

2. Click the size of paper you want.

Set Vertical Alignment

Just as you can right-align, center, left-align, and

justify text between margins, as described in

“Set Paragraph Alignment,” you can also specify

vertical alignment so text is aligned at the top,

bottom, or center of the page, or justified between

the top and bottom.

1. In the Page Layout tab, click the Page Setup Dialog
Box Launcher. The Page Setup dialog box appears.

2. In the Layout tab, under Page, click the Vertical
Alignment down arrow, and click the vertical
alignment that you want to use.

3. Click OK when you are done.

Page

wertical allgnment:

Microsoft Office 2010 QuickSteps

13 Size 'i 3 Line Numbers ] Pag
— Letter -
|| esxar N
- 1 ral
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Executive
7.25" x 10.5"

.
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Envelope #10
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Envelope C6
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Photo L
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Mare Paper Sizes...

Figure 3-22: Choose the
paper size from a selection
of popular sizes in the Page
Layout tab.
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@' Understanding Themes, Styles,

and Templates

Work with Styles

Deleting a Style

Use Themes

Create and Change Templates
Create Section Breaks

Create and Use Columns

Use Tabs

Add Headers and Footers

Using Different Left and Right
Headers

Add Footnotes and Endnotes
Create an Index
Create a Table of Contents

Create and Use Outlines

Using View Buttons

Use AutoCorrect and
AutoFormat

Use Building Blocks

Enter an Equation

Count Characters and Words
Use Highlighting

Add Hyphenation

(%) Exploring the Thesaurus

Chapter 4

Customizing a Document

Microsoft Word 2010 provides a number of tools that combine
text creation, layout, and formatting features that you can

use to customize your documents. Two of the most common
tools used at a broad level are styles and templates. Word
also provides several other features, such as AutoFormat and
AutoText, which help make document creation and formatting
easier.

This chapter discusses creating documents through the use
of styles and templates; formatting your documents using
tabs, headers and footers, and outlines; and inserting front
and end matter, such as tables of contents and indexes. The
chapter also discusses Word’s writing aids, such as AutoText,
hyphenation, an equation builder, and the thesaurus.
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LUCKFACTS

UNDERSTANDING THEMES,
STYLES, AND TEMPLATES

Word 2010 has changed the way you apply formatting to
documents. You can now quickly and easily make your
documents look professional and consistent by using
canned themes, styles, and templates. A theme changes
the background, layout, color, fonts, and effects used in a
document. Themes can be similar throughout most of the
Office suite, so if you choose a theme in Word, you likely
will be able to apply that theme to Excel or PowerPoint
documents as well. Every document has a theme. Word
applies a default theme to each document, which you
can change.

A style applies a specific set of formatting characteristics
to individual characters or to entire paragraphs within the
theme. For example, you can apply styles to headings,
titles, lists, and other text components. Consequently,
styles determine how the overall design comes together
in its look and feel. Styles are beneficial to document
creation because they provide a consistent look and

feel to all text selected for formatting. Every theme has a
certain set of styles assigned to it. You can change styles
within a theme and change themes within a document.

A template contains a theme, with its unique style of
formatting, and is used to set up a document for the first
time. You open a template file, save it as a document file,
and then enter your own contents into it. In this way, you
can standardize the look of all documents that are based
on a given template.
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Use Styles

Word 2010 provides a gallery of Quick Styles that gives you with sets of canned
formatting choices, such as font, boldface, and color, that you can apply to
headings, titles, text, and lists. You use Quick Styles by identifying what kind
of formatting a selected segment of text needs, such as for a header or title. Then
you select the style of formatting you want to apply to the document. You can
easily apply Quick Styles, change them, and create new ones.

Work with Styles

Styles are applied to segments of text, such as headers or lists. Word comes with
preset styles which you can apply to your document. You can modify these
styles and save them as custom styles to be used again in similar documents.

IDENTIFY TEXT WITH A STYLE

To identify a segment of text within your document with a consistent style, such
as for a heading, you apply a Quick Style from the gallery.

34 Find ~
1. Select the text to be formatted, for example, a titte  AaRht Aﬁi\ i

2ac Replace
or heading. Heading1 — Change

Styles~ | & Select~
Editing

tw I

2. Click the Home tab, and click the Styles More

down arrow in the Styles group. The Quick Styles M )
X . . . Format titles, quotes, and other
gallery is displayed, as shown in Figure 4-1.

text using this gallery of styles.

3. Point at the thumbnails to see the effects of each style on your text, and then click the
thumbnail of the style you want to apply.

APPLY STYLE SETS TO A DOCUMENT

Before you begin entering text, or after you have identified the components
in your document, you can apply a consistent set of colors, styles, and fonts
to your document using the Change Styles function. (See the “Understanding
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2, Clear Formatting . .
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Style Set. A menu is displayed.
Figure 4-1: The Quick Styles gallery shows you canned 3. Point to the various styles until you
options for formatting headings, text, and paragraphs. : . —
find one you want. As you point, ‘ % A Find - o
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from the Quick Styles for instance—it will not receive the
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CTRL+SHIFT+S to display | ... = SAVE A NEW QUICK STYLE
the Apply Styles dialol — -
sharen g Reaply | To create a new Quick Style option that will appear in the Quick Styles gallery:
box. Click the Style ¥ AutoComplete style names
Name down arrow to 1. Format the text you want to use for setting the style using the mini-formatting toolbar or
find the style you want. the commands in the Home tab Font group.
2. Right-click the selected text, click Cocate N SR YOI R B % o
Styles, and click Save Selection As e
A New Quick Style. The Create New Stylel
Style From Formatting dialog box e B
appears. Stylel
pp ©
3. Type the name you want for the style, el ) e
and click OK. It will appear in the Quick
Styles gallery.
—h
o
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MODIFY A STYLE

1. In the Home tab Styles group, click either Quick Styles or the Styles More down
arrow. (If the window is narrow enough, the gallery of style thumbnails becomes a

DELETING A STYLE

10

You might choose to delete a style that you created for
a one-time-use document and don’t ever plan to use
again. You can delete a style from the gallery or from the
document being used.

DELETE/RESTORE A STYLE FROM THE GALLERY
To delete a style just from the gallery:
1. In the Home tab Styles group, click Quick Styles

or the Styles More down arrow to display the
Quick Styles gallery.

2. Right-click the style you want to delete, and click
Remove From Quick Style Gallery.

The style will be removed from the Quick Styles gallery.
However, this does not mean that the style is gone; it is
still in the list of styles.

To restore the style to the gallery:

1. In the Home tab Styles group, click the Styles
Dialog Box Launcher. The Styles task pane is
displayed.

2. Right-click the style that you want to restore, and
click Add To Quick Style Gallery.

Styles - X

Clear Al -
{Lakin) &rial, 9 pt, Custom € _i
|
Update Balloon Text to Match Selection |
W Modify.,

Seleck 4

Lelete Halloon | ext... | |
Aald  Quick Style Gallery [ [

Continued . . .
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Quick Styles button, and you click the button in place of the More down arrow.) The

Quick Styles gallery is displayed. k

2. Right-click the style to be changed, and
click Modify on the context menu. The

A Bh :
AaBbCe. | AaBY Update Quote to Match Selection
Intense E... Que %q  Moanty... h

: ; AABBCC AABI
Modify Style dialog box appears, as TN I (e
shown in Figure 4-2. $ave. Selection Remove from Quick Style Gallery
Or y} Clear Funnalling Add Gallery to Quick Access Toolbar

Following the instructions in the earlier “Apply Style Sets to a Document” section,
display the Apply Styles dialog box. Click the Style Name down arrow, and click the
name of the style you wish to change. Click Modify, and the Modify Style dialog box
appears.

Modify Style 1% ]
Properties
Hame: Intense Quote
Style type: Linked (paragraph and character)
Style baced on: 9§ Normal E‘
Slyle Tur Tollowinyg paragrapl; | T Nuonsl EI

Formatting

Tunes New Ruman B 12z 3 E‘ u _EI

=l = = = = = = = w= | = =

- §F = = =| = = y= 4= | I OEE

Forit: Bold, Italic, Font color: Accent 1, Indenk: -
Left: 0.565"
Right: 0.65", Space
Before: 10pt e

V] mdd to Quick Style kst [ Automatically update
@ Ondy in this document Mew documents based on this template

Format = QK Cancel

Figure 4-2: You can change a style by modifying it in the
Modify Style dialog box.
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DELETING A STYLE (Continued)
DELETE A STYLE FROM A DOCUMENT
To completely delete a style from a document:

1. In the Home tab Styles group, click the Styles
Dialog Box Launcher. The Styles task pane is
displayed.

2. Right-click the style to be deleted, and click
Delete stylename from the context menu. A
dialog box appears.

3. Click Yes to confirm that you want to delete the style.

Some styles cannot be deleted; the command to delete
them will be unavailable or grayed out, such as with
the Normal or Heading style. If you delete a style from
the document, any text formatted with that style will be
reformatted with the Normal style.

To use a modified style in the New Styles gallery, click
the Add To Quick Style List check box in the Modify
Style dialog box. The modified style is added to the
gallery of styles in the Styles group.

3. Change any formatting options you want.

4. To display more options, click Format in the lower-left area, and then click the
attribute—for example, Font or Numbering—that you want to modify. Click OK.

5. Repeat step 4 for any additional attributes you want to change, clicking OK each time
you are finished.

6. Type a new name for the style, if desired, unless you want to change existing

formatted text.

7. Click OK to close the Modify Styles dialog box.

Use Themes

One way that you can make a document look professional is by using themes.
Themes combine coordinated colors, fonts (for body text and headings), and
design effects (such as special effect uses for lines and fill effects) to produce a
unique look. You can use the same themes with PowerPoint and Excel as well,
thereby standardizing a look. All documents have themes; one is assigned to a
new document by default.

ASSIGN A THEME TO YOUR DOCUMENT

To apply a theme to a document:

1. Click the Page Layout tab. Click Themes in the Themes group to display a Aa

gallery of themes, as seen in Figure 4-3. Themes

2. Click the theme you want, and it will be applied to the current document.

CHANGE A THEME
Themes can be changed to fit your own document requirements. You can
change a theme by altering the fonts, color, and design effects. You must have
the components of a document, such as a heading or list text, defined with a
style before you'll see the effects.

CHANGE THE COLOR OF A THEME

Each theme consists of a set of four colors for text and background, six colors for
accents, and two colors for hyperlinks. You can change any single color element
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Figure 4-3: Use themes to standardize
your documents with other Office
products, such as PowerPoint and
Excel.
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or all of them. When you change the colors, the font styles and design elements

remain the same.

1. With your document open, click the Page Layout tab.

2. Click Theme Colors. The menu of color combinations will be displayed, as seen
in Figure 4-4. Any revised or custom themes that you have created are listed at

the top.

3. Point at the rows of color combinations to see which
ones appeal to you. You'll see the color change reflected
in your open document.

4. When you find the color combination you want, click it.

CHANGE THEME FONTS

Each theme includes two fonts: the body font is used
for general text entry, and a heading font is used

for headings. The default fonts used in Word for a
new, plain document are Calibri for body text and
Cambria for headings. After you have assigned a
theme to a document, the fonts may be different, and
they can be changed.

In the Page Layout tab Themes group, click Theme
Fonts. The drop-down list displays various theme
fonts. The current theme font combination is
highlighted in its place in the list.

Point to each font combination to see how the fonts
will appear in your document.

Click the font name combination you decide upon.

rn L | |3y Orientation - >,—|Br
Custio “~
.DD..DJ].. Dluehypedink
HEENNEE cCustom 1
HONENCME  cwstomcolors
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EONEEEEE Cciic
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Couture
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Essential -

Create Mew Theme Colors...

Figure 4-4: The menu of
color combinations offers
alternatives for your
theme colors.

When you click a font name combination, the fonts will replace both the body

and heading fonts in your document on one or selected pages.
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Figure 4-5: You can choose a heading or body font from
the fonts available in your Office program.
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CREATE A NEW THEME FONT SET
You may also decide that you want a unique set of fonts for your document.

You can create a custom font set that is available in the list of fonts for your
current and future documents.

1. In the Page Layout tab Themes group, click Theme Fonts.
2. Click Create New Theme Fonts at the bottom of the drop-down list.

3. In the Create New Theme Fonts dialog box (see Figure 4-5), click either or both the
Heading Font and Body Font down arrows to select a new font combination. View the
new combination in the Sample area.

4. Type a new name for the font combination you've selected, and click Save. Custom
fonts are available for selection at the top of the Theme Fonts drop-down list.
CHANGE THEMED GRAPHIC EFFECTS

Shapes, illustrations, and SmartArt include graphic effects that are controlled by
themes. Themed graphics are modulated in terms of their lines (borders), fills,
and effects (such as shadowed, raised, and shaded). For example, some themes
simply change an inserted rectangle’s fill color, while other themes affect the
color, the weight of the border, and whether it has a 3-D appearance.

1. In the Page Layout tab Themes group, click Theme Effects. The drop-down list

displays a gallery of effects combinations. The current effects combination is
highlighted.

2. Point to each combination to see how the effects will appear in your document,
assuming you have a shape or SmartArt graphic inserted on the document page.

3. Click the effects combination you want.

CREATE A CUSTOM THEME
You can create a new theme, save it, and use it in your documents. For a
document, you change colors, fonts, and styles, and then give them a new
theme name.
1. To change theme colors, in the Page Layout tab Themes group, click Theme Colors.

2. At the bottom of the menu of colors, click the Create New Theme Colors link. The
Create New Theme Colors dialog box appears, as shown in Figure 4-6.
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T e Sarple 3. To select a color for one of the color groups, click the text/background/accent/nyperlink

roup, and click the color you want to test. It will be displayed in the Sample area.
TextiBackground - Dark 1 !'_-j - | 9 P Y play p

Text/Background - Light 1 [: Y;
TextiBackaround - Dark 2 ) | . When you find a group of colors that you like, type a name in the Name text box, and

Theme Colors click Save.
TewxtiBackaground - Light 2 m u EEEEEE

iy

. Go through each set of colors that you want to change.

o

6. In the Page Layout tab Themes group, click Theme Fonts and select the font

Accent 1 . )
combination you want. Save them.

Accent 2 g
I | I I I I I I I I i ] . In the Page Layout tab Themes group, click Theme Effects and select the effects you

Accent 3
= Standard Colors want for any SmartArt or shapes you have.
Accent 4 HE EEEEN

) More Colors..,

N

8. When your theme is as you want it, in the Page Layout tab Themes group, click Save
Current Theme.

e

9. Give it a unique name, and click Save. It will appear in the Themes menu under
Custom.

Create New Theme Colors m
Thome colars 1 feefigzz ;Zioers ae U Se Te m p I ates

TexlfBackgouind - Dark 1

A template is a collection of styles, associated formatting
Textfgackground - Light 1

lextfbackground - Dark 2 | [l ¥

Iextfgackground - Light 2 ||

and design features, and colors used to determine the
overall appearance of a document, A Word 2010 template

Accent 1 file has an extension of .docx. Templates are always
E Hypetlink .

Accent 2 attached to documents, as you saw in Chapter 2.
Aocent 3

Accent 4

Create and Change Templates

Word 2010 comes with several templates that you can use

Aocent 5

Accent &

S N Click for a selection to create letters, faxes, memos, and more. In addition, as
= of colors for the . . . . .
Followed Hyperlink =R named elements you saw earlier, the Microsoft Office website has online
templates that you can make use of. You can also create
—— S | e 2 names and your own templates
click Save to create .
- 2208 [ comcet | the custom theme
- < CHANGE THE DEFAULT NORMAL TEMPLATE
Figure 4-6: The Create New Theme Colors dialog box The Normal template is the default template used by Word
allows you to create a new theme to use with multiple . ] ) )
documents. unless you tell it otherwise. It, like all templates, includes
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default styles, AutoText, and other customizations that determine the general

@ Cpen
& )=[) <« Microsoft » Templates » = look of your document. You can customize the Normal template to include the
e styles you want to use on a regular basis. To change the default styles of the
P e 2 . Normal template:
Teimplates | s E| 1. With a Word document open, click the File button, click Open, and then click
b Eooini D.OcumentThemej | Templates under Microsoft Word. (You may have to click the Expand button to the
[ Favarites LiveContent |
i Recently Changes PP lemplates M right of the Microsoft Word label before you see Templates.)
B Nesktop Srnartfit Graphics . . . . .
T (@ Fence request Tl 2. If no templates are listed in the Open dialog box, click the File Types down arrow

(immediately above the Open/Cancel buttons), and click All Files (*.*). If you still do
not see Normal.dotm (indicating a macro-enabled template), click in the Search text
box in the upper-right area of the window, type normal.dotm in the Search field, and

_ press ENTER. The search will begin as you type.
3. Double-click Normal.dotm to open it. Ensure that you're working in the template by
To restore the original colors in the Sample area in the verifying that “Normal.dotm” appears in the Word title bar.

Create New Theme Colors dialog box and start over, click 4. Change the template by changing the styles using the steps described in “Modify a
Reset. Style” earlier in this chapter.

5. When you are finished making the changes that you want, click the File button, and
click Save to resave Normal.dotm.

CREATE A TEMPLATE
1. With Word open, click the File button, and click New. The New Document dialog box

appears, as shown in Figure 4-7.
You may find that you want to change something in a 2

custom theme after you’ve been using it for a while. To
edit a custom theme, click the Theme Colors button in

. Under Available Templates, click Blank Document to display a blank document
template.

the Page Layout tab Themes group, and right-click the 3. Click Create. A new document opens.
custom theme you want to edit. From the context menu, 4. Save the document with a unique name and the .dotm template file type.
click Edit. The Edit Theme Colors dialog box, similar to APPLY A TEMPLATE TO A NEW DOCUMENT

that shown in Figure 4-6, will appear.
1. Click the File button, and click New to open the New Document task pane.

=" l [y Otientation = ¥= Breaks = A wa

Custom alle Numbers + 3 Pac 2. Under Available Templates and Office.com Templates, review the list of templates that
ML EEEEEE Riucynerink | ohenation - | [ Pac are installed on your computer and available online.

O EmEEr= e —

mommmo M L 3. Click the template you want to use, and click Create.

EmEmEEE Ot

Buill-In Add Galleny to Quick Access Toolbar 4. Save the document with a unique name, using the Word Document (.docx) file type.
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Keep in mind that any changes you make to the Normal
template will be applied to any future documents you
create, unless you specifically apply a different template.

If the Normal.dotm template is renamed, damaged, or
moved, Word automatically creates a new version (with
the original default settings) the next time you start it. The
new version will not include any changes or modifications
you made to the version that you renamed or moved.

You can also create a new template based on a
previously created document by saving it as a .dotm
template file. Any content will be included in the template
along with the theme, styles, headers or footers, etc.

If you want to create a template based on a different
type of document—for example, a webpage or an e-mail
message—select the relevant template instead of the
Blank Document template in the Available Templates or
Office.com lists.
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Figure 4-7: Word comes with several templates you can use to create letters, faxes,
and more.

APPLY A TEMPLATE TO AN EXISTING DOCUMENT
1. If the Developer tab is not showing, click the File tab and click Options to open the
Word Options dialog box. Click Customize Ribbon, and then under Customize The
Ribbon, in the Main Tabs selection, click the Developer check mark to select it. Click
OK. The Developer tab should now be showing.

2. Click the Developer tab, and in the Templates group, click Document Template. The
Templates And Add-ins dialog box will appear.

3. Click Attach to open the Attach Template dialog box.

4. Browse for the template you want, either in the default Microsoft Word Template folder
or in one of your own. When you find it, click it to select it, click Open to close the Attach
Template dialog box, and click OK to close the Templates And Add-ins dialog box.




If you don'’t see section breaks displayed in your

document, click the Home tab, and click the Show/Hide
button in the Paragraph group. T

You can set or change a section break from the Page
Setup dialog box. In the Page Layout tab Page Setup

group, click the Page Setup Dialog Box Launcher, and
click the Layout tab. The section settings are at the top of

the dialog box.  Fage Setup K
e e LY
= ;
= Breaks ‘% A watermark = Indent
Page Breaks
Mage
» Mark the point at which one page ends
—‘-l and the next page begins.
i} Column
Indicate that the text following the column
=I= break will begin in the next column.

Text Wrapping
Scparate text around objects on web
pages, such as caption text from body text.

!

@
o
=1

N

Breaks

Mext Page
Insert a section bresk and start the new
section on the next page,

Continuous
Insert a section break and start the new
section on the same page.

7 Even Page
Insert a section break and start the new
&:-I:_w sprtinn nn the newt puen-numbered page.
i O Paye
Insert a section break and start the new
*:3:-'—1 sectlon on the next odd-numbered page.

Work with Documents

In addition to using styles and templates to format your documents, you can
use section breaks, columns, tabs, headers and footers, tables of contents, and
indexes to further refine your documents.

Create Section Breaks

A section break indicates the end of a section in a document. You can use section
breaks to vary the layout of a document within a page or between pages. For
example, you might choose to format the introduction of a magazine article in
a single column and format the body of the article in two columns. You must

separately format each section, but the section break allows them to be different.

Section breaks allow you to change the number of columns, page headers and
footers, page numbering, page borders, page margins, and other characteristics
and formatting within a section.

INSERT A SECTION BREAK
1. Open the document and click where you want to insert a section break.

2. Click the Page Layout tab, and click Breaks in the Page Setup group. The Breaks
context menu appears.

3. To create a new section, in the Section Breaks area, select what comes after the
break. You have the following options:

@ Click Next Page to begin a new section on the next page.

® Click Continuous to begin a new section on the same page.

® Click Even Page to start the new section on the next even-numbered page.
® Click Odd Page to start the new section on the next odd-numbered page.

4. When you click the option you want, the section break is inserted. If the Show/Hide
Formatting feature is turned on (in the Home tab Paragraph group), you'll be able to
see the section breaks in the text.

1 Saction Brask (Continuous).
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DELETE A SECTION BREAK

When a section break is inserted on a page, you will see a note to that effect if
the Show/Hide Formatting feature is turned on. You can delete the break by

When you delete a section break, you also delete the
specific formatting for the text above that break. That text
becomes part of the following section and assumes the
relevant formatting of that section. selecting that note.

1. Click the section break that you want to delete.

2. Press DELETE.

Create and Use Columns

You can format your documents in a single column or in two or more columns,

like text found in newspapers or magazines. You must first create either a

continuous or a page break, not a column break, before you create the columns

in order to prevent columns from forming in the previous section. To create

columns in a document:

1. Place the insertion point at the place where you want the columns to begin. On the
Page Layout tab, click Breaks in the Page Setup group, and click Continuous.

2. Click the Page Layout tab, and click Columns in the Page Setup
group to display a context menu.

=SS Columns 7| b2 Hyph

One

[iil

3. Click the thumbnail option that corresponds to the number or type
of columns you want.

—Or-—

Tuvo

Three

If you do not see what you want, click More Columns to display

the Columns dialog box (see Figure 4-8). L e

® Click an icon in the Presets area, or type a number in the
Number Of Columns box to set the number of columns you

Right

L) [l

S More Columns...

want.
” ® Use the options in the Width And Spacing area to manually determine the
: dimensions of your columns and the amount of space between columns. To do this,
The Preview area in the Columns dialog box displays you will have to clear the Equal Column Width check box. (You may have to click a
the effects of your changes as you change the various thumbnail option to make it available first.)
column settings. ® Click the Line Between check box if you want Word to insert a vertical line between
columns.
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Columns [ 2 || ® Use the Apply To list box to select the part of the document to which you want your

selections to apply: Whole Document, This Section, or This Point Forward. Click N
This Point Forward, and then click the Start New Column check box if you want

to insert a column break at an insertion point.
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o o o - 4. Click OK when finished.
Mumber of columns: |2 = [ Line between
‘Width and spacing Preview w
Col #: Width: Spacing: Use Ta bs
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. A tab is a type of formatting used to align text and create simple tables. By

default, Word 2010 has tab stops (the horizontal positioning of the insertion point

WEs

] Equal cohumn width when you press TAB) every half-inch. Tabs are better than space characters in

apriiito: | Thissectbn ] S such instances because tabs are set to specific measurements, while spaces may

not always align the way you intend due to the size and spacing of individual

l (]34 ] | Cancel |

characters in a given font. Word 2010 supports seven kinds of tabs:

Figure 4-8: Use the Columns dialog box to create and ® | eft tab left-aligns text at the tab stop. o
format columns in your documents.
® Center tab centers text at the tab stop.
® Right tab right-aligns text at the tab stop.
® Decimal tab aligns the decimal point of tabbed numbers at the tab stop. .
® Bar tab left-aligns text with a vertical line that is displayed at the tab stop.
: ® First line indent aligns text so that the first line only is indented.
? ® Hanging indent aligns text so that only the first line “hangs” out to the left of the rest of
To see tabs, the ruler needs to appear on the screen. the paragraph. ~
If t the rul lick the View t; lick . . .
you (,jo not see e.ru er, click the View tab, and clid To align text with a tab, press the TAB key before the text you want aligned.
Ruler in the Show/Hide group.
SET TABS USING THE RULER
To set tabs using the ruler at the top of a page, you first must select the tab and
. (0]
then select the location.
1. Select the text, from one line to an entire document, in which you want to set one or
more tab stops.
2. Click the Left Tab icon [], located at the far left of the horizontal ruler, until it changes ©
to the type of tab you want: Left Tab, Center Tab [a] | Right Tab [4] | Decimal Tab ,
Bar Tab L1/, First Line Indent [ , or Hanging Indent. [=].
3. Click the horizontal ruler where you want to set a tab stop.
—h
o
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Tabs 18l
Tab stop position: Diefault bab stops:

0.58" 0.5" :

0,56
= Tah stops to be cleared:

Aliginienl
@) Left *) Center ) Right
() Decimal () Bar
Leader
@ 1 Mone 3 3 -
B4 -
Set ] I Clear | [ Clear 4l

e ]

Figure 4-9: From the Tabs dialog
box, you can format specific tab
measurements and set tab leaders.

. TP

When working with tabs, it's a good idea to display text

formatting so that you can distinguish tabs from spaces.

To display formatting, click the Show/Hide button in the
Home tab Paragraph group.
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4. Once you have the tabs set:
® Drag a tab off the ruler to get rid of it.

® Drag a tab (the icon) to another spot on the ruler to change its position.

SET TABS USING MEASUREMENTS

To set tabs according to specific measurements:

1. Double-click a tab, and the Tabs dialog box will appear, as shown in Figure 4-9.
2. Enter the measurements you want in the Tab Stop Position text box. Click Set.
3. Click the tab alignment option you want.

4. Repeat steps 2 and 3 for as many tabs as you want to set. Click OK to close the dialog box.

SET TABS WITH LEADERS

You can also set tabs with fab leaders—characters that fill the space otherwise left
by a tab—for example, a solid, dotted, or dashed line.
1. Double-click any tab, and the Tabs dialog box appears, as shown in Figure 4-9.

2. In the Tab Stop Position text box, type the position for a new tab or select an existing
tab stop to which you want to add a tab leader.

3. In the Alignment area, select the alignment for text typed at the tab stop.
4. In the Leader area, select the leader option you want, and then click Set.

5. Repeat steps 2—4 for additional tabs. When you are done, click OK to close the dialog box.

Add Headers and Footers

Headers and footers are parts of a document that contain information such as
page numbers, revision dates, the document title, and so on. The header appears
at the top of every page, and the footer appears at the bottom of every page.

CREATE A HEADER OR FOOTER

When you open the header or footer area, a special context menu appears.
Figure 4-10 shows the buttons available on the Header & Footer Tools Design tab.

1. Open the document to which you want to add a header or footer (see Chapter 2).

2. Click the Insert tab, and click Header or Footer in the Header & Footer group. A menu
of styles will be displayed. Select a style if you want. The header or footer area will be
displayed along with the special contextual Header & Footer Design tab.




Edit or remove a
header or footer

Switch between
header and footer

Create a different header or footer
on the first page or odd/even pages

Position and align
header and footer

N\

IN COM doce - Microsoft Word
Referens pilings  Revitwr

Dietign

Insert Page | syt Wiews Dewdlnper

f ;=' | Em ¢ Previous 1 irreRent Hirst Page FPHeagf e [T E

et =] = L. » N ] oirte®ht Oad & Even Pages S Fooler fofm Bottom: 0.5° o

g Date\ Quik Fifture lign Go o e = Cluse Header
= I Tiee \Part| - At Faater |55 LAk to Previous | [] show Document Text ] Insert Alignment Tai aind Foher
“;: Havigd -_:[; \ Options Tosition P Close

Insert a page Insert items on the  Show previous or Show document text Close Header &
number header or footer next header or footer in the background Footer Tools tab

Figure 4-10: Headers and footers provide consistent information across the tops and bottoms of
your document pages. These areas can also have unique tabs and other formatting.

—Or—

Double-click in the top area of the document where a header would be, if it is visible.
Or, first double-click the page break line, and then double-click the header or footer
area. (If the page break and header area are hidden, you can’t use the double-click
method.)

3. Type the text you want displayed in the header.

® To switch between typing text in the header and typing it in the footer, click the
Go To Header or Go To Footer button in the Navigation group, and type the text
you want.

® Click Date And Time in the Insert group to insert a date or time.

® To insert a page number, click Page Number in the Header & Footer group, click a
location in the drop-down menu, scroll down, choose a format, and then click OK.
(If you find your page number is wiping out the content of the header, make sure the
style of the header or footer includes a placeholder for a page number.)

® To enter a date that is left-aligned, a title that is centered, and a page number that
is right-aligned, you can click Blank (Three Columns) from the Header menu. Click
in the first placeholder, and type the date or click Date & Time in the Insert group
and select the format you want. Click in the second placeholder and type the title.
Click in the third place holder and click Page Number in the Header & Footer group.
Finally, click Current Position, and click the style you want.
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When you edit a header or footer, Word automatically
changes the same header or footer throughout the
document, unless the document contains different headers
or footers in different sections. When you delete a header
or footer, Word automatically deletes the same header or
footer throughout the entire document. To delete a header
or footer for part of a document, you must first divide the
document into sections, and then create a different header
or footer for part of a document. (See “Create Section
Breaks,” earlier in this chapter, for more information.)

There are styles available in the Header & Footer style
menus for odd and even pages. These simplify the steps
to create different odd/even page headers or footers. You
simply click a style and fill in the text.

USING DIFFERENT LEFT AND
RIGHT HEADERS

Different left and right pages use section breaks to
allow different margins and tabs. Sometimes, you might
want to create a document that has different left and
right headers and/or footers. For example, you might
have a brochure, pamphlet, or manuscript in which all
odd-numbered pages have a title in the header and all
even-numbered pages have the author’s name or other
information.

To create different left and right headers and/or footers:

1. Open the document to which you want to add a

different left and right header or footer.
Continued.. . .
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® To go to the next or last header or footer to enter a different header or footer, click
Previous or Next in the Navigation group.

4. When finished, double-click in the document area or click the Close Header

Cluze Header

And Footer button. Jidlicis
EDIT A HEADER OR FOOTER
1. Open the document to which you want to add a header or footer.

2. Double-click the header or footer area, if it is visible. Or, first double-click the page
break line, and then double-click the header or footer area to display the header and
footer along with the Header & Footer Tools Design tab, as shown in Figure 4-10.

3. If necessary, click the Previous or Next button in the Navigation group to ET{ Fredous
display the header or footer you want to edit. TR

4. Edit the header or footer. For example, you might revise text, change the font, apply
bold formatting, or add a date or time. You can also click Header and select a style.

5. When finished, double-click in the document area or click Close Header And Footer
in the Close group.

DELETE A HEADER OR FOOTER
1. Open the document from which you want to delete a header or footer.

2. Double-click the header or footer area of the document, if it is visible. Or, first double-
click the page break line, and then double-click the header or footer area. The header
or footer area will be displayed along with the Header & Footer Tools Design tab.

3. If necessary, click Previous or Next in the Navigation group to move to the header or
footer you want to delete.

4. Select the text or graphics you want to delete, and press DELETE.
—Or—

Click Header or Footer in the Header & Footer group, and click Remove Header or
Remove Footer from the bottom of the menu.

Add Footnotes and Endnotes

Footnotes and endnotes are types of annotations in a document used to provide
citation information or to provide additional information for readers. The
difference between the two is where they appear in a document. Footnotes
appear either after the last line of text on the page or at the bottom of the page




USING DIFFERENT LEFT AND
RIGHT HEADERS (Continued)

2. Double-click in the header austere i0dd page)

area, if it is visible. Or,
first double-click the
page break line, and then
double-click the header

ITYPE TS I

40 More Headers from Office.com
= Edit Header s
or footer area; or click the o

Insert tab, click Header,

and click Edit Header at the bottom of the menu.
The header area will be displayed, along with the
special contextual Header & Footer Design tab.

. In the Options group, click the Different First
Page check box to enter a separate title or no
title for the first page. Create a different first page
in the First Page Header area, create the normal
header in the Header area of the second page,
and so on.

. Click the Different Odd & Even Pages check
box to have a different heading on the odd- and

even-numbered pages. For instance, perhaps your

page number is on the left for even-numbered
pages and on the right for odd-numbered pages.
Create the header or footer for odd-numbered
pages in the Odd Page Header or Odd Page
Footer area, and create the header or footer for
even-numbered pages in the Even Page Header
or Even Page Footer area.

[}
Odd Page Header -Section 2-

. When finished, double-click in the document area
or click the Close Header And Footer button in
the Close group.

on which the annotated text appears. Endnotes appear either at the end of the

section in which the annotated text appears or at the end of the document.

INSERT A FOOTNOTE OR ENDNOTE

1.

2.

4.

5.

. Click the References tab, and then click Insert Footnote or

To display the Print Layout view, click the View tab, and then click Print Layout in the
Document View group.

In the Print Layout view, position the insertion point immediately after the text you want
to annotate.

Page Layout Reference

Insert Endnote in the Footnotes group. For a footnote, the

insertion point will be positioned at the bottom of the page; for an Insert
Fnntnnte

endnote, it will be positioned at the end of the document.

LpyInsert Cndnote
»\E Mext Footnote -

Footnotes

Type the text of the endnote or footnote.
Footnote reference

MNew York:
Williarn Floyd, Philip Tivingsfon,

Francis Lewis, Lewis Mormis?

1 Thig is the first footnote

2 This Is the rSconﬁ footnote
Footnote text

To return to the text where the footnote reference was placed, right-click the footnote
and click Go To Footnote or Go To Endnote.

CHANGE FOOTNOTES OR ENDNOTES

If you want to change the numbers or formatting of footnotes or endnotes, or

if you want to add a symbol to the reference, use the Footnote And Endnote

dialog box.

1.

2.

On the References tab, click the Footnote & Endnote Dialog Box Launcher in the
Footnotes group. The Footnote And Endnote dialog box appears (see Figure 4-11).

You have these options:

® |n the Location box, click the Footnotes or Endnotes option, and click the down
arrow to the right to choose where the footnote or endnote will be placed.

® Click the Number Format down arrow, and select the type of numbering you want
from the drop-down list.
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Footnate and Endnote (2l ® To select a custom mark (a character that uniquely identifies a footnote or endnote),

Lacation click the Symbol button, and select and insert the symbol you want. It will be
© Footnotes: | Battom of page [~] displayed in the Custom Mark text box. You can also just type a character into the
() Endrotes: End of document | text box.
@ ® Click the Numbering down arrow, and choose how the numbering is to start.
Faormat
Humber tormat: |12, 3, . =] ® Click the Apply Changes To down arrow to select the part of the document that will

Custom mark: Symbol... | contain the changes.
1 =

ot 3. Click Insert. Word makes the changes as noted.

Crankira s

Miimhering:
4. Type the note text.
Apply chanaes Mecstart cach soction
Apply changes to: [Reerart sach page 5. When finished, return the insertion point to the body of your document, and continue

Tiseal Canel T typlng
DELETE A FOOTNOTE OR ENDNOTE

Figure 4-11: Footnotes and
endnotes provide supplemental
information to the body of your then press DELETE. Word automatically deletes the footnote or endnote and
document. Use the dialog box to
control location and formatting.

CONVERT FOOTNOTES TO ENDNOTES OR ENDNOTES TO FOOTNOTES
!—m ® Right-click a note and select Convert To Footnote/Endnote.
—Or—

Sometimes, it is easier to see a footnote or endnote than

In the document, select the number of the note you want to delete, and

renumbers the notes.

the text in the document to which it refers. To quickly 1. Select the reference number or symbol in the body of a document for the footnote or
find the text in the document that a footnote or endnote endnote.
refers to, right-click the footnote or endnote, and click 2. Click the References tab, and click the Footnotes Dialog Box Launcher. The
Go To Footnote or Go To Endnote. The pointer will be Footnote And Endnote dialog box appears. , .
g f B Convert Notes l ? -?:_?ﬂj
ol el it ot fory [ e =0 3. Click Convert. The Convert Notes dialog box appears.
(@ iCorwert all Fooknotes bo endnotes:
4. Select the option you want, and then click OK. Convert all endnotes to footnates
5. Click Close. Swap footnotes and endnotes

[ QK ][ Cancel l

Create an Index

When deleting an endnote or footnote, make sure to . . . . .
An index is an alphabetical list of words or phrases in a document and the

delete the number corresponding to the annotation and
not the actual text in the note. If you delete the text but not corresponding page references. Indexes created using Word can include main

the number, the placeholder for the annotation will remain. entries and subentries as well as cross-references. When creating an index in
Word, you first need to tag the index entries and then generate the index. If you
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find that the index needs to be modified, delete the current one, make changes
If you want an index entry to use text that you separately

in the text or dialog boxes, and regenerate the index. N
enter instead of using existing text in the document, place
the insertion point in the document where you want your TAG INDEX ENTRIES
new index entry to reference. 1. In the document in which you want to build an index, select the word or phrase that
you want to use as an index entry.
2. Click the References tab, and click Mark Entry in the Index group (you can also _14 ©
R Mk Erey o press ALT+SHIFT+X). The Mark Index Entry dialog box appears (see Figure 4-12). et
Index 3. Type or edit the text in the Main Entry box. Customize the entry by creating a
Main entry: [—John Hancock subentry or by creating a cross-reference to another entry, if desired.
bentry:
oi: | 4. Click the Bold or Italic check box in the Page Number Format area to determine how
plions
e o ———, the page numbers will appear in the index.
@ Current page 5. Click Mark. To mark all occurrences of this text in the document, click Mark All.
5 P i
;irrj:se 6. Repeat steps 3-5 to mark additional index entries on the same page.
Page number format 7. Click Close to close the dialog box when finished. 1
[CBoid
[ ttalic 8. Repeat steps 1-7 for the remaining entries in the document.
Imif:!i?i:f.x stays open so that you can mark mulkiple GENERATE AN INDEX
[ ok | [ makar | [ cawd | 1. Position the insertion point where you want to insert the finished index (this will normally o
be at the end of the document).
Figure 4-12: You need to tag index 2. Click the References tab, and click Insert Index in the Index group. The Index dialog
entries before you can generate an i
index. box appears (see Figure 4-13).
3. In the Index tab of the Index dialog box, set the formatting for the index. You have these
options: -
® Click the Type option to indent subentries beneath the main entries, or click Run-In
to print subentries in a string immediately following the main entries.
If you want to create a title for the Index page, you'll need . . . .
i ) ) p e ® Click the Columns spinner to set the number of columns in the index page.
to enter it manually. Also, if you want the index to appear [o'0)
on its own page, insert a page break at the end of the ® Click the Language down arrow to set the language for the index.
document before generating the index. ® Click Right Align Page Numbers to right-align the numbers.
® Click Tab Leader to print a leader between the entry and the page number.
® Click the Formats down arrow to use an available design template, such as Classic ©
or Fancy.
4. Click OK when finished. Word generates the index.
—h
o
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[“=== Create a Table of Contents
s e S e A table of contents is a list of the headings in the order in which they appear in
Prink Presiew
Avistotle, 2 4 Tye: @ngented O Rumin the document. If you have formatted paragraphs with heading styles, you can
Asteroid bell. See Jupiter fo':m: i e &l automatically generate a table of contents based on those headings. If you have
Atmosphere not used the heading styles, then, as with indexes, you must first tag table of
Farth contents (or TOC) entries and then generate the table of contents. (See “Use
| ight sl pag rmhers Styles,” earlier in this chapter.)
Tableader: [
e Teoere B TAG ENTRIES FOR THE TABLE OF CONTENTS
Use the Quick Styles gallery to identify a segment of text within your document
so that it can contain a consistent style for headings and other text that you
_ want contained in a table of contents.
Mork Ertry. | [ Autotarki | [ Modiya. |
' 1. Select the text to be formatted, for example, a title or heading.
[ comeal |
2. Click the Home tab, and click the Styles More down arrow in the Styles group.

3. Point at each thumbnail to determine which style it represents, and then click the
thumbnail of the style you want to apply.

PLACE OTHER TEXT IN A TABLE OF CONTENTS

To add text other than identified headings in a table of contents:

Figure 4-13: Use the options and settings in the Index
dialog box to determine how your index will look.

To make sure that your document is paginated correctly
(and, therefore, that the index has the correct page
numbers), you need to hide field codes and hidden text.

If the XE (Index Entry) fields are visible, click the Show/
Hide button.

1. Highlight the text or phrase to be shown in the table of contents.

2. Click the References tab, and click Add Text in the Table Of Contents group. A menu is
displayed.
3. Click the option you want. You have these choices:

® Do Not Show In Table Of Contents removes the identification that something
should be included in the TOC.

® Level 1, Level 2, or Level 3 assigns selected text to a level similar to Heading 1,
Heading 2, or Heading 3.

CrATetR ot [ytrsert T USE THE OUTLINING TAB FOR THE TABLE OF CONTENTS
i) DaNuRShou i abieor contenms The Outlining tab contains an easy way to tag or identify entries for the table of

Lewel 1

Level 2 contents.

Lewel 3

1. Click the View tab, and click Outline in the Document Views group. An Outlining tab
will become available. Figure 4-14 shows the Outlining tab and explains their functions.

2. Click the right or left arrows to promote or demote the levels, respectively.
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You can also tag TOC entries by selecting the text you want
to include in your table of contents. Press ALT+SHIFT+O.
The Mark Table Of Contents Entry dialog box appears. In
the Level box, select the level and click Mark. If you have
multiple tables of contents, you can identify to which TOC
the current entry belongs by using the Table Identifier
feature. To mark additional entries, select the text, click in
the Entry box, and click Mark. When you have finished
adding entries, close the dialog box.

Mark Table of Contents Entry @g
Entry: -

Table identitier: | C [+]

Lewvel: 1 3

[t ] (oo ]

Promote to  Promote to Select Demote to next Display only the Toggles on options to use
Heading 1  nextlevelup level lower level selected level  subdocuments (see Figure 4-15)

/ \ o

aretake This Momentdtce - Microsoft Word

Ho Insert Page Layout RAferences ings Rewiew Wiew

[ show Text Fognatting -
M L e Show C Close

[l ghow First Line On Document Sub nts | Outline Wiew
/ Outline T 'Jls‘\ Master Document Clo®

Move Move Expand Collapse Demote to Display only Show Close
up down body text the first line formatting Outlining tab

B Show Level: A1l Levels =

Figure 4-14: Use the Outlining tab to mark entries for a table of contents.
The Outlining toolbar provides a number of ways to work with outlines.

WORK WITH SUBDOCUMENTS

Within the Outlining tab, you can insert and manipulate subdocuments.

1. Click the View tab, and click Outline in the Document Views group. The Outlining tab
will become available.

2. In the Master Document group, click Show Document. The commands to work with
subdocuments will be expanded. Figure 4-15 explains how the commands are used.

Toggles off the

options to use Create a new Insert a new Merge all subdocuments

subdocuments  subdocument subdocument into the first one
= \.3} reate
_,,. sert :-_-.
| Shiow Callapse %
ent|subdocuments Unlln LocNg ocument
Ster Do ume
Toggle between  Delete the link and Lock the Split subdocuments
showing content  make the content  document against into separate
and link only  part of the document  future editing documents

Figure 4-15: The subdocument commands appear when Show Documents
on the Outlining tab is clicked. These commands allow subdocuments to be
inserted and manipulated.
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, GENERATE A TABLE OF CONTENTS
(qV 1. Place the insertion point where you want to insert the table of contents (normally at the

Itis a good idea to place a table of contents in its own beginning of the document).
section, where you can have separate formatting, 2. Click the References tab, and click Table Of Contents in the Table Of Contents group.
margins, and page numbers. If you want to do this, create A menu is displayed showing various styles for the table of contents plus commands at
- the section before creating the TOC. See “Create Section the bottom of the menu. If you want a table of contents generated automatically, click a
Breaks,” earlier in this chapter. style. The table of contents will be displayed where your pointer is positioned.
If you want to control aspects of the table of contents, do not select a style; e
continue with step 3. Contents =
ool tents SR <) 3. On the bottom of the menu, click Insert Table Of Contents. The Table Of Contents
| Tebleof Figures | Table of authortties | i dialog box, shown in Figure 4-16, appears.
Priek Presviow Web Proview
Headingl.. ... .........1]|4 | [Headng1 . 4. The Print Preview and Web Preview features show how the TOC will appear based on
HEING 2o 3 Heading 2 the options selected. You have these options:
HEading 2 vvvveseessasreseien 5 Heading 3 ® Clear the Show Page Numbers check box to suppress the display of page numbers.
o - - ® Clear the Right Align Page Numbers check box to allow page numbers to follow
of| Show rumbers of | Use hysperfinks inchead ot page numbers . .
A BT the text immediately.
ToltJeoddris Lymare [ ® Clear the Use Hyperlinks Instead Of Page Numbers check box to use page
o numbers in place of hyperlinks.
© Fomats:  |Fromtengiste  [v] ® Click the Tab Leader down arrow, and click (None) or another option for a leader
AR P : between the text in the TOC and the page number.
(omtem) (tostoam) ® Click the Formats down arrow to use one of the available designs.
=] E ® Click the Show Levels down arrow, and click the highest level of heading you want
N to display in the TOC.
Figure 4-16: Use the options and settings in the Table 5. Click OK when finished.
Of Contents dialog box to determine how your table of
contents will look.
Create and Use Outlines
o An outline is a framework upon which a document is based. It is a hierarchical
list of the headings in a document. You might use an outline to help you organize
your ideas and thoughts when writing a speech, a term paper, a book, or a research
project. The Outline tab in Word makes it easy to build and refine your outlines.
@ 1. Open a new blank document (see Chapter 1). Click the View tab, and click Outline
in the Document Views group. Word switches to the Outlining tab, displayed earlier in
Figures 4-14 and 4-15.
o
-
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42
1 *Jr3

6 " = Print Layout Full Screen Draft
J M _d 5| J view Reading view view
USING VIEW BUTTONS (it ruisceen Wb outine. Dt
Word 2010 contains five views that you can use to ML T
display your document in different ways, as you can see Figure 4-17: Click the View
in Figures 4-17 and 4-18. tab, and in the Documents Web Layout Outline
Views group, click the view view
® Print Layout is the default view in Word view you want.
. T e e T J Figure 4-18: You can immediately
) SIS U 1) Sl I (12 [ VL Ul y switch to another view using the
document is printed. L Views toolbar on the status bar.
® Full Screen Reading displays the document
as a “book” with facing pages. You can “flip” 2. Type your heading text, and press ENTER. Word formats the headings using the built-in
through the pages rather than scroll through them. heading style, Heading 1. Continue throughout the document. You have these ways of
It uses the full screen in order to display as much working with the levels: = |
of the document as possible. On the top is | (/5 ® Assign a heading to a different level by selecting it from the Outline Level 1 b
a restricted toolbar with limited options for .y sreen Level drop-down list box Level 2
a Heading p " Lewe| 3
using the document. Level 4
—Or—
® Web Layout displays a document in a larger . . L . .
T Y ; P yt I T g Place the insertion point in the heading, and then click the Promote or Demote
ont size and wraps to fit the window rather ,‘i;;';l button on the Outlining toolbar until the heading is at the level you want.

than the page margins.
® To move a heading to a different location, place the insertion point in the heading,

and then click the Move Up or Move Down button « + on the Outlining tab
Outline Tools group until the heading is where you want it. (If a heading is collapsed,
the subordinate text under the heading moves with it.)

® Outline displays the document’s framework J
as it has been laid out with headers Gutline
identified, etc.

® Draft suppresses headings and footers and other 3. When your're satisfied with the organization, click Close Outline View, which automatically
design elements in order to display the text in draft switches to Print Layout view. (See the QuickSteps “Using View Buttons” for more
form so that you can have an unobstructed [ =| information.)

view of the contents. e

To display any of these views, click the View tab, . .
and click the view you want in the Document Views Use Wo rd ertl ng AIdS
group (Figure 4-17); or click the relevant button on the

View toolbar on the right of the status bar (Figure 4-18). Word 2010 provides several aids that can assist you in not only creating your

document, but also in making sure that it is as professional-looking as possible.
These include AutoCorrect, AutoFormat, AutoText, AutoSummarize, an extensive
equation-writing capability, character and word counts, highlighting, hyphenation,
and a thesaurus.
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. AuboFormat | Actions
Bustod"orreck | Math AukoCorrect I AukoFormat A You Type

71 Show AutoCorrect Options buttans

[¥] Carrect TWa Ihatial CApitals [P
[¥] Capitalize First letter of sentences —
| Capitalize First letter of tahle cells

! Capitalize pames of days

[¥] Correct accidental usage of cAPS LOCK key

[¥] Replace text as you type
Replace: with: (@) Flam text Formatted text

|} bics

[FEH
3]
1

[¥] Automatically use suggestions From the speling checker

o (o)

AutoCorrect: English (U.S.) l @ HH

Figure 4-19: Use the AutoCorrect tab to determine
what items Word will automatically correct for you
as you type.
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Use AutoCorrect and AutoFormat

The AutoCorrect feature automatically corrects common typographical errors
when you make them. Although Word 2010 comes preconfigured with hundreds
of AutoCorrect entries, you can also manually add entries.

CONFIGURE AUTOCORRECT

1. Click the File tab, click Options, click Proofing in the left column, and click AutoCorrect
Options. The AutoCorrect: Language dialog box appears.

2. Click the AutoCorrect tab (if it is not already displayed), and select from the following
options, according to your preferences (see Figure 4-19):

® Show AutoCorrect Options Buttons displays a small blue
button or bar beneath text that was automatically corrected.
Click this button to see a menu, where you can undo the
correction or set AutoCorrect options.

Aulomaticall j;rLuneLl
= -

_|;1ut0<30rrect0ptions|_

® Correct TWo INitial CApitals changes the second letter in a pair of capital letters
to lowercase.

® Capitalize First Letter Of Sentences capitalizes the first letter following the end of
a sentence.

® Capitalize First Letter Of Table Cells capitalizes the first letter of a word in
a table cell.

® Capitalize Names Of Days capitalizes the names of the days of the week.

® Correct Accidental Usage Of cAPS LOCK Key corrects capitalization errors that
occur when you type with the CAPS LOCK key depressed and turns off this key.

® Replace Text As You Type replaces typographical errors with the correct words as
shown in the list beneath it.

® Automatically Use Suggestions From The Spelling Checker tells Word to replace
spelling errors with words from the dictionary as you type.

3. Click OK when finished.

ADD OR DELETE AN AUTOCORRECT ENTRY

1. Click the File tab, click Options, click Proofing in the left column, and click AutoCorrect
Options. The AutoCorrect: Language dialog box appears.

2. Click the AutoCorrect tab (if it is not already displayed).
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Figure 4-20: Use the AutoFormat As You Type tab to
determine what items Word will automatically format for
you as you type.

® To add an entry, type the text that you want Word to automatically replace in the
Replace box. Type the text that you want to replace it with in the With box. Click Add. N

® To delete an entry, scroll through the list of AutoCorrect entries, and click the entry
you want to delete. Click Delete.

3. Click OK.

USE AUTOFORMAT ©
AutoFormat automatically formats a document as you type it by applying the
associated styles to text, depending on how it is used in the document. For

example, Word will automatically format two dashes (--) into an em dash (—) or
will automatically format Internet and e-mail addresses as hyperlinks.

To choose the formatting you want Word to apply as you type:

1. Click the File tab, click Options, click Proofing in the left column, and click
AutoCorrect Options. The AutoCorrect: Language dialog box appears. Click the [3)
AutoFormat As You Type tab.

2. Select from among the following options, depending on your preferences (see
Figure 4-20):
® "Straight Quotes" With “Smart Quotes” Replaces plain quotation characters
with curly quotation characters

® Ordinals (1st) With Superscript Formats ordinal numbers (numbers designating
items in an ordered sequence) with a superscript—for example, 1st becomes 1t

® Fractions (1/2) With Fraction Character (2) Replaces fractions typed with
numbers and slashes with fraction characters ~

® Hyphens (--) With Dash (—) Replaces a single hyphen with an en dash (-) and
two hyphens with an em dash (—)

©® *Bold* And _ltalic_ With Real Formatting Formats text enclosed within asterisks
(*) as bold and text enclosed within underscores ( _ ) as italic o

® Internet And Network Paths With Hyperlinks Formats e-mail addresses and
URLs (Uniform Resource Locator—the address of a webpage on the Internet or an
intranet) as clickable hyperlink fields

® Automatic Bulleted Lists Applies bulleted list formatting to paragraphs beginning ©
with *, o, or — followed by a space or tab character

® Automatic Numbered Lists Applies numbered list formatting to paragraphs
beginning with a number or letter followed by a space or a tab character

0]}
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® Border Lines Automatically applies paragraph border styles when you type three

N < or more hyphens, underscores, or equal signs (=)
The AutoFormat feature in Word 2003 that applied ® Tables Creates a table when you type a series of hyphens with plus signs to
formatting to a document after it was written is not indicate column edges

available in Word 2010. Also, the AutoFormat tab in the
AutoCorrect dialog box does not do anything. The options
have been replaced by the AutoFormat As You Type tab.

® Built-In Heading Styles Applies heading styles to heading text

® Format Beginning Of List ltem Like The One Before It Repeats character
formatting that you apply to the beginning of a list item. For example, if you format
the first word of a list item in bold, the first word of all subsequent list items are
formatted in bold.

® Set Left- And First-Indent With Tabs And Backspaces Sets left indentation on
the tab ruler based on the tabs and backspaces you type

® Define Styles Based On Your Formatting Automatically creates or modifies
styles based on manual formatting that you apply to your document

3. Click OK when finished.

Use Building Blocks

Building blocks are blocks of text and formatting that you can use repeatedly,
such as cover pages, a greeting, phrases, headings, or a closing. Word provides
a number of these for you, but you can identify and save your own building
blocks and then use them in different documents.

CREATE A BUILDING BLOCK _j Quick Parts = g% Signature Line = J[ Eq

. L s . g AutoTexdt ¥
N 1. Select the text or graphic, along with its formatting, (| D

that you want to store as a building block. (Include = Field..

the paragraph mark in the selection if you want to @ Building Blocks Organizer...
r 5 store paragraph formatting. o Save Selection to Quick Part Gallery..
Create New Building Block M p g p g) _‘h e o l}

© e 2. Click the Insert tab, click Quick Parts in the Text group, and then click Save Selection
Galery: | Quick Parts [+] To Quick Parts Gallery.
1]

Category:  General

3. The Create New Building Block dialog box appears. Accept the suggested name for
Desription: the building block, or type a short abbreviation for a new one. For example, | changed
Gl this one to “gs” for QuickSteps.

Save in: Building Blocks. dotx
Cptions: TR A | 4. In most cases, you will accept the Quick Parts gallery, the General category, and the
[k ][ conal Building Blocks.dotx file name, since those provide for the easiest retrieval.
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block, click the option that is correct for you. If you want paragraph formatting, you
must include the paragraph mark.

6. Click OK.

INSERT ONE OF YOUR BUILDING BLOCKS
1. Place the insertion point in the document where you want to insert the building block.

2. Click the Insert tab, click Quick Parts in the Text group, and then double-click the

Cpkions: Insert conkent only -
Insert content onl -
In kent in paragraph
Insert content in its own page s
2l Quick Parts'!_gsignature line =~ T Equation = | l
General
ms

MATTHEWS TECHNOLOGY

as
CuickSteys

5 AutoTexdt »
[H1 Document Property »
=l Field...

@ Building Blocks Organizer...

=8

Figure 4-21: The Quick Parts feature provides
direct access to your building block entries so
that you can insert them in documents.

Figure 4-22: Word comes with a large number
of building blocks that you can access.

entry you want, as shown in Figure 4-21.

INSERT ONE OF WORD'’S BUILDING BLOCKS
1. Place the insertion point in the document where you want to insert the building block.

2. Click the Insert tab, click Quick Parts in the Text group, and then click Building

Blocks Organizer. The Building Blocks Organizer dialog box appears, as shown in
Figure 4-22.

5. Click the Options down arrow, and, depending on what you are saving in your building

Building Blocks Organizer
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You cannot undo the deletion of a building block. The only

way to restore it is to re-create it.

Built-In
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3. Scroll through the list of building blocks until you find the one that you want. Click the
entry to see it previewed on the right. When you are ready, click Insert.

DELETE A BUILDING BLOCK

1. Click the Insert tab, click Quick Parts in the Text group, and then click Building
Blocks Organizer. The Building Blocks Organizer dialog box appears.

2. Scroll through the list of building blocks until you find the one that you want. Click the
entry to see it previewed on the right. When you are ready, click Delete, click Yes to
confirm the deletion, and click Close.

Enter an Equation

If you include mathematical equations in the documents you produce, Word has
several helpful tools for producing them. These include ready-made equations,
commonly used mathematical structures, a large standard symbol set, and many
special mathematical symbols that can be generated with Math AutoCorrect.
These tools allow you to create equations by modifying a ready-made equation,
using an equation text box with common mathematical structures and symbols,
and simply typing an equation as you would ordinary text.

MODIFY A READY-MADE EQUATION

1. Click at the location in the document where you want the equation.

2. Click the Insert tab, and click the Equation down arrow in the Symbols group. The list
of built-in equations appears, as shown in Figure 4-23.

3. Click the equation you want to insert. An equation text box will appear, containing the
equation, and the Equation Tools Design tab will display, as shown in Figure 4-24.

Figure 4-23: Word provides a number of
ready-made equations for your use.
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Figure 4-24: The equation text box automatically formats equations, which can be built with the
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structures and symbols in the Equation Tools Design tab.
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Justification

Treat an equation in its text box as you would ordinary
text and the text box itself as an object in a line of text.
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If you save a document with an equation in any format
prior to Word 2010, the equation will be converted to a .tif

image and you will not be able to edit it after you reopen it.

4. Click in the equation, and make any needed changes. Use the RIGHT ARROW and LEFT

ARROW keys to move through the text. To save the revised equation, click the down
arrow on the text box and click Save As New Equation.

5. When you have completed the equation, click outside the text box to close it and leave
the equation looking like it is part of ordinary text.
CREATE AN EQUATION IN A TEXT BOX

You can open an equation text box and use the Equation Tools Design tab to
create a professional-looking equation.

1. Click at the location in the document where you want to insert the equation.

2. Click the Insert tab, and click Equation in the Symbols group. £ Type equationhere.
An empty equation text box appears.

3. Either begin typing the equation or click one of the structures in the Structures group
on the Equation Tools Design tab. If a drop-down menu appears, click the specific
format you want.

4. If you use one of the structures, click in the small text boxes, and type the characters
or select the appropriate symbols from the Symbols group for the Equation Tools
Design tab.

5. Finish the equation using additional structures, symbols, and normal characters, if needed.

6. When you have completed the equation, click outside the text box to close it and leave
the equation looking like it is part of ordinary text.

CREATE AN EQUATION FROM SCRATCH

You can also type an equation in a line of text using standard keyboard keys
plus special symbols, and then convert it to a professional-looking equation.

1. Click at the location in the document where you want to insert the equation.

2. Begin typing using the keys on your keyboard, and, when needed, enter special
characters by either:

® Typing one of the Math AutoCorrect text sequences, like \sqrt to get a square root
symbol

—Or—

® On the Insert tab, click Symbol in the Symbols group, and click the symbol you
want if you see it; or click More Symbols, scroll through the symbols list until you
see the one you want, double-click it, and click Close
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To see the Math AutoCorrect text sequences, click the
File tab, click Options, click Proofing, and then click

AutoCorrect Options. Click the Math AutoCorrect tab.

Scroll through the list to see the text sequences (see
Figure 4-25). Click OK twice to close both dialog boxes.

AutoCorrect IM
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lissAuipcoueci] Mot AutoCorrect | utaovamok s You Tpe
¥ Use Math AutoCorrect rules outside of math regions
Wil Math AutoCurrect ard AutoCorrecl rules conflicl, AutoCorredl rules vl
be used,
7| Replace text ac you type
Replace: With:
\sart i
"Ispadesult + -
;'L‘:rrm n
|tsqeup u
i
!'\t;ql;l.bgeteq B
|\puperseley |2
|iskar *
|'\-:|.b99t =3
|\subseteq =
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E'\supcucth 2
[owamow | ¢ =
Recognized Functions... Delete |
G

Figure 4-25: Math AutoCorrect allows you to insert
math symbols by typing text sequences.

To see how to format typed equations, select several of
the ready-made equations, and click Normal Text in the
Equation Tools Design tab Tools group.  abe Momal Text
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Figure 4-26: You can type an equation with normal text (a), place it in an
equation box (b), and then convert it to a professional-looking equation (c).

3. Finish the equation using the techniques in step 2. When you have completed it

(Figure 4-26a shows a quadratic equation created in this manner), select the entire
equation, and, in the Insert tab Symbol group, click Equation. An equation text box
forms around the new equation, shown in Figure 4-26b.

Count Characters and Words

. Click the equation box down arrow, and click

professionally formatted quadratic equation is shown in

Figure 4-26c.

8x = (=b +V(5~2 - 4ac))/2a}

Professional. Click outside the text box to close it. The Br  Save as New Equation..
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€% Professional D\?
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Justification

Word can tell you the number of characters and words in a document or in just

a portion of the document you select.

On the Review tab, click Word Count i in the
Proofing group. The Word Count dialog box

appears, displaying the following information

about your document (see Figure 4-27):

Number of pages

Number of words

Number of characters (not including spaces)
Number of characters (including spaces)
Number of paragraphs

Number of lines

Use Highlighting

The Highlight feature is useful for marking important text in a document or

Paragraphs
Lines

[#] Include texthoxes, Footnotes and endnotes

Word Count M
Skatistics:
Pages 9
Woards 534
Characters {no spaces) 8,253
Characters {with spaces) 3,921

120
495

Figure 4-27: The Word Count
feature is a quick and easy way
to view the specifics of your

document.

text that you want to call a reader’s attention to. Keep in mind, however, that




highlighting parts of a document works best when the document is viewed
online. When printed, the highlighting marks often appear gray and may even N
obscure the text you're trying to call attention to.

€
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b
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APPLY HIGHLIGHTING

The Highlight button is a toggle that switches color highlighting on and off.
First you select a color, and then you apply the highlight to text or a graphic.

e

Mo Col
o 1. In the Home tab Font group, click the Highlight down arrow, and select a color from

Stop Highlighting X .
the menu. The cursor turns into a paintbrush.

2. Drag the pointer over the text or graphic that you want to highlight. The highlighting is

by Epicteus . .
Caretake this moment. applied to your selection.
NINTI RS RGP | Cr: 3. To turn off highlighting, click Highlight again or press ESC.

Respond to this persen, this challenge, this deed.

REMOVE HIGHLIGHTING
1. Select the text that you want to remove highlighting from, or press CTRL+A to select all 3,

of the text in the document.
!—P 2. In the Home tab Font group, click Highlight. (This requires that the default be “No
- Color”)

You can also apply highlighting by selecting the text first o
— r_

and then clicking Highlight in the Home tab Font group. (o))
The default highlight color is applied. In the Home tab Font group, click the Highlight drop-down arrow, and then click No
Color.
CHANGE HIGHLIGHTING COLOR
In the Home tab Font group, click the Highlight drop-down arrow, and then ~

click the color that you want to use.

FIND HIGHLIGHTED TEXT IN A DOCUMENT

A Findl-| || 1. In the Home tab, click the Find down arrow in the Editing group, and click Advanced
A rind Find. The Find And Replace dialog box will appear. o

2 advancad Find- 2. If you don't see the Format button, click the More button.
= GoTo..
3. Click the Format button, and then click Highlight.
4. Click Find Next and repeat this until you reach the end of the document. o
. Clic when the message box is displayed indicating that Word has finishe
5. Click OK when th box is displayed indicating that Word has finished
searching the document, and click Close in the Find And Replace dialog box.
—h
o
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Add Hyphenation

The Hyphenation feature automatically hyphenates words at the ends of lines
based on standard hyphenation rules. You might use this feature if you want
words to fit better on a line, or if you want to avoid uneven margins in right-
aligned text or large gaps between words in justified text. (See Chapter 3 for
information on text alignment.)

JSTRTBARRERT] | L] Page Bo AUTOMATICALLY HYPHENATE A DOCUMENT

v;' Mone
Automatic To automatically hyphenate a document, you must be in Print Layout format.

Manual

1. In the Page Layout tab, click Hyphenation in the Page Setup group. A drop-down

be~  Hvphenation Options... h
menu appears.

2. Click Hyphenation Options to open the Hyphenation dialog box. Select the option you

Eyphesation == want (see Figure 4-28).

%&”t;ma“ca"" h‘;p'?e”ate Soement ® Automatically Hyphenate Document Either enables automatic hyphenation
FHER R SRS i as you type or after the fact for selected text (this option is turned off in Word by
Hyphenation zone: 0.25" default)

Lirnit consecutive hyphens ko (Mo limit

® Hyphenate Words in CAPS Hyphenates words typed in all uppercase letters

I Manual. .. | [ [a]'4 ] ’ Cancel |

® Hyphenation Zone Sets the distance from the right margin within which you want
to hyphenate the document (the lower the value, the more words are hyphenated)

2

’;{,g:zewll!,',z g;g;;?gazf/t’e';rg;:;g;w ® Limit Consecutive Hyphens To Sets the maximum number of hyphens that can

words. appear in consecutive lines
3. Click OK when finished.

MANUALLY HYPHENATE TEXT

1. In the Page Layout tab, click Hyphenation in the Page Setup group. A drop-down
menu appears.

2. Click Manual.

Manual Hyphenation: English (U.5.) M

Hyphenate at: |gov-ermnent

[ Yes J Blo | [ Cancel

3. Word searches for possible words to hyphenate. When it finds one, the Manual
Hyphenation dialog box appears.
4. Do one of the following:
You can also hyphenate existing text by selecting the ® Click Yes to hyphenate the word at the suggested blinking hyphen.

text, clicking Hyphenation in the Page Layout tab, and ® Click one of the other hyphen choices, and then click Yes.
clicking Automatic in the Page Setup group.

® Click No to continue without hyphenating the word.
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EXPLORING THE THESAURUS

A thesaurus is a book or list of synonyms (words that
have similar meanings), and Word contains a Thesaurus
feature that will help you find just the right word to get
your message across.

1. Select the word in your current document for
which you want a synonym. You can also type a
word in step 3.

2. In the Review tab, click Thesaurus in the Proofing
group. The Research task pane is displayed (see
Figure 4-29) and the search results are displayed.

3. If you did not select a word in step 1, type the
word you want to find synonyms for in the Search
For field, and click the green arrow to start
searching.

4. In the list of possible words, point to the word you
want to use. Click the arrow that appears, and
click Insert.

bumpy [+

palel -:ﬂj Insert
imegy 53 Copy
pothi £ LookUp

5. Close the Research pane when finished.

You can also open the Thesaurus by selecting the word
you want to look up and pressing SHIFT+F7.

5. Word will continue searching for words to hyphenate and display the Manual

Hyphenation dialog box until the entire document has been searched. A message box

is displayed to that effect. Click OK.

Research v X
Search for:
i ufurLalde

Thesaurus: Englsh (LS.} E

D pack |- | -

4 Thesaurus: English (US) -
4 painful (adj.)

painful

sare

tight;

raugh

scratchy

itchy

burmpy

prickly

comfartable {Antonym)

difficult {adj.)

difficult

awkward

[

embarrassing
uneacy
tricky
unpleasant
UNRnErying

distressing

il at ease (Dickionary F...

comfortable (antonym)
4 Can't find it?

Try one of these alternatives
or ee= Help Far hinks on
refining your search,

0 Get updates to your services. ..
O Gek services on Office

Figure 4-29: The Thesaurus Marketplace
feature enables you to find i, Research options...
exactly the right word.
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Understanding Data Types
Enter Text

Enter Numeric Data
Completing an Entry
Enter Dates

Understanding Excel Dates
and Times

Use Times

Format Numbers

Adding Data Quickly

Edit Cell Data

Remove Cell Contents
Selecting Cells and Ranges
Copy and Paste Data

Find and Replace Data

Editing Workbooks in the Excel
Web App

Verify Spelling

Modify Automatic Corrections

Cheptera

Entering and Editing Data

Data is the heart and soul of Excel, yet before you can
calculate data, chart it, analyze it, and otherwise use it, you
have to place it on a worksheet. Data comes in several
forms—such as numbers, text, dates, and times—and Excel
handles the entry of each form uniquely. After you enter data
into Excel’s worksheets, you might want to make changes.
Simple actions—such as removing text and numbers, copying
and pasting, and moving data—are much more enhanced in
Excel than the standard actions most users are familiar with.

In addition, Excel provides several tools to assist you in
manipulating your data. You can have Excel intelligently
continue a series without having to manually enter the
sequential numbers or text. Automatic tools are available to
help you verify accuracy and provide pop-ups—small toolbars
related to the Excel task you’re working on. These, and other
ways of entering and editing data, are covered in this chapter.
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UICKFACTS |

UNDERSTANDING DATA TYPES

Cells in Excel are characterized by the type of data they
contain. Textis composed of characters that cannot be
used in calculations. For example, “Quarterly revenue is
not meeting projection.” is text, and so is “1302 Grand
Ave.” Numbers are just that: numerical characters that
can be used in calculations. Dates and times occupy

a special category of numbers that can be used in
calculations, and are handled in a variety of ways. Excel
lets you know what it thinks a cell contains by its default
alignment of a cell’s contents; that is, text is left-aligned
and numbers (including dates and times) are right-
aligned by default (of course, you can change these, as
described later in the chapter).

Text: left- Number:
aligned right-aligned

s -Cf &
0.”\ B G
1 supplies 7356

£

Excel provides several highly visible identifiers for the
active cell (see illustration at right): the Name box at

the left end of the Formula bar displays the address;

the column and row headings are highlighted in color; the
Formula bar displays cell contents; and the cell borders
are bold.
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Active cell row and

Enter Data

An Excel worksheet is a matrix, or grid, of lettered column headings across

the top and numbered row headings down the side. The first row of a typical
worksheet is used for column headers. The column headers represent categories
of similar data. The rows beneath a column header contain data that is further
categorized either by a row header along the leftmost column or listed below
the column header. Figure 5-1 shows examples of two common worksheet
arrangements. Worksheets can also be used to set up tables of data, where
columns are sometimes referred to as fields and each row represents a unique
record of data. Tables are covered in Chapter 14.

Each intersection of a row and column is called a cell, and is referenced first by
the column location and then by the row location. The combination of a column
letter and row number assigns each cell an address. For example, the cell at the
intersection of column D and row 8 is called D8. A cell is considered active when
it is clicked or otherwise selected as the place in which to place new data.

Enter Text

In an Excel worksheet, text is used to identify, explain, and emphasize numeric
data. It comprises characters that cannot be used in calculations. You enter text
by typing, just as you would in a word-processing program.

Name box shows
address of active cell

Formula bar displays
active cell contents

1 AT - f-—| Revenue
A | =& c
Superior Office Sup

column headings
are highlighted

1

2 2010 Budget
3 | Superior Office Supplies 1stQtr  Znd Otr
Active cell is 4 |Rew
surrounded by "5 | Paper Supplies " 423567 935,938
bold border )




Columns are identified by lettered headings
across the top of the worksheet

Data organized by column
and row headers

Column headers
categorize data vertically

Data in a table organized by
column headers and records

/
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Figure 5-1: The grid layout of Excel worksheets is defined by several components.

See Chapter 6 for ways to increase column width to
accommodate the length of text in a cell.

ENTER TEXT CONTINUOUSLY

Text (and numbers) longer than one cell width will appear to cover the

adjoining cells to the right of the active cell. The covered cells have not been

“used”; their contents have just been hidden, as shown in Figure 5-2. To enter

text on one line:

1. Click the cell where you want the text to start.

2. Type the text. The text displays in one or more cells (see rows 2 and 4 in Figure 5-2).

3. Complete the entry. (See the “Completing an Entry” QuickSteps later in the chapter for
several ways to do that.)
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Figure 5-2: Text in a cell can cover several cells or be
placed on multiple lines.

The beginning cell is in the same column where you first
started entering data. For example, if you started entering
data in cell A5 and continued through E5, pressing TAB
between entries A5 through D5 and pressing ENTER in
E5, the active cell would move to A6 (the first cell in the
next row). If you had started entering data in cell C5,
after pressing ENTER at the end of that row of entries, the
active cell would move to C6, the cell below it. This often
causes confusion when you go back to edit a cell while
you're in the middle of a row and then click in another cell
in that row to continue entering data.

v
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WRAP TEXT ON MULTIPLE LINES

You can select a cell and wrap text at the end of its column width, much like
how a word-processing program wraps text to the next line when entered text
reaches its right margin.

1. Click the cell where you want to enter text.

2. Type all the text you want to appear in a cell. The text will continue to the right,
overlapping as many cells as its length dictates (see row 4 in Figure 5-2).

3. Press ENTER to complete the entry. (See the “Completing an Entry” QuickSteps.) Click
the cell a second time to select it.

4. Click the Home tab at the left end of the ribbon. In the Alignment
group, click the Wrap Text button. The text wraps within the
confines of the column width, increasing the row height as
necessary (see row 6 in Figure 5-2).

CONSTRAIN TEXT ON MULTIPLE LINES

Allgnment

When you want to constrain the length of text in a cell:

1. Click the cell where you want to enter text.
. Type the text you want to appear on the first line.
. Press ALT+ENTER. The insertion point moves to the beginning of a new line.

. Repeat steps 2 and 3 for any additional lines of text. (See row 8 in Figure 5-2.)

a b WODN

. Complete the entry. (See the “Completing an Entry” QuickSteps.)

Enter Numeric Data

Numbers are numerical data, from the simplest to the most complex. Excel
provides several features to help you work more easily with numbers used
to represent values in various categories, such as currency, accounting, and
mathematics.

ENTER NUMBERS

Enter numbers by simply selecting a cell and typing the numbers.

1. Click the cell where you want the numbers entered.




!;5 2. Type the numbers. Use decimal places, thousands separators, and other formatting

You can cause a number to be interpreted by Excel as text as you type, or have Excel format these things for you. (See “Format Numbers” later in
by typing an apostrophe (‘) in front of it and completing this chapter.)

the entry. The “number” is left-aligned as text and a green . . o~

D B D U GRS : 3. Complete the entry. (See the “Completing an Entry” QuickSteps.)

cell. When selected, an error icon displays next to ; ENTER NUMBERS USING SCIENTIFIC NOTATION

the cell, indicating a number is stored as text. 00?013351 ] Exponents are used in scientific notation to shorten (or round off) very large or

small numbers. The shorthand scientific notation display does not affect how
the number is used in calculations; however, rounding provides a less precise

\m result when moving a decimal point several orders of magnitude. (To retain
precision, see the associated Tip regarding converting numbers to scientific

You can convert a number to scientific notation from the notation.)

Home tab Number group on the ribbon. Click the Number

Format down arrow, and click Scientific near the bottom

of the list. To set the number of decimal places, click the 2. Type the number using three components:

Increase Decimal % or Decrease Decimal ® Base: For example: 4, 7.56, -2.5

button at the bottom of the Number group. Also, sdentific r

note that the Number Format box displays the 3% | *!%
B ber E ® Exponent: The number of times 10 is multiplied by itself. Positive exponent

type of number format in the selected cell.

J numbers increment the base number to the right of the decimal point, negative
numbers to the left. For example, scientific notation for the number 123,456,789.0 is
written to two decimal places as 1.23 x108. In Excel, you would type 1.23e8.

1. Click the cell where you want the data entered.

® Scientific notation identifier: Type the letter “e.”

3. After completing the entry (see the “Completing an Entry” QuickSteps), it will display

as: | 1_73F+nn_|

COMPLETING AN ENTRY
You can complete an entry using the mouse or the Enter Dates

keyboard and control where the active cell goes next. . S
y g If you can think of a way to enter a date, Excel can probably recognize it as

LA AL AL S AL LS 2 such. For example, Table 5-1 shows how Excel handles different ways to make

U SR 10 B T S LEED TS pr e e the date entry use the date of March 1, 2010 (assuming it is sometime in 2010) in
current cell active, click ENTER on 8 c

the Formula bar.

a worksheet.

MOVE THE ACTIVE CELL TO THE RIGHT In cases when a year is omitted, Excel assumes the current year.

To complete the entry and move to the next cell in the
same row, press TAB.

Continued . . .
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DISPLAYS THIS AFTER

COMPLETING AN ENTRY (Continued) TYPING THIS... COMPLETING THE ENTRY
MOVE THE ACTIVE CELL TO THE NEXT ROW 3/1, 3-1, 1-mar, or 1-Mar 1-Mar

To Comp|ete the entry and move the active cell to 3/1/10, 3'1'10, 3/1/2010, 3'1'2010, 3'1/10, or 3'1/2010 3/1/2010

the next row, press ENTER. The active cell moves to the Mar 1, 10, March 1, 2010, 1-mar-10, or 1-Mar-2010 1-Mar-10

beginning cell in the next row (see the $L035 51086 §1,123

a g2z 528 54 Table 5-1: Examples of Excel Date Formats

Note earlier in the chapter).

CHANGE THE DIRECTION OF THE ACTIVE CELL CHANGE THE DEFAULT DISPLAY OF DATES
1. Click the File tab, click Options, and then click Two common date formats (long and short) are displayed by default in Excel

the Advanced option. based on settings in the Windows Region And Language item in Control Panel,

2. Under Editing Options, click After Pressing

shown in Figure 5-3.
Enter, Move Selection to select it if it is not

already selected. — 1. In Windows 7, click Start and click Control Panel.

3. Click the Direction down W i g S g st 2. In Control Panel Category view, click the Clock, Language, And Region category,
arrow, and click a direction. ~ byrewon: Lawn| =] and then click Region And Language.
Down is the default. - :::Dmm none -Or—

- Uy
|| Enable fill cell drag-and-drop

[}
4. Click OK when finished. — Lot In Icons view, click Regional And Language Options.

MOVE THE ACTIVE CELL TO ANY CELL D e =
To complete the entry and move the active cell to any cell Fomets [ogainl Eeeeneeny —=
in the worksheet, click the cell you want to become active. —
ormat
|Engli5h (United States) -|

Date and time formats

Shurl date: EM!IJJ"yyyy v|
_ Loy date; |, MMMM d, yyyy -
Shorl Lirne: :h:mmlt v|
Long time; ih:mm:n 1w i |
. . = — FirsL day of week: ESululay v|
In Excel, you can tell what short date setting is 3 | 12/71/2009 NN, v
currently in use by clicking a cell with a date in it [ o e | F—
) ) [aroed P
and seeing what appears in the Formula bar. . Short date: 243010
J Long date: Tuesday, February 09, 2010
Short time: 9:51 8M
| nng tirae: 9:51:75 AN

Additinnal settings...

Go onling to learn about changing languages and regional formats

Figure 5-3: You can change

how Excel and other Windows Cancel Aooly

programs display dates.
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3. On the Formats tab, click Additional Settings.

4, Click the Date tab, click the Short Date Format down arrow, and select a format. N
To enter the current date in a cell, click the cell and press Similarly, change the long date format as necessary.
CTRL+; (press and hold CTRL and press ;). The current 5. Click OK twice and close Control Panel.
date is displayed in the date format applied to the cell,
the default of which is the short date. FORMAT DATES W
You can change how a date is displayed in Excel by choosing a new format.
1. Right-click the cell that contains the date you want to change. (See the “Selecting Cells
and Ranges” QuickSteps later in the chapter to see how to apply formats to more than
one cell at a time.)
LN

2. Click Format Cells on the context menu. The Format Cells dialog box appears. If
needed, click the Number tab and then the Date category, as shown in Figure 5-4.

3. Select a format from the Type list.
_Or_

Use custom number codes to create a new format. To learn about number format
codes, search Excel Help for the topic “Create or delete a custom number format.”

4. You can see how the new date format affects your date in the Sample area. Click OK
when finished.

()]
Format Cells 2 i
Number | Alignment | Font | Border | Rl | Protection
Categary:
General a |  Sample
Number
CiErenry 1f21[2003 \l
Accounti
'@kﬁ,w 5
percentage #Wednesday, March 14, 2001 El
p 3 |5
F".’-‘h‘i’& 3{14j01
Sm'r m* 03/ 14/01
i 14-Mar
Special -
Cuslum 14-Mar-01
Lucabe (ucativn: m
English {U.5.) E
Diabe Formate display date and time cerisd numbers 2c date values, Date formate that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified For the
operating system. Formats without an asterisk are not affected by operating system settings. @
Figure 5-4: You can choose from among
several ways to display dates in Excel.
—
o
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LUCKFACTS

UNDERSTANDING EXCEL DATES
AND TIMES

If you select a cell with a date and open the Number
Format list in the Number group, you'll notice several

of the formats show examples with a number around
40,000. Is this just an arbitrary number Excel has cooked
up to demonstrate the example formats? Hardly. Dates
and times in Excel are assigned values so that they can
be used in calculations (Chapter 7 describes how to use
formulas and functions). Dates are assigned a serial
value starting with January 1, 1900 (serial value 1).

The number you see on the Number Format list is the
value of the date in the active cell (you can convert a
date to its serial value by changing the format from Date
to Number). For example, January 1, 2010, has a serial
value of 40,179. Times are converted to the decimal

equivalent of a day. For example, 4:15 P.M. is converted
to 0.68. Since Excel considers dates and times as
numerics, they are right-aligned in a cell. If you see what
you think is a date but it is left-aligned, Excel is treating
it as text, not a date, and you would receive an error
message if you tried to use it in a formula.

To enter the current time in a cell, click the cell and press

CTRL+SHIFT+: (press and hold CTRL and SHIFT, and press :).

The current time in the form h:mm AM/PM is displayed.

Date and Lime furmals

Short date; [Mr‘dfyyw

Long date: [ dotdd, MMMM dd, 335y
Whort time: [h:mm tt

Long time: [h:mm:u t

First day of week: [Sunday

116 Microsoft Office 2010 QuickSteps  Entering and Editing Data

Use Times
Excel’s conventions for time are as follows:
Colons (:) are used as separators between hours, minutes, and seconds.
AM is assumed unless you specify PM or when you enter a time from 12:00 to 12:59.
AM and PM do not display in the cell if they are not entered.
You specify PM by entering a space followed by “p,” “P” “pm,” or “PM.”

Seconds are not displayed in the cell if not entered.

AM, PM, and seconds are displayed in the Formula bar of a cell that contains a time.

ENTER TIMES
1. Select the cell in which you want to enter a time.

. Type the hour followed by a colon.
. Type the minutes followed by a colon.

. Type the seconds, if needed.

a b WODN

. Type a space and PM, if needed.

6. Complete the entry.

CHANGE THE DEFAULT DISPLAY OF TIMES
By default, times are displayed in Excel based on settings configured in the
Windows Region And Language feature of Control Panel. To change the default
settings:
1. In Windows 7, click Start and click Control Panel.

2. In Category view, click the Clock, Language, And Region category, and then click
Region And Language.

—Or—
In Icons view, click Region And Language.

3. On the Formats tab, click the Short Time and/or Long Time down arrow, and select
the formats you want. (If you don’t understand the meaning of the shorthand, click
What Does The Notation Mean? to view an explanation of the time symbology.)

4. Click OK and close Control Panel.




FORMAT TIMES

You can change how a time is displayed in Excel by choosing a new format.

Changing the system date/time formats in Region And 1. Select the cell that contains the time you want to change. (See the “Selecting Cells and
Language changes the date and time formats used by all Ranges” QuickSteps later in the chapter for how to apply formats to more than one cell
Windows programs. Dates and times previously entered at a time.)

in Excel may change to the new setting unless they were 2
formatted using the features in Excel’s Format Cells
dialog box.

. Click the Dialog Box Launcher arrow in the Home tab Number group. The Format
Cells dialog box appears with the Number tab displaying the Custom category.

v 3. Under Type, select a format.

_Or_
Use custom number codes to create a new format. To learn about number format
codes, search Excel Help for the topic “Create or delete a custom number format.”

4. You can see how the new time format will affect your time in the Sample area. Click
OK when finished.

Format Numbers

Numbers in a cell can be formatted in any one of several numeric categories
by first selecting the cell containing the number. You can then use the tools
available in the Home tab Number group or have the full range of options
available to you from the Format Cells dialog box.

DISPLAY THE NUMBER TAB

Formatting also can be applied to cells in advance of Click the Dialog Box Launcher = in the lower-right corner of the Number ~
entering numbers (or text) so that the attributes are displayed group. The Format Cells dialog box appears with the Number tab displayed
as you complete the entry. Simply select the cells and (shown in Figure 5-5).

apply the formatting. See the “Selecting Cells and Ranges”
QuickSteps later in the chapter for ways to select cells. ADD OR DECREASE DECIMAL PLACES

1. On the Number tab of the Format Cells dialog box, choose the appropriate humeric (o

category (Number, Currency, Accounting, Percentage, or Scientific) from the Category
list box.

2. In the Decimal Places text box, enter a number or use the spinner to set the number of
decimal places you want. Click OK. O

—Or-

0]}
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Format Cells

rawnher
Currey

Accounting
Date

Tirne:
Percentage
Fraction
Scientific
Text
Specal
Cuslom

- | Sample
3567.78

Fill

General format cells have no specific number Format.

| protection |

Lo [ cona |

Figure 5-5: The Format Cells Number tab provides a
complete set of numeric formatting categories and

options.
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In the ribbon’s Home tab Number group, click the Increase Decimal or Decrease
Decimal button.
ADD A THOUSANDS SEPARATOR
® On the Number tab of the Format Cells dialog box, click the Number category, and
click Use 1000 Separator (,). Click OK.
—Or—

General .

® |n the ribbon’s Home tab Number group, click the Comma Style
button in the Number group.

ADD A CURRENCY SYMBOL

1. On the Number tab, choose the appropriate numeric category (Currency or
Accounting) from the Category list box.

$ - w (M) W

Mumber

2. Click OK to accept the default dollar sign ($), or choose another currency symbol from
the Symbol drop-down list, and click OK.

—Or—

Click the Accounting Number Format button $ - in the Number group. (You can
change the currency symbol by clicking the down arrow next to the current symbol and
choosing another one.)

CONVERT A DECIMAL TO A FRACTION
1. On the Number tab, click the Fraction category.

2. Click the type of fraction you want. View it in the Sample area, and change the type if
needed. Click OK.

CONVERT A NUMBER TO A PERCENTAGE
1. On the Number tab, click the Percentage category.

2. In the Decimal Places text box, enter a number or use the spinner to set the number of
decimal places you want. Click OK.

—Or—
Click the Percent Style button * in the Number group.
FORMAT ZIP CODES, PHONE NUMBERS, AND SOCIAL SECURITY NUMBERS
1. On the Number tab, click the Special category.
2. Select the type of formatting you want. Click OK.




ADDING DATA QUICKLY

Excel provides several features that help you quickly add
more data to existing data with a minimum of keystrokes.

USE AUTOCOMPLETE
Excel will complete an entry for you after you type the
first few characters of data that appears in a previous
entry in the same column. Simply press ENTER to accept
the completed entry. To turn off this feature if you find it
bothersome:

1. Click the File tab, click Options, and click the
Advanced option.

2. Under Editing Options, click Enable
AutoComplete For Cell Values to remove the
check mark.

FILL DATA INTO ADJOINING CELLS
1. Select the cell that contains the data you want to
copy into adjoining cells.

2. Point to the fill handle in the lower-right corner of
the cell. The pointer turns into a cross.

3. Drag the handle in the Pl
direction you want to
extend the data until you've
reached the last cell in the
range you want to fill.

Ragion

|
2
o
4
3 .T'tcglcrn
G

4. Open the smart tag B by clicking it, and select fill
options.
—Or—
Select the contiguous cells you want to fill in with
the data in a cell (see the “Selecting Cells and
Ranges” QuickSteps later in the chapter). In the
Home tab Editing group, click the Fill button [&] -,
and click the direction of the fill.

Continued . . .

Edit Data

The data-intensive nature of Excel necessitates easy ways to change, copy, or
remove data already entered on a worksheet. In addition, Excel has facilities to
help you find and replace data and check the spelling.

Edit Cell Data

You have several choices on how to edit data, depending on whether you want
to replace all the contents of a cell or just part of the contents, and whether you
want to do it in the cell or in the Formula bar.

EDIT CELL CONTENTS

To edit data entered in a cell:

® Double-click the text in the cell where you want to begin editing. An insertion point
is placed in the cell. Type the new data, use the mouse to select characters to be
overwritten or deleted, or use keyboard shortcuts. Complete the entry when finished
editing. (See the “Completing an Entry” QuickSteps earlier in the chapter.)

= D
1 |January Er=

—Or—

® Select the cell to edit, and then click the cell’s contents in the Formula bar where you
want to make changes. Type the new data, use the mouse to select characters to
overwrite or delete, or use keyboard shortcuts. Click Enter on the Formula bar or press
ENTER to complete the entry.

L A ary
—Or—

® Select the cell to edit, and press F2. Edit in the cell using the mouse or keyboard
shortcuts. Complete the entry.

REPLACE ALL CELL CONTENTS

Click the cell and type new data. The original data is deleted and replaced by
your new characters.
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CANCEL CELL EDITING

ADDING DATA QUICKLY (Continued) Before you complete a cell entry, you can revert back to your original data by
CONTINUE A SERIES OF DATA pressing ESC or clicking Cancel on the Formula bar.

Data can be logically extended into one or more

adjoining cells. For example, 1 and 2 extend to 3, 4...; __"‘3? m-a}-@ry

Tuesday extends to Wednesday, Thursday...; January E L F G

extends to February, March...; and 2008 and 2009

extend to 2010, 2011....
U Remove Cell Contents
1. Select the cell or cells that contain a partial

series. (See the “Selecting Cells and Ranges” You can easily delete cell contents, move them to other cells, or clear selective

QuickSteps later in the chapter for more attributes of a cell.
information on selecting more than one cell.)
DELETE DATA
2. Point to the fill handle in the lower-right corner of

the last cell. The pointer turns into a cross. Remove all contents (but not formatting) from a cell by selecting the cell and

pressing DELETE. You can delete the contents of more than one cell by selecting

3. Drag the handle in the

| A B
direction you want until 1 ianuary
2, B o 8]
you've reached the last cell ; e
. | 1 anuary
in the range to complete the : 2 (o ] 2 |February
series. | 3 |March
. o o 4 1
4. To copy the partial series into the adjoining cells o Fzr:atz;ty
instead of extending the series, drag the fill handle EMarch
to cover as many occurrences of the copy you | 7 [tanuary
want, click the smart tag, and click Copy Cells | 8 |February
(see Figure 5-6). | 3 |March
| 10 Hanuary
REMOVE THE FILL HANDLE | 11 |February
To hide the fill handle and disable AutoFill: E kel £
! |3 1|
1. Click the File tab, under Excel click Options, and 14| By corycels
click the Advanced option. 12 | U3 Fill Series
2. Under Editing Options, click Enable Fill Handle 17 O Fill Eormatting Only
And Cell Drag And Drop to remove the check 18 O Fill\Withaut Farmatting
mark. 13 O Fill Months
Continued.. . . 20

Figure 5-6: You can copy a series
(January, February, and March, in this
case) by using the smart tag that appears
after dragging the fill handle.
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ADDING DATA QUICKLY (Continued)
ENTER DATA FROM A LIST

Previously entered data in a column can be selected
from a list and entered with a click.

1. Right-click the cell at the bottom of a column
of data.

2. Select Pick From Drop-Down
List from the context menu,

. UUSUAEET Y pelivine
and then click the data you 007 134608] Parerting

. 0071356978 Lechoical
want to enter in the cell.

0071359621 Medicine

You can fill data into the active cell from the cell above it
or to its left by clicking CTRL+D or CTRL+R, respectively.

If you use the Delete button in the Home tab Cells group,
you delete the selected cells’ contents and the cells
themselves from the worksheet. See Chapter 6 for more
information on deleting cells.

the cells or the cell range and pressing DELETE. (See the “Selecting Cells and
Ranges” QuickSteps for more information on selecting various configurations.)

MOVE DATA
Cell contents can be removed from one location and placed in another location

of equal size. Select the cell or range you want to move. Then:

® Place the pointer on any edge of the selection, except the lower-right corner where the
Fill handle resides, until it turns into a cross with arrowhead tips. Drag the cell or range
to the new location.

11 |Expenses

12| Wages §5345 B304 BE301  §35.348
13| Income tax 12652 §1386 $1395 $5.302
14 | Social Security $103%5 1129 B1153 $4.383
15 | Medicare P42 . §264 5270 $1.028
16 s

—Or—

® On the Home tab Clipboard group, click Cut. Select the new location, and click Paste
in the Clipboard group. (See “Copy and Paste Data” for more information on pasting
options.)

-

Paste

<

Clipboard &

REMOVE SELECTED CELL CONTENTS
A cell can contain several components, including:

® Formats: Consisting of number formats, conditional formats (formats that display if
certain conditions apply), and borders

® Contents: Consisting of formulas and data

® Comments: Consisting of notes you attach to a cell
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S ® Hyperlinks: Consisting of links to other ranges on the current z-

v

116 70 & G2 FETaE] ZEE, Eem 117 253 worksheet, other worksheets in the current workbook, other @~ :
performed several actions since removing the data, click workbooks or other files, and webpages in websites |:21| _FSiT_tr;f&' SFIET:ft&' |
Undo on the Quick Access toolbar next to the File tab |2 clearan
(or press CTRL+2Z) for the most recent action. For earlier 1. Choose which cell components you want to clear by selecting %5 Clear Formats b
actions, continue clicking Undo to work your way back; or the cell or cells. I Clear Contents
click the down arrow next to the button, and choose the 2. On the Home tab Editing group, click the Clear button, and |l Clear Commerts
action from the drop-down list. click the applicable item from the menu. (Clicking Clear q Elzartlyperinks
rlgll FICECEE Contents performs the same action as pressing DELETE.) | #| BemaveHynerlinks

Typing 'Februan in DL &

Typing ‘Feberary’ in D1 copy and Paste Data

Typing 'Feberary’ in D1
Data you've already entered on a worksheet (or in other programs) can be

- copied to the same or other worksheets, or even to other Windows applications.
You first copy the data to the Windows Clipboard, where it is temporarily
stored. After selecting a destination for the data, you paste it into the cell or cells.
You can copy all the data in a cell or only part of it. You can paste it on your
worksheet one time, in one location, or at different locations several times. (The
copied data remains on the Clipboard until you replace it with another copy
action.) While many computer users are familiar with a basic copy, Excel’s paste
feature lets you selectively paste attributes of the data and even shows you
a preview of how the pasted information will look in its new location.
COPY DATA
1. Select the cells that contain the data you want to copy; or double-click a cell and select
the characters you want to copy.
SELECTING CELLS AND RANGES 2. In the Home tab Clipboard group, click the Copy down arrow, N

The key to many actions in Excel is the ability to select and click Copy (to copy data as letters and characters), or click %E?E'D'p'y' B

cells in various configurations and use them to perform Copy As Picture to choose a picture format of the material (see Bl g

calculations. You can select a single cell, nonadjacent Chapter 14 for more information on working with pictures and

cells, and adjacent cells (or ranges). graphics).

SELECT A SINGLE CELL -Or—

Select a cell by clicking it, or move to a cell using the Press CTRL+C.

arrow keys or by completing an entry in a cell above or

to the left.

Continued . . .
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SELECTING CELLS AND RANGES
(Continued)
SELECT NONADJACENT CELLS

Select a cell and then press CTRL SRl 59.101
while clicking the other cells you want §1252  §17368

. $10350 $1.129
to select. The selected cells remain 247 §754

highlighted.
SELECT A RANGE OF ADJACENT CELLS

Select a cell and drag over the additional cells you want
to include in the range.
—Or-—
Select the first cell in the range, press and hold SHIFT,
and click the last cell in the range.

SELECT ALL CELLS ON A WORKSHEET

Click the Select All button in the upper-left corner of the
worksheet, or press CTRL+A.

Select = -
S eAC” A B
Superiar
2 20
2 Superior Office Supplies 1st Qtr
41 Revenue

SELECT A ROW OR COLUMN

Click a row (number) heading or column (letter) heading.

0070380666 |Education

SELECT ADJACENT ROWS OR COLUMNS

Drag down the row headings or across the column

headings.
Continued . . .

In either case, the selected data is copied to the Clipboard and the border around the

cells displays a flashing dotted line.

- Social Security N N N N T

PASTE DATA

Once data is placed on the Windows Clipboard through a copy action, you can

selectively include or omit formulas, values, formatting,
comments, arithmetic operations, and other cell properties
before you copy or move data. (See Chapter 7 for information
on formulas, values, and arithmetic operations.) You can
preview several variations of a paste by choosing from
several tools, either on the ribbon or from a dialog box. Even
after you perform a paste, you can easily change your mind
by selecting and previewing paste options from a smart tag.

1. Select the location (a cell or range) for the cut or copied data.

2. On the Home tab Clipboard group, click the Paste down arrow.
A menu of several pasting tools appears, each as an icon.

—Or—

Cut
Right-click the selected cell or range, 53 copy
and on the context menu, view a few I8, [CPaste Ontinns:

tools under Paste Options, or even
more tools by pointing to Paste Special.

Paste Special..,

Insert Copied Cells..,

3. Point to each tool to see a Delete,.
short description of the pasting Clear Contents
characteristic(s) it supports. As you Filter >
point to an icon, the cell or range you SOKE X

- Insert Comment

B Format Cells...
Pick Fram Drop-down List..
Drefine Mame...

2, Hyperlink...

R ERIE]

* Calibri

G
# B I

| Paste Yalues
| Other Paste Options
%) (=) (@) =

Paste Special...

Paste
o 5] 4 [

>
/1 [0

Paste Yalues

3] g iz
Other Paste Options
%y =] ] |

Paste Spedial...
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9 & had selected will show how the pasting characteristic affects the data, as shown in
SELECTING CELLS AND RANGES Figure 5-8.

(Continued) 4. Click the tool you want to use to perform the paste. If you want a different pasting tool,
SELECT NONADJACENT ROWS OR COLUMNS click the smart tag @ - that appears next to the pasted cell or range and select

i ) another option.
Select a row or column heading, and then press CTRL while
clicking other row or column headings you want selected.

RESIZE AN ADJACENT SELECTION Z b 9~ & - |5 Chapter Sworksheetslix « Microsoft Excel [E=2=T
Press SHIFT and click the cell you want to be at the end B orc | tuet Pagrlomul formuls Dt Reiew  View & @ o @l 3%
. = " - - o] = - ;- 47~
of the selection. gl et ] =& s a4 @ EF
e B 7 U- AA E=EG- el proped [ @ M-
2 o |y ir e - v ] [Taiai .
SELECT A COMBINATION OF CELLS TNy (g 24 EE R &
By dragging, combined with clicking while pressing CTRL 3] | ] % - gl docel Security : v
. . == [# e | e ' oo e ] F | 6%
or SHIFT, you can include single cells, rows, columns, and =il Superlor Office Supplics -
I lecti Fi 57 sh | Paste option Paste Values 2010 Dudget
ranges all In one selection. Figure 5-/ Snows one example. and label L9123 iz iy upplies 110  2ndOu 3O &th Ot Total Yr
(Values) ulh Paste Options
%) (S @ 573,567 935,938 38,710 §39,876 §137,591
Singl Il Col nts $5,437 65,834  §5923  $6,082 $23,276
ingle ce olumn PusteZpedil. § $14986 $15,043 $16,375 516,983 $63,987
—— —— 0 Other ltems 475,897 426,729  S27,983 420,721 $109,330
3 Total Revanue $60.887 383544 380007 $01.662 $334184
@ H=D~--|s 10
“ Hnirme Insert Pdae Laynut Fn 11 Expenses
¥ 12 Wages 48,385 58,590 59,108 99,301 535,348
[ Calibri vl | ATAT . 18 lncometax $1,252 61,290 1,366  $1,395 _ 5,302
——'|8a- i Z Copied | 144 Sacial Securi 41,066 51,123 41,153 sn,aa:-iE
Poke lgg | B £ X~ | HI|& - S range | |15 medicare w1 Sa49 __s264 8270 $1,00%
i . 16
Cliphnagd o - Fr-n: 4 — - o
ALA . - £ | 18
= 13 2011 Budget
A B n-= E D g
1 3 | l ] 20 Superior Office Supplies 1stOw Znd Ou 3Ird Quw 4th 0w Total Yr
— 71 Revenue =
,i 22 Paper Supplies S20,567  GAS,930  S3IW 10 S39ETE 5137591
| 3] 22 Writing Instruments 45,437 $5.830  $5913  $6.082 $13,276
| 4| 24 Cards and Books 514,986 915,043 16,375 516,383 963,387
5 25 Other ltems $25,897 $26,729 27,983 $28,721 $109,330
T 26 Total Revenue 360,887 B3 O44 FRA091 301,662 3334184
Range }————e “h
9¢ | = 78 Ixpenses
| 8| 3 Wages $8,345 58,598 59,104 59,301 535,348
9] 30 _Income tax $1,351 61,330 51,366 1,395 45,302
10 Pasted | 1. [ Sarial Security 41,035 81,066 91,129 51,153 54,363
11 range | || [ Medicare $202  ga49  $264 gm0 $1,025)
Row I— EE] i
13 [ 3] Sheet1  Sheslz | Shestd (€ 0 I 3
Selected | Fo | S | Awerage: I0HL6SUF Countid2  Sum:1oyls.ses | |GE(CH 0 aws (<) ) (4]
+41-@
cell | F‘

Figure 5-8: You can preview how each tool will show your
Figure 5-7: You can include a pasted data.

single cell, a row, a column, and

a range all in one selection.
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To select larger numbers of adjacent cells, rows, or
columns, click the first item in the group, and then press
SHIFT while clicking the last item in the group.

Another way to send information to the Clipboard is to cut
the data. When you cut data # cut | like a copy action,
information is placed on the Clipboard and removes any
existing data already there. However, when you cut data,
it is removed from its original location (it's essentially
moved), unlike copying, where the data is retained at its
original location.

If you paste data into a cell that contains existing data,
that existing data will be replaced with the pasted data. To
avoid losing data, insert blank cells, rows, and columns to
accommodate the data you are pasting. See Chapter 6 for
more information on inserting cells, rows, and columns.

5. Repeat steps 1 through 4 to paste the copied data to other locations. Press ESC when
finished to remove the flashing border around the source cells.

6. Alternatively, you can choose options from a list in a dialog box without previewing the
effects. After selecting the destination cell or cells to where you want the data copied

or moved, in the Clipboard group, click the Paste down arrow, and click Paste Special;

or right-click the destination cells, and click Paste Special. The Paste Special dialog

box appears, as shown in Figure 5-9.

7. Select the paste options you want in the copied or moved cells, and click OK.

Find and Replace Data

In worksheets that might span thousands of rows and columns (more than one

million rows and 16,000 columns are possible), you need the ability to locate

data quickly, as well as to find instances of the same data so that consistent

replacements can be made.

FIND DATA

1. In the Home tab Editing group, click Find & Select, and click Find; or
press CTRL+F to open the Find And Replace dialog box with the Find

tab displayed.

Paste Special

=

Paste

Formulas
() Yalues
(7} Formats
() Commentks
() Walidation
Operation
@ Mone
) Agd
(71 Subtrack

[] Skip blanks

Paste Link

) &l using Source theme

) Al except borders

() Colurnn widths

() Formulas and number Formats

() Yalues and number Formats
All merging conditional Farmats

() Mulkiply
() Divide

|:| Transpose

[ e [ coneel

Figure 5-9: Pasting options are listed in the Paste

Special dialog box.
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Find and Replace

18 |

Find | Reglace
Find what:
Within: shea

Search: By Rows

Lookin:  Formulas

[-]
-]

[=] [MoFormatset | [ Format... ]

[ Match case
[7] Match entire cell contents

Ophions <<

| Firnd &l |[Ei|n]l\|x:xl.] [ Cluse J

Figure 5-10: The Find tab lets you refine your search
based on several criteria.
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2. Type the text or number you want to find in the Find What text box.
3. Click Options to view the following options to refine the search (see Figure 5-10):

® Format: Opens the Find Format dialog box, where you select from several
categories of number, alignment, font, border, pattern, and protection formats

® Choose Format From Cell:(From the Format drop-down list) lets you click a cell
that contains the format you want to find

® Within: Limits your search to the current worksheet or expands it to all worksheets
in the workbook

® Search: Lets you search to the right by rows or down by columns. You can search to
the left and up by pressing SHIFT and clicking Find Next

® Look In: Focuses the search to just formulas, values, or comments
® Match Case: Lets you choose between uppercase or lowercase text

® Match Entire Cell Contents: Searches for an exact match of the characters in the
Find What text box

4. Click Find All to display a table of all occurrences (shown here), or click Find Next to
find the next singular occurrence.

[ Find All %I Eind Next I | Close |
%
Book. Sheet Name  Cel Yalue Formula e
heetl Technical | = |
Chapter 2 workshest.xlsx  Sheetl $143 Technical m
Chapter 2 workshest.xlsx  Sheetl $1$12  Technical
Chapter 2 workshest.xlsx  Sheetl 41413 Technical
Chapter 2 workshest.xlsx  Sheetl $1$16  Technical
Chapter 2 workshest.xlsx  Sheetl $1420  Technical -
17 cell{z) Found

REPLACE DATA

The Replace tab of the Find And Replace dialog box looks and behaves similar
to the Find tab covered earlier.

1. In the Home tab Editing group, click Find And Select, and click Replace; or press
CTRL+H to open the Find And Replace dialog box with the Replace tab displayed.

2. Enter the text or number to find in the Find What text box; enter the replacement
characters in the Replace With text box. If formatting or search criteria are required,
click Options. See “Find Data” for the options’ descriptions.




The Go To option on the Find & Select drop-down menu lets
you find cells and ranges by name or address. Using the Go
To dialog box in this manner is covered in Chapter 7.

3. Click Replace All to replace all occurrences in the worksheet, or click Replace to

replace occurrences one at a time.

FIND SPECIFIC EXCEL OBJECTS

|_|—||EE|M

a@ @R

You can quickly locate key Excel objects, such as formulas =~ ==

and comments, without having to type any keywords. The i |

objects you can directly search for are listed on the Find &

Select drop-down menu.

Find & |
clilide]

33 Find..

24 Deplace.

=  GoTo..
1. In the Home tab Editing group, click Find & Select. The drop- G0 To Spedial..
down menu lists several categories of objects from which you Formlus
Comments
can ChOOSG. Cunditivnal Furmalling
2. Click the item whose instances you want selected. The first instance SomRns

is surrounded by a light-colored border, and all other instances in

Data Walidation

Select Qbjects

the worksheet are selected/highlighted (see Figure 5-11). B Seleuion Pane..

—Or—

Click Go To Special to open a dialog box of the same name, and select from several
additional objects. Click OK after making your selection.

click Select Objects to turn off that feature.

BT . - fe | 14386
A [ e c D L

i Supaerior Office Supplies
2 2010 Budget
38 periar Office Supplles st O Znd O 3rd Qir dth Qi Toral Yr
4 Revenue
5 Paper Supplies $23,567 935,938  $38,210 339,876 $137.591
| 6 Writing Instruments 45,437 55014 85920 56,002 520,276
ﬂ Cards and Books 615,043 516,975 16,983 663,987
2 Other ltems $25,897 $26,729 $27,983 §$28,721 $109,330
4 |Total Revenue $60,887 §83,544 $80007  §97.662 | §334784

Figure 5-11: Certain Excel objects, such as comments,
can be located and identified with just a few clicks.

Microsoft Office 2010 QuickSteps
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. To remove the selection/highlight from found objects, click Find & Select again, and
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If the correct spelling of a misspelled word is not shown
in the Suggestions list box, edit the word in the Not

In Dictionary text box, and click Add To Dictionary

to include it in a custom dictionary that is checked in
addition to the main dictionary.

EDITING WORKBOOKS IN THE
EXCEL WEB APP

As described in Chapter 1, with a Windows Live account
you can upload files to Microsoft’s SkyDrive location

in order to keep them in the “cloud” so you, or others,
can access them at any time or place from a browser.
Besides simply storing files there, using the integrated
Microsoft Excel Web App, you can also view, edit, and
download workbooks saved in the Excel 2007 and Excel
2010 default .xlsx file format without necessarily having
a version of Excel installed on your device. (You can
view workbooks saved in the earlier .xIs file format, but
you cannot edit them.) The editing capabilities in the
Excel Web App are limited to the more basic features of
Excel, such as those described in this chapter, as well
as minor formatting actions (described in Chapter 6) and
working with tables (described in Chapter 14). In fact, if
the workbook contains more advanced features such as
shapes or a watch window, you cannot edit it (although
you can view and download it). However, for those
cases where your edits are predominately data-centric,
SkyDrive and the Excel Web App provide you a great
opportunity to access your information from anywhere
with only a browser and Internet connection.

Continued . ..
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Verify Spelling
You can check the spelling of selected cells—or the entire worksheet—using

Excel’s main dictionary and a custom dictionary you add words to (both
dictionaries are shared with other Office programs).

1. Select the cells to check; to check the entire worksheet, select any cell.

2. In the Review tab Proofing group, click Spelling or press F7. When [ e [
the spelling checker doesn’t find anything to report, you are told v [@ e
the spelling check is complete. Otherwise, the Spelling dialog box g hen
appears, as shown in Figure 5-12. Foofing

3. Choose to ignore one or more occurrences of the characters shown in the Not In
Dictionary text box, or change the characters by picking from the Suggestions list and
clicking one of the Change options.

4. Click AutoCorrect if you want to automatically replace words in the future. (See
“Modify Automatic Corrections,” next, for more information on using AutoCorrect.)

5. Click Options to change language or custom dictionaries and set other spelling criteria.

Spelling: English (U.5.) (L2 ]
Mot in Dictionary:
¥innicon Ignore Once
Ignore All |
Add to Dictionary |
b L —
einston . J§ Changs
KitngsLun
Changs All |
| - AutoCorrect |
Dictionary language: | English {L1.5.) !:]
|

Figure 5-12: The Spelling dialog box provides several
options to handle misspelled or uncommon words.




Modify Automatic Corrections

N
EDITING WORKBOOKS IN THE Excel automatically corrects common data entry mistakes as you type, replacing
EXCEL WEB APP (Continued)

characters and words you choose with other choices. You can control how this
To use a workbook in the Excel Web App:

is done.
1. Open the SkyDrive folder that contains the
workbook you want to view or edit (see Chapter 1 1. Click the File tab, click Options, click the Proofing option, and click AutoCorrect W
for information on logging on to SkyDrive). Options. The AutoCorrect dialog box appears, as shown in Figure 5-13. As

. . . appropriate, do one or more of the following:
2. Click the file you want. A document preview

® Choose the type of automatic corrections you do or do not want from the options at
the top of the dialog box.

screen opens, and displays a toolbar of actions
that you can do with the file.

® Click Exceptions to set capitalization exceptions. B
Microsoft
Excel Web App MMicoa 2011 Budget on SkyDrive
[]open in Excel | U Edit in Browser g share  [2]Data + AutoCorrect: English (U.S) M"
& By € D
AuboCorrect | AutoFormat As You Type | Smart Tags | IMath AutoCorrect |
3. Click Edit In Browser. The workbook opens [¥] show AutoCarrect Optians buttons
in reen that rs similar to the Excel v ti i
a scree at appears s ar 1o the £xce Corrlecll: TWU Injitial Cipitals @
2010 user interface (see Figure 5-14) but lacks [¥] Capitalize first letter of sentences
rtain features, including the tools located on I Coptan e et
CETREN MU, (el GIENCOSECEER [¥] Correct accidental use of cAPS LOCK key (o))
the missing ribbon tabs and many of the options [7] Replace text as yau bype
found on a standard File menu. Replace: With:
4. After performing editing using the tools on the -( : =
C -
available ribbon tabs, click the File tab and select (el e |—|
whether you want to open the file in your device’s E? : ® ~
o ™
version of Excel, save it under a different file -
name (you don’t need to save the workbook, as e T
Excel Web App does that automatically),
share it with others, or download it to your o] [cae ] ®
device as a standard workbook file or as a & )
Continued . . . Figure 5-13: AutoCorrect provides several automatic
settings and lets you add words and characters that are
replaced with alternatives.
((o)
—h
o
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EDITING WORKBOOKS IN THE
EXCEL WEB APP (continued)

snapshot containing only data and formatting (that
is, no formulas).

x Open in Excel

Cpen the weorkbook in Excel,

Insert

Where's the Save Button?

Click here to learn about saving in
Excel Web App,

Save As

Save the workbook under a new
name,

Share

Invite other people to view and edit
this wiarkbook,

e A 5

Download a $napshot

Download a copy of the workbook
containing only the values and
formatting,

o

=L Download a Copy

Dowenload the workbook to your
computer,

5. When finished, return to your SkyDrive folders
to work with other Office documents in the same
manner, navigate to other webpages, or simply

close your browser.

® Click Replace Text As You Type to turn off automatic text replacement (turned on
by default).

® Add new words or characters to the Replace and With lists, and click Add; or select
a current item in the list, edit it, and click Replace.

® Delete replacement text by selecting the item in the Replace and With lists and
clicking Delete.

2. Click OK when you are done.

8 Micoa 2011 Budgetxdix - Microsoft Eucel Web App - Windows Intemet Explarer

@Q' [ ] hwpsrcia-n

103 Tce ve.camviwasp Documents Micor®6200115208uc = & | 42| X | (=) Bing o~

s Favortes | oy @8 Suggested Sites v [ Witk Shice Gallery »
(] Micos 2011 Hudgetadec - Microsoft Fecel Web Spp i~ B - 0 m o= Page~ Safetyr Took~ @v
Excel Web App Micoa 2011 Budaet on SkyDrive e e
) ™ x
m Home | dntert -
B & cut I:“““ AR TR :a f.%g b ?? -1—' e j :_g_l Lﬂ E
Pate acopy Q2 U 0 - A- (B W W Vp pumie S sotAfier e | It Dcste | s Fod | Gpenin
Clipboard Font Alignment Number Tables Cells vata Gfice
S+ MICOA TEAM 2011 BUDGET
A B C n] E F [r} H I J K L
1 MICOA TEAM 2011 BUDGET =
2 Revenue Jan-11 Feb-11 Mar-11 Apr11 May-11 Jun-11 Jul11 Aug-11 sep-11 Oct-11 Now-1
3 | Produd Sales $ 246,793 § 251,963 § 239,187 § 265,769 § 271413 § 279,224 § 186,204 § 293,359 § 300,693 S5 306,211 5 315%
4 | Accossorysales 6 83417 § 65502 5 87640 & 89,831 § 92077 5 94379 5 96738 & 93,157 § 101,636 $ 10417 § 106
5 | Service Income S 110,528 & 113,291 5 116173 § 119037 & 122002 5 125057 & 126,179 § 131,303 5 134668 & 136,004 5 1414
& Otherincome $ 53831 S 55177 § 56556 § 57970 $ 59,419 § 60,905 § 63,477 § 63988 § 65508 § 67228 § 685
7 Tutal Revenue $ 494,569 § 506,933 § 519,607 § 532,597 § 545912 § 559,559 § 573,548 § 587887 § 601,584 5 617649 § 633
(]
9 Costof GoodsSold & 119,999 &% 124949 % 120,323 % 129606 % 133105 % 130,430 % 14L090 & 145430 & 146092 % 150,564 % 154,
10 Gross Profit $ 375,570 § 3BL9GA 5 39284 5 402,991 § AlZE06 5 421,130 § 431,658 § AALA49 § 455,697 5 467085 § ATE
11| % of Revenue 6% 7% 5% T6% TE% 5% 7% 75% 6% T6% F
12 EXpense
13 Salaries $ 112,794 § 114824 § 116831 $ 121567 § 123,755 § 135383 § 178,250 § 134663 § 137,087 § 139554 § 1420
14 FICA $ 10,151 § 10,334 '§ 10520 § 10,710 § 10902 § 11,099 § 11,298 § 11,502 § 11,709 5 11,320 § 121
15 PersonnelTaxes & 5640 § 5741 § 5845 § 5950 § 6057 § 6166 § 6277 § 6390 § 6505 § 6622 § 6
16 Insurance 6 13,535 § 13,7M S 14027 5 147379 5 14516 5 14798 S 15064 5 15336 & 15612 5 15891 S 161
17 Subtotal Labor $ 142170 § 144679 § 147,283 § 152506 § 155,251 § 152,045 $ 160,890 $ 167.880 § 170,912 § 173988 § 177
18 % of Revenue %% 5% 8% 5% 8% 8% 28% % 8% 8% i
19 Bullding Costs 6 ME38 & 21,209 & 2,591 & 21,8979 4 22,375 & 22,778 4 23,188 4 23E05 5 24030 4 24453 & 24¢
Communications  § 5,78 § 58I % 5,916 § B032 % 5141 § 5,151 § 5,364 % BATH & 6595 $ 5,714 3 8,1
21 Maintenance $ 6,736 § 6878 § 7001 § 7127 § 7,256 § 7386 § 7.519 § 7.655 § 7791 § 7,933 § 8.1
Z2 Office Supplies 5 5,843 § 5953 § 6060 & EL170 § 5,261 § £,394 § 5,509 § 5626 § E 745 § 6867 & B!
23 Shipping Costs ] 7437 5 1561 & LE9T % THIS 5 797 & 0120 & 8,266 % H41% 5 B566 5 BT 5 B~
. W "
M4 » M Shestl Sheetd Shestd & Lperson eamng +
& Internet | Protected Mode: On v R -
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Figure 5-14: Working on a worksheet in Excel Web App feels very much like working on it at
your desktop.




@ Adding and Removing Rows,
Columns, and Cells

Adjust Row Height
Adjust Column Width

Hide and Unhide Rows and
Columns

Change Cell Borders

Add a Comment

Formatting Comments

Apply Themes

Understanding Excel Formatting
Create Custom Themes
Searching for Themes

Use Cell Styles

Change Fonts

Change Alignment and
Orientation

Add a Background

Copy Formatting

Lock Rows and Columns
Split a Worksheet
Working with Worksheets

View Worksheets from Multiple
Workbooks

Compare Workbooks

ormatting a Worksheet

Arguably, the primary purpose of a worksheet is to provide

a grid to calculate numbers, generally regarded as a rather
boring display of numeric data. Excel provides you with the
tools to adjust and rearrange the row-and-column grid to
meet your needs, but it goes much further to bring emphasis,
coordinated colors, and other features that let you add
presentation to your data.

In this chapter you will learn how to add and delete cells,
rows, and columns, and how to change their appearance,
both manually and by having Excel do it for you. You will
see how to change the appearance of text, how to use
themes and styles for a more consistent look, and how to
add comments to a cell to better explain important points.
Techniques to better display workbooks and change
worksheets are also covered.

Microsoft Office 2010 QuickSteps Formatting a Worksheet
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ADDING AND REMOVING ROWS,
COLUMNS, AND CELLS
You can insert or delete rows one at a time or select
adjacent and nonadjacent rows to perform these actions
on them together. (See Chapter 5 for information on
selecting rows, columns, and cells.)

ADD A SINGLE ROW
1. Select the row below where you want the new row.
2. In the Home tab Cells group, click the Insert down
arrow, and click Insert Sheet Rows; or right-click
a cell in the selected row, and click Insert.
ADD MULTIPLE ADJACENT ROWS
1. Select the number of rows you want immediately

below the row where you want the new rows.

2. In the Home tab Cells group, click the Insert down
arrow, and click Insert Sheet Rows; or right-click
a cell in the selected rows, and click Insert.

ADD ROWS TO MULTIPLE NONADJACENT ROWS
1. Select the number of rows you want immediately

below the first row where you want the new rows.

2. Hold down the CTRL key while selecting the number
of rows you want immediately below any other rows.

3. In the Home tab Cells group, click the Insert down
arrow, and click Insert Sheet Rows; or right-click
any selection, and click Insert.

ADD A SINGLE COLUMN
1. Select the column to the right of where you want

the new column.

2. In the Home tab Cells group, click the Insert down
arrow, and click Insert Sheet Columns; or right-
click a cell in the selected column, and click Insert.
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Continued . . .

Work with Cells, Rows,
and Columns

Getting a worksheet to look the way you want will probably involve adding
and removing cells, rows, and/or columns to appropriately separate your data
and remove unwanted space. You might also want to adjust the size and type
of cell border and add comments to provide ancillary information about the
contents of a cell. This section covers these features and more.

Adjust Row Height

You can change the height of a row manually or by changing cell contents.

CHANGE THE HEIGHT USING A MOUSE
1. Select one or more rows (they can be adjacent or nonadjacent).

2. Point at the bottom border of a selected row heading until the pointer changes to a
cross with up and down arrowheads.

3. Drag the border up or down to the row height you want (as you are % Expenses
dragging, the row height is shown in points—there are 72 points to Wages
an inch—and in pixels). &l Income tax
CHANGE THE HEIGHT BY ENTERING A VALUE
1. Select the rows you want to adjust.
. In the Home tab Cells group, click Format, and under Cell Size, click Row Height; or
2. Inthe H b Cells g lick F: d under Cell Si lick Row Heigh

right-click a cell in the selected rows, and click Row Height. The Row Height dialog
box appears.

r =
RowHeight (n2u|Meese)

Row height: I
[ ok | [ cancel

. 4

3. Type a new height in points, and click OK. The cell height changes, but the size of the
cell contents stays the same.




CHANGE ROW HEIGHT BY CHANGING CELL CONTENTS

ADDING AND REMOVING ROWS, 1. Select one or more cells, rows, or characters that you want to change in height. N
COLUMNS, AND CELLS (continued) 2. Change the cell contents. Examples of the various ways to do this include:
ADD MULTIPLE ADJACENT COLUMNS ® Changing font size: In the Home tab Font group, click the Font Size down arrow,
1. Select the number of columns you want and click a size from the drop-down list. You can drag up and down the list of font
immediately to the right of the column where you sizes and see the impact of each on the worksheet before selecting one, as shown w
want the new columns. in Figure 6-1. However, if you have already manually changed the row height,
2. In the Home tab Cells group, click the Insert down ch.anglng the font size of a cell’s contents will not automatically change the row
arrow, and click Insert Sheet Columns; or right- height.
click a cell in the selected columns, and click Insert. ® Placing characters on two or more lines within a cell: Place the insertion point
at the end of a line or where you want the line to break, and press ALT+ENTER. o
ADD COLUMNS TO MULTIPLE
NONADJACENT COLUMNS ® |nserting graphics or drawing objects: See Chapter 14 for information on
1. Select the number of columns you want working with graphics.
immediately to the right of the first column where When a selected object changes size or a new object is inserted, if its height
you want the new columns becomes larger than the original row height, the height of all cells in the row(s)
2. Hold down the CTRL key while selecting the will be increased. The size of the other cell’s contents, however, stays the same.
number of columns you want immediately to the
right of any other columns. -
_ d9-®-|5
3. In the Home tab Cells group, click the Insert down bore | Tioere Fogelajoit Eormmss
arrow, and click Insert Sheet Columns; or right- =" _
click any selection, and click Insert. | gy~ Tb” =
Paste | B | I u- E =
ADD CELLS J =2
1. Select the cells adjacent to where you want to e |
: j Y A3 - (=i F | Superior ~
insert the new cells. 1 :
2. In the Home tab Cells group, click the Insert down it [16 | Superior Off
arrow, and click Insert Cells; or right-click the cell, =8 | ;E % | 2010
and click Insert. r— o) 3 Superior Office ‘ji iI 1st Qtr 2 -
3. In the Insert dialog box, o enue e
h the direction to shift S | Paper Supplies ['sy ! $23,567
GIITEEE S CIEEITH T Sl 5] | Writing Instruments |35 55,437
the existing cells to make 7 | cards and Books a8 414,986
room for the new cells. & | Otherltems [72 [=]l 825,897
Click OK. =] Total Revenue — 569,887 ©
Continued . ... Figure 6-1: You can preview the effects of
changing row heights by increasing or
decreasing the font size in selected cells.
—
o
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ADDING AND REMOVING ROWS,
COLUMNS, AND CELLS (continued)
REMOVE CELLS, ROWS, AND COLUMNS
1. Select the single or adjacent items (cells, rows,
or columns) you wish to remove. If you want to
remove nonadjacent items, hold down the CTRL
key while clicking them.

2. In the Home tab Cells group, click the Delete
down arrow, and click the command applicable
to what you want to remove; or right-click the
selection, and click Delete.

3. When deleting selected cells, the Delete dialog
box appears. Choose from which direction to fill in
the removed cells, and click OK.

MERGE CELLS
Select the cells you want to combine into one cell; for
example, you can create one long cell across your
column headers and center a title in it.

H | J K L i
Acme Temporary Agency
2010 Cantractars
D # Last Name Position Company Start Date End Date
B7E9 Cronan warehouse  Superior Office B-Feb S-Mlay

1. In the Home tab Alignment Bl 8- % 0 | %
group, click the Merge F;ﬁ. \erge &1 Center
& Center down arrow. B Merge Across
(If all you want to do is B Merge cels
merge and center, click the & Unmerge cells
button.)

2. Click the applicable tool from the drop-down list.
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CHANGE ROW HEIGHT TO FIT THE SIZE OF CELL CONTENTS
Excel automatically adjusts row height to accommodate the largest object or text
size added to a row. If you subsequently removed larger objects or text and you
need to resize to fit the remaining objects, you can do so using AutoFit.
® Double-click the bottom border of the row heading for a row or selected rows.
—Or—

® Select the cell or rows you want to size. In the Home tab Cells group, click Format and
click AutoFit Row Height.

The row heights(s) will adjust to fit the highest content.

Adjust Column Width

As with changing row height, you can change the width of a column manually
or by changing cell contents.

CHANGE THE WIDTH USING A MOUSE
1. Select one or more columns (columns can be adjacent or nonadjacent).

2. Point at the right border of a selected column heading until the pointer changes to
a cross with left and right arrowheads.

[Width: 1014 (76 pixels) |
b 4 e | F ]
3rdOtr 4th Qtr  Total ¥r

538,210 (539,876 5137591

3. Drag the border to the left or right to the width you want.
CHANGE THE WIDTH BY ENTERING A VALUE
1. Select the columns you want to adjust.
2. In the Home tab Cells group, click Format and click Column Width; or right-click the
cell, and click Column Width. The Column Width dialog box appears.

Column Width m

Column width:




You cannot change the width of a single cell without
changing the width of all cells in the column.

The default column width for a worksheet is determined
by the average number of characters in the default

font that will fit in the column (not in points, as with

row height). For example, the default Calibri 11 pt. font
provides a standard column width of 8.43 characters.

If you want to change the default column width, in the
Home tab Cells group, click Format and click Default
Width. Type a width and click OK. Columns at the original
standard width will change to reflect the new value.

v

If you hide one or more rows or columns beginning with
column A or row 1, it does not look like you can drag
across the rows or columns on both sides of the hidden
rows or columns to unhide them. However, you can by
selecting the row or column to the right or below the
hidden row or column and dragging the selection into the
heading. Then when you click Unhide from the context
menu or Unhide Rows or Unhide Columns from the
Format menu, the hidden object will appear. If you don’t
do this, you won’t be able to recover the hidden row

or column.

3. Type a new width, and click OK. The cell width changes, but the size of the cell
contents stays the same.

CHANGE COLUMN WIDTH TO FIT THE SIZE OF CELL CONTENTS
® Double-click the right border of the column header for the column or selected columns.

—Or—

® Select the cell or columns you want to size. In the Home tab Cells group, click Format
and click AutoFit Column Width.

The column width(s) will adjust to fit the longest entry.

Hide and Unhide Rows and Columns

Hidden rows and columns provide a means to temporarily remove rows or
columns from view without deleting them or their contents.

HIDE ROWS AND COLUMNS
1. Select the rows or columns to be hidden (see Chapter 5).

2. In the Home tab Cells group, click Format, click Hide & Unhide, and click Hide Rows
or Hide Columns; or right-click the selection, and click Hide.

—Or—

Drag the bottom border of the rows to be hidden up, or drag the right border of the
columns to be hidden to the left.

The row numbers or column letters of the hidden cells are omitted, as shown in
Figure 6-2. (You can also tell cells are hidden by the slightly darker border in the
row or column headers between the hidden rows or columns.)

UNHIDE ROWS OR COLUMNS
1. Drag across the row or column headings on both sides of the hidden rows or columns.

2. In the Home tab Cells group, click Format, click Hide & Unhide, and click Unhide
Rows or Unhide Columns.

—Or—

Right-click the selection and click Unhide.
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Darker heading border identifies

N hidden rows and columns Change cel I Bo rders
/\\ Borders provide a quick and effective way to emphasize and segregate data on a
@9 Chapterf warks worksheet. You can create borders by choosing from samples or by setting them
B oo/ e feintla ) Date |REREV up in a dialog box. Use the method that suits you best.

|4 From Access oy | |_§;| Connections Al E
m t} From Web = = 5 Properties ‘ z4 PICK A BORDER

4 From Other Existing o Z]l 5o .

LOFromTedt [ sources~  Connections SNk 1. Select the cell, range, row, or column whose border you want to modify.

et External Data ions
A - h 2. In the Home tab Font group, click the Border down arrow, Calibri
/527 : fe| AN g
f A = N F and select the border style you want. (The style youchoose p 7 u -

- 1 Superior Office Supplies ' remains as the available border style on the button.)

2 2010 Budget .

3 perior Office supplies  1st Qtr. and Qtr TRl 3. To remove a border, select the cell(s), click the Border

4 [Revenue down arrow, and click No Border.

5 4 Paper Supplies 523,567 435,938 4137,59

3 Total Revenue s60.057  Ssasa4 smsa1q PREVIEW BORDERS BEFORE YOU CHANGE THEM
0 10 | 1. Select the cell, range, row, or column that you want modify with a border.

11 Expenses

12 | “I:ages $8,345 a.598 435,34 2. In the Home tab Font group, click the Border down arrow, and click More Borders.

13 | Income tax 51,252 51,290 35,30 —Or—

14 | Social Security 41,035 31,066 54,35

15 | Medicare 4242 8249 41,03 In the Home tab Font group, click the Dialog Box Launcher; or right-click the

selection, and click Format Cells. Click the Border tab in the Format Cells dialog box.

Fi -2: / Dand E . . . .
h;gzreitl’:n ﬂgsovmvzisz’,:;f“’ and columns D and E are In either case, the Format Cells dialog box appears with the Border tab displayed, as

shown in Figure 6-3.

3. In the Border area in the center of the dialog box, you will see a preview of the
N~ selected cells. Use the other tools in the dialog box to set up your borders.

® Presets buttons: Set broad border parameters by selecting to have no border,
an outline border, or an inside “grid” border (can also be changed manually in the
Border area).

Don’t ever worry about running out of rows or columns
oo in a worksheet. You can have up to 1,048,576 rows and

16,384 columns in each Excel worksheet. As a bit of

tourist information, the last cell address in a worksheet is

® Line area: Select a border style and color (see “Change Themed Colors” later in
the chapter for information on color options).

® Border buttons: Choose where you want a border (click once to add the border;
click twice to remove it).

XFD1048576.
® Preview box: You can add borders directly by clicking in the Preview area where
o you want the border. The border selected in the Style box is added.
4. Click OK to apply the borders.
o
-
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(FormatCeIIs M
Hil | protecuon |
Presets
B
Hrne Outline  Tnaide
Border
J
i Text
@E [ EE

The selected border style can be applied by clicking the presets, preview diagram or the buttons
abuve,

o) e

Figure 6-3: You can build and preview borders for selected
cells in the Border tab.

To change the user name that appears in a comment,
click the File tab, click Options, and click the General
option. Under Personalize Your Copy Of Microsoft Office,
edit the name in the User Name text box, and click OK.

DRAW BORDERS Draw Borders

1. In the Home tab Font group, click the Border down arrow, I Crwserde
#g  Draw Border Grid
and under Draw Borders, select the color and style of 5| Erasdiirsar

border you want. 2 line Colar »
2. From the Border menu, click Draw Border to draw an Lngaat :
outer border.
_Or_

Click Draw Border Grid to include interior borders.

HH  More Borders...

56,345 58590 43,104
3. Use the pencil mouse pointer to drag over the cells you 81,252 51,290 51,366
want to have a border. PLO3S  FLOeE 1,129

4. If you want to change a drawn border, click Erase Border and drag over a border to
remove it.

5. When you are finished, press ESC to turn off the border drawing feature.

Add a Comment

A comment acts as a “notepad” for cells, providing a place on the worksheet for
explanatory text that can be hidden until needed.

1. Select the cell where you want the comment.

2. In the Review tab Comments group, click New Comment; or right-click the cell, and
click Insert Comment. In either case, a text box labeled with your user name is
attached to the cell.

3. Type your comment and click anywhere on the gii;gi
worksheet to close the comment. An indicator icon £109,330 :
uuLsLaniiney year!l!
(red triangle) in the upper-right corner of the cell _$334184

shows that a comment is attached.
VIEW COMMENTS
You can view an individual comment, view them in sequence, or view all

comments on a worksheet.

® To view any comment, point to or select a cell that displays an indicator icon (red
triangle) in its upper-right corner. The comment stays displayed as long as your mouse
pointer remains in the cell.
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® To view comments in sequence, in the Review tab Comments group, click Next. The
next comment in the worksheet, moving left to right and down the rows, displays until
you click another cell or press ESC. Click Previous in the Comments group to reverse
the search direction.

ol The default behavior for comments is to show the
indicator icon (red triangle) and display the comment text
when the mouse pointer is hovered over a cell containing
a comment. You can also choose to always show the

SETIE e ane indlesiies arie nel Qe e it ® To keep the comment dis.played while doing other wo_rk, select the cell that contains
™ and text. Click the File tab, click Options, and click the the comment. In the Rew.ew tab Comments group, click Sholelde Comments;. or

Advanced option. In the Display area, under For Cells right-click the cell, and click Show/Hide Comments. (Click either command to hide

With Comments, Show, select the behavior you want, the comment.)

and click OK. ® To view all comments in a worksheet and keep the comment displayed while doing

- other work, in the Review tab Comments group, click Show All Comments. (Click the
q_ Far cells with camments, show: . .
©) Mo comments ot indicators command a second time to hide all comments.)

@ Indicators only, and comments on hover

EDIT A COMMENT

4 1. Select a cell that displays an indicator icon (red triangle) in its upper-right corner.

) Comments and indicators

2. In the Review tab Comments group, click Edit Comment; or right-click the cell, and
click Edit Comment.

3. Edit the text, including the user name if appropriate. Click anywhere in the worksheet
when finished.
You can also delete comments by selectively clearing

them from a cell. In the Home tab Editing group, click DELETE A COMMENT
Clear 2~ and then click Clear Comments from the 1. Select the cell or cells that contain the comments you want to delete.

drop-down menu. 2. In the Review tab Comments group, click Delete; or right-click the cell, and click
Delete Comment.

MOVE AND RESIZE A COMMENT

N~
Display the comment (see “Edit a Comment” for steps to open a comment for
editing).
Moving a comment only moves the editing text box’s ® To resize, point to one of the corner or mid-border sizing i
e . . . . . +4John:
00 position in relationship to its parent cell—it does not handles. When the pointer becomes a double arrow-headed gms e e £ g
move the comment to other cells. The new location line, drag the handle in the direction you want to increase or
of moved comments only appears when editing the decrease the comment’s size.
comment or when you display all comments Inthe ® To move, point at the wide border surrounding the comment. i 28
. f . f ohn:
workshest; otherwise, when either the cell is selected or When the pointer becomes a cross with arrowhead tips, drag the  J|7his has been an
o)) the mouse hovers over the cell, it appears in its default comment to where you want it. '
position.
v
o
-

138 Microsoft Office 2010 QuickSteps = Formatting a Worksheet




"12

9

3

6
FORMATTING COMMENTS

You can apply several formatting techniques to
comments, including changing text, borders, and color.
These and other attributes are changed using the
Format Comment dialog box, available after a comment

is opened for editing (see “Edit a Comment”).

CHANGE THE APPEARANCE OF COMMENT TEXT
1. To change the formatting of existing text, select
the text first. If you do not select existing text, only
new text you type will show the changes after you
make them.

2. Right-click the interior of the comment, and
click Format Comment. Make and preview the
changes you want in the Font tab, and click OK.
Alternatively, in the Home tab Font group, click the
applicable control to change the font, size, and
styling (see “Change Fonts” later in this chapter).

CHANGE A COMMENT’S COLOR AND BORDER
1. Right-click the border of the comment, and click
Format Comment.

2. In the Format Comment dialog box, click the
Colors And Lines tab.

3. Click the Fill Color down
arrow to open the gallery. Mo Fill
Click the new color you

Automatic

want (see “Change Themed EEEEEEEN

Colors” for information on EEEENE.N

EEEEEEEN

color options). EECEEEEN

| Julimiwinl ¥ Im

4. In the Line area, change the EECCOEEERE

attributes that control the EEIEEEN
comment’s border. Click OK Mare Calars...
when finished. Eill Effects...

COPY A COMMENT

1. Select the cell that contains the comment you want to copy (only the comment will be
added to a new cell, not any other cell contents).

2. In the Home tab Clipboard group, click Copy; or right-click the cell, and click Copy; or
press CTRL+C. The cell is surrounded by a flashing border.

3. Select the cells to which you want the comment copied. Then, in the Clipboard group,
click the Paste down arrow, and click Paste Special. In the Paste Special dialog box,
under Paste, click Comments, and then click OK.

4. Repeat step 3 to paste the comment into other cells. When finished, press ESC to
remove the flashing border.

Apply Formatting

Formatting gives life to a worksheet, transforming a rather dull collection of
text and numbers into pleasing colors, shades, and variations in size and effects
that bring attention to points you are trying to emphasize. You can apply or
create themes (consistent use of color, fonts, and graphics effects) to give your
worksheets a coordinated appearance. If you want more control, you can apply
styles (consistent formatting parameters applicable to specific worksheet objects)
and direct formatting (use of ribbon buttons and dialog boxes) to cells and text.
(See the “Understanding Excel Formatting” QuickFacts for more information on
these formatting types.) In addition, you can transfer formatting attributes from

one cell to others.

Apply Themes

Themes are the most hands-off way to add a coordinated look and feel to a
worksheet. Built-in themes control the formatting of themed elements, such as
the color of table headers and rows and the font used in chart text. In addition,
you can change themes and modify themed elements (colors, fonts, and graphic
effects).
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| Few formatting options, automatic,
| full-workbook consistency

Several formatting options;
automatic to specified cells;
consistency limited to styled cells

QUICKFACTS 1
UNDERSTANDING EXCEL
FORMATTING

There are a plethora of ways you can change the
appearance of text and worksheet elements. Without

having a sense of the “method behind the madness,’ Figure 6-4: Excel provides three levels of formatting
assistance.

“Unlimited” formatting options;
nonautomatic; consistency
dependent on user

it's easy to become confused and frustrated when
attempting to enhance your work. Excel (as well as
Microsoft Word and Microsoft PowerPoint) operates on a CHANGE THE CURRENT THEME
hierarchy of formatting assistance (see Figure 6-4). The
higher a formatting feature is on the stack, the broader
and more automatic are its effects; the lower on the

By default, Excel applies the Office theme to new workbooks. You can easily
view the effects from the other built-in themes and change to the one you prefer.

stack, the more user intervention is required, although 1. In the Page Layout tab Themes group, click Themes. A gallery of the available themes
you will have more control over the granularity of any (built-in, custom, and a selection from those available from Office Online) is displayed,
given feature. as shown in Figure 6-5.
® Themes are at the top of the formatting heap. 2. Point to each theme and see how colors, fonts, and graphics change in themed
Themes provide an efficiently lazy way to apply elements. The best way to view changes is to create a table and associated chart, and
professionally designed color, font, and graphic with it displayed, point to each theme in the gallery and see how the table and chart
elements to a workbook. Each theme (with names look (see Figure 6-5). Chapter 14 provides more information on charts and tables.

like Office, Currency, and Solstice) includes
12 colors (4 text colors, 6 accent colors, and
2 hyperlink colors), along with 6 shades of each CHANGE THEMED COLORS

primary theme color. Separate collections of theme Each theme comes with 12 primary colors (see the
fonts are available for headings and the body text

(the default workbook theme is Office, which is
where the Calibri font comes from that you see
in new workbooks). When you switch themes, all

3. Click the theme you want, and save your workbook.

“Understanding Excel Formatting” QuickFacts) affecting ~ Bdcooss:| 7] [

Duilt-In
BOEEEEEE ofice
different colors or modify each constituent color. MOCEEENN  Grayscale

text, accents, and hyperlinks. You can choose a theme with

HONEDEEE Adacengy
theme-affected elements are changed. You can 1. In the Page Layout tab Themes group, click Colors. The drop- [ Angies
modify existing themes and save them, creating down list displays the built-in and online themes and 8 of the e —— :ﬁ:hecw
your own theme. 12 colors associated with each theme. N EEEEEE spec

Continued . . . NONENEEE 2ustn

HONEENNE  oiacTie
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QUICKFACTS

FA[E™ B RN el £ Chapiterfiwnirksheelsi = Micessft Fael M
UNDERSTANDING ExcEL “_Hnmr Tntet | Page layout | Fomulas  Data Rewiew Wiew s @ o = N

FORMATTING (Continued) | /

Elcoors= ] FA; I__{ '_"a = | 3 ‘=% 2 wgth: Automabic = Gndings  Headings b Bnng rorward = |2
EFOHU i = ol =l h —J Y1) veant: sutomane = | 7] view | [7] view | B sena Backwara = T7]

® Styles occupy the middle tier of Excel formatting. T ey - | Ve crerpton e [, Sk carecnd mre“s_ R TSN, R Brpeieaoniane 2o
Styles apply consistent formatting to directed l'r:::.:,'.l l """! l'rn.,Lm.yJ l"""J 1 e - .
Excel components, such as cells, tables, charts, j ’T‘ ’r‘ I ) & W) S . S
and PivotTables. Styles, similar to themes, can be :.::;;;c, o ‘;'w.':,. "M:: : ©
modified and saved for your own design needs. l J Regon— dstQu 2ndQu SdQu AQh
Both themes and styles are supported by several e et ',;:u;:l ':
galleries of their respective formatting options, and ’F I] ’—] W
provide a live preview when you hover your mouse | "OH;; e | | . &
pointer over each choice. Certain attributes of a m —‘ ’T‘ ’r‘
style are themed, meaning they are consistent with | :;D;:m ';:;“'u '.'::r:: —
the current theme and change accordingly. \itu Aa ] =
® Direct formatting is the feature most of us have =7 1._” —T w'..r z Units Sold

used to get the look we want, found in buttons on

n| Themes... | = P | (&)

| _-‘d Sae Current Theme,..

the ribbon and formatting dialog boxes divided into = > : [ 5000 |

several tabs of options. Direct formatting provides 23 _ | 4000 - .

the greatest control and access to formatting i { 2000 mSouth

features, but even though Excel now provides 23 | | o b ::::t '

live previews for many options, most still require 3;,

you to accept the change, view the result in the 26 | = i

workbook, and then repeat the process several i; ’

times to get the result you want (and then require e e Y A1 ] >|£:'

you to start all over when moving, for example, figad | [=n e O U, ~

iiomiformatiingialieble totajcha)- Figure 6-5: Excel provides 40 built-in professionally designed themes.

So how do you best put this hierarchy to work? Start

at the top by applying a theme. If its formatting works 2. At the bottom of the list, click Create New Theme Colors. The Create New Theme

for you, you're done! If you need more customization, Colors dialog box displays each constituent theme color and a sample displaying the 0

try simply changing to a different theme. Need more current selections (see Figure 6-6). e

options? Try applying a style to one of the style-affected 3. Click the theme color you want to change. A gallery of M1

components. Finally, if you need total control, use a colors displays and provides the following three options .

component’s formatting dialog box and ribbon buttons from which you select a new color: i i I i I 1 H I i

to make detailed changes. When you're all done, save O

all your changes as a new theme that you can apply to ® Theme Colors displays a matrix of the 12 primary ~ :'dard ET: EEEE

new workbooks, and also to your Word documents and colors in the current theme and 6 shades associated %) More Colors...

PowerPoint presentations. with each. Click a color and see the change in the

Sample area of the Create New Theme Colors dialog box.

—h
o
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To quickly determine the theme currently in effect, click
the Page Layout tab, and point to the Themes button in
the Themes group. The tooltip displays the current theme
(similarly, point to the Fonts button to see the current
theme fonts in use).

Themes

Current: Office Theme
Change the overall design of the

entire docurment, induding colors,
fonts, and effects,

@ Press F1for more help.

Create New Theme Colors

Theme calors
TexlfGackpouind - Dok 1
TextfGackground - Light 1
lextfbackground - Dark 2
lextfdackground - Light 2
Aocenk 1
Accent 2
Arcenk 3
Accent 4
Accenk 5
Accent 6

Hypeslink

L

Followed Hyperlink

Save Canced

Figure 6-6: Each theme color can be modified from
an essentially infinite number of choices.
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® Standard Colors displays the 10 standard colors in the color spectrum (red through

violet). Click the color you want.

® More Colors opens the Colors dialog box, shown in Figure 6-7, from where you can
select a custom color by clicking a color and using a slider to change its shading, or
by selecting a color model and entering specific color values. In addition, you can
click the Standard tab and select from a hexagonal array of Web-friendly colors.

. Repeat step 3 for any other theme color you want to change. If you get a bit far afield

in your color changes, don’t panic. Click Reset at the bottom of the Create New Theme

Colors dialog box to return to the default theme colors.

. Type a new name for the color combination you've

selected, and click Save. Custom colors are available for
selection at the top of the theme Colors drop-down list.

CHANGE THEMED FONTS

e o)
4 Cancel

colors

Color model:
Red:
iaresn:

Blue:

1 color

— || Web-friendly

| New/custom

E Colars '] '_1 ___bl,\ I”
| custom

MO DMEEEE My Chart Theme
| Built-In

|ECNEEEEE  Office
(EOCD NN Grayscale

Each theme includes two fonts. The body font is used for general text entry (the
Calibri font in the default Office theme is the body font). A heading font

| Drag to the custom
color you want...

e | I ...then drag the slider to see
variations on the selected color

Or, use color values to
define a custom color

Figure 6-7: The Colors dialog box offers the greatest control of custom
color selection, as well as a collection of standard Web-friendly colors.




is also included and used in a few cell styles (see “Use Cell Styles” later in this

To change a custom color or font, right-click the custom chapter). N
color or font in the respective theme Colors or Fonts
drop-down list, and click Edit. Either Edit dialog box 1. In the Page Layout tab Themes group, click Fonts. The drop-down list, shown in
(Colors or Fonts) provides the same options as the Figure 6-8, displays a list of theme font combinations (heading and body). The current
Create New Theme Colors (or Fonts) dialog box you theme font combination is highlighted.
used to create the custom scheme. 2. Point to each combination to see how the fonts will appear on your worksheet. w
3. Click the combination you want, or click Create New Theme Fonts at the bottom of
the drop-down list (see Figure 6-8).
LN
-0 fs Chapterf worksheetadse - Microsoft Cucel ==
The heading font used in Excel is primarily designed to “ HomeSeiieerB) Pagelapout. PREOIRGRy PR oy o CReW e G B
. . . . - -| \ — I Bl 2 ] . =) -
allow consistency with Word and PowerPoint, where it is ﬁ:lh: . | j B ORE B | 5 con Inmvmate | B vie | B e | st St B
Thie s [— Amnmin e Duisnbebion —Cleew Print  Breaks Badkground Print 55 ” —l Y ﬂ . '_,4
used more broadly. = Pl Srexy ites | B Sele  100% | [CIPrint [ Print | Sfyselectionfane %
T otfice Selup Seale L Fil | Sheet Optinm Areanye |
| Cuanibria 5 (@)
. As ol
4] | eetien ¢ E F G H ] i K i~
.1. | Ofhice 2 I 1 . | =3
: 1 u talibri
ElN Conbris fsiOr  2ndQu Fd0u Aoy
e Oftitr i 50 gsa7r 4187 5211
5|, | Al 1145 1234 f212 1434
B e e e 4323 4563 6310 5768
Even on a blank worksheet, you can see how new theme ' " R LT L
| 9
font combinations will affect a worksheet—the column and -1-90- - T
. kL a Adjacency
row headings change to reflect the selected body font. "oy, | Combria
12 Calilni
14 Franklin Guthis M... i
15, | [Aa | Fooiin Gt Bok Units Sold ] ~
18 r:
it Imlda Sans fion
13 - ! Book Antiqua 5000
‘ED | Al ary |
71 Ae Bock Antiqua 4000 ®North
Coentury Gothie " = Suuth
22 3000
23 nmuctl 2500 ulast (0]
74 Werdana I West
25 Aa verdana 1000 il
2 Austin
; “entury Gothic 0
‘jé Aa ::j.?w? Q;hf;‘ = = 1at (Hr  PndCtr 3rd Cir 4th Oir
2 Create New Theme Fonts...
50 ||
Figure 6-8: You can see how different theme body 2 b ©
and heading font combinations affect your worksheet WAV W[ Gheat] | Shest? | Sheet3 T Tl W v
simply by pointing to them. Ready | |How wwc) O &
—h
o
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|2 |t 4. In the Create New Theme Fonts dialog box, click either or both the Heading Font and

Body Font down arrows to select new fonts. View the new combination in the Sample

o area.

5. Type a new name for the font combination you’ve selected, and click Save. Custom
fonts are available for selection at the top of the theme Fonts drop-down list.

CHANGE THEMED GRAPHIC EFFECTS

Shapes, illustrations, pictures, and charts include graphic effects that are
controlled by themes. Themed graphics are modulated in terms of their lines
(borders), fills, and effects (such as shadowed, raised, and shaded). For example,
some themes simply change an inserted rectangle’s fill color, while other themes
affect the color, the weight of its border, and whether it has a 3-D appearance.

1. In the Page Layout tab Themes group, click Effects. The drop-down list displays a
gallery of effects. The current effect is highlighted.

-
Create New Theme Fonts
Heading fonk: Sarmnple
i [=] Heading ‘
Body Font: Body text body text body text. Body | —
R El text body text. ‘ 3
Mame: Cushom 1
SAVE I [ Cancel ]
BEffects I eI LT
T - - - Areaw -
Builtin % -

@3

S|

Aspect

Civic

Apex

=3

&)

&

Concourse

Equity

Flow

Foundry

Saved custom themes that are not stored in the default
Document Themes folder will not be displayed in the

Custom area of the
Themes drop-down list.
You will need to locate
them to apply them
(see the “Searching for
Themes” QuickSteps).

Custom

2. Point to each effect to see how it changes your worksheet, assuming you have a
theme-based graphic or other element inserted on the worksheet (see Chapter 14 for
information on inserting charts and graphics).

3. Click the effect you want.

Create Custom Themes

Changes you make to a built-in theme (or to a previously created custom theme)

can be saved as a custom theme and reused in other Office 2010 documents.

1. Make color, font, and effects changes to the current theme (see “Apply Themes” earlier
in this chapter).

2. In the Page Layout tab Themes group, click Themes and click Save Current Theme.
The Save Current Theme dialog box appears with the custom Office themes folder

Aa ] da
oo el displayed, as shown in Figure 6-9.
= 3. Name the file and click Save to store the theme in the Document Themes folder.
A [a]] [ ] 2]
Ofﬁr: AdINGEy ﬂngll-n - Aper -Or-

Name the file and browse to the folder where you want to store it. Click Save when
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SEARCHING FOR THEMES

You can quickly find individual theme files and themed

documents, and apply them to your workbook. In
addition, you can use prebuilt themes that are available
from Microsoft Online.

LOCATE AND APPLY THEMES
You can apply themes from other files to your workbooks,
either as individual theme files or from other Office 2010
files that have themes applied to them.

1. In the Page Layout tab Themes group, click
Themes and click Browse For Themes at the
bottom of the gallery.

2. In the Choose Theme Or Themed Document
dialog box, browse to the folder where the themes
or themed documents are located. Only those
documents will display. (Themed documents
are Office 2010 files that contain a theme, such
as Word files, Excel workbooks, PowerPoint
presentations, and their respective templates.)

3. If you are only looking for theme files (.thmx), click
Office Themes And Themed Documents, and
click Office Themes (.thmx).

4. Select the Office document (Offce Themes (tthmad

Open I [ Cancel

T
]

whose theme you want to apply [

or the theme file you want to
apply, and click Open.

ACQUIRE THEMES FROM OFFICE ONLINE
In the Page Layout tab Themes group, click Themes and
below the gallery of Built-In themes, click one of the themes
you acquired from Office.com, often from a template you
downloaded. Since these are Office themes and are shared
across products, you may acquire them from the work you
do in other Office products such as Word or PowerPoint.

@ Save Current Theme

Qu | . % Templates » Document Themes »

o [""—l | Search Document Themes

==

P

Organize = Mew folder

Name
4 Libraries
_- Documents
JI usic

&= Pictures

B Videos

) Homegroup F |
& Jubn (HP-LAPTC ‘
1
L] Coamputer
ik Local Disk (C9)
& Local Disk (D)

5=

Date modified

1. Theme Colors 1142372009 5:16 PM
. Therne Eftects 10718/ 2009 &35 P
. Themne Fonts 10/19/2009 4:35 PM
‘ [ Chapter Jthr 9/25/2000 2:57 PM

G Local Disk (E) = 4

:v @

Type

File falder
File tolder
File folder

Microsoft

O

File name:

Save as type: | Office Theme (*.thmx)

* Hide Folders

Tools + [ Save |[

Cancel ]

Figure 6-9: Custom themes are saved as individual files, along with
custom theme colors, effects, and fonts.

Use Cell Styles

Cell styles allow you to apply consistent formatting to specific cells, and let

you make changes to styled cells with a few mouse clicks instead of changing

each cell individually. Excel provides dozens of predefined styles, categorized

by use. One category, themed cell styles, has the additional advantage of being

fully integrated with the current theme. Colors associated with a theme change

will automatically carry over to themed cell styles, preserving the coordinated

appearance of your worksheet. Of course, you can modify any applied style and

save the changes to create your own custom style.

APPLY A STYLE

1. Select the cells you want to

format with a style.

2. In the Home tab Styles group, click Cell Styles. A gallery of cell styles is displayed, as

shown in Figure 6-10.
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Figure 6-10: Excel’s styles provide a broad swatch of cell styling possibilities.

The easiest way to ensure a common look and feel to
your Excel 2010 workbooks is to create or apply the
theme you want and save the workbook as a template (a
template being a workbook that contains data or a layout
from which you want to create other workbooks). In
addition to the theme-controlled aspects of a workbook,
the template allows you to consistently re-create
formulas, tables, charts, and all else that Excel has to
offer. To save a workbook as a template, click Save As
on the File menu, select Excel Template (.xltx) from the
Save As Type drop-down list, and click Save.
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3. Point to several styles in the gallery to see how each style affects your selected cells.
4. Click the style that best suits your needs. The style formatting is applied to your
selected cells.
CREATE A CUSTOM STYLE

You can create your own style by starting with a predefined style and making
changes, or you can start from scratch and apply all formatting directly, using
the formatting tools on the ribbon or in a formatting dialog box. In either case,




Styles also can be applied to charts and tables. Using
styles with these components is covered in Chapter 14.

The default font used in each style is derived from the
current theme. When you change themes, the font used in
styled cells will change according to the font used in the
new theme. Themed cell styles, unlike other cell styles,
will change color in accordance with the new theme.

You can avoid going back and forth between the Page
Layout and Home tabs to apply themes and styles by
placing the respective galleries on the Quick Access
toolbar. Right-click a gallery icon, and click Add To Quick
Access Toolbar; or right-click anywhere in the open
gallery, and click Add Gallery To Quick Access Toolbar.

y:
@92

cart Dana |t E i
Cell Styles

ECOIOH'
F ik Quickly furmal a cell by chousing
onts =

from pre-defined styles,

Themes
+ [B]Effects -

Themes shyles,

¥ou can alsn define your oam cell

Direct formatting using the ribbon and the Format Cells
dialog box is discussed in other sections of this chapter.

you can save your changes as a custom style and apply it from the Cell Styles
gallery.
1. Use one or more, or a combination, of the following techniques to format at least one
cell as you want:
® Apply a predefined style to the cell(s) you want to customize.
® Use the formatting tools in the ribbon (Home tab Font, Alignment, and Number
groups).

® Right-click a cell to be styled, click Format Cells, and use the six tabs in the Format
Cells dialog box to create the styling format you want. Click OK when finished.

2. In the Home tab Styles group, click Cell Styles sy (ER)
and click New Cell Style at the bottom of the style name: | ST
gallery.
3. In the Style dialog box, type a name for your SR P Y

. . [¥] Wumber  General
style, and review the six areas of affected style

. . [7] abigneme al, om Aligned
formatting. If necessary, click Format and . eners Btem

make formatting adjustments in the Format Bl R R
Cells dialog box. Click OK to apply formatting e
changes. L, P Shack
[¥] Protection  Locked
4. Click OK in the Style dialog box to create the style.
The new custom style will be displayed in the e ]
Custom area at the top of the Cell Styles gallery. : .
Custom
Chapter 35...
Good, Bad and Meutral
[ Mormal Bad
CHANGE A CELL STYLE
1. In the Home tab Styles group, click Cell Styles. .
Bau "
2. Right-click a style (custom or predefined) in the Sy
gallery, and click Modify. che [

CDuplicate...
3. In the Style dialog box, click Format and make any W& oees
formatting adjustments in the Format Cells dialog ' Ad 4
box. Click OK to apply the formatting changes.

4. Click OK in the Style dialog box to save changes to the style.
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REMOVE A CELL STYLE
To quickly create a style based on an existing style,

right-click the existing style in the styles gallery, and
click Duplicate. In the Style dialog box, type a name for
the new style, make any formatting changes by clicking
Format, and click OK twice.

You can remove a style’s formatting applied to selected cells, or you can
completely remove the cell style from Excel (and concurrently remove all style

formatting from affected cells).
Custom

® To remove style formatting from cells, select the cells, click = Chapter3s..

~ Cell Styles in the Styles group, and click the Normal style. ~“eot.tad and reutral
Maormal Bad
® To permanently remove a style, click Cell Styles in the Data and Model by
Styles group, right-click the cell style you want removed,
and click Delete.
" Merge Styles k2838  ADD CELL STYLES FROM OTHER WORKBOOKS
Merge styles from: 1. Open both the workbook whose styles you want to add and the workbook where you
| Chapter3 workshest: a| . .
' want the styles to be added in the same Excel window.
| 2. In the View tab Window group, click Switch Windows and click the workbook to which
| you want the styles added, making it the active workbook.
3. In the Home tab Styles group, click Cell Styles and below the gallery, click Merge
| = Styles.
Sl anennoupaey el e 4. In the Merge Styles dialog box, click the workbook from which you want to add styles.
[ o ][ coned | Click OK.

Change Fonts

Each font is composed of a typeface, such as Calibri; a style, such as italic; and
a size. Other characteristics, such as color and super-/subscripting, further
distinguish text. Excel also provides several underlining options that are useful

Font Increase Decrease Font in accounting applications.

Font Size Font Size Font Size Color

1. On a worksheet, select:

alibri

® Cells to apply font changes to all characters
Bold B I U -

/ f - ® Characters to apply font changes to just the selected text and numbers
Fo g

7

Italics Underline Border Fill Color Dialog Box
Launcher

2. Use one of the following techniques to access font tools and options:

® On the ribbon, click the Home tab, and click the appropriate Font group tools (see
Figure 6-11).

Figure 6-11: Font group tools apply

formatting to text.

10

148 Microsoft Office 2010 QuickSteps  Formatting a Worksheet




When selected, the Normal Font check box on the Font tab
of the Format Cells dialog box (see Figure 6-12) resets font
attributes to the defaults defined in the Normal template.
The Normal template is an ever-present component of
Excel (if you delete it, Excel will re-create another) that
defines startup values in the absence of any other template.

Format Cells -8
| wumber | adgrment || Fort || Border | Pl | Protection |
Fork Fgni, style: S
Callrt i S | L S—
Carbria <] f [ .
|| |Teake |9 |
Agency FB |Beld |10 -
Aharcei |Bold Thakc
T Aigerian | 12
U Andahss 5 hll 1L bt
Underine: Color:
tiane [=]  — -] 7 vorml oo
Effects Preview
] Strikethrongh
I Suparscript AaBbCoyyzz
] Subseript
This is a TrueType fonk, The same font will be used on both your printer and your screen.
(o J[ coma |

Figure 6-12: Change the appearance of text by
changing its font and other characteristics.

® Double-click or right-click a cell or selection, and use the font tools ~ Franklinset ~ 11~
available on the mini toolbar (you might need to move the cursor B7A-AN
over the faded toolbar to see it more clearly).

® Click the Font group Dialog Box Launcher arrow (located in the lower-right corner
of group).

® Right-click a cell or selection, click Format Cells, and then click the Font tab.

3. In the latter two cases, the Format Cells dialog box appears with the Font tab displayed,
as shown in Figure 6-12. Make and preview changes, and click OK when finished.

Change Alighment and Orientation
You can modify how characters appear within a cell by changing their
alignment, orientation, and “compactness.”
1. Select the cells whose contents you want to change.
2. Use one of the following techniques to access font tools and options:

® On the ribbon, click the Home tab, and click the appropriate Alignment group tools
(see Figure 6-13).

Vertical alignment
buttons Orientation
= | @/( =i o1 Wrap Text
g . = Merge And
B +®
= =i | B Center Cells
; Alignm%t rig Dialog Box
/ / \ Launcher
Horizontal —Decrease Increase
alignment Indent Indent
buttons

Figure 6-13: Alignment group tools
allow you to reposition text.

® Click the Alignment group Dialog Box Launcher.
® Right-click a cell or selection, click Format Cells, and then click the Alignment tab.

3. In the latter two cases, the Format Cells dialog box appears with the Alignment tab
displayed, as shown in Figure 6-14. The specific features of the Alignment tab are
described in Table 6-1.

4. Click OK when you are finished.
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FEATURE

Text Alignment,
Horizontal

OPTION
General

DESCRIPTION
Right-aligns numbers, left-aligns text, and centers error values; Excel default setting

Left (Indent)

Left-aligns characters with optional indentation spinner

Center

Centers characters in the cell

Right (Indent)

Right-aligns characters with optional indentation spinner

Fill

Fills cell with recurrences of content

Justify Justifies the text in a cell so that, to the degree possible, both the left and right ends are vertically aligned
Center Across Centers text across one or more cells; used to center titles across several columns
Selection
Distributed Stretches cell contents across cell width by adding space between words, with optional indentation
(Indent) spinner
Text Alignment Top Places the text at the top of the cell
Vertical
Center Places the text in the center of the cell
Bottom Places the text at the bottom of the cell; Excel’s default setting
Justify Evenly distributes text between the top and bottom of a cell to fill it by adding space between lines
Distributed Vertically arranges characters equally within the cell (behaves the same as Justify)
Orientation Angles text in a cell by dragging the red diamond up or down or by using the Degrees spinner
Text Control Wrap Text Moves text that extends beyond the cell’s width to the line below
Shrink To Fit Reduces character size so that cell contents fit within cell width (cannot be used with Wrap Text)
Merge Cells Creates one cell from contiguous cells, “increasing” the width of a cell without changing the width of the
column(s)
Right To Left, Text | Context Text entry flows according to keyboard language in use

Direction

Left To Right

Text entry flows from the left as in Western countries

Right To Left

Text entry flows from the right as in many Middle Eastern and East Asian countries

Table 6-1: Text-Alignment Options in Excel

150 Microsoft Office 2010 QuickSteps

Formatting a Worksheet




[ Formt cers s Add a Background
Libbabor { Aprent} o Fonk o e s Pl | You can add color and shading to selected cells to provide a solid background.
Tk ali enk Dwientation
HD?::;: ra— You can also add preset patterns, either alone or in conjunction with a solid
g o] s " background, for even more effect.
vertical: 0 = T &
- || Tat — . .
&-*Jlu'.hfydrtr.butcd [=] ¥ . i 1. Select the cell, range, row, or column that you want to modify with a background.
Tesk conkred — 2. In the Home tab Alignment group, click its Dialog Box Launcher.
[T wirap text 0 [Eveoess
|| Shrink to fit —Or—
[ terge cets
Right-to-left Right-click the selection and click Format Cells.
-Icc-:‘::m B In either case, the Format Cells dialog box appears.
3. Click the Fill tab (see Figure 6-15), and choose colored and/or patterned fills.
Format Cells m
| humber | mignment | Fort | Bordar |} | Protection
EBackground Color: Pattern Calar:
Figure 6-14: The Alignment tab provides detailed L o Color J L e T@a& [+]
text-alignment options. IEOEEEENER |_a N Style: 5
ONEODEOOOOOO
OIEEEEEOEEO
EEEEEEDOEEE
INEEEEEEER
ENEEEEEEEN
EEODEENEEN
[ FilEffects... | [ pore colors... |
You can quickly add solid color and shading to selected
cells from the Fill Color button in the Font group (see
Figure 6-11). Click the button to apply the displayed e
color, or open a gallery by clicking the down arrow next
to the button (see “Change Themed Colors” earlier in
this chapter for information on the various gallery color [ | [ concal |
options). The last color or shade selected remains on the

Fill Color button until changed.

Figure 6-15: Use the Fill tab to apply colored or patterned
backgrounds to cells.

USE SOLID-COLORED BACKGROUNDS

1. In the Fill tab, click one of the color options in the Background Color area (see “Change
Themed Colors” earlier in this chapter for information on the various color options).

—Or-
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Figure 6-16: You can add pizzazz to cell
fills using gradient effects.

If you choose Automatic for the pattern color in the
Format Cells Fill tab, the pattern is applied to the
background color, but if you pick both a background color
and a pattern color, the colors are merged.

When the Format Painter is turned on by double-clicking
it, every time you select an object on the worksheet,
formatting will be applied to it. For this reason, be sure to
turn off the Format Painter immediately after you are done
copying formats.

v
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Click Fill Effects to apply blended fills, as shown in Figure 6-16. Preview your
selections in the Sample area, and click OK.

2. Preview your selections in the larger Sample area at the bottom of the Fill tab, and
click OK when finished.

USE PATTERNED BACKGROUNDS

1. In the Fill tab, click the Pattern Style down arrow to display a gallery of patterns. Click
the design you want, and see it enlarged in the Sample area at the bottom of the Fill

tab.
"

Pattern Style:

B
=EINZ#EZ

2. If you want to colorize the pattern, click the Pattern Color down arrow to display the
color gallery (see “Change Themed Colors” earlier in this chapter for information on
the various color options), and select one of the color options.

3. Click OK when finished to close the Format Cells dialog box.

Copy Formatting
You can manually copy formatting from one cell to other cells using the Format
Painter, as well as when you are inserting cells.

USE THE FORMAT PAINTER
1. Select the cell whose formatting you want to copy.

2. In the Home tab Clipboard group, click the Format Painter # button once if you only
want to apply the formatting one time.

—Or—
Double-click the Format Painter button to keep it turned on for repeated use.
3. Select the cells where you want the formatting applied.

4. If you single-clicked the Format Painter before applying it to your selection, it will turn
off after you apply it to your first selection; if you double-clicked the button, you may
select other cells to continue copying the formatting.

5. Double-click the Format Painter to turn it off, or press ESC.




ATTACH FORMATTING TO INSERTED CELLS, ROWS, AND COLUMNS

Click the Insert Options smart tag (the paintbrush icon that appears after an
You can also copy formatting by using Paste Preview, insert), and choose from which direction you want the formatting applied, or
Paste Special, and the Paste Options smart tag (see

choose to clear the formatting.
Chapter 5).

$304,184 | -|

©  Format Same As Above

% Format Same As Below
§35,348 (8 Clear Formatting

Arrange and Organize Worksheets

Excel provides several features to help you work with and view worksheets.
You can retain headers at the top of the worksheet window as you scroll
through hundreds of rows, split a worksheet, and view worksheets from
several workbooks. In addition, there are several techniques you can use to add,
remove, copy, and organize worksheets.

Lock Rows and Columns

You can lock (or freeze) rows and columns in place so that they remain visible as

Freezing panes is not the same as freezing data. In an you scroll. Typically, row and column headers are locked in larger worksheets,
external data range, you can prevent the data from being where you are scrolling through large numbers of rows or columns. You can
refreshed, thereby freezing it. quickly lock the first row and/or first column in a worksheet, or you can select

the rows or columns to freeze.

LOCK ROWS
® |n the View tab Window group, click Freeze Panes and click Freeze Top Row. The top (0]
row (typically, your header row) remains in place as you scroll down.
—Or—

® Select the row below the rows you want to lock, click Freeze Panes and click Freeze
Panes again. A thin border displays on the bottom of the locked row, as shown in Figure (o)
6-17. All rows above the locked row remain in place as you scroll down.

0] 8
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Figure 6-17: You can lock rows in place and scroll through only those

) rows below the frozen rows.
You can save the arrangement of Excel windows you

set up for future viewing in the workbook. After you have
the layout looking as you want, in the View tab Window
group, click Save Workspace. In the Save Workspace
window, type a name for the workspace layout, and click
Save to save the workspace file (.xlw). To change the
arrangement, resave a different layout and/or use the
Arrange tool to change how windows are displayed.

LOCK COLUMNS

® |n the View tab Window group, click Freeze Panes and click Freeze First Column.
The leftmost column (typically, your header column) remains in place as you scroll to
the right.

—Or-

® Select the column to the right of the columns you want to lock, click Freeze Panes,

and click Freeze Panes again. A thin border displays on the right side of the locked
column. All columns to the left of the locked column remain in place as you scroll to
the right.
LOCK ROWS AND COLUMNS TOGETHER
1. Select the cell that is below and to the right of the range you want to lock.
2. In the View tab Window group, click Freeze Panes and click Freeze Panes. A thin

border displays below the locked rows and to the right of the locked columns. The
range will remain in place as you scroll down or to the right.
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Two locked
columns
N
Two locked : 45, Acme Books
rows caragary Authar Title
3 0070134351 Technival Elliutt Sland Hdbk Puwerplant Engine
4 0070350787 Technical Kleinert Troublesht & Rep Major Appl w
5 0070320686 Education Pen Sch Intro To Music
& 0070466172 Education Mash Sch Qutl Strength Materials
T UU/LSasls nadicing ambar Intro Health Physics 3e
a inn'n 343105 Rusiness | Pi<kurich !mrd Hnidhk Tralning Dsgn
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10 0071350970 Cclucation Don How Solve Word Problems Calc
11 0071353621 Medicine Ratelle Prev Med & Public Health e -h
12 0071369928 Business Fitz Enz How To Measure Human Res Mg
13 0071375252 Tachnical Dawbearry Camp Land Development Handbook, 2
UNLOCK ROWS AND COLUMNS
In the View tab Window group, click Freeze Panes and click Unfreeze Panes.
(&)}
Split a Worksheet
You can divide a worksheet into two independent panes of the same data, as
shown in Figure 6-18.
Any changes you make in one pane are recorded 1. To split the worksheet horizontally, drag the row split icon down the worksheet to
simultaneously in the other—they are really the same where you want the split.
worksheet. 5
o .
a@o@ R
S B
[ Sort & Find &
" Filler = Select -
Eibion Dra.g _the row
split icon...
...down the ©
worksheet to
where you want
the split
To change how two workbooks are displayed for side-
by-side comparison (horizontally or vertically), use the _Or—
Arrange Windows dialog box described in the section, T it th ksheet verticallv drag th | it tth ©
. . O spli € worksneet vertically, ara e column spliticon (at the
“View Worksheets from Multiple Workbooks.” . P . v 9 P (
right end of the horizontal scroll bar) to the left to where you want
the split.
-
o
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Figure 6-18: A split worksheet
provides two independent views of
the same worksheet.
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Formatting a Worksheet

In either case, a split bar is displayed either across or down the worksheet.
2. Use the scroll bars to view other data within each pane.

3. Remove the split bar by double-clicking it.




WORKING WITH WORKSHEETS

Excel provides several tools you can use to modify the
number and identification of worksheets in a workbook.

ADD A WORKSHEET
Right-click the worksheet tab to the right of where you
want the new worksheet, click Insert, and click OK.

_Or_
On the worksheet bar, click Insert Worksheet. A new

worksheet is added to the right of any current tabs.

28 |007145??20 Technical  Codick
W 4 » M| cheetl “Shoct2 “Sheot3 /¥ 7
Ready |

DELETE A WORKSHEET

Right-click the worksheet tab of the worksheet you want
to delete, and click Delete.

MOVE OR COPY A WORKSHEET
You can move or copy worksheets within a workbook
or between open workbooks by dragging a worksheet’s
tab. (See “View Worksheets from Multiple Workbooks”
for steps to arrange multiple open workbooks to facilitate
dragging objects between them.)

® To move a worksheet, drag the worksheet tab to
the position on the worksheet bar where you want
it to appear.

® To copy a worksheet, press and hold CTRL, and
drag the worksheet tab to the position on the
worksheet bar where you want it to appear.
28 0071455523 Medicing Telrman
[ 28 0071457720 [Technical  |Cadick g
H 4 » M| Gheetl ~uheste ~theetd ;“Sheetd LAl

Ready |

Continued . . .

View Worksheets from Multiple Workbooks

You can divide the Excel worksheet area so that you can view worksheets from

multiple workbooks. This arrangement makes it easy to copy data, formulas,

= =
Arrange Windows m

and formatting among several worksheets.

1. Open the workbooks that contain the worksheets you want
to view.

2. In the View tab Window group, click Arrange All. The Arrange Cxela

Windows dialog box appears. ] Windows of active workbook

o ][ conce

3. Select an arrangement and click OK. (Figure 6-19 shows an

example of tiling four workbooks.)

P Microsoft Excel Lol D
n Home  Insert Page Layout Formulas Dats Review | View - @
:. Puge Hrenk Pre 5 r\ 1_ B  BNewwindow =5 1) :5 =
13 Custam Views W e g amngean ™ @] o Cx a2
g Show | Toam 100% Zoamta | 3 = Save Switch Macras
st (G Full Screen . Selectian | = Freere Panr - =4 Workspace Windows = -
Weorkbook Views Loom Window Macros
- (® o vl
Graphi [Campatibilmy b rhzheet,
[ E ) G H = H | I
; | 1 Arme Hooks
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Figure 6-19: You can look at several workbooks at the same time to compare them
or to transfer information among them.
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WORKING WITH WORKSHEETS
(Continued)

RENAME A WORKSHEET
1. Right-click the worksheet tab of the worksheet you
want to rename, and click Rename.
—Or-—
Double-click the worksheet tab.

2. Type a new worksheet name, and press ENTER.

COLOR A WORKSHEET TAB
1. Right-click the worksheet tab of the worksheet you
want to color, and click Tab Color.

2. Select a color from the gallery (see “Change
Themed Colors” earlier in this chapter for
information on using the color gallery).

CHANGE THE DEFAULT NUMBER OF
WORKSHEETS IN A WORKBOOK

1. Click the File tab, click Options, and click the
General option.

2. Under When Creating New Workbooks, click the
Include This Many Sheets spinner to change the
number of worksheets you want.

3. Click OK when finished.

MOVE THROUGH MULTIPLE WORKSHEETS
Click the navigation buttons on the left {4 O] sheetl

end of the worksheet bar. =

When clicked, the first left arrow button displays the
beginning of the sheet tabs; the second left arrow button
cycles the sheet tabs to the left, one per click; the first
right arrow button cycles the sheet tabs to the right, one
per click; and the second right arrow button displays the
end of the sheet tabs.
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4. To change the arrangement, simply close the worksheets you do not want to view by
selecting a worksheet to close and clicking the = | in its upper-right corner. Return
a worksheet to full view in the Excel window by double-clicking its title bar.

Compare Workbooks

Excel provides a few tools that allow easy comparison of two workbooks.

1. Open the workbooks you want to compare.

2. In the View tab Window group, click View Side By Side 1.
If you have only two workbooks open, they will appear next to one another. If you have
more than two workbooks open, you can select the workbook to view along with the
currently active workbook from the Compare Side By Side dialog box.

Compare Side by Side |8 it
Cov[parsside by Side with:
T hanter s |

hats. xls
taraphies vl

Lo J [ coma ]

"

By default, both workbook windows will scroll at the same rate. To turn off this feature,
click Synchronous Scrolling =% in the Window group.




Understanding Cell Referencing
Types

Change Cell References
Change to R1C1 References
Name Cells

Using Cell Reference Operators
Go to a Named Cell

Use the Name Manager
Create a Formula

Adding a Symbolic Formula
Edit a Formula

Using Formulas

Move Formulas

Copy Formulas

Recalculate Formulas

Use External References in
Formulas

Understanding the Trust Center

Format Conditionally

Using Functions Quickly
Enter a Function

Enter a Sum in Columns or Rows
Quickly

Check for Errors

Trace Precedent and Dependent |

Cells
Watch a Cell
Evaluate a Formula in Pieces

Chapter

Using Formulas
and Functions

Excel lets you easily perform powerful calculations using
formulas and functions. Formulas are mathematical
statements that follow a set of rules and use a specific
syntax. In this chapter you will learn how to reference cells
used in formulas, how to give cells names so that they are
easily input, how to use conditional formatting to identify cells
that satisfy criteria you specify, and how to build formulas.
Functions—ready-made formulas that you can use to get
quick results for specific applications, such as figuring out
loan payments—are also covered. Finally, you will learn about
several tools Excel provides to find and correct errors in
formulas and functions.
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QUICKFACTS

UNDERSTANDING CELL
REFERENCING TYPES
There are three basic methods and one extended method
for referencing cells used in formulas that adhere to the
Excel default “A1” cell reference scheme used in this book.

160

@ Relative references in formulas move with cells

as cells are copied or moved around a worksheet.
This is the most flexible and common way to use cell
references, and is the Excel default (for example,
the cell in the first row and first column of a sheet is
referenced as A1 in the Name box and Formula bar.
For example, if you sum a list of revenue items for
the first quarter, =SUM(B5:B8), and then copy and
paste that summary cell to the summary cells for the
other three quarters, Excel will deduce that you want
the totals for the other quarters to be =SUM(C5:C8),
=SUM(D5:D8), and =SUM(E5:ES8). Figure 7-1 shows
how this appears on the worksheet.

Absolute references do not change cell
addresses when you copy or move formulas.
Absolute references are displayed in the
worksheet and Formula bar with the dollar sign
preceding the reference—for example, $A$1.
Mixed references include one relative and one
absolute cell reference. Such references are
displayed in the worksheet and Formula bar with

a dollar sign preceding the absolute reference but
no dollar sign before the relative reference. For
example, $A1 indicates absolute column, relative
row; A$1 indicates relative column, absolute row.

External (or 3-D) references are an extended form
of relative, absolute, and mixed cell references.
They are used when referencing cells from other
worksheets or workbooks. Such a reference might
look like this in the worksheet and Formula bar:
[workbook name]worksheet name!A1.
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S Paper Supplies 38210 33876 =SLIM{B5:ES)
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7 Cardsand Books 18375 15983 =SUM(BTET)
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Ready |
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Copying B9, which
sums B5 through B8...

...and pasting into C9, D9, E9, and F9 provides
correct cell addresses for each column total

Figure 7-1: Using relative references, Excel logically assumes cell addresses in copied
formulas.

Reference Cells

Formulas typically make use of data already entered in worksheets and need
a scheme to locate, or reference, that data. Shortcuts are used to help you recall
addresses as well as a syntax, or set of rules, to communicate to Excel how you
want cells used.

Change Cell References

To change cell referencing:

1. Select the cell that contains the formula reference you want to change.

2. In the Formula bar, select the cell address, and press F4 to switch the cell referencing,
starting from a relative reference to the following in this order:

® Absolute ($A$1)

® Mixed (relative column, absolute row) (A$1)




To view formulas instead of cell values (see Figure 7-1),
in the Formulas tab Formula Auditing group, click Show
Formulas % . Click the button a second time to return to
a value display.

Absolute cell references are typically used when you

want to copy the values of cells and are not interested

in applying their formulas to other cells, such as in a

summary or report where the relative references would be

meaningless. Although you can apply absolute reference

syntax to each cell reference, a faster way is to right-click

the destination cell. Under Paste Options, click the Values
123 option. See “Copy Formulas” later in the chapter for

more information on copying and pasting formulas.

If a cell or range name is longer than what can be

displayed in the Name box, increase the width of the
Name box by dragging the
circle in the arc forming its
right boundary to the right.

(2Totalie... v.;.ép fo | =SUM{TSIC
A B

Cell names need to adhere to a set of rules. Names are
case-sensitive, and no spaces are allowed in a cell name,
although multiple words can be joined by an underscore
or period. Also, names must start with a letter, underscore
(L), or backslash (\).

® Mixed (absolute column, relative row) ($A1)
® Relative (A1)
_Or_

Edit the cell address by entering or removing the dollar symbol ($) in front of row and/
or column identifiers.

Change to R1C1 References

You can change the A1 cell referencing scheme used by Excel to an older style
that identifies both rows and columns numerically, starting in the upper-left
corner of the worksheet, rows first, and adds a leading R and C for clarification.
For example, cell B4 in R1C1 reference style is R4C2.

1. Click the File tab, click Options, and click the Formulas option.

2. Under Working With Formulas, click the R1C1 Reference Style  working with formulas
check box. [¥] iR1C reference styleli

3. Click OK when finished.

J LFormula SAutoComplete

Name Cells

You can name a cell (MonthTotal, for example) or a range to refer to physical
cell addresses, and then use the names when referencing the cell in formulas
and functions. Names are more descriptive, easier to remember, and often
quicker to enter than Al-style cell references. You can name a cell directly on the
worksheet, use a dialog box and provide amplifying information, or use column
Or TOW names.

NAME A CELL OR RANGE DIRECTLY

1. Select the cells you want to reference. This cell can now be
. fe d by either its...

2. Click the Name box at the left end of relerenced oy erner s

the Formula bar. OfTotdrerenue v (| ssum(cad))
3. Type a name (see the accompanying A [ 8 [ cf]

. . 7  cCardsand Books $14,936 432

Caution for naming rules), and & Other ftems

press ENTER. (See “Use the Name Elg/ 0%a! Fevenue 3

Manager” for ways to modify cell

names_) ...name or... ...its location
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USING CELL REFERENCE
OPERATORS

Cell reference operators (colons, commas, and spaces
used in an address, such as E5:E10 E16:E17,E12)
provide the syntax for referencing cell ranges, unions,
and intersections.

REFERENCE A RANGE
A range defines a block of cells.

Type a colon (:) between the upper-leftmost cell and the
lower-rightmost cell (for example, B5:C8).

5UM v (7 K ¥ Je| -sum(Bs:iE)
A B Cc

‘1 Hevenue

S Paper Supplies 523,967 $35,937
S wrlting Instruments £5,137 25,331
7 | cardsand Books 514,986 §15,043
& | Otheritems 515,837 436,729

REFERENCE A UNION

A union joins multiple cell 0
" X o fe| =SUM(BS,BT,CE)

references. B c |

Type a comma (,) between 123567] 33038
separate cell references (for $9,437]  $m8d4
example, B5,B7,C6). $14,986] $15043

REFERENCE AN INTERSECTION

An intersection is the overlapping, or common, cells
in two ranges.

Type a space (press the " % « £ | —SUM(B5:B8BT.CE)
SPACEBAR) between two range- | & GO
cell references (for example,

$23567| $35.938 §3F
B5:B8 B7:C8). B7 and B8 are §5,437| $5834  $E
$14.086) §1b043| §1t
$25807 § ;26,?29] $21

the common cells (and are
summed in this example).

NAME A CELL OR RANGE IN A DIALOG BOX
1. Select the cells you want to reference.
2. In the Formulas tab Defined Names group, click Define Name.
—Or—
Right-click the selection and click Define Name.
In either case, the New Name dialog box appears, shown in Figure 7-2.

3. Type a name for the cell or range (see the Caution on the previous page for naming
rules).

4. Click the Scope down arrow, and select whether the name applies to the entire
workbook or to one of its worksheets.

5. If desired, type a comment that more fully explains the meaning of the named cells.
Comments can be upwards of 1,000 characters and will appear as a tooltip when the
name is used in formulas and functions.

-SUM(BO+y
(#) AR |
() YEARFRAC |
[ Ve arh Revenue | FY 2010 Revenue Total for Superior Office Supplies |
VAT |
() YIELDDISC |
() YIELDMAT

6. If you want to modify the cell or cells to be named, click the Refers To text box, and
type the reference (starting with the equal [=] sign) or reselect the cells from the
worksheet.

7. Click OK when finished.

MNew Name M
Mame: | vearlyReverue
Scope: ‘Workbook [ﬂ
Camment: |Fy 2010 Revenus Total for Superior Office &
supplie:
Beforsto: [ —sheet1tgrgy. IES
[ Ok ] [ Cancel ]

Figure 7-2: You can easily name cells
and add descriptive information.
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Figure 7-3: The Name Manager provides a central location
for organizing, creating, and modifying named cells.

Go to a Named Cell

Named cells are quickly found and selected for you.

Click the Name box down arrow to open the drop-down list, and click the
named cell or range you want to go to.

—Or-

In the Home tab Editing group, click Find & Select and click Go To. In the Go
To dialog box, double-click the named cell or range you want to go to.

Use the Name Manager

Excel provides several related tools and a Name Manager to help you manage
and organize your named cells. To open the Name Manager:

In the Formulas tab Defined Names group, click Name 51| @ Define Name v

S Use in Formula =

Manager. The Name Manager window opens, as shown in M'::"::ﬁ e

Diefined Mames

Figure 7-3, listing all named cells in the workbook.

CHANGE CELL NAMES
1. Select the name of the cell reference whose parameters you want to change, and
click Edit.
2. In the Edit Name dialog box, type a new name, add or change the comment, and/
or modify the cell reference (you cannot change the scope—that is, whether the
reference applies to a particular worksheet or globally within the workbook). Click OK
when finished.

DELETE NAMED CELLS

1. Select the name of the cell reference that you want to delete (to select more than
one cell name to delete, hold down the CTRL key while clicking noncontiguous names
in the list; or select the first name in a contiguous range, and hold down SHIFT while
clicking the last name in the range).

2. Click Delete and click OK to confirm the deletion.
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=) SORT AND FILTER NAMED CELLS
o]

Clear Filler
Namnes Scoped to Worksheet
Mames Scoped to Workbook

Names with Errors

Marmes without krrors

Defined ﬂam:jL}
Table Marnes

To quickly open the Name Manager, press CTRL+F3 or

If you have several named cells in a workbook, you can easily view only the
ones you are interested in.

1. To sort named cells, click a column heading to change the sort order from ascending
(numerals first 0-9, then A-Z) to descending (Z-A, numerals last 9-0). Click the heading
a second time to return to the original order.

—Or—
To see only specific categories of named cells, click Filter and click the category of

named cells you want to see. Only named cells that belong in the category you select
will appear in the list of cell names.

2. To return a filtered list to a complete list of named cells, click Filter and click Clear

Filter.

add the Name Manager icon to the Quick Access toolbar. VIEW MORE DATA

(Chapter 1 describes how to add tools to the Quick
Access toolbar.)

The default width of the Name Manager and its columns might not readily

display longer cell names, references, or comments.

® To increase a column width, drag the right border of the column heading to the right as
far as you need.

® To increase the width of the window, drag either the window’s right or left border to the
left or right, respectively.

Build Formulas

164 Microsoft Office 2010 QuickSteps  Using Formulas and Functions

Formulas are mathematical equations that combine values and cell references with
operators to calculate a result. Values are actual numbers or logical values, such
as True and False, or the contents of cells that contain numbers or logical values.
Cell references point to cells whose values are to be used, for example, E5:E10,
E12, and MonthlyTot. Operators, such as + (add), > (greater than), and * (use an
exponent), tell Excel what type of calculation to perform or logical comparison
to apply. Prebuilt formulas, or functions, that return a value also can be used in
formulas. (Functions are described later in this chapter.)




Create a Formula

You create formulas by either entering or referencing values. The character that

A good way to remember the standard order of

mathematical operations is by the acronym PEMDAS,
which on one level means “Please Excuse My Dear combination of values, cell references, and operators.

tells Excel to perform a calculation is the equal sign (=), and it must precede any

Aunt Sally,” or mathematically speaking, “Parentheses,

Excel formulas are calculated from left to right according to an ordered w
Exponents, Multiplication, Division, Addition, Subtraction.”

hierarchy of operators. For example, exponents precede multiplication and

division, which precede addition and subtraction. You can alter the calculation

order (and results) by using parentheses; Excel performs the calculation

within the innermost parentheses first. For example, =12+48/24 returns 14 N
(48 is divided by 24, resulting in 2; then 12 is added to 2). Using parentheses,

=(12+48)/24 returns 2.5 (12 is added to 48, resulting in 60; then 60 is divided

by 24).

ENTER A SIMPLE FORMULA 9}
1. Select a blank cell, and type an equal sign (=).
—Or—
Select a blank cell and click in the Formula bar in the blank area directly to the right of

the Insert Function % icon. The function area expands with the addition of the Cancel o
# and Enter ¥ icons.

The equal sign displays both in the cell and in the Formula bar,
as will the additional characters you type. The insertion point .
(where Excel expects you to type the next character) is placed H

to the right of the equal sign in either the cell or Formula bar,

depending on where you typed it.

When creating a formula, be careful not to click any cells
that you do not want referenced in the formula. After you

type the equal sign, Excel interprets any selected cell as 2. Type a value, such as 64.
being a cell reference in the formula. 3. Type an operator, such as +. RENHENGRDE| 6195 ®
[ B o
4. Type a second value, such as 96. =64+9 ‘l
5. Complete the entry by pressing ENTER or clicking Enter on the
Formula bar; or add additional values and operators, and then 5 | =

complete the entry. The result of your equation displays in the cell. 160 ©
(See Chapter 5 for other methods to complete an entry.)

0]}
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3
6 USE CELL REFERENCES

ADDING A SYMBOLIC FORMULA The majority of formulas use the values in other M~ KV E I‘SU“.ifmmﬂJ
Another way to add a formula, though it won’t work as cells to produce a result, that is, the cell that 17| . e 8
one, is to use the Equation Editor, an Office-wide tool. contains the formula may have no value of its ig 3::?:

This will allow you to display the characters of a complex own—it’s derived from other cells whose values are if E:Zii
formula without actually performing the calculation. To 29 Sumeisen)

manipulated by arithmeti rators. For exampl 23 | T SUMiamberd Jramber
install the Equation Editor (it is not part of an Express pulated by clic operators. for e pie 33 | | Shommbert Inotest )

Office installation): the cell at the bottom of several values contains a

1. Click Start, click Control Panel, and then under formula that sums the values to p roduce a total.

Programs, click Uninstall A Program. Select your 1. Select a blank cell, and type an equal sign (=). The equal sign displays in the cell and
version of Office, and click Change. in the Formula bar.
2. In the Change Your Installation Of Microsoft Office 2. Enter a cell reference in one of the following ways:

® Type a cell reference (for example, B4) that contains the value you want.

dialog box, click Add Or Remove Features, and
click Continue. Click the plus sign (+) next to
® Click the cell whose value you want. A blinking border =) S3enne Name ¥
————— =5

Office Tools, and click the Equation Editor down .
surrounds the cell. |2 se In Formuta -

arrow. Name
. Manager Cards_and_Books
® Select a named cell. In the Formulas tab Defined Names

group, click Use In Formula, and click the named cell b | saperssupnies
you want. - O2TotalRevenue

Wiriting_Tnstruments

Other_Tkems

3. Click Run From My Computer, and click
Continue.

4. To use the Equation Editor, restart Excel, select
) . ® Type a named cell.
where you want the equation placed, and then in VearlyRavenue
the Insert tab Symbols group, click Equation. 3. Type an operator. Paste Names..
4. Enter another cell reference or a value.

5. Complete the entry by pressing ENTER; or add additional cell references, values, and
operators, and then complete the entry. The result of your formula is displayed in the
cell, as shown in Figure 7-4.

Edit a Formula

T X W fe | SSUM(FSHEE+E398TOLhEr_ILems) You can easily change a formula after you have entered one.
| E | F | G . . .
ath qu jomtvr 1. Double-click the cell that contains the formula you want to change. The formula is
3 : displayed in the cell and in the Formula bar. Cell references for each cell or range are
39876, $137.591)
86,002) 823,276 color-coded.
$16,983 $£3,987 .
T | 2. Edit the formula by:
391,662 | SSUMY( F3 +FE 63987+ Oliier_Hems) . . )
| TSOMBumberL, [numberZl o) ® Making changes directly in the cell or on the Formula bar
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6
USING FORMULAS

There are several techniques you can use to get more
out of working with formulas.

REPLACE AN ENTIRE FORMULA WITH ITS VALUE

To replace an entire formula with its value:

1. Right-click the cell that contains the formula, and
click Copy.

2. Right-click the cell a second time, and under
Paste Options, click Values |i23/ .

REPLACE A PORTION OF A FORMULA
WITH ITS VALUE

1. Double-click the cell that contains the formula.

2. In either the cell or the Formula bar, select the
portion of the formula you want to replace with its
value.

3. Press F9 to calculate and insert the value, and
press ENTER to complete the entry.

CANCEL ENTERING OR EDITING A FORMULA
Press ESC or click Cancel on the Formula bar.

DELETE A FORMULA

Select the cell that contains the formula, and press
DELETE.

If you do not see the Cancel, Enter, and Insert Function
buttons in the Formula bar when editing or creating a
formula, click anywhere in the Formula bar and they will
be displayed.

Cell references Value Named cell Formula result

N T 7 ]

@' = R ChapterT'worksheetxdsx { Microsoft Excel | cnlel=) lg
n Hnme Tnsert Page ut Frrmulas ta Rewiewa Wier & 0 o @ 2B
f E sutoSum = i Logical - B- § Define Mame = L3 Trace Precedents B j ]
x fx_'; Recently Used = :,5 Text = - Usc in Formufa = "Cé Trace Dependents ‘i; .| &8 _
Insert o p Name 2 Wiatch  Calculation
Function @ Financial = i‘:f Date & Time = m Manager Create fromfSelection ,-1/, Remove Arrows = Window =
Function Library efined Mamgs Formula Audifing
————— e —— 0 e = —
YearlyRevenue - £ | =SUM(F5+F5+63987+0ther_ltems) >
| A B C D E G ;
4 Revenue
5 | PaperSupplies $23,567  $35,937  $38,210 $39,876 £137,590 !_|
5 Wiriting Instruments 85,437 85,834 65,923 26,082 $23,27¢ | b
7  Cardsand Books 514,986 515,043 516,975 $16,983 563,987 £
& | Otheritems $29,897  $i6,729 521,983 $24, /21 ]
:zll’ul:cll Revenue 369,887 383,543 89,091 391,662
10
11 Dxpenses
12 Wages £8,345 $8,598 $11,654 9,301 $37,898
153 | Income tax 51,757 §1,790 61,748 81,395 G5,RRS
14  Social Security 51,035 51,066 51,445 51,153 54,699
15  medicare 5142 5249 5338 5270 51,099 =
H 4 V¥ 20NPR1_Ghests Shesra Fd ' el w1 0
Heaoy | |[EmmEm w5 { (X

Figure 7-4: A formula in Excel comprises cell references, values, and named cells.

® Dragging the border of a colored cell or range reference to move it to a new location

® Dragging a corner sizing-box of a colored cell or range reference to expand the
reference

3. Complete the entry by pressing ENTER.

Move Formulas

You move formulas by cutting and pasting. When you move formulas, Excel
uses absolute referencing—the formula remains exactly the same as it was
originally with the same cell references. (See “Change Cell References” earlier in
the chapter for more information on cell referencing.)

1. Select the cell whose formula you want to move.

2. In the Home tab Clipboard group, click Cut or press CTRL+X. &
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—Or—
Right-click the cell whose formula you want to move, and click Cut.

3. Select the cell where you want to move the formula.

4. In the Home tab Clipboard group, click Paste or press CTRL+V.
—Or-

Right-click the cell where you want to move the formula, and under Paste Options,
click Paste.

Copy Formulas

A

Revenue

A
5]
5]

T
= |
9

| Paper Supplies
Writing Instruments
| Cards and Books
Other ltems

| 1ntal Revenue

Microsoft Office 2010 QuickSteps

B e

923,567  $35,937

65,437 65,834
514,986 515,043
€25,807  §2¢,729
SHY KK

Using Formulas and Functions

When you copy formulas, relative referencing is applied. Therefore, cell
referencing in a formula will change when you copy the formula, unless you
have made a reference absolute. If you do not get the results you expect, click
Undo on the Quick Access toolbar, and change the cell references before you
copy again.

COPY FORMULAS INTO ADJACENT CELLS

1. Select the cell whose formula you want to copy.

2. Point at the fill handle in the lower-right corner of the cell, and drag over the cells
where you want the formula copied.

o et COPY FORMULAS INTO NONADJACENT CELLS

1. Select the cell whose formula you want to copy.

2. In the Home tab Clipboard group, click Copy =1~ or press CTRL+C.
—Or—
Right-click the cell you want to copy, and click Copy.

3. Copy formatting along with the formula by selecting the destination cell. Then, in the
Home tab Clipboard group, click Paste and then click the Paste | | icon.

—Or—

Copy just the formula by selecting the destination cell. Then, in the Home tab
Clipboard group, click the Paste down arrow, and click the Formulas icon. | £/




Recalculate Formulas

N
By default, Excel automatically recalculates formulas affected by changes to
Calculat a value, to the formula itself, or to a changed named cell. You also can recalculate
alculate
@ : Now more frequently using the tips presented in Table 7-1.
Calrulation [
Options ‘L\I Calculate . . . .
Caluulation Sheet To turn off automatic calculation and select other calculation options: w
1. In the Formulas tab Calculation group, click Calculation Options.
TO CALCULATE... 2. In the drop-down menu, click Manual. You can also force an immediate calculation by
Formulas, and All open F9 clicking Calc Now to recalculate the workbook or clicking Calc Sheet to recalculate
formulas dependent | workbooks the active worksheet. N
on them, that have
changed since the .
o e Use External References in Formulas
Formulas, and The active | SHIFT+F9 You can link data using cell references to worksheets and workbooks other
formulas dependent | worksheet than the one you are currently working in. For example, if you are building o
on them, that have a departmental budget, you could link to each division’s budget workbook
changed since the . )
last calculation and have any changes made to formulas in those workbooks be applied
All formulas Allopen | CTRL+ALT+F9 automatically to your total budget workbook. Changes made to the external
regardless of any | workbooks references in the source workbooks are automatically updated in the destination o
changes since the workbook when the destination workbook is opened or when the source
last calculation . .
workbooks are changed and the destination workbook is open.
All formulas, All open CTRL+SHIFT+ALT+F9
regardless of any workbooks CREATE EXTERNAL REFERENCE LINKS
changes sm.ce the 1. Open both the source and destination workbooks in your computer.
last calculation,
after rechecking 2. Arrange the workbooks so that they are all displayed. For example, in the View tab
dependent formulas Window group, click Arrange, click Tiled, and click OK. (See Chapter 5 for more

information on arranging workbooks in the Excel window.)
Table 7-1: Formula Recalculations in Excel

3. In the destination worksheet, create the formula or open an existing formula. o
4. Place the insertion point in the formula where you want the external reference.
5. In the source workbook, click the cell whose cell reference you want. The external
reference is added to the formula, as shown in Figure 7-5.
It is a good practice to save and close the source 6. Press ENTER to complete the entry. ©
workbook before saving the destination workbook.
—t
o
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Source workbook Source External reference Cell address,
file name worksheet identifier (1) range, or name
@925 Microsoft [ e
m Home Insert Page Layvout Formilas Data Paviews & o
| ' . : B Ruler Formula Bar i
larmal Gridlinet N Zo! 100 Switch Macras
& A iindows =
W¥orkbook Wiews Snow Lo Macros
B v (™ X _Fr| =SLIM[B5:BE )+ Source Workbook. xlsx JOTR lRQVE!‘IUQ'EBSSV v
Chapterd worksheelax @J Suurce Workbuokalss o B B
] A [ | & [4] A o E e
1 superior Office s 4 cards and Bnnks
2 2010 Budge| 5 Electronics
3 _sllpnrlnr Offlce Supplies 15t Ofir 2nd 0fr 3rd opfr G| '_
4 Revenue i !
S PaperSupplies 523,567 $35,937 8 [
6 Wiriting Instruments 45,437 45,034 8 |
{  Cardsand Books 514,986 515,042 10 |
&  Otheritems S, HH Sk, 29 A1) |
4 |Tatal Revenue et IRAS AR3.543 12 |
10 13 !
11 [Cxpenses 14 !
12 Wages ¢g,345 48,508 15 E
13  Income tax 81,252 1,290 16
14 sorial security 91,09y $1,Uek 17| =
W4 » M| JUlUP &L Sheet2 . Sheets . o 3 M 4 v W] YIK 1 KRevenue  Sheet?  sheefl] 4 | u vl
Faint | | B 00w

Figure 7-5: An external reference in a formula comprises several components.

Updste: @ Aukomatic Manual

- —
Edit Links ==
salree Ty Update  Stanus Update Yalues
111 Revenie, sy 3
G2 Revenue, xlsx Workshest A& Warning: Yaluss not upc
Source Workbook.dsx  Worksheet A Source Is open [ LpRn SnUree ]
< | . " Check Status
Lucation:  \iMani sl revwsiQuickStepsiExcel 20100Chap+
Irem:

Figure 7-6: You can update and manage links in the Edit
Links dialog box.
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UPDATE AND MANAGE EXTERNAL REFERENCES
You can control how external references are updated, check on their status, and
break or change the link.
1. Open the destination workbook.

2. In the Data tab Connections group, click Edit Links. The Edit Links dialog box
appears, as shown in Figure 7-6.

3. Select a link and then use the command buttons on the right side of the dialog box to
perform the action you want.

4. Click Close when finished.




Excel Options m

If you break an external reference link in the Edit Links . N
dialog box, all formulas using external references are Geners!

@ Help keep your documents safe and your computer secure and healthy.

. |
converted to values. Broken links cannot be undone Bl
. B o Mrotecting your privacy

except by reestablishing the links. Hroqing

Save Microsoft cares about your privagy, Cor more information about how Microsoft Office Docel
helps to protect your privacy, please see the privacy statements.
Language . ) - w
Show the Microsoft Office Excel privacy statement

Advanced Microsott Ottice Qnling privacy statement

Lustomer Experience Improvement Program
Customize Ribbon

Quick Access Toolbar ArLOws A Ty

. w addoIns Learn more about protecting Your privacy and Secunty from MIcrosoft Ommice Onlinge.
Mivruaull Trusbao rtby Compuling -h

Trust Center
U N DE RSTAN DI NG TH E TRUsT Microsoft Office Excel Trust Center
CENTER The Trust Center contains security and privacy settings. These
settings help keep ynur r.nmnuh:r sprure. We rernmmend that ynig
Microsoft Office 2010 recognizes the need to provide dosnot change these seftings,
enhanced file security against the world of viruses and
y g OK I Carniel m

other malicious code that can compromise your data and
impair your computer. To provide a unified approach in

Figure 7-7: The Trust Center provides a focal point for accessing privacy and security

applying security settings for all Office 2010 programs information and settings for Office 2010 programs.

installed on your system, Office 2010 includes a Trust

Center to help you manage your security settings. It also o
provides information on privacy and general computer UPDATE LINKS

security (see Figure 7-7). The Trust Center security settings
window organizes security settings in 11 categories. Taking
a “better safe than sorry” approach, Microsoft errs on the

side of caution by limiting any automatic updates or actions

When you open a destination workbook with external links to source
workbooks, you are potentially introducing a security risk to your computer
by allowing data from other sources into your system. By default, automatic

without user approval. You can change these defaults to updating is disabled and the user opening a destination workbook needs to

allow more or less intervention. Security settings in the provide permission to enable the links (unless the source workbooks are open

Trust Center are applicable to all workbooks and “trump” on the same computer as the destination workbook).

the automatic link updating behavior set for individual 0

1. Open the destination workbook. A message box, shown in Figure 7-8, opens to tell
you that updating links will use new data from the source files and warns you about
the possibility of sharing confidential information. Click Update, assuming you trust the
source file; click Don’t Update if you do not.

workbooks. To allow automatic link updating for individual
workbooks, you must first enable automatic link updates in
the Trust Center.

To open the Trust Center, click the File tab, click
Options, click the Trust Center option, and then click
Trust Center Settings.

0]}
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If you are unsure of the origination of the source
workbooks when updating links in a destination
workbook, open the Edit Links dialog box to view the files
involved in the links. See how in the section “Update and
Manage External References.”

Microsoft Uthce Excel m

This workbook contains links bo other data sources.

& « If you update the links, Excel will sttempt to retrieve the latect data,
4 h = If you don't update the links, Cxcel will use the previous information,

Mote that data ks can be used to access and share confidential information without your permission and possibly perform other harmful actions, Do
not update the links ¥ you do not trust the source of this workbook.

Just as there can be a myriad of combinations of links
and referencing in your workbooks from source files on
your own computer to lose on networks, there are also
several permutations of security warnings you may see,
depending on your specific circumstance. To try and
describe each situation and show its result would take
a chapter in of itself and not really provide much value.
Suffice it to say that when you see security warnings,
read them carefully, and just be cognizant of what you
are accepting.

o) Coonwn ) [ |

== — E = = m e = =

Figure 7-8: To protect you from erroneous or malicious data, Office asks if you want to
update external links.

2. When you open the source file, which also has a link to an external workbook, unless
default settings have been changed, a Security Warning message displays below the
ribbon notifying you that automatic link updating is disabled. Click Enable Content to
allow updates to occur.

\!‘,] Senmity Warning  Autamatic update of links has heen disahled " Fnahle Content I}
__om hdl - | ~ o
| A B c U |
. . . - Bl
3. For additional protection, if your Security Waming -2 |l

source workbook is located in a
network location (that is, not on the T ) ]
This Hlie i on a nebwork location. Other users who hawve accese o this network

same computer as your destination focation fnaybe sie o Lampor vt the,
workbook), a second warning is ;7"“ A

. . Do not ask. in For netwark Files
displayed. Assuming you trust the ik
source data, click Yes. The links will
be updated.

CHANGE AUTOMATIC LINK UPDATING FOR ALL WORKBOOKS

@ Do you want ko make this file a Trusted Document?

4

You can change how links are updated in the Trust Center security settings

window.

1. Click the File tab, click Options, and click the Trust Center option. In the Trust Center
window, click Trust Center Settings.

2. In the Trust Center security settings window, click the External Content category,
shown in Figure 7-9.

3. In the Security Settings For Workbook Links area, select the automatic link updating
behavior you want, and click OK twice.
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[@BEa| CHANGE AUTOMATIC LINK UPDATING FOR
INDIVIDUAL WORKBOOKS N

Trust Center

Trusted Publishers = i
Security settings for Data Connections

s You can choose to not display the security alert in a destination
2 Enable all Data Connections [not recommended]

@ Prompt user about Data Connections

Adi-inz ©  Libie sl Byt Loinaeiong update links, or not, without user intervention.
ActiveX Settings Senity settings for Workhook | inks

Trusted Documents

workbook prompting users to update links. You can also choose to

s et ) 1. Open the destination workbook whose security alert behavior you want to w
hankiiiat 4 ' Enable automatic update for all Workbook Links (not recommended)

Message Bar @ Frompt user on update tor ¥ Links change. =

[—\. "' Disable automatic update of Workbook Links . . Updale: @ Antematic Maniial
PiEdern!Contarit 2. In the Data tab Connections group, click
Flle Block Settngs Edit Links, and click Startup Prompt. ot
B 3. In the Startup Prompt dial : IN
. In the Startup Prompt dialog . > .
_ Startup Prompt =
— box, select the behavior you Bl
X . when this workbook is opened, Excel can ask whether o not bo Update
i ) want, click OK, and click Sk g other
Figure 7-9: The Trust Center allows you to set the degree to which you . 8 {Let users choose to diplay the Jert of not)
trust the links among your workbooks. Close. The next time the D B vl et s es b
workbook is opened, the new S e o
behavior will be enabled. |
Format Conditionally
Before you can allow automatic link updating in an Excel 2010 continues to improve the ease and capabilities with which data can -
individual workbook, you must enable it in the Trust be identified in a worksheet based on rules you select. Rules are organized into
Center for all workbooks. See how in “Change Automatic several types that allow you to easily format cells that compare values against

Link Updating for All Workbooks." each other; meet specific values, dates, or other criteria; match top and bottom

percentile values you choose; match values above or below an average; or
identify unique or duplicate values. If no pre-existing rule accommodates your

needs, you can use a formula to set up criteria that cells must match.

COMPARE CELLS

Uiis abllstel ef ol ol el el stz il Gan s You can highlight the comparative values of selected cells by using one of three oo

applied to a cell is only limited by your system’s memory. formatting styleS‘

-l- Revenue
. . = | Paper Supplies 73,567
® Data bars display in each cell colored bars whose 5 | writinginstruments [ ¢5,137
. . . /| Cardsand Nonks B 514,000
. [E— fm— length is proportional to their value as compared to the -, [ S 057
5 vapersupplies | L3567 other values in the selection. 2 1ntal Hevenue SRS
G| Whiting Instruments _ ©
7| Cardsand Buuks £14,986 o " - 1 i
L P R Color scales plend tvyo or three co.Iors (such as a green-yellow-red traffic light
o [Total Revenue 69,007 metaphor) to differentiate among high to low values.

0]}
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® |con sets use from three to five similar icons
(such as the red and black circles used in

=)

4

6.

f

' Revenue

| Paper Supplies

Cards and Nonks

wirlting Instruments

If your selected cells don’t change as you point to
different style options, Live Preview has been turned off.
To turn on Live Preview, click the File tab, click Options,
and click the General option. Under User Interface
Options, select Enable Live Preview, and click OK.

Consumer Reports) to differentiate among high = |

to low values.

1. Select the cells that will be compared.

| OLher ey
= Intal Hevenue

473,567
$5.4137
14,900
£25,897
SR

L I=lel

435,938

$5,8341
15,047
426,728
A, A

2. In the Home tab Styles group, click Conditional Formatting and click the style you

want to see for a submenu of options.

3. Point to each option to see a live preview of its effect on your selected data, as shown
in Figure 7-10. Click the option you want to use.

4. For more choices of each style, click More Rules at the bottom of each of their

respective submenus.

5. In the New Formatting Rule dialog box, under Edit The Rule Description, you can change
from one style to another and, depending on the style, change colors, change the values
attributed to an icon or color, and make other customizations (see Figure 7-11). Click OK

when finished.

Point to a conditional formatting style
and see the effect on selected cells

Ed9- o= er Tworksheelalsx « Microsoft Excel =@
n Home | Inset  Page layout|  Formulas  Data View & @ o=@ n
& s - - [iE J_ e g Gt E - M
Calibri -lu - = B ] - o o
- . = ¥ . ‘rﬂ ﬁ & FEDeiete - (3]~ LT Iﬁ
B I oU- - Se|A - EiE - _ <8 M |Condiional| Format Cel . Sort& Find &
7 d ot -4 (EEREF B $-% 2 [Formatting = as Table = Styles = | [0 Farmat = 2+ Fifper = Select -
Clipboard . Fant » Algnment - Number ' Cells Edting
8BS v (" S | 23567 tighllgit Cetls Rukes & ) ~
A B o] =5 E =
TopiBoth —
1 superior Office Supplies ey Toproouo [
2 200 Budget .
3 superlor Office supplles 1stqtr 2nd Qtr 3rd Qtr E_l Datasars 2 ! 5
4  Rewenue J' |
5 paper supplies T $35,937 $38,2 m Color Seales » |
& \hiting Instruments [ $5,437 $5,834 $5,9
7 Cardsand Bonks B | 14906 415,043 §169 12 | onsets , View s calared data bar in the cell
8  otheritems | == 525,897 $26,729 $27.9 The Iength of the data bar
represents the value in the cell &
9 Total Revenue 569,887 583,543 580,00 MewRule.. langer bar represents a higher
10 5 Clear Rules b El-'.l - sk
11 Expenses ES| Mannge Buies.. Bt A HEH
12 Wages 49,345 $8,598 $11,654 59,301 Mare Rules.
13 Income tax $1,252 1,290 $1,748 £1,395 EERE )
14 Sodal Security $1,035 51,066 51,445 $1,15% 54,699
15 mMedicare 6247 S249 EEEN] s2m 51,099
Figure 7-10: You can see a live preview of 16 | =
each formatting style on your data before | * ‘' 2010P&L, Steelz | Sheets | ). - 0L ’S—Wm — & ATE
. Ready | Averagei 317,472 Count: 4 Sumidedzel | (M| 100 (=} A+]
selecting one.
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FORMAT CELLS THAT MATCH VALUES OR CONDITIONS

When changing values in dialog boxes for conditional . L. .
anamng - . Excel provides several pre-existing rules that let you easily format cells that N
formatting, as in the New Formatting Rule dialog box ) o
(and when setting up functions, described later in this meet established criteria.
W | 5 ) m T X ]
chapter), you can type a value Minimm 1. Select the cells that will be formatted if they E o B s @
orformula in the associated ~ Iw=:  furber [=] meet conditions you select. Bormting o as Tabie Sthes~ | < s | @ F
Value: 64| 5 §
Ll SO S L = 2. In the Home tab Styles group, click 1 oot cets s 3] seormen. @
a cell that contains the value or formula you want and Conditional F i d, lick Hiahlight o _
. i . onditional Formatting and click Highlig L sopmattom putee + | =3 Lese mhan
ave it entered for you. When selecting a cell, click the Cell Rules to view a submenu of rules that i =]
Collapse Dialog £ button to shrink the dialog box so compare values to conditions B/ oatanac v A etuween.
that you can see more of the worksheet. Click Expand P ' b
Dialog to return to the full-size dialog box. —Or- - &
e Tomaim rae ) Click Top/Bottom Rules to view a submenu that lets you select = g P 10Tems.
v cells based on top/bottom ranking or whether they’re above or E==E|
—$D415] @ ‘ gy Top 10 %..
[ — — || below the average of the selected cells. =
v 3. For more choices, click More Rules at the bottom of each of the E.TEJJ oo aN TieRes: (3;]
respective submenus. 5@] o
4. In the New Formatting Rule dialog box, under Edit The Rule - [¥
9 e
p 5 § Description, you can change criteria and the formatting you g Atome Brerage-.
oI fomeiong s 9 o want applied (see Chapter 6 for more information onusingthe 7 . .
lect a e Iype: Format Cells dialog box). Click OK when finished. g
More Rules..
» Format anly cells that contain —
» Framat anly bop ar bokbom ranked vabies
- Format only values that are abave or beiow average MANAGE CONDITIONAL FORMATTING RULES
wrinal unly unigue or dupli walues . e . . oy
:de :LFWL aat,mﬁh e Using the Conditional Formatting Rule Manager, you can view any conditional
- formatting rules in a workbook, as well as edit, delete, reorder, and create
Furinal all cells based on Uheir values: new rules.
Format Style: | 2-Color Scale [+]
[— Mainm 1. In the Home tab Styles group, click Conditional Formatting and click Manage Rules.
Dew: [oden e (=] s duiahed [=] The Conditional Formatting Rule Manager appears, as shown in Figure 7-12
Yahe: | (Lowest vales) _(I ighest value) g g pp ’ g m
coor: I | _ [=l 2. Click the Show Formatting Rules For down arrow to select the scope of where you
preview: [ | want to look for rules.
o ] 3. Select a rule and perform one or more of the following actions:
Fi 711 Each style h ¢ of customizati ( ® Click Edit Rule to open the Edit Formatting Rule dialog box and change criteria or o
igure 7-11: Each style has a set of customizations (or . . . . .
rules) that apply to how data is visually identified. conditions. Click OK to close the Edit Formatting Rule dialog box.
—t
o
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G f g Rules Manag B ® Click Delete Rule to remove it (alternatively, you can click Clear Rules
Show formatting rules for: iz Wiarkehee I v | on the Conditional Formatting drop-down menu to remove all rules in the
Hitewnie.. | [Sedpue.. | [ Xpseterue | [+ [8] selected cells or worksheet).
ke (oppled 1 andr ot Cormot ppiesto iy ® Click the up and down arrows to change the order in which rules are
sl R, -t Y & = applied (rules are applied in order from top to bottom).
Tcan Set e o0ca —4D§5:4D48 . . . .
= ® (Click the Stop If True check box to discontinue further rules from being
Gsded Colorscds [0 T [=scssiscsn o o .
= applied if the selected rule is satisfied as being True.
Data bar E =§u§o: 485 8
4. Click New Rule to open the New Formatting Rule dialog box and create a
new rule. Click OK to close the New Formatting Rule dialog box.
Com ] [ = ? ?
5. Click OK when finished.

Figure 7-12: You can view and manage conditional
formatting rules set up in a workbook.

Use Functions

Functions are prewritten formulas that you can use to perform specific tasks.

—

12 They can be as simple as =PI(), which returns 3.14159265358979, the value of
3 y p
9 o the constant pi; or they can be as complex as =PPMT((rate,per,nper,pv,fv,type),
USING FUNCTIONS QUICKLY which returns a payment on an investment principal.
You can view the results of several popular functions by A function comprises three components:

simply selecting a range. By default, the sum, average,
and count of the selected cells are shown on the right of
the status bar at the bottom of the Excel window.

® Formula identifier, the equal sign (=), is required when a function is at the beginning
of the formula.

® Function name identifies the function, and typically is a two- to five-character

foerage: $22916  Count: 4 Sum: §51, 662 iﬁl]]ﬁl 1% {=)— (%] |
uppercase abbreviation.
You can change which function results are displayed on ® Arguments are the values acted upon by functions to derive a result. They can be
the status bar by right-clicking it and selecting the results numbers, cell references, constants, logical (True or False) values, or a formula.
you want. Arguments are separated by commas and enclosed in parentheses. A function can
Bl averspe i have up 255 arguments.
v | Count 4
Mumerical Count =
b Enter a Function
BAzyimum

You can enter functions on a worksheet by typing or by a combination of typing

| Sum $91,662

and selecting cell references, as described earlier in this chapter for formulas. In

addition, you can search for and choose functions from Excel’s library of built-in
functions.
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TYPE A FUNCTION

You do not need to type the closing parenthesis; Excel

. ) To type a function in a cell on the worksheet:
will add it for you when you complete the entry. However,

it is good practice to include a closing parenthesis for 1. Select a blank cell, and type an equal sign (=). The equal sign displays in the cell and
each opening parenthesis. This is especially true if the Formula bar.
you use complex, nested functions that include other 2. Start typing the function name, such as AVERAGE, MAX, or PMT.

functions as arguments. (You may nest up to 64 levels!) As you start typing, functions with related spellings are displayed.

o Click any to see a description of the function.

3. Double-click the function you want. The function name and open

parenthesis are entered for you. Excel displays a tooltip [=prard |
showing arguments and proper syntax for the function. [PMTirate, nper. pu, [ful fypeD |

4. Depending on the function, for each argument you need to do
none, one, or both of the following:

® Type the argument.
® Select a cell reference.
5. Type a comma to separate arguments, and repeat steps 4 and 5 as necessary.

6. Type a closing parenthesis, and press ENTER or click Enter on the Formula bar to

You can create your own functions using Excel’s complete the entry. A value will be returned. (If a #code is displayed in the cell or a
built-in programming language, VBA (Visual Basic for message box displays indicating you made an error, see “Find and S X A | =pmT
Applications). Using VBA to programmatically customize Correct Errors” later in this chapter.) B |
Excel is beyond the scope of this book. INSERT A FUNCTION

You can find the function you want using the Function Wizard or using the
function category buttons on the ribbon.

In either case, the wizard helps you enter arguments for the function you chose.

U ‘ome  Inset  Pageloyout | formula: | Data  Review  View 1. Select a blank cell. In the Formulas tab Function Library group, click the relevant
ﬁ- > t] @ a (4] ﬁ ﬁ @ I[fj function category button, and scroll to the function you want. Point to a function and
Tt R ot e R el BT wait a second to see a tooltip that describes it. When ready, click the function and skip
runcion Lbey to step 5 to view its arguments.
_Or_

Click Insert Function in the Function Library group or its button on the Formula
bar % , or press SHIFT+F3. The Insert Function dialog box appears, as shown in
Figure 7-13.
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-
Insert Function m

Search for a function:

ant to do and the

O select a category: ;Financial B

Select a Function:

3 -
ACCRINTM E
AMORDEGRC L
AMORLIMC

COUPDAYES

COUPDAYS

COUPDAYSMC i

ACCRINT(issue,first_interest,settlement,rate,par,frequency,basis,...)
Returns the accrued interest for a security that pays periodic interest,

Help on this Function [ [s] 4 ][ Canicel ]

ko

Figure 7-13: You can search for and select functions
from Excel’s extensive library in the Insert Function
dialog box.

Using the AutoSum technique, you can apply common
functions to selected cells, such as averaging and getting
a count. In either the Formulas . =
tab Function Library group or the > @ @
Home tab Editing group, click the ¢ Recertly Financal

AutoSum down arrow, and click Z  sum
the function you want; or click awerage
More Functions to open the Mo
Function Wizard and access the Min

full function library. Mare Functions,.,

Count Numbers

178 Microsoft Office 2010 QuickSteps  Using Formulas and Functions

2. Type a brief description of what you want to do in the Search For A Function text box,
and click Go. A list of recommended functions is displayed in the Select A Function
list box.

—Or-—
Open the Select A Category drop-down list, and select a category.

3. Click the function you want from the Select A Function list box. Its arguments and
syntax are shown, as well as a description of what the function returns.

4. If you need more assistance with the function, click Help On This Function. A Help
topic provides details on the function and an example of how it's used.

o

Click OK to open the Function Arguments dialog box, shown in Figure 7-14. The
function’s arguments are listed in order at the top of the dialog box, and the beginning
of the function displays in the cell and in the Formula bar.

o

Enter values for the arguments by typing or clicking cell references. Click the Collapse
Dialog button to shrink the dialog box so that you can see more of the worksheet. The
formula on the worksheet is built as you enter each argument.

7. Click OK to complete the entry.

Function Arguments. m
FY
Rate number
Nper number
Pmt number
Py number
Type = punibeer

Returns the future value of an investment based on periodic, constant payments and a constant inkerest rate,

Rate is the interest rate per period, For example, use 69%/4 for quarterly
payurils al 6% APR.

Formula result —

Hely wne s Durscbion [ 0K I [ Cancel

Figure 7-14: Type or click cell references to enter argument values.




Enter a Sum in Columns or Rows Quickly
1 A [ & 1] c N

AutoSum uses the SUM function to add contiguous numbers quickly.

11 Expenses
i; :T::;m 91,25; 1. Select a blank cell below a column or to the right of a row of numbers.
‘ 11; sl Seowity ﬂb'l:j 2. In the Formulas tab Function Library group, click AutoSum. The cells Excel “thinks”
| 16 |zsumie12:815) you want to sum above or to the left of the blank cell are enclosed in a border, and the ©w
i [SiMOunberd, [numberdl ) formula is displayed in the cell and in the Formula bar.
3. Modify the cells to be included in the sum by dragging a corner sizing-box, editing the
formula in the cell or the Formula bar, or by selecting cells.
4. Press ENTER or click Enter on the Formula bar to complete the entry. The sum of the o
selected cells is returned.
You can perform the same 5. Alternatively, for an even faster sum, select a contiguous column or row of cells, and
actions and access the same iL click AutoSum. The sum is entered in the first blank cell at either the bottom of a
dialog boxes from the smart L:::Z:;t::?:::::::u, i column of cells or to the right of a row of cells.
tag that is displayed next to Help on this eror (é)]
a selected cell containing an lpere ;
erorasyucnusnghe | o | | Find and Correct Errors
Error Checking button in the
Formula Auditing group. Excel provides several tools that help you see how your formulas and functions
o’ are constructed, recognize errors in formulas, and better locate problems. o2

T frace Precedents ) show Formulas :’_1 C h ec k fo r E rro rs
> Deurs | Visten Excel can find errors and provide possible solutions.
. Remove Arrows + () bvaluate Rmula | window

Fuormula Auditing

=7 jrace Dependents Yy Error Checking =

1. In the Formulas tab Formula Auditing group, click Error Checking. If you have an error
on the worksheet, the Error Checking dialog box appears, as shown in Figure 7-15.

Error Chechag [ 2 o) 2. Use the command buttons on the right side of the dialog box to perform the indicated
action. Click Next or Previous to check on other errors. foe)

Error inccll C18
=51 IM(RA:NA)

¢ Update Formula o Indude Calls

3. Click Options to view the Excel Options Formulas window (see Figure 7-16), where
you can customize error checking.

The formula in this cell refers to a range that [

-
e O~ Ardiarerk Cols | Help on this error |
]
]

has additional numbers adjacent to ik, 1L G R R
e ® Error Checking, Enable Background Error Checking lets you turn on or off
in For . .
l error checking as you enter formulas and determines the color of flagged cells that ©
Sofinnssi; Lt contain errors. Errors are flagged in green by default.
) ® Error Checking Rules provides several criteria that cells are checked against for
Figure 7-15: You can manage how errors are checked .
and locate cells that contain errors. possible errors.
—t
o
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T w=s] Trace Precedent and

=
Sencial ] ‘i‘ﬂ Change oplons relaled Lo formula calculation, performance, and error handling, Dependent cel Is
Formulas
pE—— 1| cateutation aptions Precedent cells are referenced in a formula or
saes Viatkook CxlcylationG I Ensilefteratie mtcutyton function in another cell; that is, they provide a
e ° Automatic Magimum Tteratinns: | 100 = .
- S S i d edile s Chario. i value to a formula or function. Dependent cells
warce: _ Manual
P———— [7] Recaicutate worknaok betore sauing contain a formula or function that uses the value
Allow user-deringd xLL functions to run on a compute custer(s .
quecareescaamr || ' : bp— from another cell; that is, they depend on the
AdgIns ' value in another cell for their own value.
Working with Tormulas |
Trust Center
S Sscimrireacear This interwoven relationship of cells can
[¥] Formula AutoComplete
M s e tiaiesin ik compound one error into many, making a visual

[¥] Use GetPivotData functions for PivotTable references

representation of the cell dependencies a vital

Error Checking
[¥] Enable background error checking error'correCtion tOOl-
Indicate grrors using this colon |£ - [ Besetlanared Ears ]

1. Click a cell that uses cell references and/or is itself

Error checking rules

| used as a reference by another cell in its formula or
[ Cells enntaining formulas that result in an errar( [¥] Formutas which amit cells in a region (0 f t
E} Incongistent calculated column formula in tables ZI Unlocked cells containing formulas 1 unction.
[¥] Cells containing years represented as 2 digits ] Formulas referring to empty cells i
EE Mumbers formatted as teat or preceded by an apostrophe :vﬂ Data entered in a table is imvalid 2' ln the Forml"”as tab _;'E_ESllpoﬂlerﬁIu‘ Supplles 1st qtr
[¥] Formulas inconsistent with other formulas in the region | Formula Aud|t|ng _;ﬁ:":;::::upplie: FoTRT:
group, CliCk Trace __":).'_I Wiiting Instruments $5,937]
i (| Cardsand Books 514,986
Precedents to display &  oterttems <2597
. 9 Total R 568, 887
blue arrows that point
Figure 7-16:_ You can customize how Excel performs to the cell from other cells.
error checking. _Or—

Click Trace Dependents to display blue arrows that point to other cells.

3. Click the Remove Arrows down arrow, and select whether to remove precedent,
dependent, or all arrows.

To remove a watch you have placed, in the Formulas tab Watch a Cell

Formula Auditing group, click Watch Window, select the

watch you want to remove, and click Delete Watch, You can follow what changes are made to a cell’s value as its precedent cells

values are changed, even if the cells are not currently visible.

1. In the Formulas tab Formula Auditing group, click Watch Window. The Watch Window
window opens.
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M
Add Watch |2 e
Select the cells that you would Bke bo watch the svalue of:
D010 P #1404
Cvaluate Formula m
Reference: Craluation:
Sheel 113657 = [5Up 1+ TSource xlsxIQTR | Revenue 3544 -
Tn show th It nt thee undesdined @ g, rlick Fualiate, The moeh recent reailk
appears Italiczed.
g

Figure 7-17: You can dissect each expression or
component of a formula to see its cell reference, its
formula, and its value.

Watch Window v X
24 Add Watch,.,. 24 Delate Watch
book shest Mame el value Formula

2. Click Add Watch to open the Add Watch dialog box.

3. Select the cell or cells you want to watch, and click Add. Each selected cell will be
listed individually in the Watch Window. As changes are made to a precedent cell,
the value of the cells “being watched” will be updated according to the recalculation
options you have set. (See “Recalculate Formulas” earlier in the chapter.)

4. Close the Watch Window window when you are done.

Evaluate a Formula in Pieces

You can see what value will be returned by individual cell references or
expressions in the order they are placed in the formula.

1. Select the cell that contains the formula you want to evaluate.

2. In the Formulas tab Formula Auditing group, click Evaluate Formula. The Evaluate
Formula dialog box, shown in Figure 7-17, appears.

3. Do one or more of the following:

® Click Evaluate to return the value of the first cell reference or expression. The cell
reference or expression is underlined.

Fwakiatinn:
= |owEsA+]5owce Workbook.dsx]QTR 1| Revenue'|§Ed4

® Continue clicking Evaluate to return values for each of the cell references or
expressions (again, underlined) to the right in the formula. Eventually, this will return
the value for the cell.

® Click Restart to start the evaluation from the leftmost expression. (The Evaluate
button changes to Restart after you have stepped through the formula.)

® Click Step In to view more data on the underlined cell reference.
® Click Step Out to return to the formula evaluation.
4. Click Close when finished.
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Defining Themes, Layouts, and
Master Slides

Create a Presentation from
Another Presentation

Create a Presentation Using
a Standard Theme

Create a Template
Working with Themes

Create a Presentation from
Scratch

Select a Layout
Adding Content to a Slide
Create an Outline

Insert an Outline from Other
Sources

Understanding the Outlining
Feature

Preview and Print the Outline
Indenting with the Keyboard
Using the Outlining Commands

Set Passwords for a Presentation

Remove Password Restrictions

Strip File Information from the
Presentation

Creating the Presentation

This chapter describes how to create a presentation. You'll
find that PowerPoint provides many methods for quickly

and easily creating dramatic and effective presentations.
Sometimes, you'll find what you need in the prepackaged
themes and templates that are already designed with specific
presentation types in mind (for instance, an academic or
business presentation, or one for healthcare professionals).
These may be available from the online gallery. Sometimes,
you'll find what you need in previous presentations you've
created, so you can simply borrow slides or design elements
from past successful efforts. Sometimes, nothing you have in
your presentation library or that is offered by PowerPoint can
fill your particular requirements. In this case, you create your
own template from scratch or with Office-wide themes and
the styling assistance of PowerPoint. This chapter then looks
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QUICKFACTS "

N DEFINING THEMES, LAYOUTS,
AND MASTER SLIDES

Themes in PowerPoint lend presentations color and
design coordination. Up to 20 theme templates are
available in a ribbon gallery in PowerPoint, or you can
download additional choices from Microsoft’s online
templates. Chapter 9 explains how themes can be
changed and customized to give you almost unlimited
variations in how your presentation looks.

<t Layouts define where the objects of a slide (such as the
text, spreadsheets or diagrams, pictures, or headings
and footers) will be placed and formatted. Objects are
positioned on a slide using placeholders that identify the
specific object being inserted (a text placeholder versus a
O chart placeholder, for instance). PowerPoint has defined
several standard layout templates that you can choose
when you insert a new slide. When you insert a new slide
into a given theme, the slide takes on the colors and
design elements of the theme, with the chosen layout
attribute’s placeholder positioning.

When you want to create your own themes and layouts
to use in a future presentation, you create your own
templates by saving them with a special file extension:
N~ .potx. Figure 8-1 explains some of the components of
layouts and themes that you may have on a slide.

You can make your templates master slides—see
Chapter 10 for additional information. Master slides, which
are just another kind of template, define the parts of a
slide that you want to be the same and in the background
for a whole presentation or a group of contiguous slides.
(You can have multiple master slides in a presentation.)

In addition to any color and design elements (such as

() fonts) found in themes, master slides might include unique
graphics (such as a logo), a specific header or footer, and
options for inserting placeholders for text and other objects
while you are creating a presentation.

10
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at how to organize and manage your slides by creating and
working with a presentation outline. Finally, you will see how
to protect your presentations with passwords.

Create a Presentation

There are three ways to begin creating your presentation: using a theme and
standard layouts that define the design and layout of a slide, using another
existing presentation and then modifying it, and starting from scratch—creating
your own template in the process.

Click to insert a table, chart,

Text SmartArt graphic, picture, Color and
placeholder clip art, or media clip style of fonts
\ /

lj\ L} )
Thisis a text box
‘whara you can type
content directly
onto the slide

Placeholder for Background color Title
objects and text and design theme placeholder

Figure 8-1: These components make up the theme and
layout of a slide and can be saved as a template.




B e o st P &% Create a Presentation from
f 'vl % Constant (1) » PowerPontHres » w | %4 || Seorch PowerPont Prec ,IJI -
L J®) Lo Another Presentation
Qrganize w  New folder Fe O @
G RecentPlaces - fame g s o || The easiest and most direct way to create a new presentation is to start
R~ 1 Business with an existing one. To copy a presentation, rename it, and then modify
. T il _j. Emerging Sp:nﬂlty | . .
E'Z’::Lm | [ Recommending » Srateay.ppb it according to your needs.
J’ Wil ﬁ.li Sales Projections.ppbe i ) i g |
o) M 3 1. Click the File tab, and click New.
=] Pictures Select a file to preview, | \
.: Wideos 2. Under Available Templates And Themes, click New From Existing. e
Homegroup New from
A carole 3. Find the presentation or template you want to use, and click Create existing
& Computer . .
K coinlic New, as shown in Figure 8-2.
M Sorogz 07| 7 il ' 4. Modify the presentation by replacing the theme, highlighting text and replacing it
1 Rein selected with your own; deleting unnecessary slides; inserting new slides; inserting your
_ own graphics, charts, and art; and rearranging the slides according to your needs
File name: Recornmending @ Srategy.pplz [M PowerPoint Presentations {(*.py v] . . . . . .
(subsequent chapters in this book describe how to do these actions in detail).
Tools = [ Create wa] | Cancel ]
5. Click the File tab, and click Save As. Enter a name for the presentation, choose

Figure 8-2: In this window, you find the presentation you
want to use as a model and create a new one.

Avallable Templates and Thames

@ Hame

N D lim
Bank Tecent Sample
| pretentatan | bernplabes rmplater

nCqurn " S sackgrouna the
%D - [A]ronts -
- E}m"""‘ . [0 Hide Background

Barkgrauntd

! i more

Change the oversll design for your
slides.

Right-click arry theme for more
wars to sooly It

the PowerPoint Presentation (.pptx) Save As Type option, and click Save.

Create a Presentation Using
a Standard Theme

Themes are used to give your presentation a unified and professional look. They

provide background color and design, predefined fonts, and other elements that

hold a presentation together. Once you have defined the overall theme, it is a

simple task to add slides with the appropriate layout for the data you wish to

present. You select a theme from a predefined gallery available on the ribbon.

(See the “Defining Themes, Layouts, and Master Slides” QuickFacts.) Follow

these steps to find and use one of PowerPoint’s standard themes:

1.
2.

Click the File tab, and select New.

Under Available Templates And Themes, double-click Blank Presentation, and
a standard blank slide will open.

. Click the Design tab, and in the Themes group, click the Themes More down arrow

to see thumbnails of color and design themes listed. Hold your mouse pointer over
individual thumbnails to see their effects on the slide beneath. When you find the
theme you want to use, click its thumbnail.
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{ 4. At this point you can either begin to add content to an actual presentation (see
In order to see the file extensions in the Save As Type the “Adding Content to a Slide” QuickSteps) or you can create a template for
list, the reader must choose that option in Windows a presentation (see “Create a Template”).

Explorer. In the Windows Explorer dialog box, click
Organize, click Folder And Search Options, click

the View tab, and click Hide Extensions For Known create a Template

File Types to remove the check mark. By default, file A template contains one or more slides with attributes of the color themes
extensions will not be displayed. and standard layouts you want to have available. First you create the slides

with the desired themes and layouts (you may want to use a sample template
to start with). Then you save your modified slides as a template so that they
can be used to add formatting and your own color and design theme to new
presentations. Template files have .potx extensions. When you create a new

Unless you change the folder location, the template wil template, it will be displayed in the Available Templates And Themes view

be saved in the default template folder where PowerPoint under My Templates. To create a new presentation:

design templates are stored. If you do not change the 1. Click the File tab, and click New. You can create a new template in two ways: you can
folder location, the template will appear in the Themes open a sample template and modify it according to your needs, or you can create one
menu under “Custom.” from scratch. Under Available Templates And Themes:

® Double-click Blank Presentation to see the basic slide layout and change it
according to your needs.

® Click Sample Templates and scroll through the samples [ “1 |-'!i_[
available to find one you might use as a “starter set” of - d
slides. If you find one you want, double-click it. o Bl LGy,

2. To prepare your slide:

® Click the Design tab, and click the Themes More down arrow to select themes or
design elements for the template. If you've used a sample template, you may not
need to do this.

® Click the Home tab, click the New Slide down arrow to list possible layouts, shown
in Figure 8-3, and then click the layouts you want to use in the presentation.

3. When you have a template that carries the PSRN i Photo Abum.pos
attributes you want the presentation to have, click Save o3 type: | PowerPaint Template (*pots)
the File tab, and click Save As.

4. In the File Name box, type a name for the new template.

o

. In the Save As Type drop-down list box, click PowerPoint Template (.potx).

6. Click Save. The templates are now available under My Templates in the File tab New view.
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WORKING WITH THEMES

You can search Microsoft online resources to find other
templates, apply a theme to selected or all slides in a
presentation, or set a theme to be assigned to all future
presentations by default, for a consistent business look,
for example.

FIND OTHER MICROSOFT THEMES
AND TEMPLATES

1. You can either search Office.com or update your
themes gallery.

® To search Office.com for new themes or
templates, click the File tab, and click New. On
the Office.com Templates title bar, click in the
search text box (containing Search Office.com
For Templates), and enter the type of template
you want to find. Click the right arrow to start
the search.

|Search Office.com for templates| | =

® To update the Themes gallery content, click
the Design tab, and click the More down arrow
on the Themes group. Beneath the thumbnail
gallery, click Enable Content Updates From
Office.com.

Enable Content Updates from Office.com..,

2. On the Office.com window, click the thumbnail
for the template or theme you want. Follow the
download instructions to install the template.
The new template will appear on a blank slide in
PowerPoint.

Continued . . .
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Figure 8-3: You want to prepare your template with the possible layouts you plan on using
in your presentations.

Create a Presentation from Scratch
When you create a presentation from scratch, you'll begin with blank slides and
add layouts, color schemes, fonts, graphics and charts, other design elements,
and text. You may also want to refer to “Understanding the Outlining Feature”
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QuickFacts in this chapter if you prefer to develop your presentation content

WORKING WITH THEMES (Continued) with an outline.

APPLY A THEME TO ALL OR SELECTED SLIDES 1. Click the File tab, and click New. The Available Templates And Themes view will be
Use the context menu for the theme thumbnail to select displayed.
the option to apply the theme to all or selected slides. 2. Double-click Blank Presentation. A blank title page slide will be displayed.

Then select the theme from the Themes group gallery.
group geriery. 3. On the Design tab, select a theme for the background color and design for your

1. If you want the theme to be applied to just some presentation. If none of them are acceptable, click More Themes On Microsoft Office

of the slides, select the slides by pressing CTRL Online at the bottom of the list of thumbnails to search the themes available online.
while you click the thumbnails in the Slides tab or

(e G G i o o e o Sl e 4. Click and type over “Click To Add Title” to enter the title of your presentation. If you

of the slides if you want the theme to apply to all want to add a subtitle, click and type over “Click To Add Subtitle.
of the slides. 5. When you are satisfied with that slide, click New Slide on the Home tab to insert

2. In the Design tab Themes group, right-click the another blank slide with the layout you want.

theme thumbnail. From the context menu: ® Click the New Slide button to see a slide with the last layout used.
® Click Apply To Selected Slides. ® Click the New Slide down arrow to see a menu of layout choices.
—Or— 6. Click the Insert tab, and click the relevant buttons to add text and other content to your

e Click Apply To All Slides. slides. (See the “Adding Content to a Slide” QuickSteps.)

e - ¢ 7. Repeat steps 5 through 6 for as many slides as you have in your presentation.

ﬁ Aonketa 3l Sides 8. Save the presentation. Click the File tab, and click Save As. Enter a name and click Save.
Apply to Selected Slides

Alki Set as Default Theme

| Add Gallery to Quick Access Toolbar seIeCt a Layout

As mentioned earlier, you can add a slide and select a layout by accessing the
SET A DEFAULT THEME TO APPLY TO

ALL FUTURE PRESENTATIONS New Slide button in the Home tab. Here is another way:

1. Under the Themes group in the Design tab, To add a slide and select a layout:
click the More down arrow, and right-click the 3"”"";“ | » Qur advertisingand m
. . . . . uplicate Slide )
thumbnail you want. 1. Right-click the slide immediately P [Or bLf.lmr'f_D_lllv '
preceding the one you want to insert. = asa section Concourse -
2. Click Set As Default Theme. Publish Slides —— 1]
2. Click New Slide from the context lbelagpyl T
menu. Layout b ¥ sl | |
Eent Sliae Title Stide Title and Content Section Header
3. Right-click the new slide, and on P———
the context menu, click Layout. !
) Hide Slice
A theme can be further modified by changing its A submenu containing layout i
op_ sgegs » . I — — Twa Content Comparnson Title Only
components, color, font, and graphic effects. Chapter 9 possibilities will be displayed.
describes how to work with themes in more detail. 4. Click the layout thumbnail you want.
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Outline a Presentation .

For more typing room in the Outline tab, expand the tab Outlining a presentation is easily done in PowerPoint. You simply display
by dragging its inside edge into the Presentation pane. the Outline tab and begin typing. These sections explain how to create,
manipulate, modify, and print an outline.
w
Create an Outline
The outline is created, modified, and viewed using the Outline tab, shown in
Figure 8-4. An outline is created from scratch or by inserting text from other
~ 7 sources. You create an outline by indenting subtopics under topics. When you B
9 3 create a subtopic, or indent it under the one above it, you demote the point, or
make it a lower level than the previous topic. It is contained within the higher
ADDING CONTENT TO A SLIDE level. When you remove an indent, you promote the point, making it a new
The following elements are available o help you present topic. It becomes a higher level and may contain its own subtopics. o
the points you are making in the presentation. This is an
overview of the procedures. CREATE AN OUTLINE FROM SCRATCH
WORK WITH TEXT To create a fresh outline, type your text into the Outline tab.
Text can be added to placeholders, text boxes, and some 1. To open a blank presentation, click the File tab, and click New. Click the type of (o))
shapes, or changed easily. Chapter 10 deals with text in presentation you want—for instance, Blank Presentation, Recent Templates, My
detail. To add text, you click inside of a text box, some Templates, New From Existing, or another choice.
SE[R2E, CIrEVPLEEele ST LI D2, 2. On the View tab, click Normal in the Presentation Views group. (You can also click the
1. To modify text attributes, highlight the text by Normal view button on the View toolbar.) ~
R EIE e [PEIET ey T A i tasler il 3. Click the Outline tab so that the outline view is available, as shown in Figure 8-4.
appear that you can use for simple changes. ) ) ) o ] ) )
4. Click to the right of the Outline slide icon to place the insertion point.
CIEATE Yeentury - |20 - | A o IF & Oy B . ) . o . ) )
Anct n-.qilc;lt:!i:; EAA“' 5,’_;"' “; 5. Type the title (the title of your first slide is typically the title of your presentation). Press
correc iolyssucrray ENTER to insert a new slide.
2. Click the Home tab, and click any of the 6. Type your next title, typically the first topic or main point. Press ENTER when you are
Font group buttons. On this same tab are the done. Another new slide will be inserted.
paragraph settings, which contain WordArt Styles ® To add points to the slide rather than to insert a new one, click Increase List Level
options. (See Chapter 10 for additional information #£ on the Home tab Paragraph group to move the topic to the right. The new slide ©
on using text.) will become a subtopic under the previous slide.
Continued . . .
—
o
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9‘I| :
Outline tab, where Selected slide is the Presentations pane, where you c_reate. the
you create, edit, and “current slide” where look and feel of your presgntatlon with
ADDING CONTENT TO A SLIDE rearrange the slides the work is being done color, fonts, text, and design elements
(Continued) /
Pldo-¢ = Sales BGjections - Preduct CyclesV2 ppts = Microsoft PowerPoint Lo | i
ADD OR CHANGE COLOR SCHEMES
“ Hogpe Insert Design Animations Slide Show Review Wiew (-] e
Ask yourself what color schemes you might want to use. B [ @ A A (B = 1z A ) & Btina
- B Reset - x. Replace -
Are there company colors that you want to use or colors iite *; tew g U S e A EETE . *:2":'” ‘
you want to stay away from? Clipbosrd 1 Siides Fot ; Faragraph Eaiting
Slides | Outline / x| f ) TR SRR ERRN T (X LR 1 ]
1. To see your standard options, click the Design \ - sates provecTi®s |~ -
tab, and click the Themes More down arrow to R [=|
2 . TODAY'S SITUATION
see a list of thumbnails of the standard choices. Today we have most succossfully - - — _—
X ) . i developed "seniors” as our Cushomern 5:
This establishes a design and color foundation for hase a
X Our advertising and marketing charnels E e
the presentation. are aimed at senors B SALES PROJECTIONS
Our advertising successhully appeals o Lo |
e sonians : For2010to 2016
2. To change the color L — Ol (HALEE M FSAIF sl E :
i W EEEEEE bustyperlink | bt not exchevely, o seniors B
grouping e e EOEEEEEE Cuton 1 3 i GALLS ARF CURRENTLY BASED ON 2 |
click the Theme Colors EOEENTEE  wsomcaiorns PRODUCT LINES R
. EEENEEEE ctoned = |2
button in the Themes ey i BRAPHIE DISPAY E
. n mmmmEs o s e pose s B
group and point to BRS¢yl LR 7 spcks :
the various color EONDDENE Adacency wars a demographic slatistc I 1
ETEEEEEE Aol Since thay have left the company, we fo
combinations. When x not tried to expand our target I:
- E
you find one you like, click the color group. (See ¢ .. OPTIONS FOR EXPANDING OUR
. . MARKET {
Chapter 9 for more information.) Furber opard ‘:‘,wsmb.;, proic Ire !
with new pr elopmen e
3. To change color for individual slides, you can 25:3 ;:*;:; maxkets with the :
add a colored background (see Chapter 9) by D bath: new davglogment.long dec - -
L . . ar maioan'gmerm:;ermgswf:;;_‘ Click to add notes Tl
clicking Background Styles in the Design tab AT S
Background group. 7 AVAILABLE UPTIUNS .
L1l rll i i &
it Imle= i) 3 x
SELECT AN ANIMATIONS OR TRANSITIONS S e L e AT ATt + 4
SCHEME . . . . . .
Figure 8-4: The Outline tab is an alternative way that you can work with your slides to
® To display animated text on your slide, click the organize, create, and modify your presentations.
Animations tab. Highlight the text or graphic you Click Decrease List Level
want to be animated. Find the animation scheme . . . to create a higher level
. - o ® To move points to the left, making them a higher topic (promote it)
you want in the Animations group, and click it. ; ) L
level, click Decrease List Level = on the Home
® To control the transition of one slide to the next, tab Paragraph group. The topic or subtopic will 4/ GDAL AND DBJECT
click the Transitions tab. Click the slide and then become either a higher level point or a new slide, State the Desired Goal

A q e tate the Desired Cbjecthe
the transition effect in the Transitions group you depending on the original level. Use: Multiple Prints, if neressary

would like to see.

s short phrascs and articulate o fill
n

Continued . .. Click Increase List Level to
create a subtopic (demote it)
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7. Continue typing and pressing ENTER and clicking Increase List Level or Decrease

ADDING CONTENT TO A SLIDE List Level to move the text into headings and bulleted points until the presentation is N
(Continued) outlined.
INSERT ART AND GRAPHICS Instead of using the Increase List Level and Decrease List Level buttons, you
1. Click the Insert tab, and in the lllustrations group, can press ENTER to create a new bulleted line. Pressing CTRL+ENTER will create
click the button for the art or graphic object you a new slide. Other options for working with outlines are specific keypresses w
want to insert. (see the “Indenting with the Keyboard” QuickSteps) and the right-click context
2. Find the object and drag it where you want it, mentu (see the “Using the Outlining Commands” QuickSteps).
resizing as needed.
o Insert an Outline from Other Sources &

Create and insert your own drawing using the

. . You can create slides from an outline you have previously created in another
Drawing group in the Home tab.

document. Depending on the format of the text, the formatting retained and
INSERT A TABLE

] HE | L
| |lal i ] used by PowerPoint will differ.
Insert a table to present E Lﬁre i? Scz’n:hot y 3]
more organized data. You ¥ it s ® A Microsoft Word (.doc) outline will use paragraph breaks to mark the start of a new
can insert three types EEEIICDDEIDDEID slide. Each paragraph will become a slide title. However, if the document is formatted
of tables: a PowerPoint- HERRERERRN with headings, Heading 1 will become the title of the slide, Heading 2 will be the second
ted table, one d I O O level, Heading 3 the third level, and so on. (See Figure 8-5.
created table, one drawn R R R 9 ( g ) .
by yourself, or one from HOO0000000 ® An HTML outline will retain its formatting; however, the text will appear in a text box
Excel. On the Insert tab, EEEE%EEEEE on the slide and can only be edited in the Presentation pane, not in the Outline tab. In

click the Table down arrow, =IO ICIC] addition, you must create a separate HTML file for each slide. (To see the HTML file in
and select your choice. B msertTable.. the Insert Outline dialog box, you may have to select .htm as the file type.)

=
(See Chapter 14 for more ™ DrawTable
information.) @ ExcelSpreadsheet

® A Rich Text Format (.rtf) outline will adopt the styles of the current presentation. ~
PowerPoint will use paragraph separations to start a new slide. The text cannot be
edited in the Outline tab, only in the Presentation pane.

To insert an outline from another source:

1. On the Home tab Slides group, click the New Slide down arrow, and on the bottom of
the menu, click Slides From Outline.

The names on the Outline and Slides tabs change to 2. In the Insert Outline dialog box, find the location and name of the outline to be used,
icons when the pane is too narrow for the words to select it, and click Insert.
appear. L= = (o]

0]}

Microsoft Office 2010 QuickSteps  Creating the Presentation




10

] b - 05 Outling From Word Document docxM._. = B
UNDERSTANDING THE oUTLINING ;n r.‘I:;III Home I\ Page | Refer Malllr | Revie View Devel & o
FEATURE Oy vame | e, Heading 1 becomes the
PowerPoint’s outlining feature is not only an close ’ title of a new siide
organizational tool, but also is a quick way to create * Qutline from Word s \
. . . IF—== T
a cohesive and logical path for your presentation. 1 e T Wisra sk Deerpol
. : Document - e
As you type the outline, you are creating the actual & / Home' ot Dukge  Tamtions  Ankmtions | SideShow | Redew  View
o : o . First Headin = = B RONR T 1 (9 Fiay Harrations
slides in a presentation. This is an alternative way to ©  First Tfpi c P ¥ » T =N o ;:, .N.,:
From From Broadeast Custom SetUp Hife Rehearze Record Slide =
create a presentation from scratch. If you like to outline Q :e:ond Topic Beginning Cument Slide  Slce Show Shide Show = | Slide Show  Sh Timingt  Show = () Show Media Controls
Subtopic One St SBde Show Setlip
your presentations prior to jumping in and typing ° s..;.u:nnm B O R KR VAR R R R XN RER) SRR KRR
your information, you'll like this way of building your O Third Tepic . \
i . . © Second Heading —
presentation. The outline should contain: ©  First Topic : ¥
. . . -] Second Topic ||| . .
® Main points you want to make that will become ©  Third Topic - — || irst Hea(l]ng
the titles of the slides o Stionc Twa
L] B - g -
® Subsidiary points that support the main points - 0 AN e : * First Topic
and will become the bulleted content of each 7 *s Second Topic
slide [ L\ : — Subtopic One
g - 5 ; o
Your main and subsidiary points are essential to the ) - — Subtopic Twe
-0 ¥ . .
presentation. Although not essential at this point, certain ] 2 / * Third Topic
secondary considerations are beneficial in flushing out ! — \/’
your main points and the “feel” of your presentation. The
. . Unformatted text Other “lesser”
more you think these through initially, the more smoothly does not transfer headings are indented

your presentation will flow. What graphics will you want
to use on each slideo you have charts or graphs that
tell the storyWill photos take up part of the slideWill
you have a logo or other mandated identification on the
chart?

Figure 8-5: Inserting an outline into a presentation from a Word document retains the
heading-level formatting to separate slides and bulleted items.

Preview and Print the Outline

To preview an outline and then print it:

1. Right-click the Outline tab, click Expand, and then click Expand All from the
submenu to expand the entire outline so that all detail is showing.

2. Click the File tab, and click Print.

3. Under Settings, click the second drop-down list box, and click Outline, as @

seen in Figure 8-6.
Print
4. Click Print to print the outline as it is previewed. "
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INDENTING WITH THE KEYBOARD

If you are interested in working with the keyboard rather
than using the mouse, you can use these keypresses to
work with the outlining feature, as shown in Table 8-1.

FUNCTION KEYPRESS

Increase Indents (Demote)

Press TAB or

Increase Indents (Demote)

Press ALT+SHIFT+RIGHT ARROW

Decrease Indents (Promote)

Press SHIFT+TAB or

Decrease Indents (Promote)

Press ALT+SHIFT+LEFT ARROW

Move up a line

Press ALT+SHIFT+UP ARROW

Move down a line

Press ALT+SHIFT+DOWN ARROW

Table 8-1: Indenting with the keyboard

—
g |EI oAl ales Projechions  'roduct CyclesVidppbe - Microsoft 'owerd'aint | =
.m Home Insert Design Transitions Animations Slide Shoa Rieviewr Witw & e
USING THE OUTLINING COMMANDS i print R
[l s s @ )
Although some of the buttons available on the ribbon @ ouei : Copiesz 11 %
Pt
work well with the outlining function, you can display [ ciose
commands specifically for use with the Outline tab. Tnfa Printar
. HP psc 2400 Series =
DISPLAY THE OUTLINING COMMANDS Hecent Ready
1. Select the slide or line of text in the Outline tab. hlew o
ings
2. Right-click and select one of the following p o i Al Sdes
q A ] q "= Pnint entire presentat
commands described in the following sections. save & send = I SOE PrissARon
acs
Eides | Cutline 5 % Hen [Z 0'_"&"‘ -
= o g o Print 2 text outling t}
Updating our sdvertizsing materials to 2] Options
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Ao - 20 - A a I EE B edt 121 123 123
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Figure 8-6: The Print view previews the outline before you print it.
"y
o
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USING THE OUTLINING COMMANDS
(Continued)

PROMOTE OR DEMOTE OUTLINE TEXT

® Click Promote to move the selected text in a slide
up one level.

® Click Demote to move the selected text in a slide
down one level.

MOVE OUTLINE TEXT UP OR DOWN

® Click Move Up to move the selected text of a slide
up one line or item.

® Click Move Down to move the selected text of a
slide down one line or item.

COLLAPSE OR EXPAND A SLIDE
® Click Collapse and from the menu, click Collapse
to hide the detail beneath the title of a selected
slide; or click Collapse All to hide all the detail
lines in the outline.

® Click Expand and from the menu, click Expand to
show the detail beneath a title of a selected slide;
or click Expand All to show all the detail lines in
the outline.

= Collapse

ollapse h

i <
+ Expand [ » |¥= cCollapsean

SHOW FORMATTING

Click Show Text Formatting to toggle between showing
and not showing the formatting in the outline text.

194 Microsoft Office 2010 QuickSteps  Creating the Presentation

Protecting Your Presentation

You can set two levels of passwords restricting access to your presentation:
You can deny access to even look at a presentation, and you can permit looking
but deny modifying it. You can also strip personal information from the
presentation—information that is automatically stored by PowerPoint, such as
your name and certain file information.

Set Passwords for a Presentation

1. Open the presentation to be password-protected.
2. Click the File tab, and click Save As.

3. Click the Tools button to the left of Save, and click General Options. The General
Options dialog box will appear.

General Options m

File encryption settings for this document

Password to gpen: ssssse

File sharing settings for this docurnent
Password to modify:

Privacy options

[ Remove automatically created personal Information from this Flle on save

Macro security
Adjust the security level For opening files that might
Conkain macro viruses, and specify the names of

trusted macro developers,

cance

® To restrict anyone without a password from opening and looking at the presentation,
type a password in the Password To Open text box.

® To restrict anyone from modifying the presentation, type a password in the
Password To Modify text box.

4. Click OK.




i B
Confirm Password M

Reenter password to open:

Caution: If you lose or forget the password, it cannat be
recavered. It is advisable ko keep a list of passwaords and their
corresponding document names in a safe place. (Remember
that passwords are case-sensitive, )

l [2]4 I [ Cancel

5. You will have to confirm your intent and be warned that if you forget the password, the
presentation cannot be recovered. In the Confirm Password dialog box, reenter the

password and click OK.

6. Save the file by clicking Save.

When anyone tries to open or modify a protected file, they will see a message

like this:

"
Password

e

Enter password to open file

Sales Projections - Product Cyclesvz.pptx

| o

I [ Cancel

C— E—

1. Click the File tab, and click Save As.

Remove Password Restrictions

2. Click Tools to the left of Save, and click General Options.

3. Clear any passwords in the Password To Open or Password To Modify text boxes.

4, Click OK.

5. Click Save and, if saving an existing file, confirm that you want to replace the

existing file.

Strip File Information from the Presentation

When you set PowerPoint to strip personal information from a presentation, it

is done when you save the file.

1. Click the File tab, and click Save As.

2. Click Tools to the left of Save, and click General Options.

3. Under Privacy Options, click the Remove Automatically Created Personal

Information From This File On Save check mark.

4. Click OK.

5. Click Save and if saving an existing file, confirm that you want to replace it.

Microsoft Office 2010 QuickSteps  Creating the Presentation
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Navigating with the Keyboard N
Navigate from Slide to Slide
Insert a Slide

Display Multiple Presentations
at Once

Duplicate a Slide
Copy a Design Using Browse - - -
Moving or Copying Slides Worklng with Slides a

Use Zoom

Using a Keyboard with Slides

Change a Theme Getting around in a presentation and being able to .
Create a Custormn Theme manipulate slides easily is a critical skill in becoming a
Copy Attributes with Format capable PowerPoint user. In this chapter you will find how
Painter to work with presentations at the slide level. In addition to
Using Footers on Slides navigating through the slides in various views of PowerPoint, @
Work with Hyperlinks you will learn to insert, delete, rearrange, and copy slides,

as well as to change a presentation’s basic components of

themes, fonts, and colors. Finally, permissions are covered. ~

Navigate and Manipulate Slides
oo

Working with slides enables you to find your way around PowerPoint and to
manipulate the slides, both individually and globally. This section addresses

how to insert and delete slides, display slides in a variety of ways, and move
and duplicate slides.

-
o
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Navigate from Slide to Slide
NAVIGATING WITH THE KEYBOARD To move between the slides, you can use the Slides pane, the Outline tab, or the
If you are more comfortable working with the keyboard Slides tab to select and move to the slide you want
rather than the mouse pointer, you can work with slides
using the keyboard. ® On the Slides tab, click the thumbnail of the slide you want.
e ACCESS THE RIBBON AND RIBBON COMMANDS ® On the Outline tab, click the icon of the slide you want.
® Press ALT to display the ribbon tags. To choose a ® On the Slides pane or either tab, click the vertical scroll bar to move to the next or
specific tab, press the letter of the ribbon tag. previous slide.
® To move among the ribbon commands, press ALT ® On the Slide Sorter view, click the vertical scroll bar to move to the next screen of
<t to turn off the ribbon tags, and then press TAB to thumbnails. Click the scroll bar's down arrow or up arrow to move more slowly. Click the
move between commands within a group, or up or down arrow on the scroll bar to move in increments. Click each slide to select it.
press RIGHT ARROW to move to the next tab in the
ribbon. Then press ENTER to choose a command Insert a SIide
or menu.
0 You can insert new slides in various ways in several places in PowerPoint. You
MOVE TO THE NEXT OR PREVIOUS SLIDE . . .
can also insert slides from other presentations.
You have two ways on the keyboard to move to the next
or previous slide on the Slides pane and the Slides tab. INSERT A NEW SLIDE
® To move to the previous slide, press PAGE UP or You can insert a new blank slide from several places in PowerPoint. The most
(o) press the UP ARROW. common ways are:
® To move to the next slide, press PAGE DOWN or ® In the Home tab Slides group, click New Slide.
press the DOWN ARROW. :
| [E Layout -
MOVE TO THE FIRST OR LAST SLIDE '—] B Reset
I
~ ® Press CTRL+HOME to move to the first slide. Slide - o Section *
Slides
® Press CTRL+END to move to the last slide.
® |n the Outline tab, when entering bulleted text, press CTRL+ENTER.
MOVE TO THE NEXT PLACEHOLDER
(DOTTED BOX) OR WINDOW AREA ® |n either the Slides or Outline tab, right-click + [ ‘ ! \
: : s on 3 productlines 1=
oo ® Press CTRL+ENTER to move to the next placeholder. the slide before the one you want to insert, |
and click New Slide. Cut
® Press F6 to cycle between areas of a window: Copy
ribbon, Presentation pane, Slides/Outline panes, —Or- Paste Options:
and Notes pane. Continued In either the Slides or Outline tab, click the
ontinued.. . slide or slide icon before the one you want to 2 Gl

insert and press ENTER. Duplicate Slidz

® |n the Slide Sorter view, right-click the slide preceding the new one, and click New
Slide or press CTRL+M.

o
—
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NAVIGATING WITH THE KEYBOARD
(Continued)

OPEN AND CLOSE THE RIBBON
Press CTRL+F1 to toggle the ribbon display.

START AND END SLIDE SHOWS

® To start a slide show on the current slide, press
SHIFT+F5.

® To start a slide show beginning with the first slide,
press F5.

® To close the slide show and return to Normal view,
press ESC.

® To switch between the slide show and the Normal
view, press ALT+TAB. (You must start with the
slide show or else cycle through the thumbnails by
clicking TAB until you can click the Normal view.)

Sales Projections - Product Cycles.pptx - Microsoft PowerP...

L

To delete a slide from the Slide Sorter view, the Outline
tab, or the Slides tab: Click the thumbnail slide to select it,
and press DELETE. You can also right-click the thumbnail
slide, and click Delete Slide from the context menu.

INSERT A SLIDE FROM ANOTHER FILE

To insert a slide duplicated from another presentation, you must find and

display the slides from the source presentation, and then select the slide or

slides that you want to copy into your destination presentation.

1.
2.

In the Slides tab, click the slide positioned immediately before the one to be inserted.

Click the Home tab, and in the Slides group, click the New Slide down arrow. From the
drop-down menu, click Reuse Slides (at the bottom of the menu). The Reuse Slides
task pane will be displayed.

. Click the Browse down arrow to find the source file containing the slide to be copied.

Click Browse Files. When found, select the file and click Open. The Reuse Slides task
pane, illustrated in Figure 9-1, will contain thumbnails of the presentation.

. To insert the slides into the presentation, you must work back and forth between the

Slides tab (destination) and the Reuse Slides (source) task pane.

® Scroll to the thumbnail image in the source Reuse Slides task pane, and click the
one to be inserted. It will be inserted when you click it.

® To insert all the slides in the source Reuse Slides task pane, right-click a thumbnail
and select Insert All Slides from the context menu.

I

Insert Slide
Insert &l Slides

Apply Theme to A1 Slides

Apply Theme to Selecked Slides

® To apply the formatting of the source slides to those in the destination Slides tab,
right-click and choose Apply Theme To All Slides to copy the formatting to all
of them, or select Apply Theme To Selected Slides to copy the format only to
selected destination slides.

® To retain the formatting of the source reuse slides as you copy them, click the Keep

Source Formatting check box at the bottom of the task pane. Keep source formatting

Microsoft Office 2010 QuickSteps  Working with Slides
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Click the slide positioned Click a slide to Click to locate the

immediately before the Destination copy it into the files with slides ® To view a Iarger Image of the Reuse Slides task
AN one to be inserted slides destination slides Source slides to be copied pane, place the pointer over the slide thumbnail
/ \ image, but do not click.
Sales Prajections - Product Cycles,ppte - Microsoft PawerPaint 2= M
Iransitions Animations Shide Sho Heview View' o 0
wlar A = A ) Tind SAILAELE OPTIONS =
o ___ . F— | -. = | fadHeptace - « State the alternative strategies
(40 U & e o h i o Ml Lg|setect - «List advantages & disad ges of each
tont Peragraph diting « Stute cost of each option
IR T R EED Eer e (IRENEEE: ERTI N AeetE] ;s‘\--n---q---- | Heuse Sdks - X n=
-] Insert slide from: %
Sioetu Prociuses: g E] ‘EI Marketing Motes.pplx
Briwess
| | Available Options
< AVAILABLE OPTIONS = [ T
«Stote the allernative strafeqies
« List advantages & disadvantages of each . . .
S Stk ot o e s v 5. When you have inserted all the slides you want, click
Goal and Objective )
I THE DESIEED G OAL Ly Close * to close the Reuse Slides task pane.
» STATE THE DESIRED OBIJECTIVE Marketing Motes.ppty
+ USE MULTIPLE POINTS IF MECESSARY Aaliable Options - - -
To) + Use short phrases and articulate to fill in T[T — D|sp|ay Mu|t|p|e Presenta-hons
i Recommendation at o n ce
3 Opening and displaying two or more presentations
o ‘ o v o Getbers2 opens many possibilities for dragging one slide
- from one presentation to another, copying color
: RECRITRMDNE AT or formatting from one slide or presentation to
: L another, and for comparing the presentations or
N~ Click > 8 otes 8 A slides side by side.
— | e | 1. Open both presentations. Click the File tab, click
l’i e s l | Koo source formatting .
5 a- BT i | =iy Open, and complete the sequence of locating and
slide 50t 15 | *Concourse” | ¢ | H@mme a9 U B . i
opening the presentations.
Figure 9-1: The Reuse Slides task pane allows you to find and copy one or more slides 2. Click the View tab, and from the Window group,
e0) from another presentation into your current one.

choose one of the following views:

Tiles all open Opens all windows in an
windows “offset-stacked” view

$|\E Arra

Allows you to use arrow
keys to move the split il @

Before closing the task pane, you can browse for other between the Slides pane I Bscade
and the Notes pane e * Switch

files and insert slides from them. T S o
Whind o you can switch
between them
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Figure 9-2: You can see each
window separately by using
the Arrange All command.

@ bd - O (s Budger 2lhppn - Micrasof.. TR @ - s Company Srateqyppre - Mi.. i |_"| I 9 - @ |5 SesProjections - Animated... = B B
Homs | Insee | Dedig| Trang | Anim | Shde | Rese | view | o @ Mo | Inger | Detlg | Trand | Anim | Slide | Reae | view @ @@ ams | Inter | Desig Trans | Anim | Side | Reae | view | @ @
'h [ B coors - ) o @ & Q = g = IJ [A| Ecolars - o
} - (2] Fant; - = = = = :| Fonts =
Page  Slide Themes Badkground | Presentation Master Show | Zoom | Colon/Grapscale Window pacrns Page e nemes Backuround
Selup Srientation - ¥ ¥ ] views= | wiews - » . Setup Orientation < I:‘E"“" *
Page Setup (T Prge Setup Theme
;f:ii'_-'ﬂ 4.3 i NSO IR [ o4 v 302 (1 +v0 41 12 +3 140+ ]
| & =
e |
Al |
<
|
g |
| *Fer W0 10 TW
| | pp— =l
1 ™ *
|1 Company Strategy—— Company Strategy
| - 1
=
‘I
-
1 | ’
| Click to add notes 5 =
g = z
Click to add rotes e L
Click to add notes
siide1at§ | |[Ales g o ai (=)L) @8 ||| sigetets | (Bl m s am (=)L) + & Shide Lot 16 | |[RiER o 2w (=)L) {+ (3
A

Another way to perform a move split action is to place the
pointer over the border between the Slides pane and the
Notes pane and drag the two-headed arrow icon up or

down to increase or decrease a pane, respectively.

seen in Figure 9-2.
—-Or—

® Click the Arrange All button to display each presentation window side by side, as

Click Cascade Windows to see the windows cascading, as seen in Figure 9-3.

Click Move Split and then press the UP ARROW and DOWN ARROW keys to move
the split between the Slides pane and the Notes pane; press the RIGHT ARROW and
LEFT ARROW keys to move the split between the Slides pane and the Outline/Slides
tab. Press ENTER to exit the Move Split mode.
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B H9- 0= Sales Projectinns - Animated,ppts » Mitrosoft PoweiPaint =@ “o ® Click Switch Windows to go back and forth
Home Insert Design Transitions Animations Shde Show Review Wiew &
AN “Lu — a = —Ta ] between two or more presentations.
i Hame  Inset | Design | Trndbons  ARimatans  Giide Show Reaew  Wiew —- e i@ .
| e - op—" —— . Company Siategy pptil Microsoft Poufoin: ) || O
=;‘. “ Home Intert Deugn Trantitions Animations Slacie SR H.F“" Wit & 0 ;fm
2 ﬂ! ﬁ JI .J.j = _J ! _.5 Huter .’_\_- '_:_I' | catnr]| —"i| = amange.an ::'“ — Windos =
* NulmaI; Slicke E Reading | Shde Haridout I\E: 2 e Zoum  Fitts Et‘mwﬂ"r New -_j.-l_:lmm\‘;f ;«m. Mauﬁ - & Dueqecaippts
Cf) - '.c.mu Pagf View | Mniter MMYH Mnster = Guldes i Windoa -_Dhc‘“'_‘nd.‘t""'-“ WWindow Lyt “":"‘ ‘?“ Wiindow = B \f 2 Comparny Stralegy.ppls
e _ai.dnlqltrcﬂ::;:;l::lcw; - Master Views - Shaw - . - Zoom ; '.OIZ‘O'. Griviale I - \JI:‘J-.'A- - Macros i Sales "UJQQIE\S o Anlmmﬂ_pptv.
3 5 "—II—_!' bt e — = — - - " 4 5ales Projections - Product Cycles.pphe
P = 1 ]
| : =
T — | Duplicate a Slide
5 B
< ¥ An alternate way to copy or duplicate a slide
M i uses the Duplicate Slides command.
0 H
b In the Slides tab, select the slide you want to
s I: . . .
o - E copy. To copy multiple slides in the thumbnail
= For 2011 to 2016 views, press CTRL while you click the slides
1 H to select them. For contiguous slides, you can
" ; Company Strategy —— conen YOS
1 H press SHIFT and click the first and last slide in
= o v
o £ s 2 the range. In Normal view, the active slide is
—_____ — = = — the one that is selected.
L Click to add nates
TR ey [Bene o U o | ® To duplicate a single slide or multiple selected
slides, right-click the slide or slides, and click
Figure 9-3: Using the Cascade command, you can . .
N~ arrange the presentations in a cascading sequence. Duplicate Slide from the context menu.
® To duplicate multiple selected slides, click the New Slide down arrow (on the Home tab),
and click Duplicate Selected Slides from the bottom of the menu. This also works for
a single slide.
© Copy a Design Using Browse
To copy just the design (and not the content) of a presentation, use the Browse
feature of the Design Themes feature.
To enlarge one of the presentations so that =~ 1. In Normal view, open the presentation to which you will apply the design of another
it occupies the whole window again, click its fim presentation.

Maximize button.

o
—
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b 2. Click the Design tab, click the Themes More down arrow, and click Browse
MOVING OR COPYING SLIDES For Themes. o
You F:an move or (?opy your slides m'ost easily fro.m the o A : :\D_l :;otzsv' < Background Style
Outline tab, the Slides tab, or the Slides Sorter view. ST | — [ Hide Back "
. — EffECtS' Ide Backgroun
® To copy a slide, right-click the slide to be copied, Background
and click Copy on the context menu. Right-click 12 pore w
the slide preceding where you want the new slide Change the owerall design for your
to go, and click Paste on the context menu. il
Right-click ary theme for more
® To move a slide, click the slide icon or thumbnail ways to apply it.
to be moved, and drag it to the new location. The S
insertion point will indicate where the slide will be 3. In the Choose Theme Or Themed Document dialog box, find the document or
inserted. presentation containing the theme you want to copy and click it.
4. Click Apply, and the theme will be copied to the original presentation.
(&)
Use Zoom
( You can zoom in or out of a slide, which enables you to work at a very detailed
To copy rather than move onthe | SRSt SRR level or back off to see the total slide, respectively.
Slides tab and Slide Sorter view b ) - ) . )
using the thumbnails, right-click % ® To cont.rol the zoom with a specific percentage, click the View tab., and click the Zoom o))
and drag the selected slides to the g button in the Zoom group. When the Zoom dialog box appears, click the percentage
& Mow . . .
new location. When you release the an g }/ou want displayed or use thg ?ercent splnn_er. A smaller pfer.centage will reduce the
pointer, click Copy on the context TR image; a larger percentage will increase it. Click OK when finished.
menu that appears. .
y e L2 [ ~
Zoarm ko
@ Fit Percent:
D00 (8B %
) 200%
©) 100% foe)
Where you place the insertion point will determine where ® et
() 50%
the new slide will be positioned. It's possible to insert a © 3%
slide into the middle of another one, splitting its contents (Cox ] [ conee
unintentionally. Make certain you place the insertion point

precisely where you want the new slide to go.
>
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If you have more than one design theme applied to a
presentation, the first one will be copied; if you haven’t
opened the presentation recently, you will be asked if you
want the remaining themes to be made available.

—
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USING A KEYBOARD WITH SLIDES

If you are more comfortable using the keyboard than a
mouse pointer, you have these commands and more.
Some of the commands use a combination of pointer
and keyboard commands, such as Copy.

START A NEW PRESENTATION
Press CTRL+N.

INSERT A NEW SLIDE
Press ALT+H, press I, and then use the arrow keys to
select a layout from the menu. Press ENTER when finished.
REMOVE A SLIDE
Press DELETE or press CTRL+X.
COPY A SLIDE

® Move the arrow keys to the thumbnail you want
(or click a thumbnail to select it), and press CTRL+C.

® Select the slide prior to the one you want to insert,
and press CTRL+V.

COPY THE CONTENTS OF A SLIDE
® Move the arrow keys to the thumbnail you want

(or click a thumbnail to select it), select the
contents to be copied, and press CTRL+C.

® Move the insertion point to where you want the
items copied, and press CTRL+V.

Microsoft Office 2010 QuickSteps = Working with Slides

® To make the slide fit in the window, click the View tab, and then click the Fit To
Window button in the Zoom group. The image will be reduced or increased in size to
fit in the slide pane. If you are not in the View tab, a quicker way to do this is to click the
Fit Slide To Current Window button [+ on the right of the status bar.

® To increase or decrease the zoom effect with a slider, drag the Zoom slider on the
right of the status bar, or click the Zoom In or Zoom Out button on either side of the
slider to zoom in or out in smaller increments. The percentage of the zoom will be
shown to the left of the slider. a5% (=) L) ()

Change the Look and Feel of Slides

At some point or another, you will want to change the look and feel of slides
in a presentation. The slides may have been created from another presentation,
and you want this one to be unique. You may need just to tweak a few
components of the presentation. You can change the theme, color, fonts, and
special effects of a presentation.

Change a Theme

As you have seen in Chapter 8, you can select a built-in (or PowerPoint
standard) theme for your slides. These themes can be changed to fit your own
presentation requirements. The theme can be changed for a single slide or the
whole presentation by altering the fonts, color, and design elements.

CHANGE THE COLOR OF A THEME

Each theme consists of a set of four colors for text and background, six colors for
accents, and two colors for hyperlinks. You can change any single color element
or all of them. When you change the colors, the font styles and design elements
remain the same.

1. With your presentation open, click the Design tab.

2. If you want to change the theme colors on only some of the slides, select those slides
now. Use CTRL+click to select noncontiguous slides or use SHIFT+click to select
contiguous slides.




3. Click Theme Colors. The menu of color combinations will be displayed, as seen in
Figure 9-4. ] colors -

4. Run the pointer over the rows of color combinations to see which appeals to you.

5. When you find the one you want, right-click the row and click Apply To All Slides
to change the colors throughout the whole presentation, or click Apply To Selected
Slides to change just the slides you have chosen.

| &
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Figure 9-4: The menu of color combinations offers alternatives for your theme colors.
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5; CHANGE THEME FONTS

N You may have to drag your text placeholder to the right Each theme includes two fonts. The body font is used for general text entry, and
or left to see the effects of the fonts as you pass your . . K 8 .
a heading font is used for headings. The default font used in PowerPoint for a

pointer over them.
new presentation without a theme is Calibri for headings and body text. Once a

theme is assigned to slides, the fonts may be different, and they can be changed.

™ 1. In the Design tab Themes group, click Theme Fonts. The  [Alfent: IR
drop-down list displays a list of theme fonts. The current T
theme font combination is highlighted in its place in the list. |4, | Atd
2. Point to each font combination to see how the fonts | cenwrycanstoroo
: ) C Sehoolb..
<+ Create New Theme Fonts 19l appear on your presentation. Aa r_-;?ntuaﬁ o
Heading font: Sample 3. Click the font name combination you decide upon. If you — o
i3l Blach [=] Heading ‘ click a font name combination, the font will replace both Ae I
Body font: Body text hody text hody text. Body | i i 5
= E it Bty e, | the body and heading fonts on all slides. ome2
ior
0 T - CREATE A NEW THEME FONT A4 | Camben
[E . . — 1ce Classic
i dngsanalPC [save | [ concel | You may also decide that you want a unique set of A Anal
L . . Tunee Mew Fomsan
T Aparajiia [ fonts for your presentation. You can create a custom —
My oot Ryt i font set that is available in the list of fonts for your Mg Anel
© ™ drchifechure current and future presentations. Adacency
% | Cambria
T Arial |+ As ralihn
1. In the Design tab Themes group, click Theme Fonts. 1 Anges
Figure 9-5: You can choose a heading or body font from . Franklin Guthic M...
the fonts available in your Windows system. 2. Click Create New Theme Fonts at the bottom of the BV W st
drop-down list. Apex
N Aa Lucida Sans
I 3. In the Create New Theme Fonts dialog box (see Figure 9-5), bonkutigie
@F:“‘il iy 2 click either or both the Heading Font and Body Font - %?;“i';;t[qua
i down arrows to select a new fonts combination. View the e v
Arial and Trebuchet MS . . . Create Mew Theme Fonts..,
Arial new combination in the Sample area. =
Aa Trebuchet 5 X X .
oo 4. Type a new name for the font combination you've selected, and click Save. Custom

CenturyCalisto100

A gaiizﬁ%z Sc[:@oolb...
[ centurycatisto CHANGE THEMED GRAPHIC EFFECTS
Shapes, illustrations, pictures, and charts include graphic effects that are
controlled by themes. Themed graphics are modulated in terms of their lines
(borders), fills, and effects (such as shadowed, raised, and shaded). For example,

fonts are available for selection at the top of the Theme Fonts drop-down list.

o
—
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[O] effects % GRS I some themes simply change an inserted rectangle’s fill color, while other themes
Built-In | ||

@9

Office Adjacency

affect the color, the weight of its border, and whether it has a 3-D appearance. N

1. In the Design tab Themes group, click Theme Effects. The drop-down list displays a
gallery of effects combinations. The current effects combination is highlighted.

@
@
&

Angles Apnex

@ ’@ @ ‘ = 2. Point to each combination to see how the effects appear on your presentation,
¥ assuming you have a graphic or chart inserted on the slide (see Chapter 14 for w
Apothecany Aspect Austin Elack Tie . . . . . .
information on inserting tables, charts, graphics, and drawings).
\ r_.l’ @ @ @ 3. Click the effects combination you want.
| Civic Clarity Composite  Concourse

Create a Custom Theme IN

You can create a new theme, save it, and use it in your presentations. You select

@1

Couture Elemental Essential

a group of text, background, accent, and hyperlink colors and give them a

"
3

name. To save changes to a theme, click the More Themes down arrow, and

Executive Flow Faoundry Grid . .
~ click Save Current Theme after having made o
= - any changes to the background, color, font, or
Create Mew Theme Col l i g .
i AR effects in the current theme. Your altered theme
Theme colors Sample is saved as a custom theme.
Displays a selection of colors | o
for the named elements | —]
Text CHANGE THEME COLORS

- Light 1

To customize the color scheme:

TextiBackground - Dark

TextfBackgraund < Light 2 1. Click the Design tab, and then in the Themes

group, click Themes Colors.

Accent 1
- Hiarlick ~J

fceent2 — 2. At the bottom of the menu of colors, click Create
Selected colors are | " g
reflected here | = New Theme Colors. The Create New Theme Colors
Accent 4 dialog box will appear, as shown in Figure 9-6.
Acenta 3. To select a color for one of the color groups, click the ©

Accent &

down arrow for the Text/Background/Accent/ and/

or Hyperlink group, fecert 2 _ &

Hyperlink

Type a name and click Save
to create the custom theme

Click to reset the colors to |

Followed Hyperlink

mustom 2

the original selections |

‘E Reset [ Save

l I Cancel |

o ¥,

Figure 9-6: The Create New Theme Colors dialog box allows
you to create new themes to use in presentations.

and click the color
you want to test. It will
be displayed in the
Sample pane.
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k; 4. Go through each set of colors that you want to change.

N To restore the original colors in the Create New Theme

Colors dialog box Sample pane and start over, click Reset. 5. When you find a group of colors that you like, type a name in the Name text box, and

click Save.
USE CUSTOM COLORS

Using a similar technique to creating your own themes, you can create your

© own unique color mix for text, background, accents, and hyperlinks. Here is
You may find you want to change something in a custom how you work with custom colors:
theme after you've been using it for a while. To edit a 1. Select the slides to be affected with the new colors, whether all of them or a selected
custom theme, in Normal view, click the Theme Colors few.
< button in the Design tab Themes group, and right-click . ) .
B IR Ry 2. Click the Design tab, and click Theme Colors. At the bottom of the rows of color
[ cotors | - . .
) = O] o b e combinations, click Create New Theme Colors. The Create New Theme Colors dialog
want to edit. From the —| = | Custom b il
context menu, click Edit, 4 eyt sl ox will appear.
__ |ECENEEEE coston] . . Standard Colors
and the Edit Theme R — 3. Click the theme color group that you want to work with. The Theme EE Em
PP All Slides |
O Colors dialog box, similar Apply to Selected Slides Colors submenu will be displayed. Click More Colors. ) More Colors..,
to that shown in Figure i’“"t Ls 4. In the Colors dialog box, you have two options.
S e el Al Gallery b Quitk Actess Tuolbar ® Click the Standard tab to see the dialog box shown in Figure 9-7. Click the color
4 unit you want and see it displayed in the New preview pane. When you want to see
© it in the Sample pane, click OK.
Colors L2 o) ® Click the Custom tab to see the dialog box shown in Figure 9-8. Click somewhere
[T] on the color rainbow to get the approximate color. Then drag the slider to get
precisely the color you want. You will see it displayed in the New preview pane.
N~ —Or-
® Click the Red, Green, or Blue up arrow or down arrow to get the precise color mix
you want. Displayed is RGB (Red, Green, Blue color standard) color, but you can
also select HSL (Hue, Saturation, and Luminosity color standard). When you are
finished, click OK.
(e o)
5. When you get the colors you want, type a name in the Name text box, and click Save
New to create a custom theme color.
. CHANGE THE BACKGROUND STYLE
i You can change the slide background on one or all slides in a presentation.

When you change the background style when you have a theme already

Figure 9-7: You can change the color
precisely by clicking the specific color
shade you want.

o
—
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Colors |2 [ | assigned to the slides in your presentation, the design elements from the theme

= will remain—only the background color or shading changes. N

Standard |
Wi Calors =

Colars: 1. If you want only some of the slides Aa |

_|£ﬁBackgmund Styles |
changed, select those that are to be

changed with a new background style. -

2. Click the Design tab, and in the

Background group, click Background _\ _|
Styles. A menu of styles will open. F I - _|

;::“mge" re [+ 3. Run your pointer over the thumbnails to ) |

o i | hed see which appeals to you. As you do this, @) Format Background... N

. the slides in the Slides pane will reflect the ~ — === 7 i
selection.

-

Green: 150 =]

Blue: 150 2]

Current

L =) 4. When you find the style you want, click it to change all the slides. Or right-click the

Figure 9-8: You can create unique colors thumbnail and click Apply To Selected Slides to change only the selected slides. The o

by “mixing” the combination of red, green, menu will close and the slides in the presentation will be changed.
and blue.

Copy Attributes with Format Painter
The Format Painter can be used to copy all attributes (such as fonts, alignment,
bullet styles, and color) from one slide to another as well as from one presentation
to another.
1. Display the source slides in the Slides tab or Slide Sorter view. Click the Home tab.
2. Find and click the source slide containing the color to be copied. ~

3. Click Format Painter ¥ in the Clipboard group once to copy the source format to
one slide. If you want to use the source slide to reformat several slides, double-click
Format Painter to turn it on until you click it again to turn it off (or press ESC).

4. Find the destination slide, and click it to receive the new attributes. fo )

5. If you are copying the source attributes to multiple slides, continue to find the
destination slides and click them.

6. When you are finished, click Format Painter to turn it off or press ESC.

Y
o
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USING FOOTERS ON SLIDES

To work with any aspect of footers, you need to display the
Headers And Footers dialog box (shown in Figure 9-9).
(Headers are available for notes and handouts only.) To
display this dialog box, follow these three steps; then do
the fourth one to complete the selection:

1. Select the slide or slides that need footers.

2. Click the Insert tab, and click Header & E

Footer in the Text group. Header
& Footer

3. Click the Slide tab for footers for slides
(see Chapter 10).

4. When you have finished making your selections,
described next, click Apply to apply the choices
to selected slides only, or click Apply To All for all
slides.

DISPLAY TIME OR DATE
You must first display the Headers And Footers dialog
box, as described previously, and then click the Date
And Time check box.

® To apply a time or date 8 Undote actomatically

that reflects the actual 4/6/2010
time or date, select Tuesday, aprd 06, 2010
: 6 April 2010
Update Automatically. ) ¢ gl 6, 2010
. G-Apr-10
From the drop-down list :ﬁ",‘n”
a0
i AJ6/2010 2:26 AM
box, click the date only, B oot /oiDt0 ot A
time only, or time and R o
2:20 AM
date format you prefer. " lDonlzize:y am

® To apply a fixed time or date, or other text, select
Fixed. In the Fixed text box, type the text that will

always appear in the footer.
Continued . . .
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slide | Motes and Handouts
Include on slide Apply to Al

Update automatically Apply
B
English {L1.5.) Western
Fixed
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[T Dortt show on title slide

b

Figure 9-9: You can add footers to selected slides or
to the whole presentation.

Work with Hyperlinks

Inserting hyperlinks in a presentation allows you to link to other files or
presentations, to a website, to an e-mail address, or to another slide within the
current presentation.

INSERT A HYPERLINK

To insert a hyperlink in the presentation:

1. On your slide, highlight the text by dragging the pointer over the characters that you
want to contain the hyperlink.

2. Click the Insert tab, and in the Links group, click the Hyperlink button.

3. In the Insert Hyperlink dialog box, find the destination for the link.

® |f the destination is within the presentation outline itself, click Place In This
Document, and click the slide, as seen in Figure 9-10.
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USING FOOTERS ON SLIDES
(Continued)

ENTER A FOOTER
After displaying the Headers And Footers dialog box:
1. Select the Footer check box.
2. In the Footer text box, type the text for the footer.
| Fooker
COMFIDENTIAL|
HIDE FOOTERS ON THE TITLE PAGE

Once you have displayed the Headers And Footers
dialog box, select the Don’t Show On Title Slide check
box if you don’t want the footer displayed on the title

page. Wim

REMOVE HEADERS OR FOOTERS
Once you have displayed the Headers And Footers

dialog box:

1. Clear the Date And Time, Slide Number, and
Footer check boxes.

2. To remove the footer for selected slides, click
Apply.
_Or_
To remove the footer for all slides, click
Apply To All.

Insert Hyperlink m
Link to: Text to display: | <<Selection in Document == ScreenTip, ..
Select a place in this document: Slide preview:
Existing Filz or | | =-Slicle Titles -
ek e -1, Sales Prajections
. Today's Situation =
$] . Sales are currently based|
Place in This . Graphic Display

Document . What Is The Background| =

2
3
4
- f, Options for Expanding O
7
g
a
1i

. Avalable Options | 4
Create Mew . Projected Sales
Document . Goal and Objective

- 10, Goals and Objectives .

E «[_m — b Show and return
E-mail Address

Cancel

Figure 9-10: Hyperlinks can provide a means to “jump” from one part of an outline
to another.

® [f the destination is on an existing document or webpage, click Existing File Or
Web Page, and follow the prompts to the destination.

® |f you must create a new document for the hyperlink to point to, click Create New
Document, and proceed as prompted.

® |f you want to place a hyperlink to an e-mail address, click E-mail Address.
4. Click OK.
REMOVE A HYPERLINK
To remove a hyperlink from text or an object:
1. Right-click the text or object containing the hyperlink.
2. Select Remove Hyperlink from the context menu.
CHANGE A HYPERLINK COLOR
To change the color of hyperlinks in a presentation:
1. Highlight the link to be changed.
2. Click the Design tab, and click the Theme Colors button on the Themes group.
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3. At the bottom of the list of color combinations, click Create New Theme Colors. The

(qV} Create New Theme Colors dialog box will appear with your current theme’s color
To remove both the text and the hyperlink, select the text, selected in each of the sets.
Hyperink,
and press DELETE. 4. Click the hyperlink color you want to
Fallowed Hyperfnk Theme Colors
change to open the colors gallery, and H B EUEEENEN

click the new color. As you click a color, ame: Custom2

(4p) IRE N
you'll see it reflected in the Sample box. et Illl II 1E B
£ Gold, Accent 2, Light

5. Type a name in the Name text box, standard Colars
and click Save to make the change to ;Em Colo:... nEms
the hyperlinks in the presentation. Your
< changed color will be applied to the links in your presentation and a custom theme
color will be listed in the Theme Color list. By default, it will be named “Custom 1,
unless you rename it.

The hyperlink only works in the Slide Show view. J

o
—
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Create a Note
Preview Speaker Notes

Print Notes and Handouts

Using Headers and Footers on

Notes and Handouts
Manage Slide Appearance
Changing Font Attributes
Working with Slide Masters
Work with the Notes Master
Change the Handout Master
Use a Text Layout

Insert a New Text Box

Work with Text Boxes

Setting Margins, Word Wrap,
AutoFit, and Columns

Using Lists

Use the Font Dialog Box
Align Text

Editing with the Keyboard

Moving or Copying Text

Copy Formatting with Format
Painter

Use AutoCorrect
Using the Office Clipboard
Use the Spelling Checker

Chapter10.~

Working with Notes,
Masters, and Slide Text

This chapter covers three important features that make

a presentation more effective: notes, slide masters, and

slide text. Using notes for preparing speaker and handout
notes allows you to fully prepare a presentation so that you
remember all you wanted to say and so that the audience
remembers your important points as well. Slide masters allow
you to make changes to your presentations that are reflected
on each slide or on only some of them.

This chapter also addresses how to work with text, from
selecting a layout or inserting a placeholder, to modifying text
by editing, positioning, moving, copying, and deleting it. The
Office Clipboard is covered, as is checking the spelling of
standard and foreign languages. Special features, like AutoFit
and AutoCorrect, are also discussed.
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LS Work with Notes

N To create a note in the Notes pane, open Normal view
and clickin the Click To Add Notes text box. Then add Notes are used to create speaker notes that aid a speaker during a presentation
your notes. . . ,
and to create handouts given to the audience so that it can follow the
presentation easily. The notes do not appear on the slides during a slide show
™ presentation; they are only visible for the presenter’s benefit.

‘m Create a Note

If you use more of the Notes pane than is available,
PowerPoint will reduce the font size and line spacing so
that the text will fit.

To create speaker notes, which can also be used as handouts, you can either use the
Notes pane in Normal view (as shown in Figure 10-1) or the Notes Page (shown in
the upcoming Figures 10-2 and 10-3). In both views, you can see a thumbnail of the

slide with your notes pertaining to it. Each slide has its own Notes Page. You can

also add charts, graphs, or pictures to the notes. To add or change attributes or text
o to all notes in a presentation, make changes to the notes master.
You can add an object, such as a picture, graph, chart, CREATE A NOTE IN THE NOTES PAGE

or organizational chart, to the notes. Click in the Notes

Pagewhere e ohjsclis 10lbs inseried: Glisk the Ineert 1. To open the Notes Page, click the View tab, and in the Presentation Views group, click

Notes Page. The Notes Page opens, as shown in Figure 10-2.

© tab, and, in the lllustrations group, click the button of the
object to be inserted from the ribbon. Resize the image, if 2. To increase the size of the notes area, click the View tab, and in the Zom group,
needed, and drag the object to where you want it on the click Zoom.
page. See Chapter 14 for additional information. ) 3. Click the zoom magnification you want, and click OK.
N Zoom m\
Zoombo ——
@ Fit Percent:
(D 400% |73 %
() 200%
o To change the background of one or all notes, click the ) 100%
View tab, and in the Presentation Views group, click () 6%
Notes Page. Right-click the Notes Page, and select 32::
Format Shape from the context menu. Click the Fill 2
option, and in the Fill area, click the Solid Fill option, and [ s ] | Sanesl
o)) click the Color button to choose your color.
o 4. To move to another slide, click the scroll bar.
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B -G |= Sales Projections - Product CycleM2.ppts - Microsoft PowerPoint = | ] -
m Home Insert | Design Iransitions  Animations ide Show  Heview  View o @
I | | - 5 Colors~ g, =
__— m‘ An Aa S Evans + i Backqrouna styles
| mm | | Wam=nn Ll = _iErrect: . LI Hide Background Graphics

Pt~ = ]

ELRLE

Figure 10-1: In the Notes pane of
the Normal view, you can expand
the area where you add your notes
by dragging the border of the Notes
pane upward to increase its size.

Click to add notes

Slide Lof 14 | Metro” | o5 Als 7 a1 (= ol

Drag the border to enlarge the Notes pane

Preview Speaker Notes

If you want to proof your notes before they are printed, you can preview them
in the Print view. This allows you to see them as they will be printed.

1. Click the File tab , and click Print. The Print view appears.
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P H9-4d: Sales Projections - Product CyclesW2.ppte - Microsoft PowerPoint = L 5 @
N I | Home Insert Design Transitions Animations Slide Show Review Wiew & 0
CE|NEE | = 5 I 7] Ruler B [ & color =l B O —
= ) J ‘J"l| — J J | Garidlings A _F raysrale Bl == —3
Murmal 3lide | Noles |Reading Slide  Handuul Mules S— Zoom  Fil lw y Mewr . Swilth Maurus
Sorter | Page | View | Master Master Master | Guides Window |l Black andWhite aindow S0 Windows -
L ! L AINE i
2 [ 1 0 1 [ .|
(4] r . 100
< Il
|
E
E
B
&
Top)
ok tn3dd teat
Tha strategy coves thanet SEyaars, thatime itwil taksto imroduce and
delisar anew pmdud Enetn the market
Our misian sl shweys be tode B e higeat quedity o e s prcs,
' Quality ingradiems is ours ecrd powaer,
© I- Baplain chart. §
-] & |
E = 1 m Basic Nutr,
| o) 4 m Brain
_ 7 4 - Im mung
N~ [+ U~
Figure 10-2: The Notes Page displays [ 20072008 2003 !
what the printout will look like before 5] ! -
entering your notes and allows you = L =
to zoom in on the image to have more Hiteait ol Bvacirsaa ot | mme e o6 @ [
room for editing.
(o0}
2. Under Settings, click the second drop-down menu, Settings
and click Notes Pages. You will see the preview of (g Pt sides -
the Notes Page, as the notes will be printed, in the Stides
1 H H N P &
o right pane, shown in Figure 10-3. =] :.0.‘?;.7_?_’ o Y
Print Layoul

3. Click Print to print notes (see “Print Notes and

|
Handouts”), or click the File tab again to toggle back Funpagesiaes | orerpages [y ouwane

to the Notes Page.
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I].T|f A ol L | Sales Projections - Praduct CyrlesW?.ppre - Micrsoft PoaerPoint |'= | ﬂl_ﬁ
HN  Home Insert Design Transitions Animations Slide Show Review Wiew 9 M
d s - Print -
] S O
h%' & e Copies: 1 s
& Open Print
o tlose
Infes Printer w
J HP pse 7400 Serips =
Recent D Reacty
Printer Propetties
Mew
Settings
yﬂu % Print All Sides -
Save & Send Print entire presentation -h
Shdes:
Help Mutes Payes -
Priral. slides with nutes
=] optinns
12 Collaled rricapodkiosmanctsgptupne-toy
£ et =23 123 123 M e e A S i
j Nortrait Orientation - mmem : m
‘ Calor - * l I | ":i;“ .
Edit Header & Footer 04 :m_;l sy
(o))
{1 nfld » 3% (=0 () 4 ~
Figure 10-3: The Print Notes Page command displays a preview of the speaker
notes with the accompanying slide.
. oo
To add or remove borders that are placed around the P" nt Notes and Handouts
handout thumbnail slides, in the Print view open the second Speak dhand inted i il
drop-down menu beneath Settings. Click the Frame Slides peaker notes and handouts are printed in a similar way.
check box to add or clear the check mark. The border will PRINT SPEAKER NOTES
be added when a check mark is present. . ((o)
To print your notes:
v | Frame Slides
4 1. Click the File tab, and click Print. The Print view will appear, an example of which is

displayed in Figure 10-3.
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USING HEADERS AND FOOTERS
ON NOTES AND HANDOUTS

To put headers and footers on notes and handouts:

1. Click the View tab, and in the Presentation

Views group, click Notes Page.

Motes

Page
2. Click the Insert tab, and then click Header
& Footer. =b

3. Click the Notes And Handouts tab. The
Header And Footer dialog box, shown in
Figure 10-4, appears.

Header
& Footer

4. Choose the items you want by placing a check
mark next to them.

® To include a date or time in the header, click
Date And Time, and choose between Update
Automatically, for a time/date that updates
according to the current date, or Fixed, for a
time/date or other text that remains the same
each time it is printed.

® Click Header, click in the text box, and type the
header text for notes and handouts.

® Click Page Number to place a page number
on the note or handout page. If a check mark is
already in the check box, leave it to print a page

® Click Footer, click in the text box, and type
footer text. If a check mark is already in the
check box, leave it to print a footer or clear it to
suppress the footer.

5. Click Apply To All.

number or clear it to suppress the page number.

Microsoft Office 2010 QuickSteps

header and footer to display on

[¥] pate and time
(7 Update automatically
4f12/2010

English {L1.5.)
@ Fixed
(0716006

[¥]Header

*
[¥] Page number
E| Fooker
Figure 10-4: You can create a i

Header and Footer l 2 ﬁ
| side | Pictes and Handaus |
Include on page Apply ko All

Cancel

‘Western

Preview

note and handout pages.

2. Under Settings, click the second drop-down menu, and click Notes Pages. You have

3

these options:

® Under Settings, in the first drop-down menu, click All, Current Slide, or Selection to enter
the slide numbers for specific slides or slide ranges in the Slide text box.

® Click the Portrait Orientation drop-down menu (the fourth beneath Settings) to choose

between Portrait (tall) or Landscape (wide).

® Click the Color down arrow, and choose Color, Grayscale, or Pure Black And White.

® Beside the Print button, enter the number of copies.

. Click Print to print.

PRINT HANDOUTS

A printed handout contains a number of thumbnail

slides, an example of which is shown in Figure 10-5.

1.
2.

Click the File tab, and click Print. The Print view appears.

Beneath Settings, click the second drop-down menu,
and under the Handouts section, click the number of
slides to be displayed in the handouts.

. Set the number of copies, and make other adjustments

as needed.

. Click Print to print.

Working with Notes, Masters, and Slide Text

Scttings

Prirt AN Slides
rint entire presentation
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-0 e3 Projectians - Product Cyelesv3.ppts - Microsoft PowerPoint [F=EEY I -
B =% Work with Slide, Note, -
d s .
= Y e ‘| and Handout Masters
e i Working with masters gives you an opportunity to
L P'i'““;w e change a presentation globally. PowerPoint gives you a o
ecH D Paper Our 2 i set of master slides for slides, notes, and handouts: The
New et B slide master controls the slides of a presentation; the
m - Yiicscbuu notes master controls the global aspects of notes; and
S = the handout master controls the handouts. Note and
Help . e
S rpnge) handout masters are not automatically created—they
3 o v are only created if you want to use global attributes
"] PorsitOrentaton - for them.
‘Colnr - m
Manage Slide Appearance
A presentation has a slide master containing formatting
and other design elements that apply to all slides
in a presentation (or to a set of slides with the same o
“look”). Usually associated with that slide master are
up to ten layout masters that apply to other slides in a
Z presentation. The title slide, for example, has a layout
e i L. master for unique positioning of page components, ~
Figure 10-5: The Print view displays a preview of the printed handouts with formatting, headings, and design elements. The slide
thumbnails of slides and allows you to select the number of slides displayed master may get its specific formatting from a theme
on a page.
template that you used, and you can change the master
without changing the original template. This is one way foe)
that you can customize your presentation even after using a suggested theme
To specify what will be included on the printed page, to get you going. The original theme is not changed—only the theme as it is in
click the Edit Header & Footer link beneath the Settings your presentation. You can save a presentation with its modified master slides
options. Refer to the “Using Headers and Footers on as a custom template. In other words, themes are actually applied to masters, ©
Notes and Handouts” QuickSteps to modify the items on which are then applied to specific slides.
the Header And Footer dialog box that you want to add or
remove from the page. Click Apply To All.
v
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LUCKFACTS

CHANGING FONT ATTRIBUTES

You can change font attributes either by changing the fonts
or by applying WordArt styles to title text, for example.

MAKE FONT CHANGES
You can change the attributes of text on only one
type of slide by changing a layout master, or you can
change attributes throughout all slides by changing the
font or character in the master slide. The following font
commands are found in the Font group of the Home tab.
(When you highlight text, a mini toolbar appears with
additional commands available.) Figure 10-6 shows the
possibilities for changing font attributes.

Use these commands to change text attributes:

® Font Changes the font face. Click the down
arrow, and a list of font names is displayed.

® Font Size Changes the point size of fonts. Click
the down arrow, and select a point size.

® Increase Font Size Increases the point size in
increments. Click the button to increase it.

® Decrease Font Size Decreases the point size in
increments. Click the button to decrease it.

® Clear All Formatting Removes all formatting
from a selection and retains only plain text.

® Bold Applies boldface to selected text.

® ltalic Applies italics to selected text.

® Underline Applies an underline to selected text.
® Shadow Applies a shadow effect to selected text.

® Strikethrough Applies a strikethrough to

selected text.
Continued . . .

Increase Decrease
Font Font Size Font Size Font Size
\ Clear All
\ / ] Formatting

Werdana [Body) « 24+ A A ]

Italic |~ |_1 Font Color

B Y she AV- As- | A o
Bold 1] /g/& FDII'C ‘_‘\A\ e Font Dialog
4 [ AN

Box Launcher

Underline Shadow Strikethrough Character Change
Spacing Case

Figure 10-6: This group of text-editing
commands can be found on the Home tab.

EDIT A SLIDE MASTER OR LAYOUT MASTER

In a set of slide masters is one slide master that sets the standards for all slides
in the presentation. Editing a slide master changes all the slides to which it
applies. The set of associated layout masters, about ten of them, will, by default,
carry the slide master’s theme and other formatting. The layout masters are
specific to a type of layout that might be part of the presentation. For example,
perhaps you will have one particular layout for all slides containing graphs.
Another example for a specific type of layout is the title layout master. A layout
master usually carries the same color, design elements, and formatting as

the theme assigned to a master slide. You can change particular layouts to be
different from the slide master, and then the overall theme will become

a custom theme.

1. Click the View tab, and click Slide Master. The slide master is displayed
(see Figure 10-7).

2. Add headings or subheadings and dates or slide numbers. Add graphics, themes, or
background color. Add headers or footers or other elements of the master, just as you
would a normal slide. Editing and formatting changes you can make include the following:

® To change the overall font style, click the first thumbnail to select the slide master.
Either click the placeholder for the text you want to change or highlight the actual
heading or body text. Click the button in the Font group for the attribute you want
to modify—for example, Font for the font face. See the “Changing Font Attributes”
QuickFacts.
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LUICKFACTS

CHANGING FONT ATTRIBUTES
(Continued)
® Character Spacing Increases or decreases the
space between the characters of a word. Choose
Very Tight, Tight, Normal, Loose, Very Loose, or More
Spacing—where you can set specific points between
characters and set kerning, a more sophisticated
method of setting the space between characters.

® Change Case Changes the case of a word
between several alternatives: Sentence Case,
lowercase, UPPERCASE, Capitalize Each Word,
and tOGGLE cASE.

® Font Color Changes the color of the font. Point
at each of the colors to see the effect on the
background slide.

® Font Dialog Box Launcher Opens a dialog box
where character changes can be made.

CHANGE TO WORDART STYLES
You can also change the text to WordArt styles. When
you double-click a text or title placeholder, the Drawing
Tools Format tab becomes available, but not necessarily
activated until you click the tab. So when you want to
access a tool from the Tools Format tab, you'll need to
click its tab. On it are the WordArt styles that can be
applied to selected placeholders or text.

Click to add colored Click to change color of
fill to characters character outlines

Format

&l’en Fill =

A - e outine -
| [ Test Ertecta-

Click to convert Click to view Click to add effects to
text to WordArt  more styles WordArt text, such as
bevels or shadows

Set the slide fonts The title layout master establishes the title, a logo
for the presentation (optional), and any other text you want on the title slide

i1+ Microsoft PowerPoint ||
ome  Insert  Transitions Redew  View  Acobat o @

WA Background Styles = | _:] u

¥ Hide Background Graphjey | Page slige Close
Setup Onentation = Master View'

Fage Setup Clost

Insent
1 Paceholdeg
Mastofavout

| oerrve—————
title style

Footar

34402010 ©

] |
Shipsweam” | 33 \LBJQL'.‘I':' 4% (= ons

e 4

Slide Master

Figure 10-7: The masters for a new presentation The layout masters give you standards
contain a slide master (no. 1) and several layout for presentation or custom layouts
slides, here with the “Slipstream” theme.

® To change the bullets for bulleted text, double-click the placeholder containing the
bullets to change them all, or select just a specific level of bullet to change. Click
the Home tab, and in the Paragraph group, click the Bullets down arrow i=|-,
and click the style of bullets you like. You can point at each bullet type to see the results
in the background master slide. To insert a picture that serves as a bullet, click Bullets
And Numbering on the bottom of the list to display a dialog box. Click the Bulleted
tab, click Picture, and click the bullet picture you want. To insert a new picture, click

Import and then find the picture you want. Click OK on the Picture Bullet dialog box.
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!p ® To change the appearance of TBullets ond Nurnbeting =)

o When you apply a new theme to a presentation, slide numbers for numbered lists, < o
masters are automatically created. double-click the placeholder == i
- containing the numbered lists. Click 1. 1) I
the Numbering down arrow =/~ in blong j ? ::l
i the Paragraph group, and click the ; )
(a0} style of numbers you like. You can A a) a i
point at each item in the list to see B. b) b. i,
' . . G c) C. jii.
When multiple themes are used to create more than the results in the background master
one section in order to create multiple “looks” for the slide. To get a size or color that isn’t e [l [g] ortie onn
. . . cokor | Byi=
presentation, a set of slide masters will be automatically in the menu of choices, click Bullets || “** =7 |
< created for each section. You can then modify the And Numbering on the bottom of Cancel |
masters as needed to create an even more unique look. the list to display a dialog box. Click '
y the Numbered tab, and click the Size spinner to increase or decrease the size. Click
Start At to reset the beginning number. Click the Color down arrow to select a new
"'-1; color for the set of numbers. Click OK to close the Bullets And Numbering dialog box.
lp] L)

® By clicking the Insert tab and selecting Header & Footer in the Text group, you can
include a footer, slide number, or time and date on the slide. Then, to change the
WORKING WITH SLIDE MASTERS format for the time or date, click a text placeholder to select it (you may have to click
directly on the placeholder text to select it, such as on the Date Area placeholder).
Then click the Home tab, and in the Font group, click the Font or Font Size down

9

6

You can duplicate masters, create title masters that vary

(o] from the other masters, protect your masters from being
accidentally or intentionally changed, or create multiple arrow, and select the font or size you want from the drop-down list. —
new title and slide masters. CREATE MULTIPLE SLIDE AND TITLE MASTERS =
DUPLICATE A SLIDE MASTER Multiple slide masters and their associated sets of layout masters are used in
N~ To duplicate a slide master: a presentation to create different looks in layout or formatting for different
1. Click the View tab, and sections of the presentation. . - o
click Slide Master. ‘ L To create additional new slide masters: ‘ | =
2. Right-click the master (] _ ) _ .
© Sl il o e : =t 1. Click the View tab, and click Slide Master. oni
duplicated. It may be a Copy 2. Right-click the slide master, and click : Paste Options:
master slide or a layout Paste Options: Insert Slide Master. A new slide master | j &
master slide. The options 3| and its associated layout masters will be ' Jig tnsert stide Master
on the context menu will ) Insert Slide Master inserted. Insert Layaut s
o)) vary, depending on the : i:e:c::o:itde i 3. Make any changes or incorporate different
type of master you select. __p_ S iashs N design templates to the new masters as needed.
Continued .. J 4. Click the Slide Master tab, and then click Close Master View in the Close group
to close the Slide Master view.
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WORKING WITH SLIDE MASTERS
(Continued)
® For a slide master, click Duplicate Slide

Master. The slide master and all the sets of
layouts it carries will be duplicated.

® For a layout master, click Duplicate Layout,
and just the layout master will be duplicated.

CREATE A TITLE MASTER
To make the format of your title page different from the
rest of your slides, create a title master to contain its
unique formatting or design elements.

1. Click the View tab, choose Slide Master, and
click the layout thumbnail immediately beneath
the slide master in the Slides tab. This is normally
the title layout master.

2. Click in the title placeholder, and type your title.
Enter a subtitle if necessary.

3. Format the text as needed.

4. Insert a logo or other graphic by clicking the
Insert tab and clicking the type of graphic you
want. Follow the prompts to find what you want.

RETAIN A SLIDE MASTER
To retain a slide master within the presentation, even if it
is not being used, use the Preserve Master button. This
option is unavailable for layout masters.

1. With the Slide Master tab active, right-click the slide

master to be protected.
Continued . . .

Work with the Notes Master

To make global changes to all notes in a presentation, use the notes master. Here
you can add a logo or other graphics, change the positioning of page components,
change formats, and add headings and text design elements for all notes.

1. Click the View tab, and click Notes Master. The notes master will be displayed, as
shown in Figure 10-8.

= Sales Projections - Product CyclesV).ppte - Microsaft PowerPoint = &
Motes Master Home Insert Hevew  View o @
: T 1 7l & [l R
| e Is B teader - Date R colo B9 Background Styles » Q
=) =l 7] siide image [7] soay | [B]roris »
Page  Hultes Page Slitle % Themes — H karound Graph Cline
Setup Orientation ~ Crientation - | (] Footer | Page Mumzer - [O]enecs ~ . Masker View
Fage Setup Hlaceholdars heme Background : Llose
| ENEERF RERN R NN TRy 1 Z 3 |
B [ Click tn edit Mastar taxt stylas
| ' Sacond lavsl
H + Third laval
| < Panin el
| TS bl
i
15
B
H
1, Click to edit Master title style
R ecuidloed
|- Thawd enst
! 4 Fouwtlerd
- e
4
B
i
i
|
-} 8
i
| Notes Master | TRspect” | 5 H@@ e 6w O )

Figure 10-8: The notes master is used to globally change such note features as
headers, footers, logos, or graphics; note text formatting; and placement of note
elements.
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b 2. To adjust the zoom so that you can see the notes area better, click the View tab, and
(q| WORKING WITH SLIDE MASTERS click Zoom. Choose the magnification and click OK.
(Continued) 3. You can change the notes master as follows:
2. From the context menu, click Preserve Master ® Change the formatting of the text elements, such as font size or style, or change the
to protect the selected master. You will see a bullets or indents.
(o0 thumbtack or pushpin beside the master. ® Drag the position of the slide or note text bt
placeholder (the dotted box) to a different 7 Clickto edit Master text styles 1"
location by placing the pointer over the Second levil
border until you see a four-headed arrow
and then dragging the border of the
< placeholder to resize it.
® Change the size of the slide or note text
Thumbtack or pushpin . .
indicates the selected placeholder by placing the pointer over
master is protected the border until you see a two-headed
o) arrow and then dragging the border of

the placeholder to resize it.

® Add a logo by clicking the Insert tab and clicking the Picture, Shapes, Clip Art, or
other graphic button. Resize the graphic as needed, and drag it where you want it to

’ appear on all notes.
© : ® Add text that will appear on all notes, such as page number, date, or title.

To add a text placeholder to the Notes pane, click the 4. Click the Notes Master tab, and then click Close Master View in the Close B

Insert tab, and click the Text Box button. Then g group to close the notes master. Clnse

drag the icon where you want the text box to be J Ma‘éi’_‘:“""
N created, and type in the box. You can drag the i

Box Change the Handout Master

y Handouts display thumbnails of the slides on a printed page. You can have

text box to another location.

one, two, three, four, six, or nine slides per page. To prepare your handouts for
printing with titles and other formatting, use the handout master.

(e o)
1. Click the View tab, and click Handout Master. The handout master will be displayed,
as shown in Figure 10-9.
2. On the handout master ribbon in the Page Setup group, click Slides Per Page to set
oy the number of slides to be displayed in the handout: one, two, three, four, six, or nine,

or the slide outline.
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Click and type to enter a Click to determine the number of Click to drag the date Click to close the 3. Make ch anges to the handout master as
company name or header slide thumbnails on the handout to another location handout master view ded N
neeaded.

\ e |

r [ J i i
Sales Prbjections - Product CyclesVi.pptx - Microsott PowerPint | = !-‘;H Cth Page Setup in the Page Setup
HanduoulMastler Hume Ins,

o group to set the slide size; initial
== B numbering of slides; and orientation of
[V] Header [V] Date I Colors A Gackaround Styles ~ @ 9

IF===] (A Fonts - slides and notes, handouts, and outline.
Slides Per | [7] rooter [V] page Numper | Themes [@] errects - e Hackground Graphic Close w

on~ Page~ Master Wiew . - n .
Flatetiolders Edil Theme Backyround i Close ® (Click Handout Orientation in the Page

R R AT S - 2CI K FEi ' Setup group to give the handout a portrait
..... e : or landscape orientation.
P 4/12{2010

Review Wi

Page Handout Sinde
Setup Orientation * Orien

Paye Selup

)

........... ® Click Slide Orientation in the Page Setup
group to give the slides on the handout a &
portrait or landscape orientation

- i ® Click Header, Date, Footer, or Page
| | : Number in the Placeholders group to
remove the check marks if you do not o1
want them to appear on the handouts.
: They are selected by default. If you
7] choose for headers and footers to be
[ there, enter the text in the appropriate
L a text boxes. &

® To format the date, click in the date text
& P box, click the Insert tab, and click Date
& Time. Choose a format and click OK.
Return to the Handout Master tab.

- f ® To select a style for the background, click
| i i Background Styles in the Background
group and choose one.

- i L ® [f you want graphics to be hidden when
: printed, click the Hide Background oo

_f Mocter w Graphics check box in the Background
Handoul Master m [BEE T 6% (=) L) 1-@ group.
4. To close the handout master, click Close

Click and type to enter Master View in the Close group on the ©
footer information ribbon

Figure 10-9: The handout master allows you to add titles for handouts, vary the number of slides
displayed in the handout, and add other text or objects as needed.
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"S Work with Text

N The text box will be applied to the current slide. If you
have not created a new slide, the layout will be applied to

Entering and manipulating text is a major part of building a presentation. Text is
whichever slide is selected.

not only titles and bulleted lists. It is also captions on a picture or a legend or labels

on a chart. Text can be inside a shape or curved around it on the outside. Text

™ communicates in a thousand ways. Here is how you work with text in PowerPoint.
PowerPoint uses text placeholders to contain text. Text USe a Text Layout
PECSNEIEER 20 F Kaas TRl GDnEm (0 2/ elier To create the “look” of your presentation, you will want to insert text, columns,
< objects. Text boxes can be moved or fotated. You can graphics, charts, logos, and other pictures in a consistent way. PowerPoint
insert a new text box or use an . . . .
. provides standard layouts that allow you to do this. Earlier chapters discussed
existing one from a template. ] ’ ) )
layouts in more detail. In this chapter, we are concerned with text layouts.
0 When you create a new blank slide, you must choose whether to use an existing
| ™ i . . .
=i ::z:t L TA A layout that Microsoft provides or to create your own layout (see Figure 10-10).
bBgwill . . | B I U & abs M- A, f
sﬁfjr't}-‘m"m 1. In Normal view, click the slide immediately preceding the one
: you want to insert.
e
O 2. Click the Home tab, and click the New Slide down arrow. Slide -
e s 3. Look for the placement of text, titles, and content. Examples of text placeholders are
shown in Figure 10-10.
""""" ol == 4. Click the layout you want.
N~ : e 5. Click within the title or text placeholders to begin entering text.
Tuin Cnntent Camparisnn Title Cinly
Insert a New Text Box
: Even when you use a predefined layout that Microsoft provides, you will find
© Blank Contentwith  Picure with times when you want to insert a new text box.
Caption Caption
1. Display the slide within which you will place the text box. IA_
: E 2. Click the Insert tab, and click Text Box in the Text group. The pointer first turns =
m .. Title and Text : 1 _Title Slide S_Custom Layout |nt0 a Ilne pOInter iz
Duplicate Selected Slides .
S Cldes from Autline Figure 10-10: You can choose among
' Lo several standard layouts containing
el il text boxes.
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The border of a placeholder tells what can be done

with it. If the border is dashed, the text area is selected
and you can enter or edit text. If the border is solid,

the placeholder itself is selected and can be moved or
manipulated. You can change the solid border to dashed
by moving the pointer inside and clicking the text, or by
clicking outside the text box and then clicking the text to
select it again.

As you type and the text reaches the edges of the text
box, the words will wrap around to the next line, causing
the text box to expand vertically so that the text fits. You
can then drag the sizing handles to the shape you want.

Drag left or right to change the width of the text box. Drag
up or down to change the height of the text box.

[Thisishowto |
__dra_.= a lext box

3. Place the pointer where you want to locate the text box, and drag
it into a text-box shape. As you drag, the pointer will morph into
a crosshair shape. Don’t worry about where the box is located;
you can drag it to a precise location later. When you release the
pointer, the insertion point within the text box indicates that you
can begin to type text.

4. Type the text you want.

5. When you are finished, click outside the text box.

Work with Text Boxes

You work with text and text boxes by typing text into a text box, moving or
copying the text box, resizing the text box, positioning the text box, deleting it,
rotating it, filling it with color, and more.

ENTER TEXT INTO A TEXT BOX
To enter text into a text box, simply click inside the text box; the

insertion point will appear in the text box, indicating that you ~ *efineiedbox

can now type text. Begin to type.
MOVE A TEXT BOX
To move a text box, you drag the border of the placeholder.

1. Click the text within a text box to display the text box outline.

2. Place the pointer over the border of the text box and between the handles. The pointer
will be a four-headed arrow.

3. Drag the text box where you want.
RESIZE A PLACEHOLDER

To resize a placeholder, you drag the sizing handles of the text box.

1. Click the text to display the text box border.

2. Place the pointer on the border over the handles so that it becomes a two-headed
arrow.

3. Drag the sizing handle in the direction you want the text box expanded or reduced.
As you drag, the pointer will morph into a crosshair.
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DELETE A TEXT BOX
N To delete a text box:

1. Click the text within the text box to display the border.

2. Click the border of the text box again to select the text box, not the text (the insertion
point will disappear and the border will be solid).

“ 3. Press DELETE.
COPY A TEXT BOX
' To copy a text box with its contents and drag it to another part of the slide:
< To rotate a text box or object that doesn’t have a rotate 1. Click the text within the text box.
handle, select the text box, and click the Format tab. ) .
Click the Rotate down arrow in the Arrange group. As 2. Place the pointer on the border of the text box (not over the handles), where it
you point at the various options in the context menu, becomes a four-headed arrow.
you'll see the effects of the selected object. To see a 3. Drag the text box while pressing CTRL.
Te} dialog box so you can enter more precise measurements, ROTATE A TEXT BOX
click More Rotation Options. o L .
p When you first insert a text box (or click it to select it), a rotate handle allows
you to rotate the box in a circle.
© 1. Place the pointer over the rotate handle. /@ .
I Rotaie the tex] bax_ ©
2. Drag it in the direction it is to be rotated. =~ - 7
—r— o 3. Click outside the text box to “set” the rotation.
f  pasition POSITION A TEXT BOX PRECISELY
Line: C Position on shde .. . .
~ - wraoress (65 [ from [0 ek Gomer ] To set the position of a text box precisely on a slide:
Sadon yertical: 3.9 = From: Trplmrum_T‘
:'::mu 1. Click the text box to select it. A Drawing Tools Format tab will appear.
:':"F“’:“d"” 2. Click the Format tab, and in the Arrange group, click Rotate Sk~ .
0 hidintadeal 3. On the Rotate menu, click More Rotation Options. The Format Shape dialog box with
S the Size option selected will appear.
S 4. Click the Position option.
o
Tt Do
m Al Tt
Co ]
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If none of the colors is exactly right, click the Color
down arrow, and then click More Colors, and click the
Standard tab. Click a color unit to select it. In the preview

box, you can see the new color compared to the current
color. Click OK and then click Close.

[

| This is an

| example of how
i to fill the text

| box with color

_______ Yo e

Format Shepe T o

i Fill
Lirs Codoe Mo HI
Lie Stvbe & Sokd
- Sraden. il

! Picture of texture fil
Reflecton Pattern il
i3how ard Soft, Edges Shdes hackground il

Fill Color
3D Formet
: Ay o |
30 fotation Slor: (1 * H—
Theme Colors 3
Picture Comections Trampey | | EEER .l z
Prcture Cokr
Artistic Effects I .
i n l . I_n-.i Yellow, Accent 2, |.;.—.t.-. ]
Sire Standard Lolors
am iEEEEN
e Recent Colors
Tt Box EEE BN
AR Test @ tore Colors...
= |

Figure 10-11: You can drag the dialog box (or sometimes
the text box) to the side so that you can see the effects of
settings as you work with the options.

5. Click the Horizontal or Vertical spinner to enter the exact measurements in inches of
the text box. Click the drop-down list boxes to select the originating location of the text
box between the upper-left corner and center.

6. Click Close.
CHANGE THE FILL COLOR IN A TEXT BOX
To change the background color of a text box, you use the Drawing Tools
Format Shape dialog box.
1. Right-click the text box, and click Format Shape from the context menu. The Format
Shape dialog box appears.

2. Click Fill and then select the type of fill you want to see. A group of options will appear,
depending on your choice.

3. Click the Preset Colors, Color, or other drop-down list box to select a color. Set
other attributes as you wish. Drag the dialog box to one side so that you can see the
changes in the text box as you try out different shades or types of fill, as illustrated in
Figure 10-11.

4. When finished, click Close.

SET PARAGRAPH AND TAB SETTINGS
To change the default paragraph spacing and tab settings, you can use the
Paragraph dialog box, as seen in Figure 10-12.

1. Click the paragraph text in a placeholder or text box to be changed. Click the Home
tab, and click the Paragraph Dialog Box Launcher on the lower-right area of the
Paragraph group.

Paragraph |

' ' !| Paragraph

—Or—
Right-click the paragraph text in a placeholder or text box to be changed, and click
Paragraph. The Paragraph dialog box appears.
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SETTING MARGINS, WORD WRAP,
AUTOFIT, AND COLUMNS

All of the procedures in this section make use of the
Drawing Tools Format Shape dialog box. To display it, right-
click the text box and select Format Shape. Select Text
Box from the menu on the left, as shown in Figure 10-13.

SET MARGINS IN A TEXT BOX

To change the margins in a text box, change the Internal
Margin setting to Left, Right, Top, or Bottom.

DISABLE WORD WRAP FOR TEXT
To disable (or enable) the word-wrap feature for text in a
text box, click Wrap Text In Shape. A check mark in the
check box indicates that word wrap is turned on.

V| Wrap text in shape

ANCHOR TEXT IN A TEXT BOX
To anchor the text layout within a text box, select the position
where the text will start, click the Vertical Alignment
down arrow, and click the position to which you want the
text anchored. Your choices are Top, Middle, Bottom, Top
Centered, Middle Centered, and Bottom Centered.

ROTATE TEXT WITHIN A TEXT BOX
To rotate text within a text box, click the Text
Direction down arrow, and choose an option:
Horizontal, Rotate All Text 90; Rotate All Text a
270¢ or Stacked.

SET UP COLUMNS WITHIN A TEXT BOX

To set up columns within a text box, click the §
Columns button. The Columns dialog box

appears. Click the Number Coumes BN <

spinner and the Spacing | bamber: |1

spinner to set your column i : |
QK | Lancel |

attributes, and click OK.

Hurimnil al

Rotate al bext 30°

otate o bext 200

Stacked

Microsoft Office 2010 QuickSteps

Paragraph M
| Indents and Spacing |
Gerreral
Mhgrment: | Left Zl
|
Indenitation
Befure texl: |0.3" | Spedial; Hanginng lzl By: 0.3" . |
Spacing |
Betore: 7t S LoeSpadng: Snge [v] 4 D
Allgr: opt -
Figure 10-12: The Paragraph | |
dialog box allows you to change | o) [mcosin)
paragraph and tab settings. i ——

2. Configure the settings as required.

® Set the general positioning by clicking the Alignment down arrow, and then click
Left, Centered, Right, Justified, or Distributed (which forces even short lines to
be justified to the end of the line), depending on how you want the text aligned.

Format Shape M
K Test Dox
Line Color lext layvout
Line Style Yertical abgnment: | Top |~
Shaduee Text drection: | Horizonkal |Z|
Reeflebivn ittt
wlow and Soft Edges ) Do nok Autofit
20 Format 7 Sheink bext on overflow
— @ Hesize shape to fit text
| Internal margin
Pickure Corroctions
Left: 01" T Too: 0.05"
Picture Color =
Rigil; 01" +  Bullum: |0.05"
Artistic Effocts ¥| Wrap toxt in shape
o
P Lolumns.., |

Size
Position

Figure 10-13: A text box can have Teut Box

its own margins and alignment. alk Tent
You can set defaults for AutoFit
and automatic word-wrap  Clasa
features, and establish columns.
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b Bullets and Numbering M
USING LISTS == o
Lists are either numbered or bulleted. You can choose . m . '
the shapes of bullets, change the style of numbering, Mona . & .
and use SmartArt for your lists. ‘ © -
CHOOSE BULLET SHAPES a o+ ¥ v w
o - > v
1. Select the text to be bulleted. o o » P
2. Right-click the text and point to Bullets. The suz (100 5] Weoftext FrE——
context menu opens. Figure 10-14: The Bullets And Crinr | &2 - ([ Customizans |
Numbering dialog box offers ways to i : =] o
—Or- change the appearance, size, and color e ok [ cancel |
of bullets or numbers in a list.

On the Home tab, click the Bullets down arrow.
A context menu will open.

3. Use the options presented, or, to display more ) ) . ) .
@® Set the indentation. Click the Before Text spinner to set the spacing before the text

options, click Bullets And Numbering at the . L . i . (6]
. begins on a first line; click the Special down arrow to allow for hanging indents, an
bottom of the menu. The Bullets And Numbering . . .
. L indented first line, or no indents.
dialog box appears, as shown in Figure 10-14.
) ® Set the spacing. Click the Before spinner to set spacing before the line starts (in
4. To select the bullet appearance, click one of the R . . . .
_— points); click the Line Spacing down arrow, and click Single, Double, 1.5, Exactly
seven op ’ (where you set the exact spacing in points in the At box), or Multiple (where you ()}
® To change the size, adjust the Size spinner to enter the number of lines to space in the At box).
LD PRI CHERTEN TN e LS9 L0 ® Click the Tabs button to set tabs precisely in the Tabs dialog box. Click OK.
® To change the color, click the Color down
arrow, and click a color. o 2o
) . Tab stop position: = Default tab stops: 1" = ~
® To select or import a picture to use as a bullet TR Tt et o e clsaren)]
shape, click Picture and select one of the menu
images; or click Import to find your own. Then |
click OK. At
. @ Let Crnter m
® To select a character from a variety of symbol Bt @ Decind
fonts, click Customize. Make your selection, e
gar ar
and then click OK. m m
5. Click OK to close the dialog box. ‘
Continued . . . )
Y 3. Click OK. ©
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g Use the Font Dialog Box
AN .
USING LISTS (Continued) To set multiple font and character attributes at once or to set the standard for
CHANGE NUMBERING STYLES a slide, it is easier to use the Font dialog box than individual buttons. (See the
1. Select the text to be numbered. “Changing Font Attributes” QuickFacts earlier in this chapter.)
2. Right-click the text and point to Numbering. 1. Select the text to be changed
™ A context menu opens. ' o8
2. Click the Home tab, and click the Font Dialog Box Launcher 4 in the lower-right
—Or- area of the Font group. The Font dialog box will appear, as shown in Figure 10-15.
SitiCau el Sl L LG 3. Click the Latin Text Font down arrow, and select the type of theme text (Heading or

arrow. A context menu will open. Body) or font name. This establishes what will be changed in the selected text.

. Use the options presented, or, to display more 4
options, click Bullets And Numbering. The
Bullets And Numbering dialog box will appear.

. Choose the options you want, and click OK.
CHANGE CAPITALIZATION

Click the Numbered tab. To set your capitalization standard or to correct text typed in the wrong case:
(o) ® To change the size, adjust the Size spinner to
the percentage of the text size you want the
numbering to be.

1. Select the text on which you want to change the case.
2. Click the Home tab, and click the Change Case Aa~ button in the Font group.

® To change the color, click the Color down 3. Select one of the following options:

© arrow, and click a color. ® Sentence case capitalizes the first word in a sentence.
® To set a beginning number or letter, change ® lowercase makes all text lowercase.
Start At. ® UPPERCASE makes all text uppercase.
4. Click OK. ® Capitalize Each Word capitalizes all words.
N USE SMARTART FOR LISTS ® tOGGLE cASE switches between uppercase and lowercase letters, for instance,
To make your lists artistic and professional-looking, you when you have accidentally typed text in the wrong case.
can choose some of the SmartArt options offered by
PowerPoint 2010. These s = C Align Text
dramatically change the  — : . . . .
co ook ot Toul of et - "; "..I:’ EE You have several ways to align text: horizontally on a line, vertically on a page,
. L R - or distributed horizontally or vertically. This section describes how to use these
1. Select the list. et % ¥ = o ]
s oo V¥ = aligning techniques.
2. On the Home tab, a N e
TR ——
click the Convert To - ALIGN TEXT ON A LINE
; - R 8 & . . . . .
o SmartArt Graphic e e @ You align text by centering (placing text in the center of the horizontal
RIS o i coone. margins), left-justifying, right-justifying, or justifying it (where the left
PRI GRELE Continued . . .
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6
USING LISTS (continued)
_Or_

Right-click the list or place on the slide where you
want special effects applied, and in the context
menu, point to Convert To SmartArt. A gallery of
styles is displayed.

3. Point to the options to see the effects on the
selected list. When you want to try one, click an
option, and you will see the SmartArt effect on the
slide plus a text box enabling you to enter the text
into the list, as displayed in Figure 10-16. Type
your text into the text box, and it will appear in the
SmartArt object. Drag the shape to resize it.

4. To change shapes, right-click the SmartArt icon,
and point to Change Shape. A gallery of shapes
will be displayed. Click the one you want.

5. When you are finished, click outside the text box.

9

—

1 3(13

6
EDITING WITH THE KEYBOARD

Working with text in PowerPoint is similar to working with
text in Microsoft Word. This section presents familiar ways
to move the pointer and to select, delete, and insert text.

MOVE THE POINTER WITHIN YOUR TEXT
® To move to the beginning of the line, press HOME.
® To move to the end of a line, press END.
® To skip to the next word, press CTRL+RIGHT ARROW.

@ To skip to the previous word, press CTRL+LEFT

ARROW.
Continued . ..

Font ilg
Foat. | character Spoc,|
Latin bext Fonk: Fonk style; Gize:
+Heading [=] Reguar [+] &
Al bt

Funll ko I\h + | Underline style  {nonc) EI Uridderfine wulor y - |

Effects

strikethrouh [7] small Caps

| Double Strikethrough [ all Caps
Superscript Offset: 0% +| 7] cqualize Character Height
Subrerript

Figure 10-15: Using the Font dialog box, you can
change all occurrences of certain fonts within
selected text.

Rl - = Sales Prajections - Product Cycles\3.ppee - Microsoft PowerPoint

m Home Insent Design Transtions Animations Hide Show Review
Add Shape * & t r - -~
=} e -3 .- 3
=5 QT 5

1] Text Pane

Quiline |

Hides

Type your te
® Stab
= State the Dusired Otsoctig
* Use Multipie Points if nooossary

= Use short phrises and articubate
Lo fil in

T More Laytut..

Basic ¥enn...

ar f

Figure 10-16: SmartArt effects can make your lists dramatic and professional-looking.
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9 ¢ and right edges are equal). All four options are available on the Home tab
o EDITING WITH THE KEYBOARD Paragraph group.
(Continued) 1. Select the text to be aligned, and click the Home tab.

SELECT TEXT

2. From the Paragraph group, choose one of these options:
® To select all text contained within a text box, press

™ CTRL+A. Center Align Right
® To select a word, double-click it. {E] :_i EJ =
® To select a paragraph, click within the paragraph _: —
three times. Align Left  Justify
< ® To select aI-I text from where your cursor is to the ® To center text. click the Genter button.
end of the line, press SHIFT+END. ’
e To select all text from where your cursor is to the ® To left-align text, click the Align Left button.
beginning of the line, press SHIFT+HOME. ® To right-align text, click the Align Right button.
) ® To select multiple lines, press SHIFT+UP ARROW or ® To justify text, click the Justify button. e
DOWN ARROW. ALIGN TEXT IN A PLACEHOLDER s
® To select one character at a time, press =|| 1op

To align text with the top, middle, or bottom of a text box or
placeholder, click the Align Text button (Home tab Paragraph

SHIFT+LEFT ARROW or RIGHT ARROW.

DELETE TEXT

roup), and click your choices from the menu. Click More
© ® To delete the character to the right, press DELETE. 810 p), click your choices Iro ¢

i El Middle

Options to precisely specify measurements. —| Bowom
® To delete the character to the left, press BACKSPACE. P P ysp y —_,
® To delete other text as needed, select text using ALIGN TEXT TO THE SLIDE BN Ko gt
the keyboard, highlighting it, and press DELETE. You can align a placeholder or text box horizontally or vertically on a slide—
N . . . .
INSERT TEXT that is, the spacing on the top and bottom will be equal or the spacing from the
To insert one or more characters within a text box, click left and right edges of the slide will be distributed evenly.
within the text box, place the pointer where you want to ) ) .
1. Click the placeholder or text box to select it. LRI PP
type, and then type. 12 Align Lent
0 2. On the Drawing Tools Format tab, click the Align button in the S g Gater
Arrange group. A menu will appear. =l Augn Giont
I Alion Top
o Align Midule
ali  Align Bottom
o= Distribute Horizontalhy
()] & Distrioute Yertically
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L‘; 3. Click one of these options:

If you want to copy more than one text selection, double-

click the Format Painter to turn it on. You can copy
mu|t|p|e text Se|ecti0nsy one after the other. To turn it Off, ® (Click Distribute Vertica"y to a“gn the Ob]eCt Vel’tlca“y on the slide.

® Click Distribute Horizontally to align the object horizontally to the slide.

click Format Painter again or press ESC. .
< Copy Formatting with Format Painter

To copy all formatting attributes from one placeholder to another, you use

Format Painter. With it, you can copy fonts, font size and style, line and
All the cut-and-paste techniques can also be used to copy paragraph spacing, color, alignment, bullet selection, and character effects.

information. Just select Copy instead of Cut from the 1. Select the text containing the formatting attributes to be copied.
context or ribbon menus, or press CTRL+C. To copy using

the drag-and-drop technique, right-drag the text (drag with
the right mouse button depressed), and click Copy Here. 3. Find the destination text to contain the copied attributes, and drag the paintbrush

pointer over the text to be changed.

2. On the Home tab, click Format Painter ¥ in the Clipboard group.

—

1 3(13

If you want to copy more than one text selection, double-click the Format

9 Painter to turn it on. You can copy multiple text selections, one after the other.

6
MOVING OR COPYING TEXT

There are at least four ways you can move text. You can

To turn it off, click Format Painter again or press ESC.

use the cut-and-paste technique, use the ribbon, right- Use AUtocorreCt
GIER(REI B e MED, G UES e leerene e AutoCorrect is a feature that helps you type information correctly. For example,
technique.

it corrects simple typing errors and makes certain assumptions about what you

CUT AND PASTE TEXT WITH THE KEYBOARD want to type. You can turn it off or change its rules.
1. Select the text to be moved, and press CTRL+X to

B TURN AUTOCORRECT OPTIONS ON OR OFF
2. Click the pointer to place the insertion point, and The AutoCorrect feature assumes that you will want certain corrections always
press CTRL+V to paste the text in the new location. to be made while you type. Among these corrections are change two initial

e T T v ol oL capital letters to the first one only, capitalize the first letter of each sentence,

I S capitalize the first letter of table cells and names of days, correct accidental

, , , use of the CAPS LOCK key, and replace misspelled words with the results it
2. Click the Home tab, and click Cut & in the

& sesrdl e assumes you want. (See “Change AutoCorrect Spelling Corrections” to retain

3. Click where you want the text inserted, and click
Paste | in the Clipboard group.

Fatte

Continued . ..
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the correction of misspelled words but to change the correction made.) To turn

(o] MOVING OR COPYING TEXT (Continued) off the automatic spelling corrections that PowerPoint makes:
CUT AND PASTE WITH A CONTEXT MENU 1. Click the File tab, and click Options.
1. Select the text to be moved. 2. Click Proofing, and the dialog box shown in Figure 10-17 will appear.
2. Right-click and click Cut. 3. Find the option you want to turn off or on, and click the relevant check box. If a check
™ mark is in the box, the option is enabled. If it is not, the option is turned off.

Palalinu = 43 = T IEEE

USE AUTOFIT

AutoFit is used to make text fit within a text box or AutoShape. It often resizes

&% Cul

: k o .
A Soby text to make it fit. You can turn it on or off.
<< 4 Paste Oplions:
2 1. Click the File tab, click Options, and then click Proofing.
3. Right-click the new location, and click Paste. 2. Under AutoCorrect Options, click AutoCorrect Options. The AutoCorrect dialog box

USE THE DRAG-AND-DROP TECHNIQUE appears.

O To use the drag-and-drop technique to move text within 3. Click the AutoFormat As You Type tab.
the same text box, to other text boxes, or to other slides
(when moving to other slides, you can only use the

19 [l
. PowerPoint Uptions k
Outline tab): b
G ARC| .
O 1. Select the text to be moved. _Ssnere) |! Q’ Change how PowerPoint corrects and formats your text.
Proofing 3
2. Using the pointer, drag the text to the new g AloCeeopton
location. An insertion point shows you where the Languoae Changs how Powarboint comsct sndformste [ aixaconea Optonsa |
q teat a5 you bype:
text is about to be moved. Advancad
D baih el | 4 Kt When ri ting spelling in A Offire
*Ho oth: new development long term and marketing "
N i‘l;..m-rmrum for an expanded customer base for the il ] Ignore words In UFPERCASE
— Quick Access Toolbar /| Ignore words that contain numbers
3. Release the pointer when the insertion point is in Adu-Ins W1 Tgnare Intemet and file addresses
V| tlag repeated words

the CorreCt Iocatlon- Trust Center _' Cnforce accented uppercase in French
Suggest from main dictionary only

LCustom Dictionaries...
French modes: Traditional and new spellings El

Spanish modes:  Tuteo werb forms only lz[

When comrecting spelling in MowerMoint

W Chedk spelling as you tvpe
] Use contextual spelling
m _ Hide spelling errors
Figure 10-17: The AutoCorrect
dialog box is where you change the
automatic corrections made to text cancel |
and spelling.
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USING THE OFFICE CLIPBOARD
The Office Clipboard is shared by all Microsoft Office
products. You can copy objects and text from any Office
application and paste them into another. The Clipboard
contains up to 24 items. The 25th item will overwrite the

first one.

4 nf 74 - Cliphnard

OPEN THE CLIPBOARD
To display the Office Clipboard, click |/ memmraste:
the Home tab, and then click the o e
Clipboard Dialog Box Launcher in e
(1) Expanding Cur Marker
the Clipboard group. The Clipboard

i Clipboard &

task pane will open. *-!Ftoar ) e bilore mas s

demographic ctabictic
ADD TO THE CLIPBOARD

When you cut or copy text, it is =)

automatically added to the Office

Clipboard.

&raphic Tésplay

COPY CLIPBOARD ITEMS _
TO A PLACEHOLDER S0l e

(B raste All | (2% Cloar Al

Since they have left the...

To paste one item:

1. Click to place the insertion point in the text box or
placeholder where you want the item on the Office
Clipboard inserted.

2. Click the item on the Clipboard to be inserted.
—Or-—

With the Clipboard item selected but no insertion
point placed, right-click where you want the item.

3. Select Paste from the context menu.

To paste all items:

1. Click to place the insertion point in the text box
or placeholder where you want the items on the
Office Clipboard inserted.

2. Click Paste All on the Clipboard. (# Paste all |

Continued . . .

4. Under the Apply As You Type section, choose these options:

Apply as you bype
Automatic bulleted and numbered lisks
AUEoFiE title text to placeholder
AutoFit body text to placeholder

® To remove the AutoFit feature for titles, clear the
AutoFit Title Text To Placeholder check box.

® To remove the AutoFit feature for body text, clear the
AutoFit Body Text To Placeholder check box.

5. Click OK twice.
CHANGE AUTOCORRECT SPELLING CORRECTIONS

PowerPoint may automatically correct spellings that are not really incorrect.
You can add a new spelling correction, replace a current spelling correction
with a new one, or replace the result that is now used. You do this by replacing
one word with another in the AutoCorrect dialog box. When you first open the
dialog box, both the Replace and With boxes are blank. In this case, you simply
add what you want. To replace an entry, you first delete an entry—one that is
not a mistake you typically make—and then you replace it with a typing error
you commonly make. To replace a current spelling result, you type over the
current result with the correction you want.

1. Click the File tab, and click the Options button. Then click Proofing.

2. Click the AutoCorrect Options button, and the AutoCorrect dialog box appears. If it is
not already selected, click the AutoCorrect tab. Figure 10-18 shows this dialog box.

® To add new entries when both the Replace and With boxes are blank, fill in the
Replace and With boxes, and click Add.

® To replace entries in the Replace and With boxes, click the text in either box, and
replace it with your new entries. Click Add. The “old” text will not be deleted; it is still
in the list. You must use the DELETE button to actually get rid of an entry in the list.

® To delete and replace an entry, click Replace: il
the entry to be replaced, and press (mathets ki
. | mankain mainkain a
DELETE. Then type the new spelling | marraige marriage
option. Click Add. R —
Elnayafhad o may hav_ehad -
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USING THE OFFICE CLIPBOARD
(Continued)

DELETE ITEMS ON THE CLIPBOARD

® To delete all items, click Clear All on the Clipboard
task pane. Gk ciearal

® To delete a single item, click the arrow next to the
item, and click Delete.

SET CLIPBOARD OPTIONS
1. On the Clipboard task pane, click the Options
down arrow at the bottom. A context menu is
displayed.
stions T |

Show Office Clipboard Automatically

Shene Office Cliphoard When Ctrl+C Pressed Tire

Collect Without Showang Office Clipbuard

v | Show Office Clipboard Icon on Taskbar

v | Showe Sratus Near Taskhar When Copying
2. Click an option to select or deselect it.

® Show Office Clipboard Automatically always
shows the Office Clipboard when copying.

® Show Office Clipboard When CTRL+C Pressed
Twice shows the Office Clipboard when you
press CTRL+C twice to make two copies (in other
words, copying two items to the Clipboard will
cause the Clipboard to be displayed).

® Collect Without Showing Office Clipboard
copies items to the Clipboard without displaying it.

® Show Office Clipboard Icon On Taskbar
displays the icon Lf‘i;‘ when the Clipboard is
being used.

® Show Status Near Taskbar When Copying
displays a message about the items being
added to the Clipboard as copies are made.

AutoCorrect: English (U.S) [

Autoorrect | futolarmat As You Type | Actions | Math AutoCorrect |

[¥] Shows AutoCorrect Options buttons

[¥] Correct 1wo lranal Capitals

|V| Capitalize First: letter of sentences

[¥] Capitalize first letter of table cells

[¥] Capitalize names of davs

[7] Correct accidental use of cAPS LOGK, key

| Exceptions...

[7] Replaca taxt as vou type
Replace: With:
\

() ]
o @ E
] i

»

abbout about -

Add Dielete

oK | Cancel

Figure 10-18: The AutoCorrect dialog box is where
you control which spelling errors are automatically
corrected and insert your own corrections.

Use the Spelling Checker

One form of the spelling checker automatically flags words that it cannot find
in the dictionary as potential misspellings. It identifies these words with a red
underline. However, even when the automatic function is turned off, you can
still use the spelling checker by manually opening it.

CHECK THE SPELLING IN A PRESENTATION

The spelling checker goes through all text in all placeholders on a slide, looking
for words that are not in the spelling dictionary. When it finds one, it displays
the Spelling dialog box, seen in Figure 10-19.

1. Click in the presentation where the spelling checker should begin.

2. To display the spelling checker, click Spelling in the Review tab Proofing group. The
Spelling dialog box will appear when the spelling checker finds a word that is not in the
dictionary.
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Skip this word and  Skip all occurrences Change all occurrences

Potential misspelling  go on to the next of this word of this word
Spelling
Current
suggested | Mot in Dictionary: \.wilb
change m‘ will Iagriore Ignare Al ” 3
3 Suggeskions: wil squ€St which
List of other wild I I L. Change l Change &l ] word in the
possible — g wilt y “Suggestions”
candidates add | | Suggest ‘1’ to choose
Click to display [ AutoCoLrectJ\I Close J
AutoCorrect yi
options dialog box /

To quickly use the spelling checker, right-click the
misspelled word. A context menu will display several
options for correct spellings. Click the correct word if it

is on the list. You can also click Ignore All to ignore all
usages of the misspelling or click Add To Dictionary. You
can display the Spelling dialog Mearket

box by clicking Spelling on the — Market

context menu. langre M)
Add to Dickionary

Change the misspelling Add “Not In Dictionary” Add to
to the “Change To” word word to the dictionary AutoCorrect list

Figure 10-19: Use the Spelling dialog box to look for misspellings,
correct them with suggested words or your own, and add words
to the dictionary.

3. Choose any of these options to use the spelling checker:

® [f the word is incorrect, look at the Suggestions list, and click the one you want to
use. It will appear in the Change To box. Click Change to change the one occurrence
of the word, or click Change All to change all occurrences of that same word.

® |f the identified word is correct but not in the dictionary, you can add the word to
a custom dictionary by clicking Add, or you can skip the word by clicking Ilgnore
or Ignore All (to skip all occurrences of the same word). The spelling checker will
continue to the next misspelled word.

® Click AutoCorrect to add the word to the AutoCorrect list of automatic spelling
changes that will be made as you type. Immediately the word will be placed in the
AutoCorrect list.

® Click Suggest if you are unsure of the correct spelling and want PowerPoint to
suggest the most likely spelling.

@ Click Options to open the AutoCorrect Options dialog box.

4. Click Close to end the search for spelling errors. When Microzoft PowerPoint eS|
the spelling checker is finished, a message will be
displayed to that effect. Click OK.

0' The spelling check is comphete,

QK.
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Explore the Outlook Window
Change Views

Use the Navigation Pane
Use Outlook Today
Customize the To-Do Bar
Find a Message

Get Online

Use the Startup Wizard
Upgrade to Outlook
Getting a Gmail Account
Check for E-mail

Read E-mail

Download Sender and Subject
Information Only

Filter Junk Mail

Mark Messages as Read
or Unread

Change the Time for Being Read

Flag Your Messages for
Follow-up

Arrange Messages in a Folder

Manipulating the Rules
Make Up Your Own Rules
Delete Messages
Archiving Messages
Manage Attachments

Print Messages

Chapter 11

Using Outlook and
Receiving E-mail

When someone mentions Outlook, the first thought is
generally the sending and receiving of e-mail. Outlook does
handle e-mail quite competently, but it also does a lot more,
including managing contacts, scheduling activities, tracking
tasks, keeping a journal, and using notes. This chapter
covers how to work with the Outlook windows, create e-mail
accounts, receive e-mail, and deal with the messages that
come in.You'll also learn how to manage the Calendar.

Explore Outlook

The Outlook 2010 window, in keeping with the upgrades to Office 2010,

uses a wide assortment of windows, toolbars, menus, the ribbon, and special
features to accomplish its functions. Much of this chapter and the next couple of
chapters explore how to find and use the most common of these items. In this
section you'll explore the primary Outlook window, including the parts of the
window, the ribbon, buttons on the principal toolbars, and the major menus.
Also, you'll see how to use the navigation pane and Outlook Today.
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Explore the Outlook Window

The initial view when you first start Outlook is for handling mail, as shown in
Figure 11-1. It contains the primary tools for navigating and performing tasks

\

within Outlook.
Control Quick Access Ribbon Example of Dialog ~ Minimize the ~ Minimize/Maximize (or
menu toolbar Outlook tabs groups Box Launcher button To-Do bar Restore)/Close buttons
. | - M.
“) Find g Cuntadt - |v 3 o=t
_' Home Send / Recene Folder Wiewr Deve @—I Help
B , ':‘_“1‘1 x i A5 Mowve + fiod Unreadf Read  Find a Confact =
3 i 2 :
giii] _.& _6 N
Ribbon |— j'] == Clean Up v (S ruies~ | B categorke » | [0 Address Book ..
Mew  Mew Delete | Reply  Reply Tonwar, - Minimize the
E-mail Teems = | & lunk = 2l B more » | |34 Team ENgail P onenare | W Folima 1 v W Hiiter Forall v ribbon
A Delete REspond Quick 5TEps . Move Tags Find
_. Favorites A = | .>
Collapse/ g carch Ity (Chri+ ) #| Import Internet Mail Summary 4 Al 211 »
Expand button @4 Cutlook “ | Amange Hy: Categnnes Microsoft SuMo TuWe Th Fr Sa
— i 1z 3
L] Inbox © You forwarded this message on 11572010 7:25 PM, 45 6 7 8 ¢10
L2) Dratt> 5] £ Mo corigony 5 11 12 13 14 15 36 17
U= Sent Items = |L:. Microzoft 1/5/2.. EI:| 16|19 20 21 22 23 24
© (& Deleted ems (51) Import Intermnet ., HESTHE LA TR 5 26 27 22O 1
% forums projeckseven.com 4 O Yeliow Cobigon = s
1 lun¥ E-mall PR S
2 i 1ol 1 messages impurted,
[l Microsoft Communities = E‘:?;;:t::ﬂ;‘\‘d'" O« ?;zjﬂbﬁnmw
come 1o Wi...
. Ll s Eond 1 uf 1 addresses impurted. [ssHm Ron et Rlan 2
Folder list | (5 Outbox [2]
‘-'Q e s - . o Monday. April 26. 2010
of I enntart groups iImpored.
4] CNN Palitical Ticker [15] i ?mmmw
[ Health Care 155ues | Meeting Room - Sth Floor &
[ MSN Muirey Lalesl Arlickes (5] L cle
o e b Eobdars Monday, May 03, 2010
et 1 appointment
4 [ 3 storage folders
[ Deleted items s -
3 Drarts " Arrange Hy: Flag! Due Date | - 1.
- - Type a new task
1 . ’
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: (y Thereare nuilen: o+ -
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Navigation pane

Folder pane Reading pane

People pane

Figure 11-1: The default Outlook window is used for handling mail.

Microsoft Office 2010 QuickSteps

Using Outlook and Receiving E-mail

View buttons

Zoom buttons and slider




Here is a quick overview of how you use these features—most will be more

¢l

fully explained in this chapter and the next two chapters:

® Control menu Contains controls for the window itself

® Quick Access toolbar Contains the most common commands you use. You can
customize this toolbar so that it contains exactly the tools and commands you need all
the time.

€l

® Outlook tabs Contain commands organized for a specific function. For example, the
Send/Receive folder contains the commands you need to send and receive e-mail.

® Ribbon groups Contain groups of commands needed for a specific task. For
example, in the Send/Receive tab, you have a group of commands for Send & Receive
tasks, and a Download group of commands for dealing with downloaded information.

vi

® Dialog Box Launcher button Opens a dialog box containing additional options for
the group of commands. Not all groups have Dialog Box Launcher buttons.

® Minimize/Maximize (or Restore)/Close buttons Allow you to maximize, minimize,
or close the Outlook window. You can place an icon on the taskbar by minimizing it, vary
the size of the window with the Maximize/Restore button, or exit Outlook altogether.

® Help Opens the Help system for Outlook.

® Minimize the ribbon Allows you to remove the ribbon from the window except for
the tabs. You restore the ribbon by clicking the Minimize button again or clicking a tab.

® Minimize the To-Do bar Hides the To-Do bar and then redisplays it as you wish.

® To-Do bar Contains today’s appointments plus a calendar with upcoming appointments
and a list of meaningful dates. You can click a date on the calendar to see what is up for
another day, or double-click an appointment to view it or to change it.

® Zoom buttons and slider Contain tools for controlling the magnification of the
window. You can either click the buttons on either end of the slider to vary the view
by increments, or you can drag the slider to vary the size. You can also type the
percentage you want instead.

® View buttons Contain a quick way to vary your views of the window. The Normal
view contains the various panes as displayed in Figure 11-1. The Reading pane
replaces the Folder pane and the To-Do bar with an enlarged Reading pane.

® People pane Contains information about the person sending you the currently
selected message.
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® Reading pane Contains the content for the selected message.
® Folder pane Contains a list of the messages that are in the currently selected folder
in the Folder List on the navigation pane.

® Navigation pane Contains the Folder List, with all the folders that you have within
Outlook and, it displays the Outlook views, such as Mail or Calendar.

® Status bar Contains information about the items being viewed, such as how many
items are in the selected folder. The information displayed will vary, depending on
the Outlook view. For example, the Mail view displays different information than the
Contacts view.

® Button bar Contains a Folder List button to display folders, a Shortcut button to
display an alternative selection to the folders, and a Configuration button that allows
you to customize the Outlook view and navigation pane elements.

® Outlook views Lists the Outlook views available with a simple click. This list can be
tailored to display the views you are working with. By default, it does not list Tasks,
Journal, and Notes, but you can add them, as was done in Figure 11-1.

® Folder list Displays the list of folders available to you in Outlook. Outlook contains
standard folders, such as Inbox and Sent Items, as well as custom folders you may
wish to insert to organize your e-mail in the way that suits you.

® Collapse/Expand button—Displays or hides the information within a particular folder.

Change Views

The view you will have on the main Outlook window can be changed, depending
on what you want to see. Typically, as shown earlier in Figure 11-1, you will see
the navigation pane, Folder pane, Reading pane, and To-Do bar, with the middle
two related to the mail component. You may change these by clicking another
Outlook view. For example, clicking Calendar view in the lower part of the
navigation pane will replace the Folder pane, Reading pane, and To-Do bar with
the current day’s calendar. Alternatively, in Mail view, clicking the Reading view
button on the right of the status bar closes the navigation pane and the To-Do bar
to provide a lot more room to read an e-mail message.
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4 Tavorites <
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=] Sent Iems
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[ Mews Feed
U Owrtbron L
L) RSS Feeds

— [0 Search Fulders et

d Mail
T3 catendar

8] contaas

j Tashs

/I Shortcuts

Configure
buttons

views not shown

I cal# -4

Notes Folder List

Figure 11-2: The
navigation pane
provides the
primary control
over which area
and which folder
you are working
with.

Use the Navigation Pane

—r
There are three main areas of the navigation pane, as shown in Figure 11-2. o
® Folder List, at the top, is where you can select the folder you want to open.
® Outlook views, in the middle, are where you can select the view in which to work.
® Button bar, at the bottom, lets you access views not available in the Outlook views. (_3
SELECT A VIEW
The Outlook view determines which area of Outlook you will work in—for
example, Mail, Calendar, or Contacts. To select a view: .
N

® Click the appropriate Outlook view.
—Or—
® Click the appropriate button in the button bar (see Figure 11-2).
OPEN A FOLDER
The folder that is open determines which specific documents you will work on,
for example, incoming messages in the Inbox folder or notes in the Notes folder.
To open a folder:
® Click the appropriate folder in the Folder List.
—Or—
® Click the related Outlook view or button in the button bar.
DISPLAY OUTLOOK VIEWS

The number of Outlook views displayed depends on the size of the Outlook
window and the size of the pane dedicated to these views. To change the

number of views displayed:

® Drag the bottom window border up or down.

—Or—
L search Falders x
® Drag the handle between the top view and the bottom of the ) =2
Folder List.
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&  Show More Buttons

& Show Fewer Buttons
Hagigation Pane Options,
Add or Remove Buttons

-
MNavigation Pane Cplions

"

i (B 1] ) e[

DISPLAY BUTTONS
The buttons in the button bar are just an extension of Outlook views. When you
reduce the number of view bars, the options become buttons on the button bar.
To change the buttons on the button bar, in addition to changing the number of
Outlook views that are displayed:

1. Click the Configure button on the right of the button bar. =l (& _IS

i::m 2. Click Add Or Remove Buttons, and then click the button you want to add or remove.
:f:":"'l" REORDER NAVIGATION PANE BUTTONS

%::;m To change the buttons or the order of the buttons in the navigation pane:

o 1. From the View tab Layout group, click Navigation Pane, and click Options. The

Joumal

Navigation Pane Options dialog box will appear.

2. Check the buttons you want on the navigation pane.

=)

Display buttons In this order —

3. Highlight a button, and click Move Up or Move Down to reorder the list. Click OK twice.
MINIMIZE THE NAVIGATION PANE

If you need more room to display a folder and its contents, you can close the

(2] horaus i navigation pane.

[ Click thv?e Ml.nlmlzg bL.Jtton gt the top of the navigation pane to PR p
reduce its size. Click it again (now the Expand button) to restorethe [
navigation pane to its regular size.

) -or-
L e ® Click the View tab, click Navigation Pane, and click Minimized. To restore the
V| Homal navigation pane, repeat the process, clicking Normal so that a check mark is in the
Minimized check box_

off

FEavaritas

i Use Outlook Today
Outlook Today gives you a summary of the information in Outlook for the
current day. You can see a summary of your messages, your appointments and
meetings, and the tasks you are slated to do, as shown in Figure 11-3.
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OPEN OUTLOOK TODAY

R = A Outlook Today + Microsaft Outlook
T | hone | Send Recewe  Folder View . . . . -
I—J',ﬂ e ¢ . If the navigation pane is open, click Personal Folders at N
] o . e " % 1l @ s = . .
new ew | ot e | wemt p-Suisieudd ] P the top of the Folder List (“Personal Folders” is called
E-madl Items = ke = L, il Onefiob \J
bk I 2L TR R U L “Outlook Data File” by default). (If the navigation pane
2 Thursday. December 17, 2009 e Otk Today .. ’ ] 2 . . . . . .
e e U is not open, click the View tab, click Navigation Pane,
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= — . . s 78 swun and click Normal.) w
Dl e W A el testing - Fn-::;omi:u.:]:‘ = Braits 1 12 ;: g ;:@;’: ;:
Lunch - Frark, DeVetd's ! tizdieizoos) Oubex g a2 ) CHANGE OUTLOOK TODAY
" Wisakdy Saias Reninne Tomotmow . . . .
- st aeeimg Click Customize Outlook Today in the upper-right
A 8:30 AM - 1900 AM )
; e corner of the Outlook Today folder. Customize Outlook -
2 Il.fuh-rul.i. DeVeto's ) A .
3 BRI 8 Today will open, as shown in Figure 11-4. = cusonize oueck Todsy ... =
e | Weehly Sales Review
300 PM - &30 PM :
=d o
fim|
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4 ¥ toas T l &
It | Letter to Aane ¥ ol 4 = :g
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Figure 11-3: Outlook Today provides a summary of information for . p";: ,: ':, Startun 7] When starting, oo drecty to Cutiook: Teday z
the current day, such as appointments and tasks. [ Dratts [1] i
L3 Sent lems Messayes Shew e these Folders: IW H
(&l Deleted Rems (1) g
Ligl Junk E-mail Calendar Shows this number of days inmy calendar 5 = i
[ Mews Feed I
[ Outhax : i
'E i Tasks Ty Lk st shove e @0 ?ln;::'t:lm g
(8 Search Folders Inchuda tacks with no dus dats
marty @matthewstechnolog s p O e . :’
Agcending fscending 2
@ Descending @ Descendng :
5
[=] Man Styles Show Outlock: Today In this stile:  Stardard - §
T Catemdan [ —
8| contacts =
] Tasks )
Wl Cail - =]
&> 3 | 10w (= {1 (1]

Figure 11-4: You can tailor Outlook Today to contain only the
information you want.
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MAKE OUTLOOK TODAY YOUR DEFAULT PAGE

AN .
- To display Outlook Today by default when you open Outlook:
1. In the Customize Outlook Today pane, opposite Startup, click When Starting, Go
Directly To Outlook Today.
2. Click Save Ch :
o ick Save Changes
—
Customize the To-Do Bar
You can only access the To-Do Bar options if the To-Do bar is visible in either a
< Normal or Minimized state. It’s off by default. You turn it on by clicking To-Do
" (100 Bar Options  ESH Bar in the View tab Layout group and selecting Normal or Minimized.
4] shaw Date Nawigstor . . . o
Nurber of month rows: | 1 To customize the To-Do bar and determine what is displayed in it:
)sious hoponinents 1. Click the View tab, click To-Do Bar, and click Options.
/1 show All Dy Events
|/ Show Details of Privabe Tkems _Or_
sasme Right-click the To-Do bar, and click Options in the context menu.
Lo ] lcom | | 2. Click the check boxes next to the options you want, and click OK.

MINIMIZE THE TO-DO BAR

If you need additional room for the Reading pane, you can minimize the
To-Do bar.

® Click the Minimize button at the top-left corner of the To-Do bar. Click it again (now the

4 December2003 ) Expand button) to restore the To-Do bar to its regular size.
SuMo TuWe Th Fr Sa O
— r_

>

® Click the View tab, click To-Do Bar, and click Minimized. To restore the navigation
pane, repeat the process, clicking Normal so that a check mark is in the check box.

Find a Message

No matter how many messages your e-mail folders contain, Outlook can help
you find a specific one. You can perform instant searches for large files, related
messages, or messages from a particular sender. You can further qualify the search
by having Outlook search only certain folders, or by specifying content for which
you're searching. (See “Set Up E-mail” if your account is not yet established.)
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text

Arrange
by

Search
results

Sodal Hef | x &—] Clear search
mranae By: Date (Conversationsi A.\*
4 Yesterday Toggle oldest/

newest on top
|~ Changes ta Prapasal 1l

Carole Matthews Thu 458 PM

) Search all
Tiy searching again in All Mail Trems. @—"] Outlook folders

Figure 11-5: An instant
search is immediate and
highly versatile for finding
specific e-mail.

o 5o
»\'w |
Fevenil | Search
Searches ~ _|00|_! ! |

Optid o Indesing Status..

@

Locations to Search *
Ep  Advanced Eind.g
)

Secarch Options,

PERFORM INSTANT SEARCHES

-l
N

Click in the search text box in the Inbox Folder pane (or whichever folder you
want to search in), and type the text for which you want to search. The search
will immediately display the found messages beneath the search text box (see
Figure 11-5).

€l

You have these options:

® Click Clear Search to clear the text box and restore the previous contents. You can
enter a new search.

® Click Arrange By to change the order for search results from the context menu.

vi

® Click Oldest/Newest On Top to toggle the date ascending/descending sequence.

® Click Try Searching Again In All Mail ltems to expand the search to additional
folders.

REFINE SEARCHES

In addition to the instant search found on the Folder pane, you can use the
Search Tools Search contextual tab to refine your searches.

1. Perform an instant search as described previously. When you complete the search, the
Search Tools Search contextual tab will open with the following tab groups that can be
used to refine a search:

0| _’_1 |+ Inbox- Personal Folders - Micrasoft Out.. [ 000 =
[PGIEN] Home  send/Receive  Folder  View Search o @
I |3 Current Folder| = =t = B mis week - W MNagged B
B I g = % 8
P All Subfolders B sent T~ 1 Important
All Mail From  Subjedt Has Categurized Revmit  Seardh | Close
Ttems IE All Dutiook ltems Attachments - = Unread o 1ore - Searches » Tools» | Search
Scope Rafine Options Cloza

® Scope lets you choose the folders you want to include in the search.

® Refine lets you choose the elements you want to search on. The More drop-down
list provides many more elements you can search on.

® Options lets you repeat previous searches and open one of the following dialog
boxes for more sophisticated searching:

® |ndexing Status displays a message box telling you the extent to which Outlook
messages have been indexed.

® Locations To Search lets you choose which of your accounts you want to search.
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® Advanced Find displays the Advanced Find dialog box, where you define a search
on multiple criteria with considerable detail.

Reference tools provided with Outlook, such as a . ¥
) ) i % Advanced Find el 50 S

thesaurus, are available with Outlook message windows

but not from the main Outlook window. Louk o [1iessages v i dbus [ oromse... |
(op) | messages | More Choices | Advanced (Fodtion |
— Search for the word(s): |Z| Stop

Tn: | subjert fisld anky E | Mew Search
| Fromi..
Sent To...
q— [ where T am: the onby person on the To line . >
— L\
T 1w i:l AuryLime

AT i ® Search Options opens Outlook Options with the Search
beneral p Change how tems are searched with Instant Search. Optlon selected. See the fO”OWIng section.
o - 2.  Click your choice and type the information needed. Click OK
Calendar
y if needed. (If your choice of option does not require a dialog
oty p’ Change the Cutlank stares Indevad by Windaws Search Indesing Opfions... X i
ks I box, you will not need to click OK.)
o ) Results
SESAE et _ CHANGE SEARCH OPTIONS
search g Include results only from;
o @ G it fold .
HHsbii e You can change some of the search defaults used with
language el %::c'll::'dc messages from the Deleted items falder in cach data file when scarching in All instant search in the Outlook Options Search options ShOWn
Addvanced [F] when possible, display results as the query is typad . .
- - . [¥] Improve search speed by limiting the number of results shown m Flgure 11'6.
Custamize Rihhan &
[] Highiight search terms In Tha rasulrs
i i Highlight solar: 1. Display the Search options, either as described in the previous
Adddns [¥] Motify me when results miaht be limited because search indexing is not complete section or by CI|Ck|ng the File tab, Clle|ng Options, and CI|Cklng
Tiusl Comter
I Search.
2. Click Indexing Options and then click Modify to select the drives
Figure 11-6: In Search options, you can change the search defaults that are used and folders to be indexed so that searches can be faster. Click OK
in an instant search. and then click Close to close both Indexing dialog boxes.

3. Choose, as a default, whether to search just the currently selected folder or all folders.

4. Determine whether you want to change the defaults to display results as you type the
search text, to limit the number of results so that the searches are faster, or to highlight
the search text in results and change the highlight color.
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5. If you choose, deselect the default to display a message if the indexing is incomplete
for a selected file. If this message is displayed, it tells you that the indexing is still in
process and that results will be incomplete.

6. Click OK.

-l
N

€l

Set Up E-maill

The Internet provides a global pipeline through which e-mail flows; therefore,
you need a connection that lets you tap into that pipeline. Both local and
national Internet service providers (ISPs) offer e-mail with their Internet

vi

connections. At your work or business, you may have an e-mail account over a
local area network (LAN) that also connects to the Internet. You can also obtain
e-mail accounts on the Internet that are independent of the connection. You can
access these Internet accounts (Gmail by Google, for example) from anywhere
in the world. These three ways of accessing Internet e-mail—ISPs, corporate
connections, and Internet e-mail—use different types of e-mail systems.

® POP3 (Post Office Protocol 3), used by ISPs, retrieves e-mail from a dedicated mail

server, and is usually combined with SMTP (Simple Mail Transfer Protocol) to send
e-mail from a separate server.

® MAPI (Messaging Application Programming Interface) lets businesses handle e-mail
on Microsoft Exchange Servers and LANSs.

® HTTP (HyperText Transfer Protocol) transfers information from servers on the World
Wide Web to browsers (that’'s why your browser’s address line starts with “http://”) and
is used with Hotmail and other Internet mail accounts.

Get Online

Whether you choose dial-up or a high-speed service like DSL (digital subscriber
line) or cable Internet, getting online requires hardware, software, and some
system configuration. It’s possible that everything you need is already installed
or that your computer came with extra disks for getting online. First, find an ISP.

® Get a recommendation from satisfied friends.

® | ook in the yellow pages under “Internet Service Providers” or “Internet Access
Providers.”
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® | ook on your computer. Many computer manufacturers include software from
nationwide Internet providers, such as AOL, EarthLink, and others.

If you have been running another e-mail program, such
as Outlook Express, Windows Mail, or Windows Live
Mail, and then install Outlook, you may see a message
when you run the Outlook 2010 Startup Wizard asking if

If you find what you want in an Internet provider already on your computer,
double-click the provider’s icon, or click the link and follow the instructions.
If you have a disk that came with your computer or from an ISP, pop it in and

(8P . . . . .
- you want to upgrade from your other e-mail program and follow the instructions. If you use a local provider, their tech support people will
if you want to import your messages and addresses. See usually walk you through the entire setup process on the phone.
“Upgrade to Outlook.”
- Use the Startup Wizard
—

The first time you start Outlook on either a new computer with Office 2010 or a

new installation of Office 2010, the Outlook 2010 Startup Wizard will open with

the Outlook 2010 Startup screen.

1. Click Next. Accept the default response of Yes to configure an e-mail account, and
click Next.

2. Type your name, e-mail address, and password. Then retype the password. Click Next.

=) 3. E-mail configuring will take several minutes. Click Next for both an
Add New Account

encrypted account and one that is unencrypted. If necessary, click
Manually Configure Server Settings, click Next, click Internet
E-mail, click Next, enter the information provided by your Internet

online search for your server settings...

Configurioy _ mail provider, and click Next.

CONORID & 8 s vey Settingsal s MIORE Lone se vty TR B 4. When the configuration has finished, you will see a dialog box
»"  Establish network connection . .
R —" oG (o e showing the steps that were taken and the results, as shown in
V' iLogontnisaryer and sarv) 2 last el imnseage (Unehcrypted) Figure 11-7. Click Finish. The wizard will close and Outlook will

@  Areste-mal message could not be sent, « " L .
You miaht need to adiust vour Accourt Settins to send e-mal messages. open. See “Explore Outlook” earlier in this chapter.

5. If you have been using another e-mail program, you'll be asked if
you want to make Outlook 2010 your default e-mail program. If you
do (this is recommended), click Yes.

6. If you are asked if you want to add an Outlook Connector

[Dimanually configure server settings A anmthes 20tk | account and you have a Web-based e-mail account on Google
mail, Hotmalil, or Yahoo!, click Next; enter your e-mail address,
< Gouk @ password, and name you want to use; and click OK.

Figure 11-7: You will see this message when your e-mail
setup has successfully completed.
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You can save the Import Summary report by clicking
Save In Inbox.

If you want to import Outlook Express, Windows Mail, or
Windows Live Mail files from another computer, locate
the files by starting the program on the other computer,
click the Tools menu (if you don’t see the Tools menu,
press ALT), choose Options, click the Advanced tab
(the Maintenance tab in Outlook Express), click the
Maintenance button (skip this in Outlook Express), and
click Store Folder. Drag across the entire address line,
press CTRL+C, and click OK to close the Store Location
dialog box. Then click Start, click Computer, click the
computer icon at the left end of the address bar, press
CTRL+V to copy the contents into the address bar, and
click the Go To button or press ENTER. This will show
you the e-mail files. Copy these e-mail files to the new
computer, import them into your previous e-mail program
on that computer, and then use the instructions under
“Upgrade to Outlook” to import the files into Outlook.

r N
Store Location M

“our pervonal meteage store 1z located m the followang tolder:

C:WUsers\Maty\AppD ata\LocalMicrosoftWWwindows Live Mal

[ change.. | [ ok ] [ concel |

Upgrade to Outlook

If you have been using Outlook 2003 or 2007, Outlook 2010 should automatically
locate your previous message and contact files and move them over to it. You
cannot have two versions of Outlook on your computer, so Outlook 2010 will
uninstall your previous version and pick up your old files.

If you have been using Outlook Express, Windows Mail, or Windows Live Mail
and you install Office 2010, you may be asked if you want to upgrade from your
previous program. If you choose to upgrade, you will be asked if you want to
import your e-mail messages and addresses. Click Yes, and you will see the
progress as the files are being imported and will see a summary upon completion.

If you have been using one of these programs and were not asked by the
Outlook 2010 Startup Wizard if you want to upgrade, you can still import your
e-mail files into Outlook.

1. Start Outlook in one of the ways described earlier in this chapter.

2. Click the File tab, click Open, and click Import. The Import And Export Wizard will
open.

3. Click Import Internet Mail And Addresses, and click Next.

-
Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds ko an OPML file

Export ta a file

Impart & WCARD File (Lvef)

Import an iCalendar (.ics) or vCalendar File {.ves)
Import from another program or file

Import Internet Mail Account Setkings

Import Internet Mail and Addre k
Import R55 Feeds From an OPML file
Import R55 Feeds from the Common Feed List

Description

Impork mail and addresses From Outlook Express
and Eudara Light and Pro.

:E;ack [ Next = ] [ Caneel
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4. Click Outlook Express

rDutlook Import Tool
GETTING A GMAIL ACCOUNT I (which includes Windows
Select the Internet Mail application to import from: .
Gmail by Google, one of many Internet-based HTTP Mail), and make sure that
services, is free, and you can access it from any Internet the Import Mail and Import
connection in the world, so you don’t even need to own Address Book check boxes
™ a computer. You can see the Gmail opening window in are selected.
- Figure 11-8. To set up a Gmail account: 5. Click Next, choose how you
1. In Windows XP and Vista, click Start and click — want to handle duplicates,
Internet. In Windows 7, click the Internet {7 Import Address book and then click Finish.
- Explorer icon on the taskbar. You will be told the
- 2.In your browser’s address bar, type www.gmail. ][ _] [ progress as the files are
< Back Mext = Cancel . . .
com, and press ENTER. being imported and will
3. Click Create An Account. N see a Summary upon
4. Fill in all the applicable fields on the registration Completion.
form. Enter the login name you want for the
account’ |eaving Out the “@gma".com” part’ and @ Gmail: Email from Google - Windows Internet Explorer =]
then click Check Availability to check whether the G- hitps v google.com/accounty Senaccloainservce=n = @ [41] X |[1D 8ing D]
login name you want is available. Read the Google | Fovarktes; | oy 8 | Retary PRSP Kt 8] Get Mooe Ade-ons =
Terms of Service agreement, and click | Accept. || 24 omatk Emailfrom Google B v 8 v 5 W v Py Stayy Taoky @
5. Read the introductory information, and click Show ‘ M Il Pt e
Me My Account to look at your Gmail account on mloogle
a browser, as shown in Figure 11-9. A Google approach to email.
Umnaill 15 built on the 1dea that email can be more intutive, ethcient, and wusetul. And ey S |
6. When you are ready, reopen Outlook, click the maybe even fun. Atter all, Grail has: St “’IGm" Ll
) , Google Account
File tab, and in Info view, click Add Account. Lussspam ; . : 5
Feep unwanted messages out of your inbox with Google's innovative Usemame:
Enter your name, your new Gmail e-mail address technalngy S
(someone @gmail.com), and your Gmail password § Mobila acoes )
Head Gmal on your mobile phone by pointing your phone's web
(tW|Ce)‘ and click Next. broweseer Lo hitpz gmail_com/‘app. Lean more -
L ots of space Conft nocess it
7' When you are told that your new account has ‘ Ower 7403.898336 megabytes (and counting) of free storage. i
been found and set up, click Finish. Back in
Outlook, your Gmail messages will appear, as Latest News from the Gmail Blog New to Gmail? I's frae and easy.
shown in Figure 11-10. Ip ec 15 2000 B Create an account
Managing a big address book can be a challenge, so it's no surprise that the top +
request for Google ...
bore posts » Mbout Grmall  Mew featureg!
Figure 11-8: A Google Gmail account |
gives you a Iarge amount of free 22009 Guoyle - Grmanl fur Business - Ginail Blg - Tenms - Help ol
Storage and a”ovv_s .the sending _and Done G Intemet | Protected Mode: On G v T T 1
receiving of large files.
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www.gmail.com
www.gmail.com

8 Gemail - Inbax (2] - g Windows Intemet Bplorer == o2 = Inbox " @gmail.com - Microsott Dutlook =
- - | —h
@ u - ™M hotp/miail. geagle.com mail Tihvas 7 - | by | b4 | |b Bing B~ h"‘fipﬂ Hame Send [ Receive Folder View
— — — — — — et ) L R [ » A . d a Coi I o
g Favantes | oa || Ratary PREPKit 8| Get More Add-ans e [ m‘% 1] x I_-'*th‘ g 8 Moo g Mave w | Finda Contad
- s Bk~ (i Reply A1 g T Manages *| | Rutes - e [ Adlidrems Bosk
il - L . N - |8 * Pagew & * Toali+ - Hew  Maw Dralete - g3 :
1 Grnail - Inbos {2 - - | i @ =i . wge . Sahity ools > G Comail fems- | BT Gy Forward 2 | (31 Team C-mail 7| 4| onenate - & Fiftar E-mail =
Gmail Calendar Docurments Header Web more v | Settings | Help | Sign out = Haw Delete Respond Quick Seps - Mose Finid
G . _ | > [ :
m I I SewchMal || SeacchineWen | ¥ i43ich terions I search Inbox (Cerl+ E) | Customize Gmail with colors and 3
oo - | Arrange By: Date [Lonversations) - “ themes = -k
' smai jinitifiy z w
Compose Mail | - . Gmail Team [mail noreply@google.com] E
z SUN 12/ 20/ 2009 1:39 P14 2
Mrchive | Reporizpsm | Delete | Moveloy | Labeisy | More sclions  Hafrech | il [ = (G:'d-;drr Gamail with colons :;g X :
Stared & Seloct: All, None, Read, Unread, Starred, Unstamred | 2 " = °
Sent Ma = ! : £ 28 Bnnom youE contacts:and ol em To spice up your inbox wilh 3
Yrafta Gonail Team Irmpor your contacts and old email - Yo 439 pm | Gmall Team 438 PM 3
[Dratts r | - # colors and themes, chack _out g
= Gmall Team Customize Gmail with colors and the 1:39 pm [zl Access Gmall on your moblle phy... the Themes tab under Settings i
Junk E-raail Lmail 1 s
L|3nn'| mail Team Access Gmail on your mobile phone 4:39 pm | = At Teeany Iead: i -k
iy 2 Click here to customize o B S
JLraved . T T = 4
Emnra 2 M 2
| -]
Conlasts k=) Lnjoyl 2
Tasks :j §
- Chat S | The Grnail Tearn
e — 8=
Search, add, or vty Select: All, None, Read, Unread, Starmed, Unstamed —.I | Flease nule thal Thenres sie nol available it
you'te using Infemet Explorer 8.0, To take -
Archive | Reportspsm | Delete | Movelow | Lstelsw | Moresctons®  Refrech 1-30f3 = ¥ |
v Filler applied | & Reminders: 7 | @ conneted | T0[FA| a00% (=) {} 1)
Lise 0 MANAGR Your incaming messages  |eam more . age . oy oe .
o e Figure 11-10: In addition to seeing your Gmail in a browser window,
oxl chats are save » ennrently using 0 MB [0%) of yaur 7403 MB. e P
and searchable, you can see it in Outlook.
& Intemet | Protected Mode: On v R o~

Figure 11-9: Gmail’s browser mail application allows you to send and

receive mail from any location with a computer.
Receive E-maill

With at least one e-mail account installed in Outlook, you're ready to receive mail.
Everything is done in Outlook’s Mail view, shown in Figure 11-11, which is opened
by clicking Mail in Outlook views in the lower-left area of the Outlook window.

To get a Gmail account, you must already have an
Internet browser and a connection to the Internet. The
instructions here assume you do.

Check for E-mail

Once you are set up, it’s easy to download mail.

To remove an e-mail account, click the File tab, in Info
view click the Account Settings down arrow, and then

click Account Settings again to open the Account
Settings dialog box. Click the account to select it, and 2. Click Send/Receive =i on the Quick Access toolbar.

1. Make sure you're connected to the Internet or can be automatically connected and that
Mail is selected in the Outlook views of the navigation pane.

then click Remove. Click Yes to confirm the removal of —Or-
the account, and click Close.

4 Press F9.
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Be sure to share your e-mail address with the friends

you'd like to hear from.

If you like where the old Preview pane was located in

earlier versions of Outlook, you can place the Reading

pane beneath the Folder pane: Click the View tab, click
Reading Pane, and click Bottom. (You can also turn it

off and open its Options dialog box.)

Send outgoing and Act on selected Open the Find 3. If itis not already open, click the Inbox
receive incoming e-mail messages Address Book  Help . ] 0
e —r T icon in the navigation pane, and watch the
Toshans p Pensamnal Foliders = Mecnowoft Gutlook \ =@ mall come in. |f you haVe Several e-mall
Hotpe——serdfoserre - . a accounts, you can select the Inbox icon
Create a new | Sl I*i' Tsndre ) g [ Movetar? o e | fEuneesd m’l&”"“ iy from among the several that you have.
message | =) 1 i Clean Up - x —& _&I —= :‘ 5 To Manage: « | B Rule - | BF Colegorize | (] Addres Boad 9 y
New Mew | o s Deete | Reoly, Rentf Torwad e | (3 v ()| ilwinione) | W raiiaw e | NP Filer B You may need to scroll through the Folder
Hew L('ﬂiﬁé Hespond Quick Steps Move ags Find List and firSt CIiCk the account to See the
& Favont; ———————
Select a I = :.‘_O\"m:or Search Inbox iCtri+ T} o Changes to Propasal 1 4 Inbox. _3 Tbox (%)
folder | (23 sentitens | Anange By: Date (Convarsations) - A rarole Matlbevs il -~ i
5] Deleted Rems (1) t Thu 12717/2009 458 P E
S o LR Week ; Marty Matthaws £
PP | Ehanges Lo Propusal 1 i g RECEIVE E-MAIL AUTOMATICALLY
Carale Matthews Thu 12417 ¢ 5
= 3 | g’ | Message @Jsoqal net proposal BT {151 KB} o . .
Selected |5l [5|| B presvie ,:: $ Not only can Outlook periodically
message = Sent Dlems ey M Hi Mart 5|k
= [ Saved sem ulls - 127347, i Marly, Il = . .
(5] Deleted lems 1) - Morisker Jobs Search ;.J.-_..!t Sun 1213 I've attached some changes we might want to pi é check your e-mail prOVIder for you, but
L Junk E-mail consider for the new Proposal, I've done some : . . .
3 Micrasoft Commi 4 Last Month research in the marketing area that | think will lt can also do lt automatlcally- Desktop
Content of |3 Mews Feed s 1 T3l Shop tha varizon .. make a signiticance ditterence in the numbers. = lert btl . th th
- v el 11/20/2000 = =
selected [ Msi v | i e i Pl I E s B alerts are subtle, given the way they
message s L | 4 onder gy Inerearene ems ta show nthis  » : quletly fade in and out.
= fake control of your money ... E %
Information | S Contucts — : e 7 ) . ) . )
about sender | || 4 1o Qs Reada s, b 1. Click the File tab, click Options, and click
| WinndownTTPr ol fpnelate 1]
1 sounu 3 Advanced.
: gk Add ) I
| - it —— . 2. Under Send And Receive, click Send/
Teems: 6 | oo 100 (=) V] (¥ . .
Sl Receive. The Send/Receive Groups
Figure 11-11: The Mail view provides one-click access to the most common dialog box appears, as you can see in
operations. Figure 11-12.

3. Under the Setting For Group “All Accounts” section, click Schedule An Automatic
Send/Receive Every, type or click the spinner to enter the number of minutes to
elapse between checking, and click Close.

Read E-mail

Besides being easy to obtain, e-mail messages are effortless to open and read.

There are two ways to view the body of the message:

® Double-click the message and read it in the window that opens, as shown in Figure 11-13.
—Or—

® Click the message and read it in the Reading pane, scrolling as needed.

256 Microsoft Office 2010 QuickSteps ~ Using Outlook and Receiving E-mail




Alter nativfes for Create a Forward this Move this Flag, categorize, or
r es.pondmg to meeting from ge as ge to mark this message
this message this message an attachment  various folders as unread

Move this and — \ . \ / /

in this conversation \ T
to the Deleted {

N MeuNge Al

future messages Chagfges to Proposal -yé[HTML]

. % X 1 : N (el Mark nrear
Items folder Prmee XK T Ly £3 i Movets L = 3
Bl st Mkl B a gp To Manager = e E Bu Categorize =
’.% Wik > DG Rey :ﬁ} ot 827 &3 Team E-mail = (B B wraowup-
p Mark th’sfand / Dalete Respond Quick Steps - Maova Tags
uture items from

From Carale
Ta: Marty

. 5 Thu 12:17/24,
this sender and ent: Thu 12

domain as junk
ect: Changes to Proposal

Message header I/'
information AR A R e
y@swd net propoesal DOC 151 KB)
Attachment to I/' Hi Marty,

I've attached seme changes we might want to consider for the new froposal. I've/done some fesearch in the
message
marketing arca that 1 think will make a significance difference in e numbers,

Content of the I _Do you have a time to discuss it this week?
message | TCarole

Send/Receive Groups

[

during a sendjreceive,

Group Mame Send/Receive when

ﬂ“ A Send/Receive group contains a collection of Outlook accounts and
o4 folders, You can specify the tasks that will be performed on the group

All ccounks Online and CFfline I Mew...

Setting for group "All Accounts"

[¥] Include this group in sendfreceive (F9).

[T Schedide an automatic sendfreceive every 20

|| Perfarm an automatic sendfreceive when exiting.
When Outlook is OFfline

[¥] Include this group in sendfreceive (F9).

Figure 11-12: The Options dialog box is
where you can customize many Outlook
processes.

[l Schodude an automatic sondfroccive overy 30 : minukcs.

= — =]

g Carole Matthews

Find text in Find related Select text
this g ge: or object

Figure 11-13: An e-mail message window contains all the information and tools
you need to respond to the message.

Of course, you can also control which accounts you check, what kinds of e-mail
you let in, and how it is presented to you.

Download Sender and Subject Information Only

If you are inundated with e-mail, or if messages contain really large files (like

lots of photos), you might want to choose among your messages for specific
ones to download to Outlook. You can save time downloading e-mail, especially
with large files—which you may want to download at a later time. This only

works on your POP server e-mail, not on HTTP server e-mail, such as Gmail.
First, you instruct Outlook to download only the headers, and then you mark
the headers for which you want to download the messages.
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_} Dy wark to Dawinload = RECEIVE HEADERS MANUALLY

SE Dawnisad : e s 1. Click Inbox (or whatever folder you want to download).
He;dg b Pl-_n-.x:su Marked Headers
i 2. Click the Send/Receive tab, and click Download Headers in the Server group.
Download Headers
Downluad all mail hieaders in this The headers, assuming you have e-mail waiting to be downloaded, will be downloaded
falder =
to your selected folder. There will be an identifying icon like this: %4
™ et bl sl
- 3133;??5 of the sender, subjact and MARK HEADERS TO DOWNLOAD, COPY, OR DELETE
1. Double-click a header-only message in the Inbox folder to open the Remote ltem
- . Header dialog box, which allows you to unmark the header or mark its message to be
Remote ltem Header m .
downloaded, copied on the server, or deleted. Wit Downlead
This item has not been retrieved from the server,
q- 2 Ii Do you want bo: —Or— By copy
— @ | Inmark this hearder item & ouid Frint
P skt doem e (s nossaoe Right-click a header-only message in the folder to open the i ls
) Mark ta download this message and leave 2 copy on the server context menu, which also allows you to mark the header 3
i backta doktethis nessae oo (e sorvet message to be downloaded or deleted, as well as many of the 3
[ ][ comat moving and categorizing actions on a message’s Home tab. (2 Mark as Read
‘ : ) i [ Mark as Unread
2. Repeat the process for all headers, and then click Send/Receive m Calleg:snz:m ;
to perform the actions selected. ¥ FollowUp y
RECEIVE HEADERS AUTOMATICALLY | Eind Reigted ;
7 Quick Steps »
If you want to download only headers from your POP server = jsestions  »
_ accounts every time, you can set up Outlook to do so. | Rutes ’
The domain in a person’s e-mail address is the part of 1. Click the Eile tab. dlick O d click Ad d ‘S Move ;
the address after “@” In an Internet address (URL, or - Llick the File tab, click Dptions, and clic vanced. :‘: ;”:'et ’
. . . Delete
uniform resource |ocator)‘ the domain is the part after the 2- Under Send And Rece|ve, click Send/Receive. The Send/
“http://www"—for example, “whidbey.net” (a local ISP) or Receive Groups dialog box will appear.
“loc.gov” (the Library of Congress website). 3. Make sure All Accounts is selected, and click Edit. All your e-mail accounts are listed
on the left.

4. Click the desired POP account.

5. Under Folder Options, click Download Headers Only, as shown in Figure 11-14, click
OK, click Close, and click OK once more to return to Outlook.

One easy way to reduce the junk e-mail you get is to PROCESS HEADERS

avoid replying to any suspicious message. If you reply When your headers have been marked, you can download them.

and tell them to go away, they learn that they reached a

valid address, which they will hit again and again. 1. Click the Send/Receive tab.

2. Click Process Marked Headers in the Server group. ' Process Marled Headers ~
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Send/Receive Settings - All Accounts w Filter Junk Mail

—h
| Account: lude the selected in thi e — . . .
R [ bttt g | ecotproperties.. ||| OQutlook can automatically filter out a lot of annoying spam before you o
= Account Options . . . L. . .
| @ Select the aptions you want for the selected account ever see it, and it can set aside suspicious-looking messages in a Junk
| P V] 5end mail items . .. . .
[ Receive mal fems E-mail folder. It does this in two ways: by analyzing message content
@ based on a protection level you choose, and by having you identify good -
and bad senders. w
@ Folder Options Outlook also prevents pictures and sounds from being downloaded
- e mail will be delivered to the folder checked below . . :
T [ el into messages that contain HTML formatting. Up to now, savvy
@I Inbox (1) @homricad conplic Ko Bckidt spammers have been able to design messages that only download E
Tl Microsoft Communities s . .
cwnload only headers far items
. Inhe o : images when you open or preview the message. They plant Web
N i T ® [ fE beacons in the messages, which tell their server that they have reached
B B W i a valid address so that they can send you even more junk. Outlook
blocks both the external content, as shown in Figure 11-15, and the
beacon, unless you tell it to unblock it.
= Junk E-mail Cptions - - o M
Figure 11-14: Outlook can be set up to download only Options | Safe Senders | Safe Recipients | Blocked Senders | International
headers for all messages. |=—\ Outlook can move messages that appear ko be junk e-mail into a special

L@ 3wk Bl fukdsr,

Choose the level of junk e-mail prokection you want:

) No Automatic Filkering, Mail from blocked senders is still moved to the:
Junk E-mad Folder,

(@ Lo Move the most obvious junk e-mail to the Junk E-mail Folder.

(7 High: Most junk e-mail is caught, but some regular mail may be caught
as well, Check your Junk E-mail Folder often, I

() Safe Lists Only: Only mail From people or domains on your Safe |
Senders List or Safe Recipients List will be delivered to yvour Inbox.

|| Permanently delete suspected junk e-mail instead of moving it to the
Junk E-ma folder

[¥] Disable links and ather Functionality in phishing messages. |
({recommended)

[¥]Warn me sbout suspicious domain names in e-mail addresses.
({recommended)

‘When sending e-mail, Postmark the message bo help e-mail clients
distinguish regular e-mail From junk e-mail

Figure 11-15: The Junk E-Mail Options
dialog box is where you can block

image and sound files, as well as ok [ coocel ][ fpov | !
—

specific senders.
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OPTION
No Automatic Filtering

CHOOSE A PROTECTION LEVEL

The amount of junk e-mail you receive suggests the level of protection

you need. By default, Outlook sets the level at Low, but you might decide

that another option would work better for you. Table 11-1 shows some

considerations in choosing a level.

To set the protection level:

1. In the Home tab Delete group, click the Junk down arrow, and click Junk E-mail Options.

2. Beneath Choose The Level Of Junk E-mail Protection You Want, click the desired
protection level. See Table 11-1 for explanations.

ADD ADDRESSES TO FILTER LISTS

The four other tabs in the Junk E-mail Options window provide a means for

you to specifically identify good and bad e-mailers.

RESULT

Only mail from blocked senders goes to
the Junk E-mail folder.

PROS
You have total control.

CONS

Your Inbox could be stuffed; you or others
might see unsolicited pornography.

Low (default)

Outlook scans messages for offensive
language and indications of unsolicited
commercial mailings.

The worst of the junk gets
caught.

Some canny spammers will still find ways
around the protections.

High

Pretty much all the junk e-mail gets
caught.

Considerably fewer rude
shocks in the Inbox.

Some regular mail will inadvertently get
sent to the Junk E-mail folder.

Safe Lists Only

Only mail from Safe Senders and Safe
Recipients lists goes to the Inbox.

Complete protection.

Lots of friendly mail will be junked.

Permanently Delete Suspected
Junk E-Mail Instead Of Moving
It To The Junk E-Mail Folder

Filtered junk mail never gets onto your
computer.

You never have to inspect
the Junk E-Mail folder.

Unless you chose the No Automatic
Filtering option, you are sure to lose
some friendly mail.

Disable Links And Other
Functionality

Phishing mail is less dangerous.

You don’t have to worry as
much about phishing mail.

None.

Warn Me About Suspicious
Domain Names

Warning message is produced with
suspicious names.

Added level of protection.

May get an occasional unwanted
warning.

When Sending E-Mail,
Postmark The Message

Sent messages are not held up.

Your messages get to the
addressee.

None.

Table 11-1: Junk E-mail Protection Levels
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Junk E-mail Options - % ® Safe Senders specifies e-mail senders from whom you always want to receive L
[ Options | Safe Senders | Safe Recpients | Blocked Senders | International] messages. This list automatically contains your contacts, so Outlook never identifies N
Eiviil o addrsisnss i ot nasies o Vot Blocked Soriders Lisk vl their messages as junk, no matter how silly their jokes are. If you subscribe to a
alvways e Urealed as junk e-ma, ™ . . . .
newsgroup or some other mass mailing, you might need to specifically add it to the list.

s ® Safe Recipients ensures that mailing lists you subscribe to treat you as a safe sender
Edi.. when you contribute messages to the list. -
(" Add add domai ‘ =) g ©
Ml 2= 3 ® Blocked Senders sends messages from specified senders straight to the Junk E-mail
Ftor e ol Ikt ntemet dimals ein B s eded folder. It's especially useful to add obnoxious domains to this list so that no address

from that source makes it to your Inbox (see Figure 11-16).
spam@someplace. cor|

e o P i ® International allows you to block international e-mails by foreign domain codes or by -t
example.com Ianguage. BN
Cec ) Loml J| UPDATE LISTS QUICKLY
[ 1. Sender and recipient addresses can be added quickly to the Safe Senders, Blocked
Export to File... ’

Senders, and Safe Recipients lists from an Outlook folder. Right-click a message
whose sender you want to put on a list.

2. Point at Junk, and click the appropriate option.

—— o] UNBLOCK PICTURE DOWNLOADS
By default, picture downloads are blocked to speed up the downloading of

r

Figure 11-16: It is worth entering the addresses of
senders you want to block if you think you’ll otherwise
see more of their mail.

e-mail. To change that for specific items: [5] Right-click hereto
download pictures,
To help protect your

® For a single opened message, click Click Here To Download privacy, Outlook
. . . . . prevented automatic
Pictures in the information bar at the top of the message, or right- download of this

picture from the

click an individual picture. Tebosrnet

® For all mail from the source of the open message, right-click a blocked item, point at
Junk, and click Never Block Sender’s Domain (@example.com).

® For all HTML mail (not recommended), click File, click Options, click Trust Center,
and clear the Don’t Download Pictures Automatically In HTML E-mail Messages
Or RSS Items check box. Click OK.

Handle E-mail Messages

E-mail has a way of building up fast. Outlook lets you sort your messages just
about any way you want. Here, we'll consider ways to sort and mark messages
so that they don’t get lost in the crowd.
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You can scroll through a selected message by pressing
SPACEBAR. To disable this feature, click the View tab, and
click Reading Pane in the Layout group. Click Options,
and in the Reading Pane dialog box, clear the Single
Key Reading Using Space Bar check box.

-
Reading Pane

=]

Recading Manc options
DM&'kibm!:asleadMenviswadhtheReati’\gPane
[¥1Mark item as read when selection chanoes

[¥]5ingle key reading using space bar

e [

You can also insert a Today red flag beside a selected
message by pressing INSERT on the keyboard. (Press
again to toggle between the Follow-Up red flag and

a Complete check mark.)

CEE—

To group all of your flagged messages in a minimized
window, in the View tab Arrangement group, click
Arrange By, and click Flag: Start J | f‘:- 1)
Date or Flag: Due Date. If you are o
viewing a maximized window or E‘D—m pE——
larger window size versus a smaller iz ;...

one, click the Arrangement More B

button instead to see the menu of

=
Arrange| Conversations -

|}

HH Latggonies
options with Flag: Start Date or Flag:
Due Date.

h of Hag: Start Date L\n\

v Flag: Dus Date

v
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Mark Messages as Read or Unread

A message is marked as “read” after you have selected it so that its contents

display in the Reading pane for a designated time (see “Change the Time for

Being Read”). The header in the Folder List changes from boldface to plain

type. A message can get lost in the pile if it’s accidentally selected and you don’t

notice or forget about it. You can easily mark it as unread again by right-clicking

the message and clicking Mark As Unread.

Change the Time for Being Read

To change the time that a message must be selected before it is marked as read:

1.
2.

4,

Click the File tab, click Options, and click Advanced.

In the Outlook Panes area at the top, click the Reading Pane button. The Reading
Pane dialog box will appear.

. Click one of these options:

® Mark Items As Read When Viewed In The Reading Pane allows you to set the
number of seconds that a message must be selected before being marked as read.
You can set the number of seconds to zero if you want an item to be marked as
read as soon as you select it.

® Mark Iltem As Read When Selection Changes marks the message as read as
soon as the pointer selects another message in the Folder pane. This is the default
setting.

Click OK to close the dialog box.

Flag Your Messages for Follow-up

You can place colored flags beside messages you want to do something with

later. The flag will appear in the flag column of the Folder pane.

Click the flag outline in the flag column of the message i T oun e e s ae] TP

header in the Folder pane to add the default red flag for Lok MEA FrEN)
. L. L= David Harris Blog--Iran: The ... [}

a task that is due today. This is a toggle between the fim Connor Mon 1220 M

Click to flag ac a to-do
Follow-Up red flag and the Complete check mark. item

Right-click for all options
_Or_




To remove a flag, or to indicate that the e-mail no longer
needs to be handled, right-click the flag and click either
Clear Flag or Mark Complete.

Figure 11-17: You can set a flag to display a
reminder with a sound that alerts you that an
important e-mail has not been handled.

r ~
Custom &
Tlagging creates a bo-do ibem thak reminds you to Folow up. After you
Foflows up, you can mark the to-do ikem complete.
Hagro: fan ot Freward | =]
Start date: | Tuscday, December 22, LUy IZ‘
Dusdate: | Tussday, December 22, 2009 [=]
" Reminder:
Tuesday, December 22, 2005 | +| |4:00PM -] [ute)
(o] o
4 1 Reminder =
| Merry Christmas]
Follow up: Thirsday, December 24, 2004 S:00 FM
Subject Duein
Blver e S
Dismiss Al | openttem | | pismiss |
Chick Soovee Lo bie reminded sgain in:

® Select the message you want to flag, in the Home tab Tag group,

1

. Click the Start Date down arrow, and click a date to

. Click the Due Date down arrow, and click a date that

W Follaw Lip 7 Filt

click the Follow Up down arrow to open its context menu, and click \‘: i:‘:‘mw K;
the type of flag you want to insert. N e week
N et weel
—Or— ¥ oo
® Right-click the flag column of the selected message, and on the ‘: i:::';:’nmr .
context menu, click the type of flag you want to insert. o | Vi i w
FINE-TUNE YOUR FLAGS I
You can fine-tune the follow-up actions of the flags and specify
that a reminder appear so that an e-mail message can be responded to in a .
timely manner. B

. In the Folder pane, right-click the flag column, and click Custom.

_Or_

For a message open in the Reading pane, click Follow Up in the Tags group of the
Home tab, and click Custom.

—Or—

For a message open in a message window, click Follow Up in the Tags group of the
Message tab, and click Custom.

. In the Custom dialog box, click the Flag To down arrow, and click an action.

Monday, December 20, 2009 v
Monday, Decer Diacamber 2000 »
SuMe TuWe Th Fr Sa

1 2 3 4 5
& 7 % 1010112
13 11 15 16 17 18 19
2 2[@Es s s
27 13%9 031

indicate when the message is to be flagged.

indicates when the response to the e-mail is to be
completed.

Taday Maone

. Click Reminder to place a check mark in the check box

and to display the date when the reminder is to begin. Click the date down arrow, and
click a date. Click the time down arrow, and click a time for the reminders to begin.

. Click the Sound icon (& to remove the default setting in which a sound file is played

when the reminder displays on the screen.

. Click OK.

. At the designated time, a reminder will be displayed, as shown in Figure 11-17. To

repeat the reminder, click the Snooze down arrow, click an interval until the next
sound, and then click Snooze.
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The expand and contract symbols to the left of an item
indicate that you can expand or contract a list by clicking
the symbol. The symbols can be used for a group of
folders in the Folder List of the navigation pane or to
group messages by day (such as messages for Tuesday)
in the Folder pane.

Edlll!lh‘\ 4
\rniorlt:i M .T.j Inbox
L;’ SR U3 Sent Items
Parsanal Faldars 3l Deleted ems (1)
Personal Folders
53 Copy
;:j ik Print
La Reply
i Reply All
kg Forward
‘_‘l Mark a3 Uinead
Hg Categorize »
W Fellowllp "I eiuecategory
Dy Fnarested  » W Green Category
7 Quick Steps * @ orange Cntegf.\ry[%
5. 5
7 More Adtions 3 D Purple Categoty
5 Rules "B red caveqony
A
¥, Move L "
- O rellow Categary
J  Ignore
;; 'IJ | : Ba AN Categories.
un
- Set Quick Clicl
K petete

Figure 11-18: The Categorize
menu shows colors, which
you can define as categories
according to your needs.

The first time you use a category, you are asked if you
want to rename it. If you do, type a name and click Yes.
Otherwise, click No.

Arrange Messages in a Folder

Outlook contains 13 types of Inbox arrangements. You can

have Outlook organize messages by the date they were sent,
which Outlook uses by default; alphabetically by who sent them
or by first word in the subject line; or by clustering those with
attachments, colored flags you give them, or categories you
created for your own use. Outlook can even group conversations,
e-mail exchanges in which senders clicked Reply, thus preserving
the subject line. To arrange messages:

1. Click Inbox or another specific mail folder in the navigation bar on the
left side.

2. Click the View tab, in the Arrangement group, click Arrange By (or
click the More button in an expanded window), and click one of the
arrangements listed.

ADD COLORED CATEGORIES

l'—i h‘\_ t
= 4 4
AMTANG#| Corveriatinng
| = an
L Dabe iCommerations) |
& from

&8 T

L] Catggones

¥ ring srannane
¥ Fag Cus ate

TH ace

U araenments
] Accgunt
¥ pupertance

o | Sheg in Graps

& Wiew Settings

Assigning categories to mail is one way of separating your messages by a colored

code that you determine. You might categorize by project, priority, sender, etc.

You determine what a color will mean when it is assigned to a message. Once

your e-mail contains categories, it can be sorted and arranged so that you can find

or track it more efficiently. The colors make the categories highly visible in lists.

Mail is only one kind of item that you can categorize. You can assign categories

to whatever you create in Outlook—tasks, appointments, contacts, notes, journal

entries, and documents. You can also create new categories in the list.

1. Right-click a message header in the Folder pane, and click Categorize. The Categorize
menu opens, as shown in Figure 11-18. (You can also click Categorize in the Tag group

of the Home tab.) i categorize -
2. Do one of the following:
® (Click a color category for the item.

® Click All Categories to assign more than one category to a
message (or to edit a category—see “Edit a Category” later in this
chapter). Click a color to select it (place a check mark in the check
box), and then click OK.
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You can reverse the sort order of categories by clicking
the sort bar at the top of the sorted item in the Folder
pane. For example, if at first your sorted categories are
at the bottom of the
list, click the sort o
- Red Category

bar to place sorted 3 Carole Matthews 11:45 AM

g Meeting at 5:30pm e UY
categories at the top.

Arrange By: Categories Zantop %‘r -

3. View items sorted into categories by clicking the View tab, selecting Arrange By (or
the More button), and clicking Categories.

EDIT A CATEGORY

You can edit a category to change its name, color, or assigned shortcut.

1. Right-click a message to be categorized, click Categorize from the context menu, and
click All Categories.

2. Select from among these options:

v
® To create a new category, click New. In the Add New Category dialog box, type a
name; click the Color down arrow, and click a color; click the Shortcut key down
arrow, and click a shortcut key if you want one. Click OK.
® To rename a category, click a category, click Rename, and type the new name in
MANIPULATING THE RULES the category name text box. ¥[] Blue Categary
Vo aeHD e (RLles Aadl A ey B f e K ® To delete a category, click the category and click Delete.
tab Move group, click the Rules button, and then click )
Manage Rules & Alerts. The Rules And Alerts 2o atnesi i oo - @ TO Change the color, click the Color down arrow, and ‘

dialog box appears and lists any current rules

under the names you gave them. B CreateRule.

1 Manage Rues & Alerts !}

LEARN THE RULES

Select a rule in the list, and review it in the description
pane below it.

d_mgcmk[?ﬂagopr--- Hhckte 4 v R
Al

CHANGE THE RULES Edit R

(S Rutes=| B caregorize | (4] Address ook

Always Mave Mesage Frome Catole Malthews

click a replacement color.

8

Mar
® To assign a shortcut key, click the Shortcut Key down EEE&
arrow, and click a shortcut key combination. OEDEE
) . ) HEEEN
3. Click OK to close the Color Categories dialog box. EEEEN

e sertings
1. Click a rule in the list, click Change Aeame ule Make Up Your Own Ru Ies
Rule, and click an action from the ‘:‘ ;'I’;'_f'i:::":‘*”*'” frem Mertunndow When it comes to sorting e-mail, you can make up the rules as you go
drop-down list. N Mavera Falder along, and Outlook will follow them. Or you can pick from a list of
—Oor— ;,j f;fl’: :: ;‘I"_:':;”W predefined rules for common situations, like having Outlook send a
Double-click the rule to open the ; thllt:r:;a :wm:- message to your cell phone if you win an eBay auction or flagging all

Rules Wizard.

2. If you opened the wizard, change the contents as
needed, click Next, click Finish, and click OK.

3. If you selected an option under Change Rules with
an icon beside it, add any requested information or
fill in any new underlined variable in the description,
and click OK until the window is closed.

Continued . . .

messages from your son at college for follow-up. (This only works for
POP3 server accounts.)
1. With Mail selected, click the File tab, and in the default Info view, click Manage Rules

& Alerts. The Rules And Alerts dialog box appears, as shown in the background of
Figure 11-19.

2. Click New Rule (shown in the upper-left area of Figure 11-19) to open the Rules Wizard,
and click one of the options in the list under step 1 in one the following categories.
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Rules and Alerts Rules Wizard w
A .
— MANIPULATING THE RULES (Continued) eS|l e ATt 4 T AL T
_ Step 1: Select a kemplate
MAKE A SIMILAR RULE [ MewRile.. ChangeRule~ 53 Copy... X Del Stay l:.lrganlzet.i. "'
1. Click a rule in the list, click Copy, accept the {3 (oppher i the drided =hoin) <} Mave messages fiom someone to a Falder
| Clear categories on mail {recommended) | E—l Move messages with specific words in the subject to 2 Folder
default folder or type a folder name to copy the [23 Move messages senk to a public group to a folder
f Copy of Micoa v Flag messages from someone for Follow-up
&Y_) rule to, and click OK. L3 Move RSS Rems From a specfic RSS Feed ko a Folder
. stay Up to Date
2' Double-click the COPY; y Display miail From sz in U e Beve Ten Aler L Widue
" n o i) Play a sound when T get messages from someone
3. Step thI’OUgh the wizard, Changlng settlngs as e descnption (chck an underined valus to edt): i Send an alert to my mabile device when 1 get messages from someane
necessary and clicking Next as you go. : Start from a blank sile
y g y g = .qpp_nly ter:strue aﬂetr the message arrlves 1 Apgly rule on messages T recsive
. . assigned ko any cakegory e
< 4. Give the rule a new name, and click S HlBar hastage's tabentirias =1 Apply rule on messages I send
- - {Mave Ui
Finish. '
CANCEL A RULE Step 2: Edit the rule description {click an underlined valua)
H H i [ Enable rules on all massages downloadsd From RSS F <SANR ATiVAS
1. Select a rule in the list, and click Delete. Pt
. move it bo the specified Folder
2. Click Yes. Al slup provessiong more rules
REARRANGE THE RULES le: Move mail from my manager to my High Importance folder

You might want rules to be applied in a certain order.
1. Select a rule in the list that you want to move. el Bk [ Finsh |

2. Click the Move Up or Move Down arrow until the
rule resides where you want it in the sequence.

Figure 11-19: The Rules And Alerts dialog box’s New Rule button opens the Rules Wizard,
which is where you establish rules for handling e-mail, including alerts for the arrival of

BASE A RULE ON A MESSAGE e-mail.
’thnlc Rule &'

Wihen Tyel e-mail wilh dll of Une selecled conditions

1. In the Mail Folder pane, right-click
the message, click Rules, and click
Create Rule.

In step 2, if desired, click the option link and complete the

Bl cacerste; dialog box as follows:

[¥]5ubject containg | Mecting

2. Select the desired options in the Dl ta e il -
Create Rule dialog box. [l ooy

® Stay Organized lets you move and flag messages in a

variety of ways.
|| Displary in the Hew Ttem Alert windors

3. To use the more detailed specifications [IPisy a selectsd sound: | Windowe Notityway | (b ] [m] | erowsen. |
in the Rules Wizard, click Advanced
Options, step through the wizard

(with information from the dialog box

® Stay Up To Date alerts you when new mail arrives by
displaying it in a special window, playing a sound, or
alerting your mobile device.

[ Mowe the ltem to Folder: | Carole salect Folder. ..

aK | Conn ||a.hmmlqnm...|

® Start From A Blank Rule lets you build a custom rule for

supplying some of the underlined values), click receiving or sending messages.

b el e TG ele Sl 3. Click Next. Click all conditions under which you want the rule applied in step 1, clicking

any underlined value in step 2 and changing it as needed. The information is added to
the scenario. Click Next.

4. If using the Create Rule dialog box, click OK.
h

266 Microsoft Office 2010 QuickSteps ~ Using Outlook and Receiving E-mail




—
—h
4. Step through the wizard, selecting circumstances and actions, changing values as
needed in step 2, and clicking Next.

—h
N
When reading your mail, it's easiest to expand the ribbon 5. Type a name for the rule where requested, click an option specifying when the rule goes
(CTRL+F1 or click the small arrow on the right side of into effect, click Finish, and click OK.
the screen) so you don’t have to continually re-open the
Home tab to delete, reply, forward, or otherwise respond "y
iy Delete Messages o
Outlook creates two stages for deleting messages by providing a Deleted Items
folder, which holds all the items you deleted from other folders. In the first
stage, you remove deleted items to a separate folder, and in the second you
remove the messages from your computer. E

DELETE MESSAGES FROM THE INBOX
Delete messages by opening a folder in the navigation pane and performing one
of the following actions:
® Delete one message by clicking a message in the Folder pane and in the Home tab
Delete group, clicking Delete. <
—Or— -
Right-clicking a message in the Folder pane and clicking Delete.

® Delete a block of messages by clicking the first message, holding down SHIFT,
clicking the last message (all of the messages in between are selected as well), and in
the Home tab Delete group, clicking Delete.

® Delete multiple noncontiguous messages by pressing CTRL while clicking the
messages you want to remove, and then in the Home tab Delete group, clicking
Delete.

EMPTY THE DELETED ITEMS FOLDER
1. Click the Deleted ltems folder. (& Deleted Items 1]

2. Choose one:
® Right-click the Deleted Items folder, and click Empty “Deleted Iltems” Folder.
® Press CTRL+A to select all items in the folder, click Delete, and click Yes.

® Select files to be permanently deleted as you did earlier, click Delete, and click Yes.
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things away. Outlook is set up on a schedule, which

you can see by clicking the
File tab, clicking Options,
clicking Advanced, and under
AutoArchive, clicking
AutoArchive Settings.

The AutoArchive dialog box that
appears allows you to turn on
AutoArchive, set the time interval
between archive functions,
determine when to delete old
messages, specify the path to the
archived file, and other settings.
Click OK when you are finished.

QUICKFACTS |
ARCHIVING MESSAGES

Archiving is for people who have a hard time throwing

- 1y
Autafrchive M

VR Budutachive every |14 | days
/I Promgk before Autodrchive runs
During Autodrchive:
|¥| Delete expired kems (e-mai folders only)
[] archive o delete oid tems
[] show archrve Folder in Folder ket
Detaulk tolder cettings hor archiving

(Claan ouk iteme older than 6 = |Months =

B Move old Rems to!

P TP TS S—— ey ——

' Permanenthy delete old items
[ Apphy these settings to all folders now |

T specfy different archive <ertings for any foilder, right-rlick
on the fiolder and chooge Properbes, then go to the

Autodrchive tab,
Lo J[ e |)

If you selected Apply These Settings To All Folders Now,
a dialog box appears, asking if you are ready to archive
files; you can click Yes and be assured of finding the
messages later. They are saved in a file structure that
mirrors your Personal folders yet compresses the files
and cleans up the Inbox. To open archived files:

® Click Expand I beside Archive Folders in the
navigation pane, and click a folder.

Remember to review the contents of the Sent Items
folder on a regular basis and delete what you can, as it

can get huge.
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Manage Attachments

Messages that contain files, such as pictures and documents, display a paper
clip icon in the second message line within the Folder pane to show that there’s

more to see. Attachments are listed in the message itself in the
Reading pane, as shown in Figure 11-20. Since computer vandals like
to broadcast debilitating viruses by way of attachments, you should
be sure that you are dealing with a trusted source before you open
any attachments. Also, it’s important to have an up-to-date antivirus
program running on your system, as well as any protection provided
by your ISP. Make sure you have it, and keep your virus definitions
up-to-date. If you are running Windows Vista or Windows 7, several
Internet and e-mail protections are built into them.

When a message comes in with an attachment, you can preview the
attachment, open it, or save it first. “um

Meeting at 5:30pm

Carole
T 53t 12/26/2009 1:03 PM |
Marty
|

 Message 2] Sales Projections.notx (531 10}
FPravise
EF gpen
@ Quidk Font
We have the sz ok sresent. Can you meat at
Tee A
5230 today to di 5
I've attached th Remoye Mtachment  Lave a head's up.

Carole B3 Copy Atachments

Select All

Figure 11-20: A single message can contain one
or many attachments, consisting of all kinds of
files, which may be previewed before opening.




If you preview an attachment, it will open in the Reading
pane, where you can scroll through the document. To return
to the message body, click the Message icon next to the
attachment at the top of the message (see Figure 11-20).

To select multiple attachments in an e-mail at one
time—for example, to copy or save them—right-click one
attachment and click Select All. Then right-click one of
the selected attachments, and choose the activity.

OPEN ATTACHMENTS

The attachment can only be opened or viewed in the Reading pane.

® Double-click the attachment.
—Or—
® Right-click the attachment and click either Preview or Open.
SAVE ATTACHMENTS
If you have My Computer or Windows Explorer open to the folder where you
want to save the attachment, you can drag the attachment there. Otherwise:
1. Right-click the attachment icon, and click Save As.
2. Use the Save Attachment dialog box to navigate to the desired folder.
3. Type a name in the File Name text box, and click Save.
OPEN SAVED ATTACHMENTS
1. Navigate to the folder where you saved the file.

2. Double-click the file.

Print Messages

Occasionally, you might receive something that you want to print and pass
around or save as a hard copy. Outlook lets you print in a hurry with the default
print settings, or you can control certain parts of the process.

PRINT QUICKLY
Right-click the message or an attachment, and click Quick Print. The message
will be printed on your default printer.

CHOOSE PRINT SETTINGS
1. Select or open the message.

2. Click the File tab, and click Print. The Print window appears with a preview of what
you will print and settings you can configure, as shown in Figure 11-21.

Microsoft Office 2010 QuickSteps  Using Outlook and Receiving E-mail 269

-l
N

€l

vi



"bnnt it 3. Open the Printer drop-down list, and choose the printer you want to use.
SE i ——— . 4. Click Print Options to open the Print dialog box.
Nome: | WASUSHP Photosmart 2600 scrics =
St ) 5. Click Properties, select the layout or quality, and click OK.
Iype: HH Photosmart 2eUL senes
whera: [ Prina. Lo Fike . . .
Commment; 6. Click Page Setup to open the Page Setup dialog box. Review the Format, Paper, and
i o Header/Footer tabs for settings you may want to make, and click OK.
m Tabls Style Hage betup,.. ramher of pages: | all -
- E tomher of coples: 1 |2 7. Click Print to begin printing.
. L | Defie Styles,, | Collate copies
LI |
’ l_"'_“:l""“"’ @i Inbx - Personal Falders - Micrasoft Dutlook =l e
q. I"ug’:s m Hame Send / Recetve Folder View ' o
rumbsa abed
" ol syl e ot save s p—
example, Lype 1, 3o 512, _@Q v LHJ nnt Sethngs
Frinl outiees [ Specify how you want the item to
l—lﬁﬁﬂﬁmm Attachments will print ko the Tl Print he printed and then click Print
0
itk Printer :
Pt | [ prevew | [ concel | Print g ® 7 HP Dhatosmart 2600 series an ASUS =
/] 3 . Ready
Help = :
[fPrint Options
3 Opaions Print What
X Eat
Table Style
| % Memuo Style
a1 |ofl E Y=
] i 3

Figure 11-21: You can customize how a message is printed.
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Create a Message
Address a Message

Use a Contact Group

Add Carbon and Blind Copies

Edit a Message

Use Stationery
Formatting Messages
Attach Files

Including Hyperlinks
Sign Messages

Using Signatures

Use Digital Signatures
Check Spelling
Change the From Address
Reply to Messages
Forward Messages
Sending Messages

Set Message Priority

Request Receipts

Delay Delivery with a Rule

Chapter12

Creating and
Sending E-mail

As the saying goes, you have to send mail to get mail. The
beauty of Outlook e-mail is that the messages are so easy
to send and respond to that you can essentially carry on
conversations. Outlook also makes it just as easy to send a
message to 1 person or to 50, bedeck messages with fancy
backgrounds known as stationery, insert links to Internet
sites, include pictures—even add a distinctive signature.

In this chapter you will learn how to create and enhance
messages, as well as how to send copies, respond to others,
and control how and when e-mail is sent.

Write Messages

Creating an e-mail message can be as simple as dispatching a note or as elaborate
as designing a marketing poster. It's wise to get used to creating simple messages
before making an art project of one. Without your having to impose any
guidelines, however, Outlook is set to create an attractive basic e-mail message.
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_ Create a Message
The Outlook 2010 new Message window has many of the

features of the Microsoft Word 2010 window and provides One click starts a message, and the only field you have to complete is the
many of the tools available in Word. address of the recipient. Normally, at least three fields are filled in before you

send the message:

® Recipient One or more e-mail addresses or names in your Address Book
® Subject Words indicating the contents of the message (used by the Find tool in a search)
To gain more working space, you can minimize the size ® NMessage body Whatever you want to say to the recipient

of the ribbon. To do this, click the Minimize Ribbon

To start a message:
button on the right, next to the Help icon, or double-click

the active tab name. Either click Minimize Ribbon or With Outlook open and Mail selected in the navigation pane, click the New
double-click the active tab again to restore the size of the E-Mail button on the Home tab New group. A new Message window A
H . Hew
ribbon. You can also press CTRL+F1 to toggle the size of opens, as shown in Figure 12-1. Ervail
the ribbon. ~ @
4 Click for names of Basic Text group contains formatting Displays default Minimize
contacts to be recipients tools for the message body message formatting the ribbon
= Nene D Untitled - Message {1 ITML;P = g
il | Mezzage Insert Options Format Taxt Pavew =3 0
Ribbon containing a % == m (B8] E3 # [2 ¥ Fallow Up ©
commands for I s _JJ v g 3 J ¥ High Inportance
. Paste R u A = iz &= | Address Check Attach Attach Signature
creating and - e T Book  Mames File Item= - & 1ow importance
sending e-mail Clipboare Baslc Ter Hames Include Tags «| Zoom
Click to send -/._J \.J,.. .
the e-mail Send L
o
Click for names . Subiedt:
of contacts to EE
receive copies
Type subject of
message
Type |

message here |

Figure 12-1: The window for creating a message contains important differences from
the one in which you read them.
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Address a Message

Outlook is the lazy person’s dream for addressing messages. Of course, the
address itself is simple: username@domain.extension (such as “mary@someisp
.com”). Once you have entered names in the Contacts workspace, however, you

can address your messages with almost no typing. In this chapter we will focus

on what happens to the e-mail itself. The following alternatives come into play

as soon as you create a new message by clicking New on the toolbar.

TYPE THE ADDRESS

Select Names: Contacts M
Secarch: @ Name only Morc columns  Address Book
Chire] Contacts - ~  Advanced Find
Hanw Disbery B E-tnail Aty
| 8 Cotherine Schwareehoy Cathering Schwwarezkoy (cschi@somed, .. cschi@somcisp, com -
£ Lhee fdams hrig Adame (chricadameiaresp, com)  chrsadamsidanicp. com
§ Dehrnah Milner Diehroah Milner (dehmaanisn. eomg dehmianisn.rom
& ForgrLee Swithsun Fung-Les Stk eon (smithi@aniso, com Msmilli@arnisp.com |
| & Jackson Johrson Jackson Johnson {fack@ouco.com) jack@ouco.com |
& Juan and Song Cruz Juan and Song Crue {jscrua@someisp. .. jscruo@soneisp.com |
G Lily Brown Lilky Browr (il comy y com |
§ Unela flevann Linda aleesnn n.rom} I i
| & Marlere Evare Marlene Evans s D s Lot
£ Marty Matthews Marty Matthews (marky isp.com) marky isp.com
B Mavy Adare Mary Adans (e Finc,com) _macameiphings. com ]
+: ]y - [ [
To-> i_hng adams (c com)
o3
Bec -
[A18 Lancel

Figure 12-2: Your Outlook Address Book can become a valuable

repository.

This is the most basic addressing technique. As soon as you click New, the
cursor blinks in the To field on the message. -

® For a single recipient, type the address.

® For multiple recipients, type each address, separating them with semicolons (;) and
a space. (You can also separate with commas and a space. Outlook will automatically

replace them with semicolons once it recognizes the entries as e-mail addresses.)

SELECT A NAME FROM THE ADDRESS BOO

1. Click To. The Select Names dialog box displays your Address Book, shown in

Figure 12-2.

K

2. Scroll through the list, and double-click the name you want.

3. For multiple names, if a comma or semicolon wasn’t automatically added after a
name you selected or entered, type one of those characters between names or

e-mail addresses.

4. Repeat steps 2 and 3 as needed until all desired names are listed in the To text
box. An alternate way is to hold down CTRL while you scroll manually and click all

desired names. Then click To.
5. Click OK.
COMPLETE ADDRESSES AUTOMATICALLY

Outlook runs AutoComplete by default. As soon as you type the first letter

of an address, Outlook begins searching for matches among names and

addresses you've typed in the past.

1. Begin typing a name or address in the To field in the Message window. The
closest names to what you have typed will be displayed in the Name list.
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You can turn off AutoComplete if you wish: Click the File
tab, click Options, and click Mail in the left pane. Under
Send Messages, clear the Use Auto-Complete List To
Suggest Names When Typing In The To, Cc, And Bcc
Lines check box. Click OK to close.

o, Use Auto- Camplata List to cuggect names
when typing mthe o, Ce and Bec ines
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2. If the name you want appears in the list, click it, or press DOWN ARROW (if necessary)
until the name is highlighted, and then click it or press ENTER to accept the address.

The name displays, a semicolon follows it, and o B

the cursor blinks where the next name would Ce.n Carole Matthews (carnlemiginyisn. com) x
Subject: [ \rmealmu {rechigsnmeisn.rom)

appear. Chris Adams (chrisadamsianisp.com)

3. If you wish to add another recipient, begin typing
another name, and repeat the process as needed.

4. Press TAB to go to the next desired field.

Use a Contact Group

You can group your contacts into contact groups or distribution lists, giving you
an even quicker way to add multiple addresses to messages. Use any of the
preceding procedures to enter individuals in the Address Book, and enter or
select the name of the contact group as it appears in the Address Book. After
selecting the contact list, its name will have a plus sign next to it, which you can
click to expand the contact list name and see the individuals in the list (you will
be warned that once expanded, you can’t contract it. When you =, @ fineco; |
send it), the message will go to everyone on the list. h

Add Carbon and Blind Copies

You may never have seen a real carbon copy, but Outlook keeps the concept
alive by way of this feature located just below the To field in the new Message
window. Persons who receive a message with their e-mail address in the Cc
(carbon copy) line understand that they are not the primary recipients—they
got the message as an FYI (for your information), and all other recipients can
see that they got it (see Figure 12-3). A Bcc (blind carbon copy) hides addresses
entered in that line from anyone else who receives the message.

INCLUDE OR REMOVE BCC ON NEW MESSAGES

1. In the Message window, click the Options tab.

2. In the Show Fields group, click Bee to toggle the Bec field on and off. f=bec




L

Use for names Click the Bcc Use for ADDRESS THE COPIES
of main button to display secondary Use for hidden
addressees the Bec text box.  addressees (FYI) addressees Type addresses in the Cc and Bec fields Complete]y or
\ / d : with the aid of AutoComplete. You can also use the
Ik r ¥ 5 Chri ! - HTML | B . . .
|% - kgl L G Address Book: Click Cc or Bec in the Message window,
File_ Message Tnce Oiptiang Farmaf Test Review (2]
Tj K E [i=20%] 3 N begin typing a name to scroll through the names, and .
Toames B\ o S Svc squ P OFSEREpBE To double-click the name(s) in the Address Book you want W
- = Xalor~ [ Reque? Read Receipt Ttem To ™ .
Themes Shew Fislds Tracking ; Mare Optians to be COpled-
F:¥ >
=1 ¢ =
— | A— S Edit a Message
(e rine Schwarezkoy (csch isp,com); Debroah Milner (dehord@arisp,com): -t
Bec.. @ | Markene Evon (movans@onisp.com); Mok Davidbloom (moly@ourzp com; E-mail can be created in any of three formats and has e
supject: | chnstmas party the additional option of using the powerful formatting
Hi Al < capability of Microsoft Word for composing messages.
IU's party Lime! On Wednesday December 23% we will have our annual Christmas parly 3 OuﬂOOk handles au three fOI'matS quite eaSiIY’ but
starting at 2 PM. Bring any gifts you want to share, and prepare to enjoy yourself! - sometimes you need to COHSider your recipientsr
i i ~ .
| conerine schwareskes PdEdiy computer resources and Internet connections.
Figure 12-3: The way a message is delivered suggests ® HTML (HyperText Markup Language), the default format, lets you freely use design
different roles for the various recipients. elements, such as colors, pictures, links, animations, sound, and movies (though
good taste and the need to control the size of the message file might suggest a little
discretion!).

® Plain Text format lies at the other extreme, eliminating embellishments so that any
computer can manage the message.

® Rich Text Format (RTF) takes the middle ground, providing font choices—including
color, boldface, italics, and underlining—basic paragraph layouts, and bullets.

With Outlook, you can edit messages you create as well as those you receive.

Regardless which of the three formats you choose, some editing processes are

always available, as shown in Table 12-1.

Using HTML or Rich Text Format provides a wide range of options for
enhancing the appearance of a message. See the “Formatting Messages”
QuickSteps for a rundown of additional formatting selections. Finally, you

can also create the message in another program and copy and paste it into a
message body. HTML will preserve the formatting exactly, and Rich Text Format

will come close.
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TO DO THIS

Insert new text in the message body Click where new text belongs, and type new text.

Indent the start of a paragraph Click before the first letter of the paragraph, and press TAB.

Replace a Word Double-click the word. Type new text.
Line Click to the left of the line.
Paragraph Double-clicking to the left selects a paragraph. Triple-clicking to

the left selects all the text in the message.

Move a Word Double-click the word. Drag to a new

Line Click to the left of the line. location in the
message.

Paragraph Double-click to the left of the paragraph.

Delete a Word Double-click the word. Press DELETE.
Line Click to the left of the line.
Paragraph Double-click to left of the paragraph.

Table 12-1: Standard Editing Operations

|

You can also edit received messages when you forward
them. This can be handy if you want to forward only the
final comment and eliminate the original message text

and other comments.
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SELECT A MESSAGE FORMAT
The type of message format being used is displayed in the title bar of the new

Message window. You either can set a format for an individual message, or you
can set a default for all message formats. = hmsmas parmyt - escage ity

To set a default format for all e-mail:

1. In either the Outlook window or a Message window, click the File tab, click Options,
and click Mail in the left pane to open the Mail options, some of which are shown in
Figure 12-4.

2. Click the Compose Messages In This Format down arrow, and select one of the
choices.

3. Click OK to close the Options dialog box.
To set formatting for an individual message:

1. Inthe Message window, click the Format Text tab. AaHmaL

AdPain Tet

2. In the Format group, click the formatting button you want, s

Farmat
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Click to select the
default message format

-
Cutlook Opticns m
General = bl
/ d | Change the settings for messages you creatd and receive
il |
Calendar Compose messages —h
= n the Editor

Contauts ;2'|| Change the aditing settings for messages. Editor Options... @ I ope. e B difo w

7] _d | Options dialog box
Tasks Compose messages in this format.  1TAL
Hotes and lournal

71 Alwars chex spelling before s 6T Speling and Autocorred..
Search > Plain Text
[¥] 1anare anginal message test in ey or tarwand

Mabila A
Language % Create or modify signatures for messages. | Signatures... Py I C_reati personalized H

— signatures
Atlvanced e ——e — — — — — 9/
Customize Ribbon A% Use stationery to change default fonts and styles, colars, and backgrounds. Stationery and _[unts..a

N .
Quick Avcess Toullvar M Custom-design
Oullevk pranes messages

Add-Ins

= Cuslomize liow itemsy are marked a3 read when using Uie Reading Pane.
Tiusl Cenlex 1= Eeading Fane;; ]

Cona ]

Figure 12-4: You can create personal message designs that distinguish you as the sender.

Use Stationery

It's easy to choose stationery for a message. You can pick a different type of
stationery for every new message or set a default style for all messages (until
you change it).

SET A DEFAULT STATIONERY THEME

You can set a default for your stationery that will be used each time you write a
new e-mail. You can also select a theme for your stationery and still have your

eV CESR W SIS MERLINFEL, TR e own unique fonts. You can vary fonts as well, either for new e-mails or for those
may not see all available formatting buttons. In = ¢,

_ _ you reply or forward. To set a default stationery:
some cases, the commands will be available

in menus. You can click the group down arrow ﬁ:“’m 1. Click the File tab, click Options, and click Mail in the left pane.
to see the menu of commands, or click the L 2. Make sure that HTML has been selected as the message format.

Maximize button on the title bar to increase the
size of the window.
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3. Click the Stationery And Fonts button. Click the Personal Stationery tab to open the

FORMATTING MESSAGES dialog box shown in Figure 12-5. Select from these choices:
To format text in the Message window, use the Format ® Click the Theme button, and under Choose A Theme, click the theme you want,
Text tab or the Message tab to access formatting and click OK. When you choose a theme, the fonts will be automatically defined for
commands. You can format text before you start typing, or you, and those buttons will become unavailable or grayed.
™ you can select text and then format it after composing the ® |, after choosing a theme, you want to use another font, click the Font down
- message. See Table 12-1 for a list of selection methods. arrow, and click either Always Use My Fonts or Use My Font When Replying Or
N ttecs TwsT VR Fotat Tt [ MR 2@ Forwarding Messages. This will enable you to select a font for all new messages
= Ax HIAL Calibsi o) ‘- EclEetn R A/ % " . . .
G AaReTet B S Gdexx 4 EEEw e ¥ A or for replying and forwarding to e-mails.
S At WA KK A BoEe d)T e S
< e = e Ao ® |f you want to use your fonts, click the appropriate Font button, and select the font,
- font style, size, and color you want.

CHOOSE A FONT AND ITS SIZE

A font can immediately set the tone of your message. ® |f you want to insert your name, click the Mark My Comments With check box.

Type over the default text, if desired.
® Select your text or paragraph.
® [f you want your replies or forwards to be in a different color, click Pick A New

® In either the Format Text tab Font group or the Color When Replying Or Forwarding.

Message tab Basic Text group, click the Font down
arrow, and move the pointer over several fonts and

see how they affect your selected text. Select a _ . i
font you want to use. Signatures and Stationery [

4. Click OK twice to close the Options dialog box.

Catin - E=oEE

() e

® Click the Font Size down arrow ¢ simtei || (EEESEEEE

O sepatng minic el Therne ar stationery For newe HTML e-mail mescage
#d Arabic Fived

next to the font, and again move

i ——r]
: _ | Themew. | hothine urrently selecte
the pointer over several sizes =g ]
Font: |Use theme's font
and notice the effects. The pim o) i il aqes
default size is 11. Select a type g i - [ Eonte. || sample Text —_ ]
Y APXEEST It 41
size you want. € Tdwoma Keplying or forwarding messages
0 Temparame T ) ™
€ Times New Roman [ Fonk:s ) | Sample Text |

CREATE BOLD, ITALIC,

; SR

UNDERLINED, AND [ Mark my comments with: | Marty Matthews
STRIKETHROUGH [ Pick a new color when replying or torwarding
. Composing and reading plain text messages
Select the text, and click the Bold, T
Fogho | m——— Sample Text
Italic, Underline, or Strikethrough 2_”:5-'"' e
effect in the Font group. B/ 7 U e 0 verdana
0 1o
O Viner fand T -

Continued . . . l

Figure 12-5: You can design custom stationery for your e-mail with your own
theme, fonts, and colored replies and forwards.
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FORMATTING MESSAGES (Continued)
CHOOSE A FONT COLOR
Select the text, click the Font Color down arrow, and

APPLY STATIONERY TO A SINGLE MESSAGE

1.

Click the Insert tab in the Outlook Message window, and click the _;r | _”"
Signature button in the Include group. Click Signatures on the menu.  sinature. 7wl :
The Signature And Stationery dialog box appears. — .

Signatures.. %

L1

select a color. A 2. Click the Personal Stationery tab.
ALIGN PARAGRAPHS 3. Change the theme and fonts, as described in “Set a Default Stationery Theme.” (_;3
Select the text and click an alignment, which, from left 4. Click OK.
to right, provides a left-aligned margin, centered text, a USE A STANDARD MICROSOFT OFFICE THEME
right-aligned margin, or justified margins (where both the . X . . .
o g. g' J g: i _ You can use a standard Microsoft Office theme in your e-mail that differs from the
left and right margins end evenly). == == ) ] ] -
Outlook themes used for stationery. You might use these to coordinate your regular B

CREATE NUMBERED, BULLETED,
OR MULTILEVEL LISTS

Select the text to be affected, and click the Bullets,
Numbering, or Multilevel List button (the latter is only
in the Format Text tab Paragraph group). := - = - “i=~

Word correspondence with your e-mail, thus creating a consistent and professional
look. These themes are easy to use and available in your new Message window.

1. In the new Message window, click the Options tab if it is not already selected.

2. In the Themes group, if you can’t see Colors, Fonts, and Effects, click Themes. Then,
in any case, click the Themes down arrow, and click the standard theme you’d like to
use for your e-mail, as shown in Figure 12-6.

SHIFT THE PARAGRAPH
The Decrease Indent and Increase Indent buttons
move the selected paragraph in fixed increments. You
can alternate clicking them until you are satisfied with
the location. However, because they will not move the
paragraph beyond the message margins, they have

® Click Colors and click a combination of colors to change the color scheme.

| B - o | ] |
.-lai;scm" ‘l"“ -t .
Ij [&] Fonts - 1 - o

.. Theme| _ Page B Pevmivsion |
limited effect on centered paragraphs. v |[OEffes - Color~ r
Fulie-In -
Click within a paragraph to be shifted, and click the An 1 Ax W As ]| Aa I
Eppropriate buton-{:F & Ay e e
INSERT LINES OR BORDERS Aa }|Aa 1'- Ad ‘1! Aa i 3
Set off paragraphs with lines or borders. :n'm:..'-.‘.-:_. ":.;:.T e
1. Click where a line is desired (usually at the end of A\I.AL fi.l ﬁ.d...]'
a paragraph), or select the paragraph(s) around Cic oy Compostte  Cano
which you want a border. ANa ﬁ Aa 1 Au 'rf
2. In the Format Text tab Paragraph group, click the Cowwe  Tiemenal  EquRy  Esrental
Borders down arrow, and click the type of line or _”\:‘ f‘:‘i‘ L ] ﬁa_i‘
h .- . . . Fracutiya Flaw Faundry i Gridd -
bordert at you want Flgure 12-6: Us”1g a Standard Offlce Easatto Ihemeafrom lemplate
theme allows you to coordinate f@ Browseror hemss..
your e-mail and regular Word ) save Current heme
correspondence.
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Be aware that the Stationery feature can increase the
size of messages, making it take longer for recipients
to download the message, especially those on dial-up
connections.

In the Message window, when you click the Themes
button in the Themes group on the Options tab, you will
see additional options at the bottom of the gallery of
theme thumbnails. You can search for additional themes
online by clicking Browse For Themes. If you alter a
standard theme with new colors, fonts, or effects, you
can save these changes as a custom theme to use again
later by clicking Save Current Theme.

From =
| <
i=1 To... | Bl Schweartz bill@ourbiz.com);
Send L
A |
Subjec: | Hew Business presentation
11i Gill, =
A

Here is the prasentation we discussed

B,
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® Click Fonts and click a font style to change the fonts used.
® Click Effect and click an effect to change the special effects of the graphics.
3. Type your new message and send it.

CHOOSE TO NOT USE STATIONERY

B ¥ X

If you don’t want to use your selected few | o poiete
Trems = 3
stationery for a single new message: | Emeil Message
. Appointment
® |n the Outlook window Home tab New group, ——

click New Items, click E-Mail Message
Using, and select HTML. A new message
will appear without your stationery.

Lontact

las)

® © e

Text Massage

E-mail Message Using More Stationeny...

To stop using stationery as a default: MoreTtems . o
1. In the Outlook window, click the File tab, click Ridvied
HTML
Options, and click Mail in the left pane. - i~
2. Click the Stationery And Fonts button.
3. On the Personal Stationery tab, click Theme and click (No dheme o Sletona
Theme) at the top of the theme list. Choose a Theme:
-
4. Click OK three times. Altemoan 1

Arctic

Attach Files

Sometimes you will want to send or receive a message that is accompanied by
other files: pictures, word-processed documents, sound, or movie files. Creating
attachments is like clipping newspaper stories and baby pictures to a letter. If
you are editing or otherwise working on the item you want to attach, make
sure that you save the latest version before you proceed. After that, click New
to open the new Message window, and use one of the following attachment
procedures.

DRAG A FILE TO A MESSAGE

Find the file to be attached by using My Computer or Windows Explorer, and
drag it to the message.




QUICKFACTS

INCLUDING HYPERLINKS

You can add hyperlinks (whether to an Internet site,

to other locations in the current document, or to other
documents) to your e-mail by typing them into the
message body or by copying and pasting them. Outlook
creates a live link, which it turns to a blue, underlined
font when you type or paste any kind of Internet protocol
(such as http://, mailto:, or www.something.com),
regardless of what mail format you use.

DEFINE A HYPERLINK
In addition to typing the hyperlink address, you can
use a dialog box to select the location of the link—on
your computer, the Web, a new document, or an e-mail
address.

1. In the Insert tab Links group, click Hyperlink.

2. In the dialog box that appears, find and select the
location of the link—in an existing file, a place in
a document, a webpage, a new document, or an
e-mail address.

3. Click OK.

TYPE OVER HYPERLINKS
In HTML and Rich Text Format, you can substitute
different text for the actual Uniform Resource Locator
(URL) or e-mail address and still retain the link. An
example might be displaying a link entitled, “Click here
to view the photo gallery” with an actual link of
“www.someorg.com/mygallery.html”

1. Establish the link as a hyperlink by clicking
Hyperlink in the Insert tab Links group. Click
OK on the dialog box, regardless of the selected
location.

2. Drag the URL hyperlink to select it.

3. Type something different.

INSERT A FILE

When you attach a file to an e-mail message, it can either be attached as a file or
entered as text into the body of the message. In some cases, it may be attached
as a hyperlink. The attached file and its commands are identified with a paper
clip icon.
1. To display the Insert File dialog box:
® Click the Insert tab, and then click Attach File in the Include group.
—Or-

Attach
File

® |n the Message tab, click the Attach File icon in the Include group. [ Attach File

2. The Insert File dialog box appears. Find and select the file [ jen h‘], ’ Canee] ] |
to be attached. Then: et

® Click Insert to insert the file as an attachment. If the i

e-mail format is HTML or plain text, it will be attached
in a field labeled “Attached” beneath the Subject field. If the format is Rich Text
Format, the file attachment will be in the body of the message.

Show previous versions

Hi Eill,

Here is the presentation we discussad

3

Subjed: | Mew Business presentation Mew Business
Attached: @_.]l-lﬂv Business Presentation.ppte i40 KBi Precentatinn.ppf...

Attachment identified for HTML or plain
text format Attachment identified for Rich Text Format

® Click the Insert down arrow, and choose between inserting the file as an attachment
and inserting it as text in the body of the message. If you choose Insert As Text,
the file is entered as text in the message. The file content of certain file types, such
as .txt, .doc, and .eml, and the source code of others, such as HTML or HTA (HTML
Application), will become part of the message. Everything else—pictures, sound, and
movies—will generate nonsense characters in the message body.

® Click Insert As Hyperlink to insert the selected file as a hyperlink. (This option is
often not available from the Attach File command.)

® Click Show Previous Versions to list the previous versions of the files so that you
can select the version you want to attach.

3. Complete and send the e-mail message.
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33 Insert Picture l=3/| EMBED A PICTURE INTO A MESSAGE
OB + vhrnes » pictures + sunser =14 § Seare L Though any kind of file you save on your computer or on a disk can
Cruantee, v Newfolder - 0 @ be sent by following the previous steps, you have the added option of
0] Micrasoft Onetlaak Pictures libra ; ; Y : ; :
LA i oy Armange by: Folder ¥ placing pictures (.gif, jpg, .bmp, .tif, and so on) right into the message
. Favarites - bOdy.
B Deskeap ﬁ 1. Click in the message body to set the insertion point.
2 Libranes .
%/ Documents SV400369.JPG NH0ITIIPG SV400008JPG 2. Click the Insert tab, and click Picture in the lllustrations group. The [oal
Iy - . . . . Picture
e : Insert Picture dialog box appears, as shown in Figure 12-7.
be=| PlCTURES
.&ﬂ Videos 3. Select the picture file you want, and click the T h‘l I o | | |
Homegroup m - = =
R Marty WAN0ITLIPG WANITLIPG SWA0aa 10 1PG |nsel‘t down arrow. FrOm the SubmenUZ T
- ) ] ) .
| & . ® Click Insert to embed the picture in the i
“8 Networ . . . Insert and Link
B Contiol Panel message. You can then drag it to size it ——
B Recycle Bin AR e i correctly for your message or right-click to g
display the Format Picture dialog box and edit the photo.
SIS LIPG SV400366JPG SVA00I6TIPG ¥ Fraie
V400366006 State: B Shared Rating =1 To, Eronwevn Callope (bronwwnioureo.com)
PEGimage  Datetaken: 10/10/2006 1:22 PM Dimensions: 1170 ¥ 340 Send =
File name:  SV400366.PG r |AII Pictures {*eml;" vl jpu;” = | Subject View al sunzel
Tools = [ Insert ]vj | Cancel | Hi, iz
Hare is the view looking wast at sugset.
Figure 12-7: You can insert a picture or a link to it using
the Insert Picture dialog box.
If you link a picture to your message rather than embed it,
you will need to either send the picture with the document
or store the picture in a shared network folder available
to the message recipient. Otherwise, your e-mail will be
seen with a red X where the photo should be.
y ® Click Link To File to send a link to where the file is stored. This reduces

the size of the message, but requires that the recipient have access to
where the file is stored.

282 Microsoft Office 2010 QuickSteps ~ Creating and Sending E-mail




L

® Click Insert And Link to both embed the photo and send a link to its location.

® Click Show Previous Versions to list the previous versions of the files so that you

If you are on a Microsoft Exchange Server network, you can select the version you want to attach.
can even insert voting options that the recipient has only .
. . 4. Complete and send the e-mail message.
to click to send a response. To do this, create a message,
click the Options tab, and click R . -
the Use Voting Buttons down e |0 Reqvesta Sign Messages w
. q UseVating|[7] g ta . . .
arrow in the Tracking group. Select o "™ You can create closings, or signatures, for your e-mail messages. Outlook
the kind of reply you need, or ApprovaReject . . .
) ) o signatures can contain pictures and text along with your name. You can create
click Custom to type new options = . o diff les f dif Kinds of .
separated by semicolons ;) in the ies.:r-io Maybe signatures in different styles for the different kinds of messages you write: -
Use Voting Buttons text box. LUstam:: friendly, formal, or business. »
CREATE A SIGNATURE
. i < 7] - E - B
With Outlook open: ew el

Tvpe aname For this signature:

1. Click the File tab, and click Options. The Outlook
Options window opens. Click Mail in the left pane. [Cox [ conm |

2. Click Signatures in the right pane, and then click New.

3. Type a name for your signature, and click OK. This identifies the signature group that
the signature serves. It will not be displayed on the message. The Signatures And
Stationery dialog box appears with the E-mail Signature tab selected.

4. In the Edit Signature text box, type (or paste from another document) any text you
want to include in your closing, including your name, as shown in Figure 12-8.

5. To apply formatting, select the text and click any of the formatting buttons in the
toolbar. You can even insert a business card, picture, or hyperlink. Use the tips found
earlier in the “Formatting Messages” QuickSteps. Plain text messages, by definition,
cannot be formatted.

Font Bold, italics, underline Left-align, center, right-align Insert a picture
Calibri (Body |Z| 11 E | IB I gl Aukomatic | % = | | Business Card | | F.
Font size Font color Insert a business card Insert a hyperlink

6. Click OK twice to close the dialog boxes.
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USING SIGNATURES

You can use certain signatures for certain accounts, and
you can still pick a different one for a particular message.

Click the File tab, click Options, and in the Outlook
Options window, click Mail in the left pane.

ASSIGN SIGNATURES TO ACCOUNTS

1. Click the Signatures button, and then click the
E-mail Signature tab.

2. Click the E-mail Account down arrow, and select
an account.

3. Click the New Messages down arrow, and click
the signature name to be used.

4. Click the Replies/Forwards down arrow, and click
the signature name to be used.

5. Repeat steps 2—4 for each of your accounts, and
then click OK twice.

INSERT A SIGNATURE IN A MESSAGE

Sometimes, you will want to replace a defined signature
with another one or define a signature when you create
a message.

1. Create an e-mail message.

2. Click in the body of the & |
message where you want the Mary Business
special closing. Click the Insert : :::::al

tab, and click Signature in the
Include group. Choose one of
the following options:

Signatures

® Click the name of an existing signature, and it
will be inserted in the message. If you already
have a message that was inserted automatically,
it will be replaced by the one you select.

Continued . . .

Signatures and Stationery m
| E-mall Signature | personal stauonery
Select signature ko edit Choose default signature
[Carole w artsy background o] Comail sccounti on Hotmeil [~]
|Larale w Busness card
I rie New MEsSages:  |(none) 3
Replesfiorwards: |(none) E]

(ookts ] [ Mew ] [ e ] [ Boname

Edit signature
Garamand []z[=ll® r u agematic  [-]|[F] = GlBusiness Card | [ @,
Thanks for contacting us, -

The Matthews Technology Team

il

Figure 12-8: You can create one or more signatures with custom-designed
characteristics that will be included in the bottom of your e-mail.

Use Digital Signatures

A digital signature certifies that everything contained in the message—
documents, forms, computer code, training modules, whatever—originated
with the sender. Computer programmers and people engaged in e-commerce
use them a lot. To embed a formal digital signature, you need to acquire a digital
certificate, which is like a license, from a certificate authority, such as VeriSign,
GeoTrust, or GlobalSign.

Alternatively, you can create your own digital signature, although it is not
administered by a certificate authority. A self-signed certificate is considered
unauthenticated and will generate a security warning if the recipient has his or
her security set at a high level.
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ACQUIRE A DIGITAL CERTIFICATE

USING SIGNATURES (Continued) If you do not already have a digital certificate, Outlook can lead you to a
® Click Signatures, and the Signatures And website where you can find a commercial certification authority to issue one.
Stationery dialog box will appear. Create a new Make sure you are online before you begin.

signature, as described in “Sign Messages.”
1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.

For the current message, once again click i ) . o -t
Signature in the Insert tab, and click the name The Trust Center window opens. Click E-mail Security in the left pane. w
of your new signature. 2. Under Digital IDs (Certificates), click Get A Digital ID. A Microsoft webpage on digital
IDs will open.
3. Follow the instructions on the page to select a vendor and obtain a certificate. .
NN

IMPORT OR EXPORT A DIGITAL ID

M If you already have a digital ID in another application, you can import into
' Outlook, or you can export your digital ID in Outlook so you can use it in
You can also do an Internet search on “Get a digital ID”

and find other sources of digital IDs, some of which are
free for an initial period. 1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.

The Trust Center window opens. Click E-mail Security in the left pane.

another application.

2. Under Digital IDs (Certificates), click Import/Export. The Import/Export Digital ID
dialog box appears.

3. Click Import Existing Digital ID From A File to import a digital ID, or click Export
Your Digital ID To A File to export your own digital ID.

4. Fill in the requested information, and click OK three times.

ADD A DIGITAL SIGNATURE TO MESSAGES

1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.
The Trust Center window opens.

2. Click the E-mail Security option.

Encrypted e-mail

3. Under Encrypted E-mail, click the Add Digital Signature To Outgoing Messages

ﬁ_ :‘ Encrypt contents and attachments for outgoing messages
lﬁ ZI Add digital signature to outgoing messages CheCk bOX.

Z‘ Send clear text signed message when sending signad L. .
massages 4. To make sure that recipients can read the message if they don’t have Secure/
Multipurpose Internet Mail Extensions (S/MIME) security, click the Send Clear Text

Signed Message When Sending Signed Messages check box.

] Request S/MIME receipt for all 5/MIME signed messages

5. To receive a message confirming that your message got to the recipient, click the
Request S/IMIME Receipt For All S/MIME Signed Messages check box.

6. Click OK twice.
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. TP

For exploring misspelled words, you will find a reference
source by clicking Research in the Proofing group on the
Review tab of the Message window.

File, | Meysag | Inveat | Option | Formal || Review | & e
£ = ABC a‘ qt
v 4 ;u El z3 %% %F
spelling & Research Mesaurus Word | Iransiate Language
Grammar Count * v
[k:-:-at-n-_u Language

. TP

The personal, or custom, dictionary can get long, and
misspellings can be added accidentally. To edit the
dictionary from Outlook, click the File tab, click Options,
and click Mail in the left pane. Click Spelling And
AutoCorrection. In the Editor Options window, click
Custom Dictionaries. In the Custom Dictionaries dialog
box, click Edit Word List. Remove a word by clicking

it, pressing DELETE (to fix it, type the correct spelling
instead), and then clicking OK four times.

- .
CUSTOM.DIC (>

Word(s):

DicLlivnary:

| fccoutrements
Marky
Matthews
QuickSteps

| oK. Cancel |
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Check Spelling

Even though many abbreviations have emerged with e-mail, instant messaging,
and texting, unintentional spelling errors still can be a problem. You can have
Outlook check the spelling of your message when you finish, or you can have it
automatically check messages as you are writing them.

CHECK A MESSAGE
Create a message and as you type, spelling errors will be automatically flagged
for you with a red wavy line as you type. You will have these options:
® Right-click the flagged word, and if a correct : ——

spelling is suggested, click it. lermeknoy . W%

® [f you do not see the correct spelling, then the flagged word cannot be found in the
dictionary. Either look it up in a reference source and type it in, or type another spelling
to see if it is correct.

® [f you know the flagged word is correct and you want to add it to the dictionary, right-
click the word and click Add To Dictionary. Also, see “Add a Word to the Dictionary,”
next.

ADD A WORD TO THE DICTIONARY
To add a flagged word to the dictionary so that it will not continue to be flagged

as a potential misspelling:

1. Highlight the flagged word, and click Spelling & Grammar in the Proofing group of the
Review tab. The Spelling And Grammar dialog box will appear, as seen in Figure 12-9.

2. Click Add To Dictionary.
3. Click Close.
CHECK MESSAGES BEFORE SENDING

To automatically check spelling in messages before sending them:

1. Click the File tab, and click Options. The Outlook Options window opens. Click Mail in
the left pane.

2. Click Always Check Spelling Before Sending, and click OK.

AB . Always check spelling before sending

V| Tgnore ariginal message text in reply or forward




Potentially
misspelled word

Words in the
dictionary
suggested as
possible corrections

Check rules
and options for
spelling checks

i

Soelling and Grammar: English (L.5) -2 |
Mok ichionary: p
Can you stil make the meting on the 197 - | Ignore Once !l b
-
=1 Igniore All
Add ko Dickionary %
Sugoestions:
e ________________J§ Changs *
skl
nals Change 4l
stall \
| check grammar
"’ Oplivns... s Cannel
£

L

Automatically correct the spelling (assumes
suggested word is the correct spelling)

Figure 12-9: The default spelling dictionary contains
everyday words rather than technical or scientific terms.
You can add special words to it.

Keep this one
spelling or keep
all identical
spellings

Keep spelling
and add word to
the dictionary

Change to
highlighted
suggestion for this
one spelling, or
change all spellings
in the message

Send Messages

No extra postage, no trip to the post

office, no running out of envelopes. What

could be better? Once a message is ready

to go, you can just click a button. Outlook

provides features that let you exercise

more control over the process than you

could ever get from the postal service,

“snail” mail.

or

Make sure that your message is complete

and ready to send, and then click Send on

the upper-left area of the message.

Send

Change the From Address

When you have more than one account, your Message window contains a From

button that is not available otherwise. This can be helpful if you want to send

a message that appears as though it’s from an account that you haven't set up

in Outlook (such as if you usually read your Gmail online, but want to send

this particular message as if it were from your Gmail account). It’s just a header

spoof, of course, but most recipients wouldn’t notice. To send a message from

a particular account, choose one of these options:

From =

A=l
Send A Send.
e

® Click From and click Other E-mail Address. The Send To Other E-mail Address
dialog box appears. If your name account is already set up, click Send Using and
select the account you want. If you need to open a new account, click From and
choose a name from the contact list. Click OK twice.

Microsoft Office 2010 QuickSteps
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® Click From above the To button in the Message window, select an account, and click
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Reply to Messages
When you receive a message that you want to answer, you have three ways to
initiate a reply:
® Open the message and click Reply in the Respond group on the Message tab.
—Or—
® Right-click the message in the Folder pane, and select Reply from the context menu.
—Or—
® Click the message in the Folder pane, and click Reply in the Home tab Respond group.
Whichever way you choose, a reply Message window opens, as shown in
Figure 12-10. The message will be formatted using the same format the sender

used, and the subject will be “RE:” plus the original subject in the Subject
line. By default, the pointer blinks in the

g [
BH9 0+ vz HE Db w (oS E o0 (HTNE S b message body above the original message
Message Insert Cptions Format Text Rewiew Developer (] e and sender/s address (See alSO “Change the
Calibri (Body) 1EY Il Attach File ¥ Follow Up = © Y L.
o | w ren = Q @J N T ——— Reply Layout”). Treat it like a new Message
Past Address Check z .
we g lw. A poresrnets | ecimsatie (|l cevrtmpansne | window: Type a message, add attachments
Clipboard & Basic Text [ Mames Include Tags % | Zoom or links and Cth Send
, .
From = on Gmail
= — — REPLY TO ALL RECIPIENTS
.S.end Ty iBusmess Daily Times |
ce || | If the To field in the message contains
Brc.. | | | several recipients, all of whom should read
Subjecti |[REIBDTNewsletter | your reply, Outlook makes this simple.
Please send me information on subscriptions, i) Using any of the three ways just listed, click
hdany thanks, i, 4
Judy Fise = Reply All. The reply Message window will
list all original recipients in the To and Cc
From: Business Daily Times fields. Send the message as usual.
Sent: Thursday, January 07, 2010 2:01 PM
To: someone@someplace.com | -
Cuhdacts ONT Mowelothar X b
11 1] # L] _@

Reply
A All

Figure 12-10: The Reply window uses the sender’s message format and subject to make the
e-mail conversation easy to track and respond to.
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Replies and forwards CHANGE THE REPLY LAYOUT
f;; £l Jose original W When rephing ot fareariing You can select from five different ways to incorporate the original message.
= [ Preface comments with: | Marty Matthews . . . . ..
' Also, if you'd rather just insert your responses into the original text, Outlook
When replying to a message: Include onginal message text E . . .
k lets you decide how to identify your remarks.
When Torwarding a message: % o not Incude arlginal message . . . . . .
. 1. Click the File tab, click Options, and click Mail in the left pane. o
Fierace each line in a plain- ) . .
Attach original message 2. Beneath Replies And Forwards, click the When Replying To A Message down arrow, w
o = L » and select how you want the original message included.
H Zl Automatically save items tha % Rl e nesane teek . .
T _ 3. Click the Preface Comments With check box, and type the label you want.
Saveto this folder: | Drafts _ o
:| \When replying to a messag. Include and indent original message text 4. CIICI( OK .
[V] save forwarded messages _h
[] save copies of messages in Prefix each line of the ariginal message

=LA Forward Messages

When you forward a message, you send an incoming message to someone else.
You can send messages to new recipients, using the same techniques as with the
Reply feature.

When you receive a message that you want to forward to someone else, use one
of these techniques:

'—$ ® Open the message and click Forward in the Respond group on the Message tab.
Forward _Or
® Right-click the message in the Folder pane, and select Forward from the
context menu.
—Or—
® Click the message in the Folder pane, and click Forward on the Home group.

A Forward Message window opens, with the cursor blinking in the To field
and a space above the original message for you to type your own. Once the
Forward Message window opens, the simplest action is to enter the
recipient’s (or recipients’) address(es), insert attachments as needed, and
send as usual.
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== FORWARD MULTIPLE MESSAGES

Al E W B o« o |5 Weekend reading - Message (HTML)
Metsage [TiinsercB s Optpns S haumat fc S RAVIEW _~ @9 Rather than forward a bunch of messages one by one, you can
Gibitiboas Y1l (A X7 [pg || d-Amenbie || g @9 bundle them and forward them in one message.
B 7 O : =~ | EEi= D Attach Ttem ~ A
; g = 2o T Names S Tags | Zoom . .
Paste o | W2+ A - == 8 S T 1. Press CTRL while you click each message that you want to forward.
Clppowd & S Tox ndude Zoon 2. Right-click one of the messages in the group, and click Forward. A new

mail message opens with the messages included as attachments, as
seen in Figure 12-11. You may also see the attachments in the Attached

box rather than in the message area.

Fram =

-
B s !Jackson Johnson (jack@ouco. com;

Send

T |
: [ - ’ @
GLLEC S Y eckend reading | 3. Complete the message and send as usual.

Set Message Priority

Aftached: I_l Meeting at 5:30pm (537 KBI; =] Meeting at 5:30pm {5 KBi;
| Meny christmas! (3 kBi

i - . N
For next weelk, - If your recipient gets a lot of messages, you might want to identify
b your message as important so that it will stand out in his or her
Jackson Johnson & Inbox. Outlook includes a red exclamation point in the message
list to call attention to messages set with high importance and
Figure 12-11: You can group and forward e-mails as . 1. . .
a blue down arrow to indicate messages with low importance. In the Message

attachments.

window, you flag your e-mail messages with the appropriate flag.

1. Create a message. In the Options group on the Message tab, select one of these options:
® Click High Importance to insert a red exclamation point to indicate high importance.

® Click Low Importance to insert a blue down arrow to indicate low importance.

2. Send the message as usual.

SENDING MESSAGES

You can fire off your messages now or later, or on ¥ Follow Up ~
a schedule. ¥ High Importance

SEND MESSAGES MANUALLY e
By default, as long as you are connected to the Internet,
clicking Send in the Message window sends the
completed message. You can turn this off so that clicking

Request Receipts

Send in the Message window only puts the message in Anyone who has sent an important message and has not heard a peep from
D O EZ 3D R VB LS D B S AR the recipient can appreciate receipts. When the addressee receives or reads the
the Outlook standard toolbar to send all the messages in " .
B message, you are notified. You can request receipts for all your messages or on a
e Outbox folder. . ,
Continued ... . message-by-message basis.
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SENDING MESSAGES (Continued)
TURN OFF AUTOSEND
To prevent a message from being automatically sent

unless you click Send in the Message window:

1. Click the File tab, click Options, and click
Advanced in the left pane.

2. Under Send And Receive, clear the Send
Immediately When Connected check box.

3. Click Send/Receive. Under Settings For Group
“All Accounts,” clear the Schedule An Automatic
Send/Receive Every check box. Also clear the
Perform An Automatic Send/Receive When
Exiting check box.

4. Click Close and then click OK.

SEND MESSAGES AT A CERTAIN TIME
1. Create the message and click the Options tab.

2. Click the Delay Delivery button in the B
More Options group. The Message e
Options dialog box appears. adzliasl.

3. Under Delivery Options, click Do Not Deliver
Before.

4. Click the date and time down arrows, and select
a day and time.

5. Click Expires After and click the date and time
down arrows to set the end time.

Delivery npkinns
G [ Hawe replies <nit hoe
[F] 0 ek ledver hefors: 1320100 (| smnem [+]
[T kxpres after: MNone | |12m08mM - |
6. Click Close.
Continued . . .

L1

OBTAIN RECEIPTS FOR ALL MESSAGES
1. Click the File tab, click Options, and click Mail in the left pane.

2. In the Outlook Options window, scroll down to Tracking.

3. To request a receipt, click Read Receipt Confirming The Recipient Viewed The
Message, Delivery Receipt Confirming The Message Was Delivered To The

Recipient’s E-mail Server, or both. (_;;
4. 1f you like, choose an option for responding to other senders’ requests for a receipt—
Always Send A Read Receipt, Never Send A Read Receipt, or Ask Me Each Time
(the default).
5. Click OK three times. -
N

Tracking

-2 Dalivery and read receipts help provide confirmation that messages were successfully
_g} received. Mot all email servers and applications suppart sending receipts.

For all messages sent, request:

:I Defivery recelpt confirming the message was dellverad to the recpient's e-mall
server

:‘ Read receipt confirming the recipient viewed the message
For any message received that incdudes a read receipt request:
() Always send a read receipt
() Mever send a read receipt
@ Ask each time whether to send a read receipt
Automatically process meeting requests and responses to mesting requests and polls
Automatically update ariginal sent item with receipt infarmation

Updatetracking infarmatian, and then deleta respancas that dan't cantain cammeants

O0EE

After updating tracking

information, mave receipt to: = EEicteditoms

OBTAIN A SINGLE RECEIPT
1. Create a message and click the Options tab in the Message window.

[[] Request a Delivery Receipt

2. In the Tracking group, click Request A Delivery Receipt,
Request A Read Receipt, or both. (If you have set these [ Hequest a Kead Receipt
options for all mail, this message will reflect those settings.) Tracking

Delay Delivery with a Rule
You can create a rule to control when messages leave your system after you

click Send.

1. In the Outlook window Home tab Move group, click Rules, and click Manage Rules &
Alerts.

2. If you are told that messages sent and received with HTTP (such as Hotmail, Gmail,
and Yahoo!) cannot be filtered using rules and alerts, click OK.
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SENDING MESSAGES (continued)
SAVE A SENT MESSAGE
You can select the folder within which a sent message will

be saved. -
YD &

1. On the Message window, on  saesent Daiay  Diract

Trem Ta pDelivery Replies To

the Options tab in the More Ta Oter Folder
Options group, click Save V| e Defaut Falder
Sent Item To. R Mot Save

2. In the submenu, select whether you want to save
the message to the default folder, to another folder
(which you find and select in the Select Folder
dialog box), or to not save the message at all.

Rules Wizard %

Which condibion{s} do you want to chedk?
Slep 1 Sedel conlilions)
[T with specific words in the subject
[1 thrangh the sperified arconk
] marked as importance
1 maarkasd e s milivily
[] sent to people or publec group
[ with specific words in the body
[ with spedfic words in the subject or body
[] with specific veards in the recipient's address
[[] assigned to category category
[] assigned to any categary
[1 which has an attachment
v with a size in a specfic ranos
[1 1:ses Hhe Eorm name Foem
[] with zelected propertiss of docum
[0 bl e o nimeetitny inlalivn ur up
[] from K55 Feeds with specifed text
|| from any RSS Feed
[ on this computer anly
Step 2: Edk the rule description (dick
Apply this rule after I send the mess,
with a slze n a specific range

3
Message bize ﬂ

Size {kilobytes)
Atleast: 100 %

Atmost: UL =

[

[ cancel | [ «Back || mewt» | [ Finsh

Figure 12-12: Outlook’s rule-making feature has a
large number of conditions that you can organize
into rules.
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3. In the Rules And Alerts dialog box, click New Rule.

4. In the Rules Wizard, under Start From A Blank Rule, click Apply Rule On Messages |
Send, and click Next.

5. Click to select any desired conditions that limit which messages the rule applies to, and
then click the link in the description pane (shown in Figure 12-12), which may display a
dialog box to specify the exact criteria. Complete the dialog box, click OK, and click Next.

6. Under Select Action(s), click Defer Delivery By A number Of Minutes.

7. Inthe description pane, click the link for a number of minutes, and in the Deferred
Delivery dialog box, type the total minutes (up to 120) that you want messages
delayed, click OK, and click Next.

8. Click any exceptions, specify them in the description pane, click OK if necessary, and
click Next.

9. Type a name for the rule, and click Finish. You are returned to the Rules And Alerts dialog
box, which will now show your new rule, as you can see in Figure 12-13.

Rules and Alerts g

———— .
E mail Rudes | Manaye Alerls |

(25 NewRule... ChangeRule~ S Copy.. X Delete < ¥ RunRulesNow... Options

| Rule {applied in the order shown) Actions -
| Delay if message is at loast 100 and at most 1000 kilobytes 5|
W Clear categories on mai (recommended) b

Rule description (cick an underfined value to edit):
Apply this rule after I send the message

with a size at least 100 and at most 1000 kilobytes
defer delery by 90 minaibes

[T Ersabbe rules un ol nessoyes downbusded lrom R3S Feeds

[ o [ concel || sy |

Figure 12-13: The Rules And Alerts dialog box, opened from the
Home tab Move group, provides for the creation and management
of rules.




Create Calendar Appointments
and Tasks

Customize the Calendar

Navigating the Calendar
Using the Navigation and

Reading Panes
Customize Calendar Views M
Set Up the Calendar scheduling and

Maintain Multiple Calendars
Share a Calendar the calendar
Create Appointments

Understanding Internet Calendars ) N )
The Calendar is second only to mail in its importance in

Outlook. The Calendar works closely with Contacts and Tasks
to coordinate the use of your time and your interactions with
others. It lets you schedule appointments and meetings;
establish recurring activities; and tailor the Calendar to your
area, region, and workdays.

Entering Dates and Times
Enter Recurring Appointments
Move Appointments

Use Reminders

Print Calendars

Schedule a Meeting

Respond to an Invitation In this chapter, you will see how to use and customize the
Calendar, schedule and manage appointments, and schedule
and track meetings and resources.

Explore the Calendar

The Calendar has a number of unique items in its Outlook window, as seen in
Figure 13-1.

@® Buttons allow you to quickly switch the view of your calendar between daily, weekly,
and monthly views, as well as to show or hide details of your activities.
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Figure 13-1: The Outlook Calendar displays your day, week, work week, month, or schedule at a glance.
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Appointments

Appointments only involve you.
They take time on your calendar,
are less than 24 hours long,

and do not require inviting

others within Outlook to attend.
Examples include a sales call,
lunch with a buyer, or time you
want to set aside to write a report.

appointment
icon

s

Meetings

Meetings are appointments

that require that others be

invited and/or that resources

be reserved. Meetings are set

up using e-mail. They happen

at a scheduled time, just like an
appointment. You invite others via
e-mail, and the meeting displays
in your calendar with the location
and organizer's name.

meetings
icon

==

Events

All-day events are 24 hours or
longer, do not occupy time on
your calendar, and appear as a
banner on each day’s calendar.
Examples are conferences,
birthdays, or your vacation. Since
events that you put on your
calendar do not block out time
like a meeting or an appointment,
you can have other entries for
that day display on your calendar.

Tasks

Tasks are activities that do not
need specific time scheduled for
them and are your own personal
tasks, even if they are part of a
larger project of which you are

a team member. Your tasks will
display in the Day and Week
views of your calendar, as well as
on your To-Do bar.

task icon

3

Table 13-1: Common Calendar Activities

L1

® The current date and each appointment are displayed on the calendar in
Normal view.

¢l

® Your tasks appear at the bottom of each day in the Day, Work Week, and
Week views.

Create Calendar Appointments
and Tasks
The Calendar is designed for you to easily keep track of appointments,

meetings, events, due dates, anniversaries, birthdays, and any other

vi

date-related happening. You can schedule several different types of
activities, as shown in Table 13-1.

CREATE AN APPOINTMENT

These steps offer a quick overview of how you set up an
appointment. Refer to “Use the Calendar” in this chapter to
learn more about how to create appointments, events, recurring
appointments, and reminders.

1. Click Calendar in Outlook Views (the lower pane in the navigation pane).
_Or_
Press CTRL+2 on the keyboard.

2. Click a date on the Calendar Navigator, and that day displays in Day
view. If the calendar shows in Work Week, Week, or Month view, double-
click any date on the calendar.

3. A new Appointment window opens, as shown in Figure 13-2. See “Create
Appointments” elsewhere in this chapter for more information.

4. After you have entered your information, click Save & Close to close the
Appointment window.

CREATE A NEW TASK

1. In the Home tab New group, click New ltems and then click Task to
open a Task window. In Outlook, a task is an item you track until it is
completed. It may not have a specific timetable, but it is something you
want to monitor.

2. After you have created the task, click the appropriate choice in the
Task’s Follow-Up group. Click Save & Close to close the Task window.
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Have Helene and Joe review the new codes for their areas

HHYUO « + |5 Call Sarn to discuss building plans - Appointment ‘[ =HlUC customize the calendar
Fi Appointment Insert Format Text Review Developer & 9 .
Fis Bl a8 a2 © | As you have seen with the rest of
| 1] i i e hoar = = Busy v A_¥ Recurrence e Y
ﬁ x =:: [P £ _ e Qm Em Outlook, there are many ways you can
Save & Delete Copyfo My _— |&ppointment| Scheduling Irwite 415 minutes - 0 Time Fones | Categorize Zoom
Ciose catenaar onenate | [ Attendzes ' A customize the calendar to meet your
Actions Show Aftendees Options Tags Zoom
needs. You can change the way the
Subject: | Call Sam to discuss building plans . . .
T = calendar displays time intervals, the font
Starttime: | Thu 3/25/2010 - |9:30.8M - | 7] Al day event size and face, the baCkground color, and
Endtime; | Thu 3/25/2010 - [1mooam - any additional options as you require.
&
Oring the three existing quotes _f CHANGE THE TIME SCALES

The default display of time intervals,
or scales, on your Calendar grid is

30 minutes. If you want to change these
scales to reflect another time interval:

Contacts... |

1. In the Calendar grid, right-click any blank

In Folder: g Business

area.

Figure 13-2: An appointment or an all-day event can be any date-related activity, such as due dates

or birthdays.

2. In the View tab Arrangement group, click
View Settings to open a menu of options.

:__g_"_gTime Scale"_ ‘ | THH

60 Minutes - Least Space for ﬁmils
[v] 30Minutes

[

A5 Mirmles

10 Minutes

& Minutes

5 Minutes - Most Space for Details

Change Time Zone,.,

3. Click the time scale setting you want to show in the calendar.
CHANGE THE FONT FACE AND SIZE
You can change the font in both your calendar and your Task list.
1. Right-click any blank area in the Calendar grid.
2. Click View Settings to open the Advanced View Settings Calendar dialog box.
3. Click Other Settings to open the Format Day/Week/Month View dialog box.
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—r
NAVIGATING THE CALENDAR In the View tab Current View group, click View Settings to open the Advanced View N
The Date Navigator, which by . ot Settings Calendar dialog box, and click Other Settings.
default is in the upper-left corner WMo ETUYYe Th fy 3
29 38 1 2 3 4 &
of the Outlook View, allows you to f7 8 amuw Format Day/Week/Month View S
13 1415 17 18 19
pick any date from April 1, 1601, t0 20 21 22 23 24 25 2% Day and Week
September 30, 4500. To cover this ~~ + © ¢+ &+ |dnatarane 1 Time scale: | |Gmilzs x) (o]
almost 2,900-year span, Outlook | Font. JEELSEGontT Cancel |
provides several efficient tools. Eoot
Fant... 8 pt. Segoe LI [¥] show end time

® Display a day by clicking it in the Date Navigator.
Or, from anywhere in Outlook, click Calendar on D4/ st ik s N itk Fepvcsant g it i
the Outlook View. [ Bald Subjacts in the Calendar

General settings

vi

® Display a day with appointments by clicking a

boldface day in the Date Navigator. 4. Click Time Font to open the Font dialog box to change the font face and size for times
e Display a week by clicking to the left of the first in the Day, Work Week, and Week views.
day of the week. ® Click Font to change the font face.
® Display several weeks by clicking to the left of the ® (Click Font Style to choose from the various font styles, such as Regular, Italic,
weeks and dragging the pointer over multiple weeks. Bold, and so on. The styles available will vary, depending on which font face you
® Display a month by dragging across the weeks of have chosen in the previous step.
the month. ® Click Size to set the size of the font that will show the times on your calendar in Day,
e Change the month from one to the next by Work Week, and Week views.
clicking the left or right arrow in the month bar. ® Click OK to close the Font dialog box and save your choices.
® Scroll through a list of months by clicking the (i )
month name in the Calendar Navigator to display
. . . Font Font shyle: Size;
a month list, and moving the pointer up or down to = Regular 3 ok ]
select an individual month. eoc it BlfReous  [RNE N
|Sagoe LIl Symbol Ttalic I | —
® Directly display any date by clicking the Go To [SHOWCARD GOTH| | 'Semibold 3 2}
Date Dialog Box Launcher at the right of the :"'_::F]';;: = :Emﬁ: e
Go To group in the Home tab. This opens the Go ' = = s s

To Date dialog box. Type in the date, and click
OK. You can also Go o Uate it AaBbWTZ

open the Go To — = Script
Date dialog box by Showin: [ Caendar & hediaicl] M
pressing CTRL+G. | pr—)
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You can also access the time scale using the Advanced
View Settings. Right-click the Calendar grid, click View
Settings, click Other Settings, click the Time Scale
down arrow, and choose the time scale you want. Then
click OK twice to close the dialog boxes.

. TP

To quickly change your Calendar display from Day view
to Work Week, Week, or Month view, click the appropriate
button in the View tab Arrangement group.

N

. Click Font to open the Font dialog box to change how information other than the time

displays in Day, Work Week, and Week views.

. Click OK to close the Font dialog box and save your choices.
. Click Font under Month, and follow steps 5-7.
. Click OK to close the Format Day/Week/Month View dialog box. Click OK once more

to close the Advanced View Settings Calendar dialog box.

CONFIGURE ADDITIONAL SETTINGS

You can open the Advanced View Settings dialog box in two different ways:

From the View tab Current View group, click View Settings in the Current View group.
—Or-—

Right-click any blank section of the Calendar grid, and click View Settings at the
bottom of the context menu.

From the Advanced View Settings dialog box, you can tell Calendar how to

display the items in your Calendar and Date Navigators.

1.

2.

3.

In the Format Day/Week/Month View dialog box, under General Settings, Bolded
Dates In Date Navigator is set by default. If you do not want these dates to appear in
bold text, clear this check box.

Clear the Bold Subjects In The Calendar check box to have the headings or subjects
of your activities appear in regular font in your Calendar grid.

Click OK to close the dialog box.

UNDERSTAND THE VIEW TAB

The View tab includes several options, some of which are also available when

you display a menu by right-clicking in a blank area of the Calendar grid.

1.
2.

298 Microsoft Office 2010 QuickSteps ~ Scheduling and the Calendar

Open the Outlook Calendar, and click the View tab.
In the Arrangement group, you see several options, including:
® Day displays detailed information about each appointment in Day view.

® Work Week displays all the appointments you have set on this calendar for the days
you have set in your work week, normally Monday through Friday.




—

9

[ UICKSTEPS |
6

USING THE NAVIGATION AND
READING PANES

While the default views in Outlook Calendar are
designed to display your information in the way many
users need to see it, you can change how the navigation
and Reading panes display information.

CUSTOMIZE THE OUTLOOK VIEW IN THE
NAVIGATION PANE

By default, the Outlook View appears at the left of the
Calendar grid on the navigation pane. However, you can
choose to minimize it, turn it off entirely, or change the
buttons that display on it. To make these changes:

1. On the View tab Layout group, click Navigation
Pane to open a drop-down menu.

® Click Minimized to minimize the navigation
pane’s display.

® Click Off to turn it off entirely.

2. Click Options to open the Navigation Pane
Options dialog box from which you can choose
which buttons appear on the Outlook View and the
order in which they appear.

3. Click OK when you are finished making changes.

USE THE READING PANE
In Outlook Calendar, the Reading pane is available
when you want to see the contents of the appointments,
meetings, and tasks displayed on your Calendar. By
default, it is turned off, but you can change this. From the
View tab Layout group, click Reading Pane to open a
drop-down menu.

1. Choose Right to display the Reading pane at the
right side of the Calendar grid.

2. Select Bottom to display it at the bottom of the grid.
Continued . . .

3.
4.

5.

6.

L1

® Week displays a seven-day work week, including Sunday, shown on the left of the
week’s Calendar grid, and Saturday, shown on the right.

¢l

® Month shows an entire month on the Calendar grid. If you click the down arrow,
a menu opens with options for displaying appointments in various degrees of
details—from low detail to high detail.

® Schedule displays your appointments, meetings, and other commitments in a
timeline format.

® Time Scale opens a menu on which you can change how time intervals in the time
bar display on your Calendar grid, as well as a link to change the time zone.

Click Color in the Color group to change the default grid colors.

vi

The Layout group lets you tell Outlook how to display the information you have
entered.

® Click Daily Task List to tell Outlook how to display your tasks in the Day, Work
Week, and Week views.

® Click Outlook View and Reading Pane to choose which buttons are displayed and
in which order. See the “Using the Navigation and Reading Panes” QuickSteps for
more information.

® Click To-Do Bar to tell Outlook how to display the To-Do bar.

The People Pane group connects Outlook to online social networks such as LinkedIn
and Facebook. You can connect with both your business and personal contacts without
leaving Outlook. Click the down arrow to set your options.

® Click Normal to display the People pane at the bottom of the Calendar grid.
® Click the Minimized setting to shrink the People pane.

@ Click Off to turn off the Internet connection.

® Click Account Settings to add new settings or modify your current settings.
The Window group has several buttons.

® Click Reminders Window to see a list of open reminders.

® Click Open In New Window to open your calendar in a new window.

® Click Close All Items to open the Close Meeting dialog box.

Microsoft Office 2010 QuickSteps ~ Scheduling and the Calendar 299



11

12

14

—

1 3(1

9

USING THE NAVIGATION AND
READING PANES (continued)

3. Click Off to turn off the Reading pane entirely.

4. If the Options button is grayed out (unavailable),
click Right or Bottom again to make the Options
choice available. Click Options to open the
Reading Pane dialog box to make the following
choices:

® Click Mark ltems As Read When Viewed In
the Reading Pane to have each item marked
as being read.

® Type the number of seconds you want Outlook
to wait before marking the item.

® Click Mark ltem As Read When Selection
Changes to show items as having been read
without any time delay.

® Clear the Single Key Reading Using Space
Bar to turn off the ability to read through items
one key at a time by pressing the SPACEBAR on
your keyboard.

5. Click OK to close the Reading Pane dialog box.

Customize Calendar Views

As with Mail and Contacts, you can create customized calendar views, either
by modifying an existing view or by creating a new one. You create or modify
a view from the View tab Current View group.

MODIFY A DAY, WORK WEEK, WEEK, OR MONTH VIEW
1. Click Calendar in Outlook View to open the Calendar.
2. From the View tab Current View group, click Change View.

Calendar Preview List Ative

Marnage Wiews...
Sawe Current Wiew As a Mew Wiew,,

Apply Current View to Other Calendar Folders...

3. From the drop-down menu, click Manage Views to open the Manage All Views

300 Microsoft Office 2010 QuickSteps ~ Scheduling and the Calendar

dialog box.
Manage All Views M
Wiews For Folder "Calendar™:
Wigsn Mame Can Be Used On Wies Type R, .
“iZurrent view settings = &l Calendar folders | DayWeekiMonth
MewWiew Al Calendar folders  |Business Card Copy..,
Calendar Al Calendar folders | DawfWeekiMonth -
Preview Al Calendar fFolders | DawiWeekiMonth Madify. .
Lisk Al Calendar Folders | Table
Rename...
Active all Calendar Folders | Table
Drescripkion
Fields: Start, End
Filker: OFf

4. Select the view name you want to modify. Click Modify to open the Advanced View
Settings dialog box for your selection, as seen in Figure 13-3. To simplify your choices,
click Only Show Views Created For This Folder.




Manage All Views =
Wiews For folder “Business™:
Wiew Name Can Be Used On View Type -
~Current view sattings = All Calendar Foldars | DayWaskiMonth
Mewiew All Calendar folders | Business Card Copy..
Calendar Al Calendar folders | Day/WeekfMonth
Preview &ll Calendar folders | Day/WeekiMonth Modfy...
List All Calendar folders | Table Farad
Actlve Al Calendar folders | Table

-
Advanced Vicw Scttings: Calendar

SOtk

Fow 3 Fiter,.. | off
Other Settings. .. Fonts and ather DayWeekiMonth Yiew settings

Bescri Drzsiriplivng
Figlds:
——
Filter:
Group By...

B Conditional Formatting. .. | User defined colors for appointments

Format Columns, .

Rl Currend Wiews | | ok Canel |
Figure 13-3: You can modify existing views as well as
create new views to suit your needs. 9

5. Click the Columns button to open the Date/Time Fields dialog box. Select
a field from the Available Date/Time Fields list. The Start and End fields set
how each date and time item is displayed within the current view. Choose
from the following:

Click Created if you want the start or end time to be the time and date
the item was created.

Click Due By to have either the start or end time be the date and time at
which the item must be completed.

Click End to display the ending time or date in either the Start or End field.

Click Recurrence Range End or Recurrence Range Start to show when
a recurring appointment starts or ends.

Click Start to show when an appointment begins.
Click the End button if the new field is to replace the End field.
Click OK to close the dialog box.

6. After you have made your selection from the Available Date/Time Fields list,
click Start to have your choice appear in the Start field.

7. Click End to have it appear in the End field.

8. Click the Select Available Fields From down arrow to open a list of other
field lists from which you can choose.

. Click OK when you have completed your choices. You are returned to the Advanced

View Settings dialog box.

Click Filter to open the Filter dialog box. You can use filters to create a customized
view that shows only specific types of appointments. For example, you can create a
view that shows only management meetings or family events.

® |n the Appointments And Meetings tab, enter any words by which you want to filter
your calendar entries for this view.

® |n the More Choices tab, click Categories to select the category or multiple
categories that you want to display.

® Select what types of items you want to include in this view, as well as the size of the

items to display.

® |n the Advanced tab, you can enter specific criteria to display in your view, as well
as set conditions.
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You can also open the Advanced View Settings dialog
box from a Day, Work Week, Week, or Month view by

right-clicking an empty part of your Calendar grid and
clicking View Settings.

S22

Advanced View Settings: List

Description

Columns, .. Icon, Attachment, Subject, Location, Start, End, Recurrenc...
Reccurrence {ascending)
Sork:: Start {ascending)
Filter... Off
Fnnks and ather Tahle View settings
Conditional Formatting... | User defined Fonts on each message
Specify the display formats for each field

Risel Currenil, Yiew

Figure 13-4: The Advanced View Settings: List dialog box
offers more choices than the Calendar view.

11.

12.

13.
14.

® After you have finished making your choices, click OK to save your view and return
to the Advanced View Settings dialog box.

® Click OK one more time to return to the Manage All Views dialog box.
® Click Apply View to set your new view.

® Click OK to apply the view and exit the dialog box, or click Close to close the dialog
box and cancel any changes.

Reopen the Manage All Views dialog box, and click Modify as described earlier. Click
Other Settings to open the Format Day/Week/Month View Settings dialog box as
described in “Customize the Calendar” earlier in this chapter.

Again, reopen the Manage All Views dialog box and click Modify as described earlier.
Click Conditional Formatting to open the Conditional Formatting dialog box.

® Click Add to create a new rule.
Click in the Name text box, and type a name for this rule.

Click the Color down arrow to choose a color for this rule.

Click Condition to open the Filter dialog box. Type the word or words to create
this filter.

Click In to choose where Outlook is to find the words you are searching for.

Enter any additional filter information you require.

Click OK to close the Filter dialog box.
® Click OK to close the Customize View dialog box.
Click OK to save your changes.

If you want to undo a change you made to the current view, click Reset Current View
in the Advanced View Settings dialog box.

MODIFY A LIST VIEW

1
2.
3.
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. In Outlook, click Calendar on Outlook View to open the calendar.

Click Change View in the Current View group to view your choices.

Select Manage Views to open the Manage All Views dialog box, and then click List in
the Views For Folder Calendar.

. Click Modify to open the Advanced View Settings: List dialog box, as seen in Figure 13-4.




L1

5. Click Columns to set the columns that will display in this modified view. Choose from

the Available Columns list, and click Add to add them to your list. K;
The Active view displays all of your current events and ® Select an item in the Show These Columns In This Order list, and click Move Up or
items in a table. You can change how the items display in Move Down to change its position in your modified list.

the Advanced View Settings dialog box. ® Select an item in the Show These Columns In This Order list, and click Remove to

delete the item from the list.

6. Click Group By to set how items are grouped.

7. Click Sort to determine how the items are sorted. You can select up to four fields, and
each field can be sorted either A—Z (ascending) or Z-A (descending).

8. Click Filter to set filters for this view.

vi

9. Follow the same steps as described in “Modify a Day, Work Week, Week, or Month
View” earlier in this chapter for the Other Settings, Conditional Formatting, and Format
Columns fields.

10. Click OK to close the Advanced View Settings: List dialog box.
CREATE A NEW VIEW

1. In Outlook, click Calendar on Outlook View to open the calendar.

Bl
Create a New View M

Mame of new wiew:

2. On the View tab, click Change View in the Current View group to view your choices.

e view
Type of view: 3. Select Manage Views to open the Manage All Views dialog box, and click New.
Table
(T:imnzline 4. The Create A New View dialog box appears.
ar
Business Card i i
Day/WoskiManth ® Type a name for this new view.

S ® Click the type of view this will be from the six options displayed.
® Click This Folder, Visible To Everyone if you want to make your new view available

Lo be tis=don in this folder to everyone. Choose one of the other two options, if required.

() This folder, wisible to everyone . . . . .
) This Faldar, visble anly ta me ® Click OK to open the Advanced View Settings dialog box for your new view.

@) All Calendar Folders ® Depending on the view you are creating, options in the Advanced View Settings

ok ] [ Cancel dialog box vary. Not all the options described in the “Modify a Day, Work Week,
¢ y Week, or Month View” section are available for every type of view.

® Click OK to save the new view and close the dialog box.
5. Your new view will appear on the Manage All Views dialog box.

6. Click Apply View to immediately see the new view, or click Close to close the dialog
box and stay in the current view. The next time you click Change View, the new view is
included on the list.
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nd / Receive

Developer

= EbTime Scale -

Falder e
e Crverlay

)
ARERS

‘Week |Month Schedule

- View [ Wiorking Hours

Arrangement ]
—l

up your calendar:

Set Up the Calendar

Calendar allows you to define your normal work week in terms of the days it
contains and when it starts, the normal start and end of your working day, the
holidays you observe, and what you consider the first week of the year. To set

1. Click Calendar in the Outlook View. From the View tab Arrangement group, click the
Calendar Options Dialog Box Launcher at the bottom-right area to open the Outlook

Options dialog box.

Cuticok Options m
General = ; g ; =
4 Change the settings for calendars, meetings, and time zones,
Mail
Calendar Work time
Contacts ) work nours:
Sl Starttime: 8:00 AM B

Tasks

End time: sooeM [+]
MNotes and Journal (S [l [ & 7 &l er

Work week: [T Sun [J] Mon [¥] Tue [¥] Wed [ Thu [ Fri [T] Sat
search First day of week:  Sunday EI s
Mobile HIFstwieek of year: | Starts onJan 1 E]
Language Calenda uplivns
Advanied K—"ihl [J] Default reminders: | 15 minutes |;J
Customize Ribbon S| Allow attendees to propose new times for meetings
Quick Access Toolbar Use this respanse when proposing a new meeting time: | 7 Tentative B

Add hnlidays to the Calendar: i Holidays...
Add-Ins i (ded tokoms,y|

Change the p for viewing Free/Busy i tion: | Free/Busy Options...
Trust Center

Enable an alternate calendar
Enalish | |Gregorian

¥ ¥When sending meeting requests outside of your organization, use the iCalendar
Frrmnat

:_ Show bell Icon on the calendar Tor appointments and meetings with reminders
Display oplions

H b Diefault calendar color: _0 - |

Useg this color on all calendars
Date Mavigator font:
R
Eunb.. @ pL Segue UL

how Click to Add prompts in calendar

_____ Show week pumbers in the month view and in the Date Navigator - |

ok | [ cancel

Figure 13-5: You can set Calendar options, such as defining your work week and
displaying week numbers, the time zone, and holidays.
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2. In the Outlook Options dialog box, click Calendar to display
the Calendar Options view, if it does not already appear, as
shown in Figure 13-5.

@

Click the Start Time down arrow to choose the normal
start time for your working day if it is other than 8:00 A.Mm.
Click the End Time down arrow to change the end of your
working day if it is other than 5:00 P.M.

=

Click the days of the week you consider workdays if they
are different from the default of Monday through Friday.

o

Click the First Day Of Week down arrow to select the day
of the week you want considered the first day of the week
if it is a day other than Sunday. The weeks in the Date
Navigator will begin with this day.

o

Click the First Week Of Year down arrow to choose a
definition for the first week of the year if it does not begin
January 1. If you turn on week numbering, week number 1
is defined in this manner.

N

Under Calendar Options, change the Default Reminder
times to other than the 15 minutes that shows, if necessary.

®

Click Allow Attendees To Propose New Times For
Meetings if you choose to allow this.

©

Click the Use This Response When You Propose New
Meeting Times down arrow to change the automatic
response to new meetings.




10.

11.

12.

13.

14.
15.

16.

17.

18.
19.

20.

21.

L1

Click Add Holidays to open the Add Holidays To Calendar dialog box.

¢l

a. Click the check box for the country and/or religious holidays you want added.
b. Click OK to close the dialog box.

Click the Free/Busy Options button if you want to make changes to how your time is
displayed to others. See “Set Free/Busy Options” next.

Click Enable Alternate Calendar, if desired, and use the drop-down lists to choose
them.

Under most circumstances, it is best to leave the When Sending Meeting Requests
check box selected.

vi

Clear the Show Bell Icon check box if you do not want this reminder icon to display.
Clear Show “Click To Add” Prompts On The Calendar if you do not want this default
prompt to display.

Under Display Options, click the Default Color down arrow to choose from a list of

colors other than the default blue for the background on your Calendar grid.

Click Use This Color On All Calendars if you want this new color to be used on all
calendars you create.

Click the Font button to change the Date Navigator font.

Click Show Week Numbers In The Month View And Date Navigator to display week
numbers.

Make any necessary changes to remaining options, including when you want to show
your free time in Schedule View and to vary views when more than one calendar is
displayed.

Under Time Zones, make any changes necessary. You can choose up to two time
zones to display. You can define and name your current time zone, as well as an
additional one, if you choose.

@ |f you are going to use two time zones, click in the Label text box, and type a name
that will identify the current time zone appearing in the Time Zone drop-down list.

® Click Show A Second Time Zone to add a second time zone.
® Click in the Label text box, and type a name identifying this second time zone.

® Click the Time Zone down arrow to display a list of time zones from which you can
choose.
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fame;20nes ® Click Adjust For Daylight Saving Time if it applies to either time zone you've

Label: MY TIME selected.
Time zone: | (UTC-08:00) Pacific Time (US & Canada) (=]
zl Aulumalivally audjusl for daylighl »aviny e

® Click Swap Time Zones to swap which time zone displays on the left of the time
bar.

E Show a second time zone

22. Make any necessary adjustments in the Scheduling Assistant and Resource

Label: TOUR IIME
Time zone: | (UTC 07:00) Mountain Time (US & Canads) =] Scheduling sections to display calendar details or to manage resources, such as
9] Automatically adjust for daylight saving time conference room or automobile availability.

23. Click OK to save your changes.
SET FREE/BUSY OPTIONS

If you and your coworkers are part of a Microsoft Exchange network, are
willing to share your schedules over the Internet, or can all access a common

Free/Busy Options (oS server, you can store your free/busy times and make them available to each
Options : other to schedule meetings and other times together. In this case, requests for
Freejbusy information is used by people sending meeting requests, to . . . A
determine when you are avalsble for meetings. meetings are handled automatically. The request will be matched against the

Publish |2 month{s) of Calendar freefbusy information on the server

Update free/busy information on the server every | 15 | minutes
Internet Fresjusy - For an individual to set up his or her free/busy options:
| Publish Ak vy laeAtion:

group’s free /busy schedule, and meetings will be scheduled at available times.

1. From the File tab, click Options and click Calendar.

Rl 2. In the Calendar Options section, click Free/Busy Options. The Free/Busy Options

i dialog box appears.

3. Click in the Publish box to type the number of months of free/busy information you
want to store on the server.

4. Click the Update Free/Busy Information text box to enter how often you want the
server to update your information.

5. In the Internet Free/Busy section, click Publish At My Location, and enter the URL
(Uniform Resource Locator, or Web address) of your Internet calendar if that applies
to your situation. See the “Understanding Internet Calendars” QuickFacts later in this
chapter.

6. Click Search Location and type the URL of servers you want Outlook to search for
the free/busy information of others.

7. Click OK to return to the Outlook Options dialog box.
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Crete New Folcer &% Maintain Multiple Calendars B
'ﬁ:n; == If your calendar is becoming cluttered and hard to use, you might try separating no
e it into two side-by-side calendars. For example, create one for business
\Eusordanltetss Ad) appointments and one for family appointments.

Select where to place the Folder;
+ & Outlaok R 1. Click Calendar in the Outlook View.
[ Inb I
2 [:,;is 8] 4 . On the Folder tab, click New Calendar in the New group.

L;_] Sent Ikems
. & Deleted Items (31)

2
I 3. Click Name and type a name for your new calendar.
4

. Click the Folder Contains down arrow, and select the type of information the calendar

[ forums.projectseven.com will contain. -
éﬁ Journal B
[ lunb Email 5. In the Select Where To Place The Folder area, determine where the calendar will be

Caned | created.

6. Click OK to close the Create New Folder dialog box. Your new calendar displays in the
navigation pane, above the Outlook Views.

7. Click the check box to the left of your new calendar to display it side by side with your
original calendar, as seen in Figure 13-6.
VIEW MULTIPLE CALENDARS
You can view a calendar in a new window, side by side with other calendars, or
stack transparent calendars over each other to find a common free time slot on

several different calendars.

At least one calendar must always be displayed, but you
can create up to 30 calendars if you choose.

To view a second calendar in a new window:

1. Click Calendar in the Outlook View, and right-click the name of the second calendar in
the Folder list under My Calendars.

2. Inthe resulting menu, click Open In New Window.
To open several calendars side by side:

1. In the Calendar Outlook View, click the check box for each calendar you want to view.

2. All the calendars will be displayed next to each other in your Calendar grid.
To overlay your calendars:

1. In the Calendar, from the Folder List, click the check box for each calendar you want to
stack. The calendars display next to each other in your Calendar grid.
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Find » Contact - |+ Business  Outlook  Microsoft Outlook =2l 2. On the tab of each calendar you
Home send f Recehie Folder . \rl?w Developer o @ want to StaCk, click the arrow that
ja = — gemng l vmmne e 03 fan L m feae=s| Find 3 Contact = .
e i) ! R - e I C J
s = B (o R S E] B 2 G0 P | g aensson points to the left.
Mew Mew Mew Today HNexlT Day | Work  Week Munlh Schedule Open  Calendar E-miail Share  Publish 1 ar
Appointment Meeting Tems = Days Week = Wicw Calendar = Groups = | Calendar Ca Online = or 4= Business b4
Newd Gu Ty i Arranye i | Manege Calendars Share Fir 7 h e
ursda
4 March 201 » ut !
Subo TuWe Th Fr Sa + v March 04, 2010 search Business (Ctrl+E) 2
12 30456 3. All of the calendars are stacked
7 8 910 I1 12 13 Business % 4 Home Calendar X
d s 4 T 7 e 12 atop each other, and you can see
829 30K #i003m  Start scarch for a new salesman To Mar 20 = any dates that may be free on all
e | = calendars.
4l My Calendars i . .
Fl calond Mo 2 At 4. To undo the stack, click the right-
L AlENCAr 00 | Meeting to discuss proposal Har e
= ;"*_"“"' = pointing arrow on the tab of each
/| Business

] Home calendar 100 calendar. The calendars are once
again displayed side-by-side.

ne % Lalendar X » Business X % Home Calendar X
17 0m | Call about proposal Call Kathieen about mont |
= \-| Share a Calendar
j , i There are several ways to share

k= Mail = | your Outlook 2010 Calendar with
e M | : others. You can send a calendar
8] contac ; = ~ via e-mail, publish your calendar
,'7] i ,_é FETETE : to Microsoft Office Online, or
O ol ks share your default Microsoft
Tramsi 4] L2 Remingarss 361 DD w0 S — Exchange Calendar with others on

the same server.
Figure 13-6: By displaying two calendars side-by-side, you can, for example, show personal appointments
that have no effect on your work calendar.

SEND A CALENDAR IN E-MAIL

You can send any calendar you own to another in the body of an e-mail
message. The person receiving the calendar will see a snapshot of it at a given
moment in time. If the recipient uses Outlook 2010, he or she can open the
calendar snapshot as an Outlook Calendar and display it either side by side
or as an overlay with any other calendars. The downside of using a calendar
snapshot is that the calendar you send is not automatically updated when
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Send a Calendar via E-mail @
".'-_'.313 Specify the calendar information you want to include.
Calendar: [Bus'ness - |
Date Range: [Next 30 days = ]
Tue 4/27{2010 through Wed 5/26/2010

Detail: e | Fuill details
Includes the avalability and full details of calendar
toms i

A

[ Include details of kems marked private

|Include attachments within calendar items

E-mail Layout; |List of events v]

0K | Canrel

Be careful when you set the date range of a calendar
snapshot. If you set it for a long period, the e-mail file
might be too big for the recipient’s e-mail Inbox.

you make changes. If the e-mail recipient needs a regularly updated calendar,

consider publishing your calendar to Microsoft Office Online, using a calendar-

publishing Web service, or, if your office has it, sharing your calendars via an

Exchange server.

To send a calendar snapshot:

1.
2.

8.
9.
10.
11.

In Calendar’s Outlook View, select the calendar you want to share.

On the Home tab Share group, click E-mail Calendar.

—Or—

In the Outlook View, right-click the calendar you want to share. From the context menu,
click Share and click E-mail Calendar.

In either case, an e-mail message box opens with the Send A Calendar Via E-Mail
dialog box in the message portion of the e-mail window.

. Click the Calendar down arrow, and click the calendar you want to e-mail.

. Click the Date Range down arrow, and click the time period of the calendar that you

want to send.

. Click the Detail icon, and select the type of calendar information you want to send.

. If you chose Availability Only in step 5, click Show Time Within My Working Hours

Only if that is what you want.

. Click Advanced and, if desired, click Include Details Of ltems Marked Private and/or

click Include Attachments.

Click E-mail Layout and click either the Daily Schedule or List Of Events format.
Click OK to close the dialog box.

Click To and type the recipient’s e-mail address.

Click Send to send the e-mail.

PUBLISH A CALENDAR TO MICROSOFT OFFICE ONLINE

Microsoft offers a publishing service for your calendars. This method does not

require Microsoft Exchange for either the user or the owner of the calendar.

The first time you use the service, you must register using your Microsoft
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Publish Calendar to Office.com ﬁ

Fublsheng: Business Calendar

o ® v g re

Whnle ralendar

Detail: r

[ Shaws time within my working hours only Set working hours

Availability only

Time will be shown as “Free,” "Busy,"
“lentative,” or O of Office”

L, Mermissions: @) Only invited uscrs can subscribe bo this calondar
" &nyone can subscribe bo this calendar

o) G

Published Calendar Settings @

Upload Method:

@ Automatic Uploads: Upload updates periodically

(71 Single Upload: Updates will not be uploaded

Updake Frequency:

[7] Update this calendar with the server's recommended frequency

IF checked, calendar updates will be published according to the server
guidelines, regardless of Send/Receive group settings.

(i

It = —_— = 3

Send a Shanng Invitation

Your calendar was published
b successfully,

Do you want ko send a sharing
invitation to let people access the
calendar you just published?

Try using text dates, as described in the “Entering Dates
and Times” QuickSteps, and you'll be amazed at how
Outlook can interpret what you enter.
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Windows Live ID account. If you don’t yet have an account, you may follow the

instructions on the screen to obtain one for free.

1. In Calendar's Outlook View, right-click the calendar you want to share.

2. Click Share and click Publish To Office.com. Go through the registration procedure, if
needed. The Publish Calendar To Office.com dialog box appears.

3. Click a Time Span button to choose whether you want to send a section of the
calendar (recommended) or all of it. If selecting a time range, click the Previous and
Through Next down arrows to set the time span for the calendar.

4. Click Only Invited Users Can Subscribe To This Calendar if you want to restrict
access to your calendar.

5. Click Anyone Can Subscribe To This Calendar if you want to share your Calendar
with anyone.

6. Click Advanced to open the Published Calendar Settings dialog box.
7. Click Automatic Uploads if you want Outlook 2010 to periodically update your

published calendar automatically.
8. Click Single Upload if you do not want to have your calendar updated.
9. Click OK to publish your calendar.
10. After your calendar has been successfully published, you are prompted to create an

e-mail announcing this fact. Click Yes to create the e-mail, or click No to close the
dialog box.

Use the Calendar

Within the calendar, you can enter appointments, meetings, events, and tasks.
These can be entered in several ways and with a number of options, as you'll
see in this section.

Create Appointments

Appointments can be entered in any view and in several different ways.
Independent of the view you are using, the different ways can be grouped into
direct entry and window entry. Direct entry means simply typing directly on the
calendar, while window entry uses a window to gather the information, which is




LUCKFACTS)

UNDERSTANDING INTERNET
CALENDARS

There are several types of Internet calendars. We've
discussed sharing the calendar via e-mail and publishing it
to Microsoft Office Online. There is another type of Internet
calendar that is downloaded from calendar-publishing
services or special websites that host calendars. This
downloaded calendar is created and saved in Outlook.
Most Internet calendar companies charge a subscription
fee for this service. While calendar snapshots are not
updated with any regularity, a subscription to an Internet
calendar means that your calendar is synchronized on

a regular basis with a calendar saved on a web server.
The updates that result from the synchronization are

downloaded to your Internet calendar.

Combine direct entry and window entry to get the
benefits of both.

You can move an appointment without changing the
duration by dragging it in any direction. This will change
your start and end times but leave the duration constant.

L1

then displayed on the calendar. Direct entry is fast if you want to make a quick

¢l

notation. Window entry allows you to select and set a number of options.

ENTER APPOINTMENTS DIRECTLY

You can directly enter an appointment on the calendar in any view by clicking a
date or time and typing the description. If you want the entry longer or shorter
than the default half-hour (or whatever standard duration you have selected),

just drag the top or bottom border up or down to change the time. If you want
to move the appointment, simply drag it to where you want it in the current day
or to another day in either the calendar itself or the Date Navigator. To change

vi

the properties of an appointment, double-click the appointment, which opens
the context menu, where a number of properties can be set.

To directly enter appointments:
1. Click any date and time in the Calendar grid in the Day, Work Week, Week, Month, or
Schedule view. Type a short description of the appointment, and press ENTER.

2. Place the mouse pointer on the sizing handle at the bottom border of the appointment.
Drag the border down until the end of the appointment time.

3. If you need to change the beginning time of your appointment, drag the top border up
or down until the proper time is reflected in the calendar.

ENTER ALL-DAY EVENTS DIRECTLY

An all-day event is an activity that normally lasts at least 24 hours, although
you can designate something as an event that lasts less than 24 hours but takes
most of your time that day, such as a company picnic. Examples of events are
conferences, seminars, and holidays. If events are tied to specific dates, they
are considered annual events, such as a birthday or holiday. When you enter
an event, it is considered free time, not busy. You create events differently than
appointments. All events appear in the banner at the top of the daily schedule,
while all appointments are on the calendar itself. To directly enter an event:

1. With the Outlook Calendar open in Day, Work Week, or Week view, select a day in the

Calendar grid when the event will take place. e s
2. Click in the colored area at the top of the daily schedule, just under % = T )
Anniversar;
the date header, type the event name, and press ENTER. = E
ck h event
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9 ENTER APPOINTMENTS IN A WINDOW

- ENTERING DATES AND TIMES As an alternative to directly entering appointments and events, you can use
The Outlook Calendar allows you to enter dates and times a New Appointment window, seen in Figure 13-7, to accomplish the same
as text and convert that text to numeric dates and times. objective and immediately be able to enter a lot more information. To open a
For example, you can type “next tue” and be given next New Appointment window:

Tuesday'’s date, or you can type “sep ninth” and see that

date. You can type this way in any date or time field in 1. In the Outlook Calendar, in the Home tab New group, click New Appointment.

Outlook, such as the Go To Date dialog box, reached by 2. Click Subject and type the subject of the appointment. This text becomes the
pressing CTRL+G, or right-clicking any empty spot on the description in the calendar, with the location added parenthetically and the date and
Calendar grid while in Day, Work Week, Week, or Month time determining where the appointment goes on the calendar.

<t . L .

- view. Likewise, you can type in the start and end date 3. Press TAB. Type the location, if relevant, in the Location text box.

and time fields in the appointment and event views or the

Meefing dialog box, Some of the things you can do include: 4. Click the Start Time down arrow on the left to display a small calendar in which you

can choose a date.

® Abbreviate months and days (for example, Dec

or i) 5. Click the down arrow on the right, and select a start time.

6. Click the End Time down arrows, and select the end date and time. By default, the end

® |gnore capitalization and other punctuation (for . .
date for an appointment is the same date as the start date unless you have selected

example, wednesday, april, and lincolns birthday).

All Day Event.
® Use words that indicate dates and times (for
example, noon, midnight, tomorrow, yesterday, Ad90 s s Freliminary Planning Session - Appuintment e [ o).
today, now, next week, last month, five days ago, | Aot [IF0E S Fas A T A 9 DTN L
q . ¥ .4 _ﬂf_altmlar 1222 ] S = =) . ) & e
in three months, this Saturday, and two weeks from H x il B Forward ~ i S| %:,5 & snowss: |l Busy Orearence . gy 1K
now). Words you can use include after, ago, before, Sose o ar” Mlonchote | IR " | agendess | % Feminder |15 mindes - | @ TineZaney |(Cangonse g | Zoom
5 a n a Actiony Shuw Allenuees Oplivny Y Tays Zuum
beforehand, beginning, end, ending, following, — : —
) ; Subject: Preliminary Manning Session
for, from, last, next, now, previous, start, that, this, e
Location: Inseph’s Office
through, till, tomorrow, yesterday, today, and until. e e
Start time! | Tue 3/2/2010 = [130PM = | L1 Al day event
® Spell out specific dates and times (for example, EQCHTE ] Tue 572/010 Sy 3:30PM z
AUgUSt ninth, first of December, April 19th, midnight, MREING with Inseph’s group - talk to HE, PW and SW regarding the permits necsssary tn proceed with the alpha projert, call clara o

noon, two twentyp.m., and five o’clock am) Lo verily plans are available - may need & conlerence cll during the rru-_'t-_'ling.l

® Indicate holidays that fall on the same date every
year (for example, New Year's Eve, New Year's Day,
Lincoln’s Birthday, Valentine’s Day, Washington’s
Birthday, St. Patrick’s Day, Cinco de Mayo,
Independence Day, Halloween, Veeterans’ Day,
Christmas Eve, Christmas Day, and Boxing Day).

Contacts..

Intalder: 55 Home Calendar

Figure 13-7: The Appointment window is used to set up or change an appointment.
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Depending on where you click in the Calendar grid,
the window that opens may be either an Appointment
window or an Event window. The only difference, other
than the title, is that All Day Event is selected and the
free/busy indicator is set to Free for an event. If you
get an Event window when you want an Appointment
window, simply clear the All Day Event check box.

Free
Tentative

Riusy

HEEQO

L=

Out of Office

Mew Today Mext?
ttems =/ vays

F-mail Mrsage
Appointment
Meeting
Contact

Tazk

W R

All Day Eyent

Mare Ttems

b

10.

11.

. In the Appointment tab Options group, click the Show As down arrow, and tell Outlook

L1

. If you have selected more than one time zone, select the appropriate time zone for this

appointment.

¢l

. Type any notes or other information necessary in the message section of the

Appointment dialog box.

how to display this time slot on your calendar.

® Free This time is available to be scheduled for an appointment.
® Tentative This time is potentially scheduled, but is currently not finalized.
® Busy This time is now unavailable to be scheduled for anything else.

® Qut Of Office This time is unavailable and cannot be scheduled.

vi

In the Appointment tab Options group, click the Reminder down arrow, and set the
reminder time. See “Use Reminders” later in this chapter for more information.

In the Appointment tab Actions group, click Save & Close to save your appointment.

ENTER AN EVENT IN A WINDOW

To enter an all-day event:

1.

5.

In the Outlook Calendar, from the Home tab New group, click New Items.

2. Click All Day Event. The New Event window opens.
3.
4

. Click Location to type information about the location. By default, All Day Event is

Click Subject to enter text describing the event as it will appear on your calendar.

selected.

Repeat steps 8-11 from “Enter Appointments in a Window.” The start and end times
become unavailable; the reminder, by default, goes to 18 hours; and Show Time As
changes to Free, as seen in Figure 13-8.

Enter Recurring Appointments

Often, you'll have appointments and events that recur predictably, for example,

a weekly staff meeting, a monthly planning meeting, a monthly lunch with a

friend, and birthdays. You obviously do not want to re-enter these every week,

month, or year. Outlook has a feature that allows you to enter these activities
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MED U+ %= Travel time to Uncle Joe's - Event o[ B [ once and have them reappear on a given
| Elle || Fuent | Tnset  FormatTedt  Review  Developer a @ frequency for as long as you want.
i > GEcatendar | m C) aﬁ = ™ a2 e
H =] S o Show As: [ Free * 4% Recurrence — . . .
| X B Forward » 3] | == v 2 um , O 1. Create a new appointment as described in
Sove & Delete Copyto My ] oneNot Wppointment| Scheduling Irwite & Reminder: 18 hours - Q Time Zones | Categorize s Zoam “ . . ) "
Close Calenuar (§]OneNots Attendees i ’ Enter Appointments in a Window.
Actinns Shous Attendess Optinns “ Tags Tonm
Sbfect [ Traver tine o Una Joe's 2. In the Appointments tab Options group,
Location: | Undle Joes house E click Recurrence. The Appointment
Starttime: | Tue 37272010 5 (] Al day event Recurrence dialog box appears, as shown
Endtime:  |Tue 3/2/2010 - in Figure 13-9.
o]
werify everything is packed and ready to go by Tuesday night — Call Uncle Joe at work to verify road conditions. :r

ﬂ Show As: [l Busy ~ !Okemrrenm!

S Reminder: 15 minutes 2 QTimeZones

Options

3. Click the Start down arrow, and select the
start time of this recurring appointment.

Contacts., 4. Click the End down arrow, and select the
In Folder: 3 Home Calendar end tlme

Figure 13-8: An Event window looks much like the 3- Click the Dura.tlon d,own ar‘row, and select
Appointment window, except All Day Event is selected. the length of time this appointment lasts.
6. Click Recurrence Pattern and choose how often this appointment occurs. The specific
fields you enter to complete the pattern will differ, depending on the appointment
interval you choose.

7. Under Range Of Recurrence, click the Start down arrow, select the date this

Recurring appointments and events can save you a lot of ) ) ) . :
appointment starts, the number of times it occurs, and its ending date.

time re-entering activities, but they can also generate a

lot of entries, which may unnecessarily fill your calendar. 8. Click OK to close the Appointment Recurrence dialog box.
Enter only the recurring appointments that you want to 9. Click Save & Close.
remember.

EDIT RECURRING APPOINTMENTS

To change one instance of a recurring appointment:

Cpen Recurring Item g\ . . . .
1. In the Outlook Calendar, locate and double-click a recurring appointment in any
"Werkly SEAFF Mertings" is a rerurring . . .
0. appaintment. Do you want to apen calendar view. The Open Recurring Item dialog box appears.
" only this ocourrance or the series?
e — 2. Click Open This Occurrence if you want to make a change to only this instance of the
) Open the series. appointment.
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Appointment Recurrence ﬁ
Appointment kime
Start: 1:00FM [=]
Cnd: 2:00PM [=]
Duwation: 1 hour Iz[
Hecurrence pattern
() Daily | Hecwr every 1 week(s) an:
@ wyeekly | Sunday || Monday || Tuesday || Wednesday
(2 manthly [T Thursday [ Friday [ Saturday
70 Yearly
Range of recurrence
Start: | Mon 5/3/2010 Z| (7)Mo end date
(JEndafter: |12 | ocourrences
®Endby:  Mon7jtgzoin [+

Figure 13-9: Use the Appointment Recurrence dialog box
to schedule recurring appointments automatically.

. TP

You can delete a single instance of a recurring activity
without affecting the rest of the series. If you choose to
delete a recurring activity, the dialog box asks if you want
to delete the current instance of the activity or the entire
series.

. TP

You can copy an activity by right-dragging it (use the right
mouse button) to where you want the copy and selecting
Copy from the context menu that appears when you
release the right mouse button.

L1

3. Click OK to open the Appointment window and make the necessary changes to this
occurrence of the appointment.

¢l

4. In the Appointment Occurrence tab Actions group, click Save & Close.
To change all instances of a recurring appointment:

1. In the calendar, locate and double-click the recurring appointment in any calendar
view. The Open Recurring Item dialog box appears.

2. Click Open The Series if you want to make a change to the recurring appointment
itself.

3. Click OK to open the Appointment window.

vi

4. In the Appointment Occurrence tab Options group, click Recurrence (if you forgot to
click Open The Series in step 2, you will see “Edit Series” in place of “Recurrence”).
The Appointment Recurrence dialog box appears.

5. Make the necessary changes to this appointment, and click OK.

6. In the Appointment Occurrence tab Actions group, click Save & Close.

Move Appointments

If an appointment changes times within a day, you can move it to its new time

by simply dragging it to that new time, as you saw earlier. If you entered an

event on the wrong day, or if an appointment changes days, you can drag

it to the correct day in the Work Week, Week, or Month view or in the Date

Navigator. You cannot drag a recurring appointment to a date that skips over

another occurrence of the same appointment. You can, however, change a

recurring appointment to another date before the next one occurs. The different

ways to move appointments or events are:

® Drag the appointment to the day you want in a Work Week, Week, or Month view;
Calendar Navigator; or Date Navigator. You can drag an appointment anywhere in the

Calendar grid by dragging from anywhere in the appointment, except at the expansion
points on the middle of the sides.

® When you drag an appointment to a new day, it will be placed in the same time slot.
You can change the time by dragging it to the new time, either before or after you move
it to the new day.
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Reminders are wonderful if they are used sparingly. If
they are constantly going off and you dismiss them, then
they are of little value. The default is for a reminder to be
automatically turned on, so you must turn it off in a new
appointment if you don’t want it.
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Use Reminders

When you have set a reminder for an appointment, the Reminder dialog box
appears at the time you have set before the appointment. You have several
choices in the dialog box.

® Click Dismiss All to close the reminder and tell it not to appear again.

® Click Snooze to tell the dialog box when to remind you again but close the reminder
for now.

® Click Open Item to open the Appointment window so that you can make changes to
the appointment, the reminder, or both.

® Click Dismiss to close only the highlighted reminder.

4 1 Reminder l‘:' = g .

ﬁ Coordination meeting for the conference

Start time: Monday, March 01, 2010 12:00 &M
Location: Gerald's office

Subject Due in

i Loordmation meeting for the conference H weeks overdue

(v | e

Click Snooze ko be reminded again in:

e &
&

Print Calendars

When you have completed making entries on your calendar, you may want

to take it with you, away from your computer, for reference and to jot new
appointments on. For this reason, Outlook includes a number of printed formats
to fit your needs.

To print your calendar:

1. In any view in Outlook Calendar, click the File tab.

2. Click Print to open the Print Setting dialog box, as seen in Figure 13-10.




L

ol = Find ¢ Curitact = | = Dusiness - Outlook - Microsoft Outlook |E_M
= 3 -k
L 'ﬁ'[ff | Home Send / Receive Folder Miew Developer 0 '\D
Print
N
.';m Epecify how youwant the item to be printed and
:a Save Calenuar then click Print.
firn: February 28, 2010 -
Info March 06, 2010
Printer ) IR T I R e e e e
open i L
JHP par 2400 Series - — Z ]
: 4 = Feady
Print 4 Uil 4 -
[ Print Options
Help E beemieas Y
Sottings ot
: W
1] Options -
8 ot Daily Style ¥ D
(71 I O D D el
Weekly Agenda Style o
o
Weekky Calendar Shde
P
Monthly Style -
o
Tri-fold Style o
Calendar Details Style
1 ofl = i

Figure 13-10: You can print your Outlook Calendar in several different formats.

3. In the Settings area, select the format for your printed calendar. There are several from
which to choose, and each style will display in the Preview area.

4. Click Print Options and click the print style you want to print. Your choices are
determined by the Calendar view you have chosen.

5. Click Page Setup to open the Page Setup dialog box shown in Figure 13-11.
a. Click the Format tab, and make any changes in the Options and Fonts sections.

b. Click the Shading check box if you want gray shading to be used in your printed
calendar.

C. Click the Paper tab to choose the paper specifications.
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Page Setup: Weekly Calendar Style

- d. Click the Header/Footer tab to add the professional touch

Style name: | Weekly Calendar Style

Format Maper | Header/Footer

of a header and/or a footer.

€. When you are ready, click Preview to see how your printed

[T Mates araa {lined)
Prink from: | 7200 &M |Z|
Prink ko 7:00 PM E|

[l only Print Workdays

Preview:
[m=====5

Options Fonts
Arrange days: | i Date headings

1@ Left to nght |24 pt. Segoe UL
Layout: [1 pagefweek = | Au_po_lntme_nts

| & pt. Segoe UL

| asks: [Nn lasks v]

. Shading
Include: || Motes area (blank)

[¥] Print using gray shading

calendar will look.

f. Click Print to print your calendar.

Plan Meetings and
Request Attendance

In addition to using Outlook 2010 for scheduling
appointments and events, you can use Outlook to plan
and schedule meetings. In Outlook, a meeting is an
appointment to which others are invited.

Schedule a Meeting

You create a meeting by identifying the people you want

= to invite and picking a meeting time. You e-mail a meeting

Figure 13-11: The Page Setup dialog box gives you
considerable flexibility with regard to the print style,
the format, paper specifications, and header/footer

information.
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request to people in your Outlook Contacts who you want
to attend.

. Open the calendar.

. From the Home tab New group, click New Meeting.

_Or_
Press CTRL+SHIFT+Q.

In either event, the New Meeting window opens, as seen in Figure 13-12.

. Click To, double-click your attendees from your Contacts list, and click OK.

. Click in the Subject text box, and type a description for your meeting. This description

will appear on all calendars.

. If you do not see additional text fields, such as the Location field, enlarge the dialog

box by dragging the bottom border. Then you'll be able to complete the following steps.

. Click in the Location text box, and type the location information, if necessary.

. Click the Start Time down arrow, and select the date and time the meeting is to start.




L

mMaT"e o5 Coordinati i forthe ¢ e Mesting [E=ER 8. Click the End Time down arrow, and select the date and
— —r
|_File ! Meeting Trisert Frirmat Text Rewiewe Dewslnper o @ time the meetlng is scheduled to end. N
K j 23 o e m -y, 2 . i
X T g, = ‘ fﬂ 8 = s ORecumence pugy 9. Click All Day Event, if necessary.
Delete Copy to My .I_l': Appointment|Scheduling | Cancel " A 15 minutes - Q Time Zones = Categorize ’ . ) . . i
Colendar (8 Imitation #1” - S 10. Enter any additional information in the Notes section
Actinns Shinu Attendess Optinns - Tags Znnm . )
of the Meeting window that may be needed by the
@ Invitations have not been sent for this meeting,
: attendees.
From ~ On Gmail
= | David Johnson (dichnson@vshos.com);  Gerard Lycendss (geraldcend d.coml;  Jule Sparkle; ' 11. In the Meeting tab Show group, click Scheduling. In the
&n Marky Matthews . .
Subjects Coordination meeting for the conference A” Attendees COIumn‘ C“Ck CIICK Here To Add A Name
: to include others in the meeting. (If you don’t see it,
Click hoto t ial network updates and email from thi : A v ) .
R S I S enlarge the window.) If necessary, click Add Others to Y
£} All Attendees (4) add names B
' Accepted (0) I ’
? Tentative (0) o o T i 12. If you want to change the meeting times, you can enter
® Declined (0) Py [ . o - i - . the start and ending times, or you can drag the edges of
Py J | | 1L | | | . X . . X
s Not responded (4) David Johnson Gerard Lycendee Julic Sparkle Marty Matthows the Vert|Ca| meetlng Ilney as ShOWn In Flgure 13-13.
13. Click Close to open the Close Meeting dialog box.
Choose to save your changes and either send or

not send the meeting announcement or not to save
changes.

-
Microsoft Uutliook E

Figure 13-12: The Meeting window allows you to send out invitations, track who can
attend, and schedule resources for the meeting.

Ta clase the meeting, choose From the
' y Tolluwiny vplione:

@) Save changes and send meeting
1 Save rhanges huk don't send

1 Don't zave rhanges

o) (o]

Respond to an Invitation
When you receive a meeting request, a message appears in your Inbox with an
icon that is different from the normal e-mail icon.
1. In Outlook, open the meeting notification or request.
2. On the Message tab Respond group, click one of the following:
® Accept
® Tentative

® Decline
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3. To send your response with no comments, click Send The Response Now. Click OK.
4. To include comments with your response, click Edit The Response Before Sending.
5. Type your comments and click Send.
6. To send no response, click Don’t Send A Response, and click OK. The meeting is
added to your calendar.
HEHEH9U0* %5 Coordination meeting for the conference - Meeting | 8 g
__Flir Meeting Trsert Frrmat Text Reesieu Diswelnper & 0

x I ﬁCalendar E

& ™| 4
ﬂ"“‘b g] w B2 W susw * ¥ Recurrence EE -

Lgp Forward L]
Delete Copy to My Appointment Scheduling]  Cancel A 15 minutes - Time Zones = Categorize
Calendar .:l OneNote || IrndLativn *J Q - ]
Actions Show Aftendees Options . Tags Zoom
=3 Send 1005 - Monday, March 01, 2010
Rz o0 00 .00 10:00 1100 12:00 100 200 300 400
Hh| M Attendees _———— | -_-
=R 2 Makths <cmakth

v o M@M\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ I Y _\\\\\\\\\\\\\\
¥ @ Gerard Lveendee (e AR \\\\\\ NN
V@ ue Spals t\\\.\\\\\ AT R R ) \

W @ Marty Matthews ‘\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\_ U \\\\\\\\\\\\\\

“ i »
jdld orhrs E[LOPUN Start time: kon 3/1/2010 = | [12:00 AM
== AutoPick Next == End time; [Mon ifi}éﬁiﬁ - [2308M -
M Busy 0 Tentative M Outof Office [N MoInformation [ Outside of working hours
Click on a photo to see social network updates and email messages from thic person. AoV

fxt All Attendees (5)
" Accepted (0)
? Tentative (0)

mn

X Declined (0)

r
ik Nt responded () Carole Matthews David Johnson Gerard Lycendee Julic Sparkle

ol _

Figure 13-13: The Scheduling dialog box allows you to send out invitations, track who can
attend, and schedule resources for the meeting.
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Set a Default Printer s

Define How a Document Is Printed

Print a Document

Print an Envelope in Word .
w

Print Labels in Word

Z;’Ziatjlia’Tj\]ﬂail Merge C h aD—te r /I Z -
Set Up a Name and Address List Prlntlng, USIng Mall

Create a Merge Document

Preview a Merge Merge, and Graphlcs

Using Rules

Complete a Merge
Linking Picture Files The printing capabilities provided by Office 2010 go beyond

Add Pictires just printing a document. In this chapter you will learn how to
Using the Picture Tools set specific parameters with regard to what is printed. Office
(OGN LD also includes a convenient feature called Mail Merge within
Remove Unwanted Areas Word that you can use to merge mailing lists into documents,

Add Shapes including letters or envelopes.
Create a Diagram

Resize and Rotate Graphics Graphics is a term used to describe several forms of visual
Precisely enhancements that can be added to a document. In this
Understanding Graphic chapter you will learn how to insert, format, and manage
Positioning in Word .o . . .

graphic files (pictures), such as digital photos and clip art
N S images. In addition, yqu will see hgw to embed products
Position Graphics of other programs (objects) alongside your text and how to
Working with Graphics produce organizational charts and other business-oriented
Combine Graphics by Grouping diagrams.

Position Graphics
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Due to the wide variety of printers available, this chapter
cannot cover them all. The examples and figures in this
chapter use an HP Photosmart 2600 printer. Depending
on your printer model and how it’s configured, you may
see differences between your screen and what is shown
in the figures and illustrations here.

>

A | 0 W B e .

Open

Qe in new winduo

HP Phs
2600 5

seewhat's printing
Set as default printer

N

Printing preferences

Printer properties
’--g-. Create shortcut
ang
Troubleshoot

Remove device

Properties

If there is a check mark next to the Printer icon, that
printer is already set as the default printer.

You can also “print” to a fax and OneNote by selecting
them as your printer.

Print Documents

While printing documents may seem like a fairly basic function, there are
several tasks associated with it that deserve attention, including setting up the
default printer and printing envelopes and labels.

Set a Default Printer

1. From Windows Vista or Windows 7, click Start, click Control Panel, and then, under
Hardware And Sound (or Devices And Printers for Windows 7), click Printer.

2. Right-click the icon for the printer you want to use as the default printer, and then click
Set As Default Printer from the context menu that appears. A check mark is displayed
next to the icon you have selected.

Define How a Document Is Printed

Your printer options, such as number of copies, printer, pages to print, and so
on, are set in the Print view. The options for printing will vary by application
and also by printer.

CUSTOMIZE A PRINT JOB

Customizing the print settings is done in the Print view, shown in Figure 14-1.

1. Click the File tab, and click Print. The Print dialog box appears. The options available
will differ, depending on the printer you have and the Office application. Those
displayed in Figure 14-1 are for Word and the HP Photosmart 2400 series.

2. Click the Printer down arrow if more than one printer is available to you, and select
the printer you want to use. Usually, the default printer is displayed automatically in the
Printer list box.

3. Click the Copies spinner to set the number of copies to be printed.

B

. Under Settings, select any of these options:

® Select an option in the first drop-down list in Figure 14-1 (normally entitled Print
All Pages), choosing between All, Current Page, Selection (for the text you've
selected), and Pages for a range of pages. To print contiguous pages, use a hyphen
(for example, 1-4); to print noncontiguous pages, use commas (for example, 1, 3, 5).
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Figure 14-1: The Word Print view provides a preview of your document and
many options for printing it.

® Click the Print One Sided drop-down list to choose
between printing on only one side of the paper and
printing on two sides. If you choose Manually Print On
Both Sides, the printer will print every other page. When
it finishes the first run, you'll need to take the paper out
of the printer and reload it so that it is printed on the back
of the printed page, and right-side up (so that the back
page is not upside down.)

® |f you are printing multiple copies and do not want the
copies collated, click the Collated drop-down list and
click Uncollated. By default, multiple copies will print
collated.

® Click the Portrait Orientation drop-down list, and
choose between Portrait Orientation and Landscape
Orientation (tall vs. wide, respectively). By default, your
document is printed in Portrait Orientation.

® Click the Letter drop-down list to select the paper size.
Here is where you choose between an 8-'2—size letter,
labels, an envelope, or a legal or tabloid-size document,
if your printer handles those sizes.

® Click the Margins drop-down list to choose the
document margins you want to use. For instance, if
you want to print fewer pages, you can create narrower
margins; to print with more white space, create wider
margins.

® Click 1 Page Per Sheet if you can print more than one
page on a sheet of paper. This only makes sense for
small-page documents. The other options can be used
for proofreading or approving the layout of documents
when you want to save paper.
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5. Click the Page Setup link beneath the Settings options to set more precise margins,
page size, or layout settings.

Printer

6. Click the Printer Properties link beneath the Print button to / HP psc 2400 Senes
set other properties for your printer. These options will differ FOreaty
for each printer, and will duplicate many of the options set in
the main Print view.

-l-_--_;—-_-_&;[:l;cj-_e-:-_-.-:

7. When you have selected all the options you want and are ready to print your
document, click Print. Your document is printed.

VIEW YOUR DOCUMENT IN FULL-SCREEN MODE

Freview

In Excel and Word you can view a document in full-screen mode without the
ribbon, status bar, or scroll bars present, as shown in Figure 14-2. This view is
available in Office 2010 from the View tab Document Views group. Click Full
Screen Reading. As shown in the figure, you can set certain options to

Bppdg o | Whole documen: [

— o) Cema | vary the appearance of the page. When you are finished, click Close on e
: 4 the far right of the title bar to return to the regular window. Reading

Print a Document

If you're in a hurry, or if you don’t care about changing margins, then printing a
document can be as easy as clicking a Print icon on the Quick Access toolbar. By
default, that icon isn’t on that toolbar, but you can add it. To set specific options
before printing your document, you need to use the Print dialog box.

The Preview pane contains the Zoom buttons and slider

so that you can quickly zoom in and out, and fit the
document to the page.

Print an Envelope in Word

You can print a mailing address on an envelope to give your correspondence
a more professional look. If you have a business letter with an address in the

normal location, Word will pick up that address and suggest it for the envelope.
Type a percentage

magnification

Drag slider to vary Zoom In
magpnification button If you don’t have a letter, you can still create and print an envelope.

\ﬁy = .'/ / 1. In the Mailings tab Create group, click Envelopes. The Envelopes And Labels dialog

}'! box appears with the Envelope tab selected, as shown in Figure 14-3.

Zoom Out button Zoom To Page to 2. Inthe Delivery Address box, if an address wasn’t picked up from a letter, enter the

resize to fit the page -
_ mailing address.
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Declaration of Independence

IN CONGRESS, JULY 1, 1776
Ihe unamimous Declaration of the thirteen united States of Amernica

When in the Cnurse af luman eventc it hecames necessany far ane peanle m dicsalve
the political bands which have connected them with another and to dssume among the
prowers o the vardly, thie separ sty ar egual staiion o wivcd e Laws o Matre ard ol

MNature's God enmtitle them, 2 decent respect to the opinions ofmankind requires that

they show'd declare the causes which impe! them to the separation.

Wehold these truthsto be self evidert, that allmen are created eqpual, that they are endowed by their
Creator with certain unalienable Faghts, that among these are Ld'e, Liberty andthe purswt of Happiness.
— Thatto secure theserights, Governmentsare instituted among Men, detiving theirjust powers from the
ransentnfthe grorerned, — That whenever any Foem nf Gnvermment hecnmes destrctive nfthess ends,
ilis thue Fighil ol tie Freople Lu aller vt Lo sbolishil, and Leinstilule iew Guovernooenl, Tayingils fovndalion
on such principles and organzing its powersin such formy as to them shall seem most likely to effect
their Bafety and Happiness. Prudence, indeed, will dictate that Governments long established should not
ba changed for light and t ient cauess, and tinply all axg hath ehewn thatmankind are
more disposed to suffer, while evils are sufferable than toright themselves by abolishingthe forms to

which they are accustomed. Butwhen alongtrain of abuses and usupations, pursuing invariably the
same Ohject evinces adesigntoreduce themunder absolate Despotism, it is their right, @ is their duty, to
throw off such CGovernment, andto provide new Cuards for their future security. —Suchhas beenthe
patient sufferance of these Colonies; andsuch is now the necessity which constrainsthem to alter their
former Systems of Government. The history of the presentKing of Great Britain is ahistory ofrepeated
injuries and usurpations, all havingin direct object the establishuvent of an sbeolute Tyranny overthese
States. Toprove this, let Facts be submitted to a candid world.

He hasrefused his & sserdtoLaws, the most
wholesome and necessaryforthe public good.

He has forbidden his Govemors to pass Laws of
immediate and pressingimportance, unless
suependsd in their operation till hic Aecent

(3

should be obtained, andwhen so suspended he
has utterdyneglectedto attend to them.

He has refused tn passnther Taws for the
acconuuodation of large distucts of people,
unless thoss people wouldrelinguish the sight of
Fet tationinthe Legislature, aright

inestimable to them snd formidable to tyrants

only.

He has called together legislative hodies at
places unasual, uncomfortable, and distant from
the depoaitory of their Public Recorda, forthe
sole purpose of tatigung themmnto compliance
with his measures.

He has dizenlvedRepresentative H mises
1epraledly, o upposing wiltimedy Gonnes s bis

invasions onthe ightsof the people

He hasrefused for along time, aftersuch
dizzolutions, to cansge othersto be elected,
whereby the Legislative Fowers, incapable of
Annihilation, have returned to the People at
large for their exercise; the State remaining in
the mean time exposedio ol the dangesa of

wrvaston trom without, and convnilsions withan,

He has endeavouredto prevent the population of
these States, for that purpnae nhanetingthe
Laws [or Maluralisalion of Fureigrens, relusing,
topass othersto encourage theirmigrations
hither, andraising the conditions ofnew
Appropriations of Lands.

He has obstructed the Administration of Justice
hyrefusinghis Assent to Laws for establishing
Judiciary Powers.

L view Optians » X Close

He hasmade Judges dependenton his Will alone
for the termre of their offices, and the amount
andpayment nftheir salaries

ITe has erected anmmultibads of Hew Offices, and
sent hither swarms of Officers to harass our
people and eat out their substance.

He haskept amongus, in times of peace,
Standing Armies without the Consentof our
legislatures.

He has affected to renderthe Military
independent of and superorto the Civil Fower.

He has combined with others to subjectustoa
jutisdiction foreignto our constitution, and
unacknowledged by curluwe, givinghic A coent
Lu Lheir & cls ulprelendedLegislalion,

For quartering large bodies of armed troops

amongus

For protecting them, by amock Trial from
punishment for any Murders which they should
commit on the Inhabitants ofthese States:

For cutting off our Trade with all parts ofthe

woudd:
Forumposmng Taes onus without ourConsent

For deprivingus inmany cases, ofthe benefit of

Trial by Juey:

Fur lranspurbing us beyomd Jeas Lo be lried foz
pretended offences:
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Figure 14-2: Use Full Screen Reading view to see your document without the ribbon, status bar, or scroll bars, as shown here in Word.
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Envelopes and Labels (L2 3. In the Return Address box, accept the default return address, or enter or edit the
Erwelopss [aaelin)] return address. (If you are using preprinted envelopes, you can omit a return address
S s @ - by clicking the Omit check box.)

Mr. John Jones = 4. Click the Add Electronic Postage check box if you have separately installed
555 Some Street . :
somedity, 5§ electronic postage software and want to add it to your envelope.
5. To set options for the electronic postage programs that are installed on your computer,
7] Add slsctronic postage click E-Postage Properties. [(Ereeione Ooticrs (9 s’
Ry ke Ll i S 6. To select an envelope size, the type of paper
Matthews Technology -~ | Preview Feed ) i .
555 Anather Street feed, and other options, click Options, select Erwelope size:
|Anothercity, AS = = |-E1_| the options you want, and then click OK. Size 10 {41/8x91j2in) [z]
——— L= ] Delvery address
- 7. To print the envelope now from the Eont... From left: | Auto

T T — Envelopes And Labels dialog box, insert . Fromi oz {Ako
e L e i e an envelope in the printer, as shown in the RT”";;:“ : i

Feed box (see the accompanying Note), and e e

LCorenl | then click Print. Preview
Figure 14-3: Printed envelopes give your 8. To attach the envelope to a document you
correspondence a professional look. are currently working on and print it later,
click Add To Document. The envelope is
added to the document in a separate section. |' - -
[ coer ]

Print Labels in Word

You can print labels for a single letter or for a mass mailing, such as holiday

The Feed box shows a default view that may be totally
wrong for your printer. You need to use trial and error
(which you can do on plain paper to save envelopes) to
find the correct way to feed envelopes. When you find the
correct pattern, click the feed image, select the correct
image, and click OK.

cards, invitations, or for marketing purposes. You can also create labels for a
mass mailing using the techniques described later in the chapter in the section
“Merge Lists with Letters and Envelopes.”

To print a single label:

1. In the Mailings tab Create group, click Labels. The Envelopes And Labels dialog box
!—F appears with the Labels tab displayed, as shown in Figure 14-4.
: 2. In the Address box, do one of the following:
For many HP inkjet printers, the envelopes Feed
are fed with the flap facing up on the left of the
envelope and positioned on the far right of the
feed tray, like this:

® |f you have a business letter open in Word with an address in the normal location,
m that address will appear in the Address box and can be edited.

® |f you are creating a mailing label, enter or edit the address.
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Envelopes and Labels M
[ Envelopes | Labels |

Address: 3 ~ || uUse return address

1

A

Print: Label
@ Full page of the same |abel Microsoft, 12 Letter
Sigughe bl 112 Letter Postcard

Row: |1 1| Column: (1 g D

Before printing, insert labels in your printer’s manual Feeder,

Prink [ new Document Options. .. ] |E—p09t_agepmpertie-:... |

Cancel

Figure 14-4: You can print a sheet of labels one at a time
by specifying the row and column to be printed.

You can also send a document in the body of an e-mail
message using copy and paste. While in Word, Excel, or
PowerPoint, select as much of the document as you want
to send, and use the Copy command or press CTRL+C
to copy it. In your e-mail program, open a new message
form; fill in the To, Cc, and Subject fields; click in the
message field; and use the Paste command or press
CTRL+V to paste the document in the message field.
When ready, click Send.

® |f you want to use a return address, click the Use Return Address check box, and
then edit the address if necessary.

® |f you are creating another type of label, type the text you want.

. In the Print area, do one of the following:

® Click the Single Label option to print a single label. Then type or select the row and
column number on the label sheet for the label you want to print.

® Click Full Page Of The Same Label to print the same information on a sheet of
labels.

. To select the label type, the type of paper feed, and other options, click Options,

select the options you want, and then click OK. If the type of label you want to use is
not listed in the Product Number box, you might be able to use one of the listed labels,
or you can click New Label to create your own custom label.

Labei Options m

Printer information

F

Continuous-feed printers
@) Page printers Tray: Default tray { Automatically Select) j
Label Information
Label vendors: | Microsoft EI

Find updates on Office.com

Frodt mumberi ___habel pformation
i - Iype: 1f2 Letter Postcard
12 Letter i
Height: 85"

114 Letter “:J":' : o

174 Letter A

30 Per Page Page size; 11" x8.5"

30 Per Mage o

)

[ Detais.,. | [ pewLabel... |

. To print one or more labels, insert a sheet of labels into the printer, and then click Print.

. To save a sheet of labels for later editing or printing, click New Document and save

the labels document. You can also use the New Document option to quickly set up
a document in Word to create multiple labels on a sheet. Use the Labels dialog box
to tell Word which brand/type of labels you're using, and then click New Document.
You're presented with a blank document with a table set for the proper number of
columns and rows for that label type. You can use this to quickly create file folder
labels, etc., where the information is different for each one.
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6
E-MAILING

You can e-mail documents that you create in Word,

Excel, or PowerPoint as attachments to e-mail
messages. To attach and send a document in an e-mail:

1. Click the File tab, and then click Send & Save.

2. Click Send Using E-mail, and choose one of the
following options in the right pane:

® Send As Attachment to attach a copy of the
document to the e-mail

® Send A Link to insert a link to the document on

Send As Internet Fax to send

Diear John,

Merge Lists with Letters
and Envelopes

The Mail Merge feature allows you to combine a mailing list with a document
to send the same thing to a number of people. You can merge a mailing list to
letters, e-mail messages, envelopes, and labels. A mail merge combines two
kinds of documents: the main document, which is the text of the document—for
example, the body of a letter—and the data source, which is the information that
changes with each copy of the document—for example, the individual names
and addresses of the people who will be receiving the letter.

The main document has two parts: static

a network or server r__ Declaration of Independance | =l g‘
® Send As PDF to attach the PDF Ble Edt View Insert Formst Tools Help text and merge fields. Static text is text that
document to the e-mail. This Seri s S e AR ik % - @ does not change—for example, the body of
requires Adobe Acrobat Reader, [0 Toi | sohn Jones a letter. Merge fields are placeholders that
B @2 |93 B SR e B TR, el indicate where information from the list or
L} Bee: .
® Send As XPS to send as an Sk , _ data source goes. For example, in a form
lternative to PDF files. This S e e e featidbon " ” . .
a : @ "IN CONGRESS2.pef (136 k) e letter, “Dear” would be static text, while
requires Windows, but since it is a .
) ; o ) plomat. | EgiAdd photos <<First Name>> <<Last Name>> are
Microsoft file extension, it requires . .
no other software. I ——— g e merge fields. When the main document

and the data source are combined, the

the document as a fax over the
Internet without a fax machine.

Hera is a copy of the Declaration of Independence which you can add to our list of
attachments for the class well be offering on the Revolutionary War.

Take care,

result is “Dear John Doe,” “Dear Jane
Smith,” and so on.

q . Carule
A new message is opened with

your document title automatically
filled in the Subject line and the

document automatically attached or

The following sections will show you
how to create a data source, create a main

document, and then merge them together.

inserted to the e-mail as specified.

. Fill'in the To and Cc fields (if you are sending
the document to multiple recipients), and add
anything you want to the body of the message.

4. When you're ready, click Send.

Begin a Mail Merge
You can compose the static text in a document first and then insert the merge
fields, or you can compose the static text and insert the merge fields as you go.
You cannot insert merge fields into a main document until you have created the

328 Microsoft Office 2010 QuickSteps

data source and associated it with your main document.
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You cannot use the Mail Merge feature unless a
document is open, although this can be a blank

document.

Word also allows you to take a list other than a mailing

list—a parts list, for example—and merge it with a
document to create a catalog or directory.

| » &1

b
S
o
¥

Pail Merge -

Select document type

What type of document are you
working on?

@) Letters

() E-mal messages
) Envelopes

() Labsks

() Directory

Letters

Send letters to a group of people.

You can porsonalize the letker
that each person receives,

Click Mext: to continue,

Step 1 of 6

% Next: Starting document

Figure 14-5: The Mail Merge
task pane is where you begin

the merge process.

L

To create a merge document:

—r
1. In Word, open the document you want to use as your primary document, or open a N
new document.
2. Click the Mailings tab, click Start Mail Merge in the Start Mail Merge group, and click
Step By Step Mail Merge Wizard. The Mail Merge task pane is displayed, as shown
in Figure 14-5. o

3. In the Select Document Type area, select one of the following options:
® Letters are form letters designed to be sent to multiple people.
E-mail Messages are form letters designed to be sent to multiple people via e-mail.

Envelopes are envelopes addressed to multiple people.

)
)
® Labels are labels addressed to multiple people.
)

Directory is a collection of information regarding multiple items, such as a mailing
list or phone directory.

4. Click Next: Starting Document at the bottom of the task pane.

5. In the Select Starting Document area, select one of the following options:

® Use The Current Document uses the currently opened i literys LEX

document as the main document for the mail merge.

Select starting document

How do you wank to set up your

letters?
W) Use the current document

® Start From A Template uses a template you designate as
the main document for the mail merge.

Stark from a kemplate

Start From existing dociment

® Start From Existing Document uses an existing
document you designate as the main document for the
mail merge.

Use Lhe current docunment

Start from the document: shown
ere and use Lhe Mail Merge
wizard to add reciplent
information.

6. See the following section, “Set Up a Name and Address List,”
to create a data source.

Set Up a Name and Address List

A name and address list is a data source. A data source has two parts: fields and
records. A field is a category of information. For example, in a mailing list, First
Name, Last Name, and Street Address are examples of fields. A record is a set of
fields for an individual. For example, in a mailing list, the record for John Doe
would include all the relevant fields for this individual—his first and last name,
street address, city, state, and ZIP code.
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Figure 14-6: Use the New Address List dialog box to
create your mailing list.

MNew Address List |M

Type recipient information in the table. To add more entries, click Mew Entry. 1

| J Title vJ Firzt Mame - | Last Mame | Compary Name - I AddrestLins 1 - ]' -

[

E Ji| 3
ewenary | | tind...

[ Delete Enlry ! l Custoniize Cobams. . : :. O | [ Caimel ] 4

To set up a name and address list:

Follow steps 1-6 in the previous section, “Begin a Mail Merge.”

2. Click Next: Select Recipients at the bottom of the task

pane. In the Select Recipients area, click Type A New s =

List. (If your Contacts are already set up, you can also
choose Select From Outlook Contacts, in which case
you’ll be given an opportunity to choose the Contact folder
you want to use and then to edit the recipient list.)

Select recipients
) Usc an existing list
7 Select from Outlook contacks

@ Type anew list

. Click Create in the middle of the pane in the Type A New List area. The New Address

List dialog box appears, as shown in Figure 14-6.

. Enter the information for the first record in the fields you want to use. You may want

to delete some of the columns or reorder them to facilitate entering data. Click
Customize Columns to do that. Press TAB to move to the next field, or press
SHIFT + TAB to move back to the previous field.

5. When you have completed all the fields you want for the first record, click New

Mail Merge Recipients

|2 |l

Entry and provide information for the second record.

This is the kst of recipients that vall be used in your merge. Use the options below to add to or change your kst, Use the
checkboxes to add or remove recipients trom the merge. When your list is ready, cick OK.

6. Repeat steps 4 and 5 until you have added all the records you want to your

Nata Source

]7 | ast Mame -

ShortNamelistm.. [ Spade Sam Mr.
ShortNamelistm... [

Dectactrves, Inc, 4321 D)

list. When you are done, click OK.

ShorthameListm... [Tl Jones | i, | Jones. Inc.
ShorthameListm... [¥  Soth Jane M. Smith Interpnses 444 5ol 7. A Save Address List dialog box appears. Type a file name for the list, select
Shathamelistm.. [ Button Retty Miss SnmeCo 1734 5

the folder on your computer where you want to save it, and click Save.

8. The Mail Merge Recipients dialog box appears, as shown in Figure 14-7.
Clear the check boxes next to the recipients you do not want to include in the
list. To make further changes to the name list, select the file name in the Data

Data Source Refine recipient list
ShortNameList mdb o] Al st
"”‘| Filler...

A3 Find duhicates
- | 3 Find recipient...
& validate addresses..,

o J

Source list box, and click Edit.

9. Click OK when finished. See the following section, “Create a Merge
Document.”

Create a Merge Document

After creating the data source, you need to write the letter and insert

Figure 14-7: Use the Mail Merge Recipients dialog box to manage
your mailing list prior to completing the merge.

the merge fields. This section will tell you how, after creating the main
document, to insert merge fields in general. The example uses a letter;
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Sort the merge recipients by clicking the field name at the

L

additional sections will show you how to use merge fields when creating

top of the list that will provide the sort order. For example,

if you want the list ordered alphabetically by last name,

click Last Name.

envelopes and labels.

Name and Address List”

¢l

1. Follow the steps in the previous two sections, “Begin a Mail Merge” and “Set Up a

2. Click Next: Write Your Letter at the bottom of the Mail Merge task pane. In the

document pane, write the body of the letter—don’t worry about the addressee and
the greeting.

Insert Address Block

B

Specify address elements

(] Incert racipient's name in this Format:

Inshia -
Jochua Randsl r.

Joshua Q. Randall X,

Mr. Josh Randall Jr.

[¥] Insert company name
[¥] Insert postal address:
Iever iInclude the countryfregion In the address
Always include the countryregion in the address
@ Only include the country/region if different than:
Lnited Kingrom

[7] Format address according to the destination countryfregion

Preview

Here is a preview From your recipient kst

K4z b M

Miss Betty Button
SomeCo

1274 Sth Street
Somecity, AZ

Correct Probleams

IF items in your address block are missing or out of order, use
Match Fields bn identify the romrect address slements From yoar

madireg sk,
| tateh Fields. ..

[Com )

Figure 14-8: You can customize the predefined field
blocks to meet your mail-merge needs.

3. Place the cursor in the document where
you want to insert a merge field, such as
the addressee. Do one of the following:

Select one of the three items in the
top of the Mail Merge task pane if you
want to insert a predefined block of
merge fields, such as an address or a
greeting. If you select anything other
than More ltems, a dialog box will
appear and ask you to select options
and formatting for that item (see
Figure 14-8).

€l

hail Merge * X

Write your letter

IF vou have not already done so,
wiite your letter now.,

To add redpient information ko
your letter, click a location in the
document, and then dick one of
the items below,

3 address blnrk.

2 Grestingline...

j Electronic postage. ..
f@ More items. ..

Click More Items (the fourth item in the list) to insert an individual
merge field. The Insert Merge Field dialog box appears. Verify

that Database Fields is selected, and then select the field that you want to insert

(for example, First Name and Last Name). Click Insert to insert the merge field into
your document. Click Close when you are done inserting all the fields you need.

«AddressDlocks

Dear «First Names «lLast Names:

You are invited to a presentation of our new product line, HAIR SMOOTHER, which

Figure 14-9: Merge fields are a convenient way to create

a form letter for multiple recipients.

Preview a Merge

Prior to actually completing the merge, the Mail Merge task pane presents

4. Add commas, spaces, and other punctuation marks to the address as needed.
Figure 14-9 shows an example of a letter with merge fields inserted. See the following
section, “Preview a Merge”

you with an opportunity to review what the merged document will look like.

This way, you can go back and make any last-minute changes to fine-tune

your merge.
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USING RULES

Rules (also called Word Fields) apply merge fields or
static text if certain conditions are met. One of the most
common variable fields is the If...Then...Else rule. The If
rule performs one of two alternative actions, depending
on a condition you specify. For example, the statement,
“If the weather is sunny, we’ll go to the beach; if not, we’ll
go to the museum,” specifies a condition that must be
met (sunny weather) for a certain action to take place
(going to the beach). If the condition is not met, an
alternative action occurs (going to the museum).

This is how an example of using an If rule in Word looks
with the field codes turned on:

{IF { MERGEFIELD City } = “Seattle” “Please call our
office.” “Please call our distributor.” }

This works as follows: If the current data record contains
“Seattle” in the City field, then the first text (“Please

call our office.”) is printed in the merged document that
results from that data record. If “Seattle” is not in the
City field, then the second set of text (“Please call our
distributor.”) is printed. Using a rule is easy and doesn’t
require writing such a complex statement at all.

To insert a variable field into a merge document:

1. Position the insertion point where you want
the rule.

2. In the Mailings tab Write & Insert Fields group,
click Rules - . A drop-down list appears.

3. Select the rule you want, for example, If...Then...
Else.

4. The Insert Word: If dialog box appears, as in
Figure 14-10. Fill in the text boxes with your
criteria, and click OK when finished.

332 Microsoft Office 2010 QuickSteps

To preview a merge:

1. Follow the steps in the previous three sections, “Begin a Mail Merge,” “Set Up a Name

and Address List,” and “Create a Merge Document.”

2. Click Next: Preview Your Letters at the bottom of the Mail Merge task pane.

3. In the Mail Merge task pane, use the right and left arrow
buttons under Preview Your Letters to scroll through the
recipient list.

4. If you want to exclude a particular recipient from the merge,
click Exclude This Recipient.

—Or—
In the Make Changes area in the task pane, click Edit
Recipient List to edit a particular recipient’s information.
If you click this link, the Mail Merge Recipients dialog box
appears again (see Figure 14-7). Click the file name under
Data Source, click Edit, modify the information, and click

hail kerge - X

Preview your letters

One of the merged |etters is
previewed here. To preview
another letter, dick one of the
Following:

Recipient: 2 %

#23 Find a recipient...

Make changes

o e alsur Lo ige yuur
recipient list:

;{' Edik recipient ist...

Cixclude this recipient
When vou have finished

OK. Click OK again to close the Mail Merge Recipients dialog box.

Complete a Merge

The last step in performing a mail merge is to complete the merge—that is, to

accept the preview of how the merge will look and direct Word to perform

the merge.

Insert Word Field: IF M
IF
Field name: Comparigan: Compare ko:
_5 Equal to E
Incert thic bext:
Otherwise nsert this text: )
Figure 14-10: You can Il
define rules to control —
what text appears in a [ cancel
merge document.
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QUICKFACTS

LINKING PICTURE FILES

Pictures are embedded by default when inserted in

a document. Embedding means that the picture files
become part of the Office file and their file size is added
to the size of the saved document. In a document with
several high-resolution pictures, the document’s size

can quickly rise into several megabytes (the greater the
number of pixels in a picture, the higher the resolution
and the larger the file size). To dramatically reduce the
size of a document that contains pictures, you can link
to the picture files instead. In this case, the addresses

of picture files are retained in the document file, not the
pictures themselves. Alternatively, you can reduce the
resolution and compress embedded pictures, although
the reduction in file size won't be as large as with linked
files. Another characteristic of linked picture files is that
any changes made and saved in the source file will be
updated in the Office document. Linking does have the
downside of requiring the picture files to remain in the
same folder location they were in when the link was
created. In addition, documents with linked files are not
suitable for sharing outside your local network. The Insert
And Link option allows you to both embed the picture and
to retain a link to it. This contains both the upside and the
downside of both options.

To link a picture to a file:

1. To link a picture file when you are inserting a
picture into a document, click the Insert tab, and
click Picture in the lllustrations group to open the
Insert Picture dialog box.

2. Click the Insert down | Inset fv] | Concel
arrow in the lower-right T '
corner, and click Link Link tn File
To File Insert and Link

L

To complete a merge:

1.

2.

(o2}

. Select one of the following options:

—r
Follow the steps in the previous four sections, “Begin a Mail Merge,” “Set Up a Name N
and Address List,” “Create a Merge Document,” and “Preview a Merge.”
Cll(?k Next: Complete The Merge at the bottom of the oy e )
Mail Merge task pane.
Print rernrds —h
. Click Print in the Merge area. The Merge To Printer oAl w

. *) Cusrent record
dialog box appears. Sl

~ From: To

=

® All prints all records in the data source that have
been included in the merge.

® Current Record prints only the record that is displayed in the document window.

® From/To prints a range of records you specify. Enter the starting and ending
numbers in the text boxes.

. Click OK when finished. The Print dialog box appears.
. Select the print options you want, and click OK. Your merged document is printed.

. If you wish, save your merge document.

Work with Pictures

Pictures can be manipulated in a number of ways once you have them within

Word. You can organize your clip art collections, resize images, and move them

into the exact positions that you want.

Add Pictures

You can browse for picture files, use the Clip Art task pane to assist you, drag

them from other locations, or import them directly from a scanner or digital

camera.

BROWSE FOR PICTURES

1.

Place your insertion point in the paragraph, slide, cell, or table where you want to
insert the picture.
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2. In the Insert tab lllustrations group, click Picture. The Insert Picture dialog box

Pictures are files that are produced by a device, such
as a digital camera or scanner, or that are created in a
painting or drawing program, such as Microsoft Paint or
Adobe lllustrator. In either case, the files are saved in a
graphic format, such as JPEG or GIF (popular formats
used on the Internet) or TIF (used in higher-end printing
applications).

Often, when you insert a picture, it is not the size that you
want it to be or placed where you want it to be. You can

appears.

Ficture

3. Browse to the picture you want, and select it. (If you do not see your pictures,

click the Views down arrow on the dialog box toolbar, and click Medium Icons or a

larger size.)
K| Bdra Large Icons
| Large Icons
__% fs Medium Icons
ji: Smalllcons
I3 List
3== Details

Si= Tiles

2= Content

easily make a picture the size you want by dragging the 4. Click Insert. The picture is displayed in the document.
corners of the picture to resize it. You can drag the picture ADD CLIP ART
ftself to other locations. 1. Place your insertion point in the paragraph, slide, cell, or table where you want to

w

Besides using the Insert Pictures command in Word to

add pictures, you can drag picture files from the desktop
or Windows Explorer into an open document. To best use
Windows Explorer, close or minimize all

insert the clip art.

. In the Search For text box, type a keyword.

. Click the Results Should Be down arrow, and

refine your search to specific collections. (The Web
Collections category includes thousands of clips
maintained at Office Online;

. . Toolbars P therefore, it can take considerable
windows other than your Office document . ) )
and Windows Explorer. Right-click a blank Cascade windous time to find what you're looking for.)
area of the Windows taskbar, and click Showe windows stacked 5. Click the Results Should Be down
either Show Windows Stacked or Show Showr windows side by side arrow, and clear all file types other
Windows Side By Side on the context Show the desktop than clip art.

menu. Locate the picture file you want in

the right pane of Windows Explorer, and

drag it to the location in the document Lock the taskbar
where you want it. Fraperties

Start Task Manager

appear, as shown in Figure 14-11.
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. In the Insert tab lllustrations group, click Clip Art. The Clip Art task pane opens. i

Results should be:
Selectsd media fils bypes

~[ Photographs
- videos
-1 &rdin

6. Click Go. In a few moments, thumbnails of the search results will

7. Click the thumbnail to insert it in your document.




L1

. m A ~*| Remove Unwanted

—r
EsET 3 M
Refine your esert (e Areas
USING THE PICTURE TOOLS search for clips Resuits shouid be:
FORMAT TAB by excluding  Sockcted med e types [ You can remove areas from a
photographs’ [¥] Inchude Office.com content . t th t d t t
Pictures are manipulated primarily by using the Picture movies, and Provided by: Microsoft picture that you do not wan
Tools Format tab, shown in Figure 14-12. This tab on sounds : ] by using the Crop tool on the -
the ribbon differs slightly in PowerPoint and Excel. The — y |= Picture toolbar. ©
Format tab automatically appears when a graphic image is e : 1.0 4 select the bict
. Open and select the picture
selected in a document. The tab has four groups that allow P P
' - : : you want to crop. See “Add
you to adjust the characteristics of an image, determine Pict » earlier n this chapt
ictures” earlier in this chapter.
its style, arrange an image on a page or in relation to P
other images or to text, and size an image. In addition, the riohtclick o 2. On the Picture Tools Format
ioht-cli . . .
two Dialog Box Launchers in the Picture Styles and Size c’ﬂp oi 'ct';,-cz tab, click Crop in the Size
groups provide a number of other settings. the dOVI;" | group (not the down arrow).
d,-sa;r,:;v"‘s’ <\I“‘°: N The picture redisplays with
43 Co . P
context menu . e eight sizing handles on the
Search for B Make Available Offline... corners and sides, and the
additional [ 3 Mawe to Collecti mouse pointer becomes a
fmages f et Ktywordsne cropping icon when outside the

Preview/Properties

picture, as shown in

Figure 14-13.
Figure 14-11: The Clip Art task pane \
helps you find clips on your computer €3 rind more at office.com
and on Office Online and then assists @ Hiors for finding images
you in organizing them.
" —
@9 0= Doc urment? + Micsosoft Wrd Picture Too =[G [ ey =]
m"_ni__hjcl‘. P.a_gc_lfg.mut References Mailings "c.ncl _“1__ _[.,lc"\in_u_:l____.-!f.lobal | Format — & e
4 Comections 13 _ — — T2 Picture Border » @ |5 Senngr -l B imleee =
= g Cotor L.} il sl small - - PictureEffects - J j 1 send Bacieff - Idj- ’_H g j
d | Artistic Effects - %+ ¥ 52 Piclure Layoul - e ‘{;R/ by seigutln e [ ks | o el BN =
Adjust / Pictire Styles _e- rfinge Size -

/ N 1 I

Select a style Show all styles Align Group Rotate

Figure 14-12: The Picture Tools Format tab, from Word in this case, is your one-stop shopping
venue for accessing picture-related options.

= = =

Figure 14-13: Cropping removes the area of
a picture outside the dashed area.
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In Word, you can add a caption to inserted pictures to
give a uniform appearance to your picture identifiers.

3.

Place the cropping tool over one of the eight sizing handles (it will morph into an angle
or T icon), and drag the tool so that the area of the picture is cut away or cropped by
what you have dragged over.

Right-click a picture and click Insert Caption. In the
Caption dialog box, choose a label (create your own
labels by clicking New Label), where you want the
caption, and a numbering format. You can also have
Word use AutoCaption to automatically add a caption
based on the type of picture or object inserted.

4. Release the mouse button. The area of the picture shows what will be cropped when
you press ESC or click outside of the image to turn off the Crop tool. You can adjust this
area as needed.

Add Shapes

Shapes are small, prebuilt drawings that you can select, or you can create your
own by modifying existing shapes or drawing your own freeform shapes. The
prebuilt shapes and tools for creating your own are added either from the Insert
tab Illustrations group or from the Drawing tools Format tab Insert Shapes group.

1. In the Insert tab lllustrations group, click Shapes to open the Shapes drop-down menu.
2. Choose a shape by doing one of the following:

Click a shape from one of the several categories.

. TP ol

You can make pictures be inline with text, or, in a sense, be y }
treated like a big character and have paragraph-formatting Click one of the lines or basic shapes to begin your own shape. Ir" \
characteristics. To do this, right-click the picture and click 3. Drag the mouse crosshair pointer in the approximate location and size \ _ _+_
Size And Position. Then click the Text Wrapping tab.
Click a thumbnail that will allow you to position the picture
independently of text, similar to drawings.

you want.

Create a Diagram

You can quickly create and modify several different types of diagrams, some

| Poskion | TextWrapping | Size

W agging syl
' | = =] [—] of which are easily interchangeable. One type, an organization or hierarchy
bl o b & b b . . . . .
: | | =] | chart, provides special tools and features that streamline the structuring of this
I fine with beact Square Tight Through  Top and botbom .

=1 T H’ popular form of charting.

L 1. In the Insert tab lllustrations group, click SmartArt. The Choose A SmartArt Graphic
- dialog box appears, as shown in Figure 14-14. T2 smartart

Doth sides Left anly Right onky Largest orly

2. Click Hierarchy in the left column, and then double-click the upper-leftmost diagram to
display the start of an organization chart and the SmartArt Tools Design tab, shown in
Figure 14-15. Then personalize your chart by doing one or more of the following:
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Several other shapes are available from clip art
collections. Type autoshapes in the Search For text
box in the Clip Art task pane. Choose to search in all
collections, and click Go (see “Add Clip Art” earlier in
the chapter).

You can fill a drawing or shape with a picture. First select
the shape. Then click Picture on the Shape Fill drop-
down menu. The Select Picture dialog box appears.
Browse for the picture you @

want, select it, and click Insert.
The picture will be inserted
into the background of the
drawing shape.

Choose a SmartArt Graphic

.- |
L Cyde - » =] &5 = o [=1]
s e I 1 ﬂ
IBierarchy | s )
] Relationship = %ﬁ E =1 - i i
e — A - [-| — st g
Makriz
Pyramid r o —
T a = D I~ F— Basic Block List
bl L = = o] ] = Uea to shaw ﬂon-gequentiél or gr"ol.ped‘
Office.com blocks of information, Maximizes both

Process

il -
Lit - mmzm 5{4- =1
i

I =
— .

horizontal and vertical dizplay space For

shapes.

(o]
Figure 14-14: SmartArt allows you to easily create a number of diagram types, such as
organizational charts.
. . - . _l\;j Layout ]
® Click the highest level, or manager position, and in the SmartArt  —- T
Tools Design tab, click Layout in the Create Graphic group to :33. ;oth
open a menu of hierarchical options. Click the structure that best =7 (et Hanaing
matches your organization. %= RightHanging
@ Click a current box on the chart. On the Design tab Create Graphic group, click Add

Shape, and select the type of new position you want to add to the current structure.
For a higher level, click Add Shape Above; for a subordinate level, click Add
Shape Below; for a co-worker level, click either Add Shape Before or Add Shape
After.

To place text in a shape after adding a new shape, simply start typing. You can also
click the insertion point in either the text pane (“Type Your Text Here” or “Text”) or
the organization chart shape, and then add new text or edit existing text. Type the
name, title, or other identifier for the position. The font size will change to fit the text
box. Press SHIFT+ENTER after each line for a subordinate line (like a name after a
position), or press ENTER for a second but equal line. Format text in the shapes as
you would standard text, using the Home tab and its associated options.

Click Right To Left to flip the names and shapes on the right with the ones on
the left.
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Figure 14-15: Organization charts are ® Click Promote or Demote in the Create Graphic group to move a shape and its text

easily laid out and formatted using

SmartArt in Word.

up or down in the organization chart.
® Click Text Pane in the Create Graphic group to turn the text pane on or off.

® Point at any of the layouts, colors, or SmartArt styles to see how your chart would
look with that change. Click the layout, color, or style to make the change permanent.

® |f you make a “permanent” change, as just described, you can return to the previous
layout, color, or style by clicking Reset Graphic in the Reset Graphic group.
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L

wWid92-0l Document3 - Microsoft Word [ Is ® To select a group of shapes and their text so L
Home Insert Page Layout References Mailings Review Wiew Developer Acrobat Desian Format that they can be acted upon a” at once hOld N
2 | - [+ ill =+ in- . 1 H H o B B
b Changeipe g ShapeFil e w2 down CTRL while clicking each shape (including
= Larqer Abc Abc » L& Shape Outfine = A » & Text Outline = e o h . i Ord | .
& smaler o S o nge Sk the connecting lines). Or draw a selection area
Shapes Shape Styles : VWOrBART Styles ; around the group of shapes by moving the
. . . o mouse pointer to just outside the upper-left L
Figure 14-16: Quickly redesign the overall appearance of your organization chart. . .

shape and then dragging the mouse to just w

outside the lower-right shape.

® Click the SmartArt Tools Format tab to display several options for changing the
shape and its text, as shown in Figure 14-16.

Diagrams are really just combinations of shapes that fit M = G h =

a specific need. As such, you can, for example, delete Od Ify rap ICS
an element of a diagram by selecting it and pressing
DELETE. Or you can delete the entire diagram by

selecting its border and pressing DELETE. See “Modify
Graphics” to learn how to format the overall diagram, as

Pictures (those that use an absolute positioning layout) and shapes or drawings
share a common Format dialog box, although many of the features and options
are not available for every type of graphic you can add to an Office document.

well as how to change various components of shapes. This section describes formatting and other modifications you can apply to
graphics.
‘w Resize and Rotate Graphics Precisely
. You can change the size of graphics by setting exact dimensions and rotating
Right-click a graphic (on the handle), and click Format them. (You can also drag handles to change them interactively. See “Use

Shape (or AutoShape or Object, depending on the Handles and Borders to Position Graphics” later in this chapter for ways to

raphic) to open a dialog box that makes available only the . . . . . .
orep )to.op 9209 . - resize and rotate graphics with a mouse.) The dialog boxes for size differ
options that pertain to that type of graphic. For example, if

you right-click a rectangle shape you inserted, the Arrows slightly between Word, PowerPoint, and Excel.

area of the Line Style option is unavailable because this is 1. Click the graphic you want to resize to select it. In the Picture (or other graphic type)

not an action you can do with this type of graphic. Tools Format tab, click the Size Dialog Box Launcher in the Size group. (For some
graphics, such as an organization chart, the Size Dialog Box Launcher will not exist.
You can resize organization charts and similar graphics manually.)

2. Click the Size tab, and, if it isn’t already selected, click the Lock Aspect Ratio check
box to size the graphic proportionally when entering either width or height values.

Enlarging an image beyond the ability of the pixels to span 3. Under Size And Rotate (depending on the graphic, the option may be Height And
it can cause unwanted effects. Width), enter either the height or the width dimension, or use the spinners to increase
or decrease one of the dimensions from its original size.
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After you change a picture from its default style of being
inline with the text to a style that supports absolute
positioning, it is difficult to return to the default style. It's
easiest to just delete the picture and reinsert it.

UICKFACTS

UNDERSTANDING GRAPHIC

POSITIONING IN WORD
When you position a graphic (picture, clip art, drawing,
or shape) on the page, the position can be inline, or
relative, to the text and other objects on the page, where
the graphic moves as the text moves, like a character in
a word. The alternative is absolute positioning, where the
graphic stays anchored in one place, regardless of what
the text does. If the graphic uses absolute positioning,
you can then specify how text will wrap around the
graphic, which can be on either or both sides, or along
the top and bottom of the graphic. Also, for special
effects, the text can be either on top of the graphic or
underneath it. See “Position a Graphic Relative to Areas
in a Document.”

—Or—

1. Under Scale, enter a percentage for either the height or the width to increase or
decrease it, or use the spinners to increase or decrease the percentage of the original
picture size.

2. To rotate the graphic, under Size And Rotate (or Rotation), enter a positive (rotate
clockwise) or negative (rotate counterclockwise) number of degrees of rotation you want.

3. Click OK. The picture will resize and/or rotate according to your values.

Position Graphics

Graphics (including pictures that use absolute positioning) can be positioned
anywhere in the document by dragging or setting values. In either case, the
graphic retains its relative position within the document as text and other
objects are added or removed. You can override this behavior by anchoring
the graphic to a fixed location. You can also change how text and other objects
“wrap” around the graphic. Figure 14-17 shows several of these features.

POSITION A GRAPHIC RELATIVE TO AREAS IN A DOCUMENT
Besides dragging a graphic into position, you can select or enter values that
determine where the graphic is placed in relation to document areas.
1. Click the graphic that you want to position to select it. In the Drawing or Picture Tools
Format tab, click Text Wrapping in the Arrange group. A menu is displayed.
2. Click More Layout Options to open the Layout dialog box.

3. Click the Position tab. Select or enter the horizontal- and vertical-positioning entries by
selecting them from the drop-down menus, entering the values, or using the spinners
to increase or decrease distances, as shown in Figure 14-18.

4. To anchor a graphic in place, regardless of whether other content is added or
removed—for example, a graphic you want in the upper-left corner of a specific
page—click the Lock Anchor check box and clear all other options.

5. Click OK to close the Advanced Layout dialog box.
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Declaration of Independence L

Here is the complete text of the Declaration of Independence.
The ariginal spaifing and capitalization have been retained.

fAdopted by Congress on July o, 1776}

Wihen, in the ronrse of human svents, iF hernmes necessary for one people tn dissobve the political honds which hawve
connecked them with another, andto zecume amang the powers of the aarth, the separate and equal stationto
wihich the laws of nature and of nature’s God entitle them, & decent respect bo the opinions of mankind requires that
should declare the causes which Impel them to the separation.

‘We hold these bruths cvident, that ol men are created equal, that they are endowed by thee Creator with
rLain unalienabde cighits, et anmng these are life, iberty ad U porsuil, of
happiness. Lhat Lo secure these.nghis, governments.ae nstituted among men,
deriving their just powers from the consent of the governed, That whenever any
Frrm of govesnment hernmes destrictive bn these ends, i i the right of the
paople bo alter or ko abolich it, and to institute new government, layingits
Foundation on such principles and organizing s powersin such Farm, as to them
shiall seem must ety Lo el Uwir salely and happiness, Prudence, indesd, wil
dhctate that governments long established should not be changed fior hght and
transient causes; and accordinaly all Experience hath showin that mankl?d are

graphic I

0.25inch |___+

mare disprsed bosiffer, while evils are off +, than taright Hhes

zholiching the Farms to whnch they are atcusbomed But when a lang train of
sbuses and usurpations, pursuing invarisbly the same object evinces a design to
reduce them under absolute despotism, It Is their right, It Is their duty, to throw
ot such government, and to provide new guards hor their Future security. --Such
has been the patient sufferance of these colonies; and such is now the necessity
which constrains them to alker their Former systems of government. The history
of the present King of Great Britain ic a history of repeatedinjuriss and
usurpations, all havingin direct object the establishment of an absolube byranny
over these states. To prove this, let facts be submitted to a candid world

of spacing |

“He has refusedhis assent to lawes, the mast wholesome and necessary For the public good.

He has forbidden his governars to pass laws of immediate and pressing importance, unless suspended in their
operation bl his assent chould be obtained; and when so suspended, he has utterly neglected bo attendtothem,

Iuon"

Pagei1or4 | Words: 1508 T 0 e

o e Rttt Bl s i s 0 i A A

Figure 14-17: You can easily arrange text and graphics in several configurations using dialog
box options.
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Figure 14-18: Using absolute positioning, you can
choose where to place a graphic relative to other objects
in the document.

When a graphic uses absolute positioning, an anchor
icon may be displayed. If the anchor is locked, a padlock
icon may also be displayed. If you don’t see the anchor
icon and the graphic is using absolute positioning, click
the File tab, click Word il
Options, and click

Display in the left column.
Under Always Show
These Formatting Marks,
click the Object Anchors
check box. Click OK to
display anchor icons in
the document.

L
£ Wi ol U frothes Lo Lee sell-evident,
" Fa ) certz

Use Handles and Borders to Position Graphics

Graphics are easily manipulated using their sizing handles and borders.

® Select a graphic You select a graphic by clicking it. Handles appear around the
graphic and allow you to perform interactive changes. Two exceptions include text
boxes and text in text boxes.

® Click in a text box. A dotted border appears around the perimeter of the text box. (In
Excel and PowerPoint, the border itself becomes dotted.)

?

1 Adrmiralty Inlet 1n'lhe springl I
1 L

® Place the mouse pointer in the text in a text box; it will become an I-beam pointer.
Click it to place an insertion point, or drag across the text to select it. The mini
toolbar will dimly appear. Move the mouse pointer over the toolbar for it to fully
appear, and then make a selection to change the formatting.

ArialBo = 11 = A7 47 ==
(Rru=w-a-

T Admiralty Inlet in thaBold (Ctrl+B)[ T
; C

ir
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You can also right-click the graphic you want to change
and click Bring To Front or Send To Back in the context
menu. If you don't see the stacking options on the context
menu when you right-click one of the graphics in a stack,
click outside all the graphics, and then click one of the
other graphics.

——

2y,

%% UICKSTEPS

WORKING WITH GRAPHICS

While graphics can be positioned absolutely by simply
dragging them or choosing placement relative to other
objects in a document, Office also provides a number of
other techniques that help you adjust where a graphic is
in relation to other graphics.

MOVE GRAPHICS INCREMENTALLY
Select the graphic or group of graphics (see “Combine
Graphics by Grouping”), and press one of the arrow keys
in the direction you want to move the graphic by very
small increments (approximately .01 inch).

REPOSITION THE ORDER OF STACKED GRAPHICS
You can stack graphics by simply dragging one on top
of another. Figure 14-19 shows an example of a three-
graphic stack. To reposition the order of the stack in
Word, Excel, or PowerPoint, click Bring To Front or
Send To Back (see the following for a description) in the
Format tab Arrange group. You'll see a menu. Then click
one of the following:

® Bring To Front moves the graphic to the top of
the stack.

® Send To Back moves the graphic to the bottom of

the stack. Continued . . .

® Resize a graphic Drag one of the square or round (if using absolute positioning)
sizing handles surrounding the graphic—or at either end of it, in the case of a line—in
the direction you want to enlarge or reduce the graphic. Hold SHIFT when dragging
a corner sizing handle to change the height AND length proportionately. (You can
proportionally resize a graphic without pressing SHIFT. In the Picture or Drawing Tools
Format tab, open the Size group Dialog Box Launcher dialog box and click the Size
tab. Then select the Lock Aspect Ratio checkbox.)

® Rotate a graphic Drag the green dot in the direction you want to rotate the graphic.
Hold SHIFT when dragging to rotate in 15-degree increments.

® Change a graphic’s perspective If the graphic supports interactive adjustment, a
yellow diamond adjustment handle is displayed. Drag the yellow diamond toward or
away from the graphic to get the look you want.

Admiralty iniet : 2 g

graphic

Top
graphic

Figure 14-19: You can change the order of stacked graphics to
achieve the look you want.
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9 %
WORKING WITH GRAPHICS (continued)

® Bring Forward moves the graphic up one level
(same as Bring To Front if there are only two
graphics in the stack).

Combine Graphics by Grouping

You can combine graphics for any number of reasons, but you typically work
with multiple graphics to build a more complex rendering. To prevent losing
the positioning, sizing, and other characteristics of the individual components,

you can group them so that they are treated as one object.
® Send Backward moves the graphic down one

level (same as Send To Back if there are only two ® To group graphics, select the graphics to be grouped by clicking the first graphic and
graphics in the stack). then holding down SHIFT while selecting other drawings and pictures. In the Tools
Format tab Arrange group, click Group and then click Group again; or right-click one
of the selected graphics, click Group and click Group again. A single set of selection
handles surrounds the perimeter of the graphics. Coloring, positioning, sizing, and
other actions now affect the graphics as a group instead of individually.

® Bring In Front Of Text moves the graphic on top
of overlapping text.

® Send Behind Text moves the graphic behind

overlapping text. o .
® To separate a group into individual graphics, select the group. In the Tools Format tab

ALIGN GRAPHICS Arrange group, click Group and click Ungroup; or right-click the group, click Group,
To align two or more graphics relative to one another, and then click Ungroup.
select the graphics by holding down SHIFT. Then click the
Align command in the Format tab Arrange group, and
click an option.

® To recombine a group after ungrouping it, in the Tools Format tab Arrange group, click
Group and then click Regroup; or right-click a member graphic, and click Group and
then click Regroup.

1  [)
12 aAliyn Len
& Align Cenler
=2l Align Right
Align lop
Align Midadie

L

m
o
al  angn Bottom
M=

Align Object
Distribute Hormzommamy—

Distribute Vertically
Align to Page

v Align tn Margin

Wicw Gridlines

fiif  Grid Settings..,

EVENLY SPACE GRAPHICS
Select the graphics by holding down SHIFT. In the
Tools Format tab Arrange group, click Align and then
click Distribute Horizontally or Distribute Vertically,
depending on their orientation.
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Symbols

* (apostrophe), using with numbers in
Excel, 113

* (asterisk) wildcard, using in Find, 42

@ (at sign) wildcard, using in Find, 42

¢ (bullet) symbol, entering, 30

[cc] wildcard, using in Find, 42

[c-c] wildcard, using in Find, 42

[!c-c] wildcard, using in Find, 42

¢ (cent) symbol, entering, 30

: (colon), using to reference cell range, 162

, (comma)

using to reference unions, 162
using with shortcut keys, 31

© (copyright) symbol, entering, 30

— (em dash) symbol, entering, 30

— (en dash) symbol, entering, 30

= (equal sign), using with formulas,
165-166

€ (Euro) symbol, entering, 30

< (left angle bracket) wildcard, using in
Find, 42

- (minus), using in navigation, 38

{n,} wildcard, using in Find, 42

{n,m} wildcard, using in Find, 42

{n} wildcard, using in Find, 42

+ (plus), using in navigation, 38

£ (pound) symbol, entering, 30

? (question mark) wildcard, using in Find, 42

® (registered) symbol, entering, 30

> (right angle bracket) wildcard, using
in Find, 42

™ (trademark) symbol, entering, 30

A

A1 cell referencing scheme, changing, 161
absolute positioning, using with graphics,
340, 342
absolute references, explained, 160-161
Activate Microsoft Office feature,
accessing, 15
active cell. See also cells
changing direction of, 114
filling data into, 121
identifying in Excel, 110-111
moving to cells, 114
moving to next row, 114

moving to right, 113
staying in, 113
address and name list. See name and
address list
Address Book, selecting names for
e-mail, 273
addresses. See e-mail addresses
aligning, paragraphs, 58-61
aligning text, keyboard shortcut, 51
alignment
changing in worksheets, 149-151
vertical, 73
animations, displaying on slides, 190
apostrophe ('), using with numbers in
Excel, 113
appointments in Calendar
creating, 295-296
editing recurring, 314-315
entering all-day events directly, 311
entering directly, 311
entering in windows, 312-313
explained, 295
moving, 311, 315
using reminders for, 316
art, inserting in slides, 191
asterisk (*) wildcard, using in Find, 42
at sign (@) wildcard, using in Find, 42
attachments. See e-mail attachments
AutoArchive dialog box, using with
e-mail, 267
AutoComplete
turning off for e-mail, 274
using in Excel, 119
AutoCorrect. See also Math AutoCorrect
text; Word writing aids
adding or deleting entries, 98-99
configuring in Word, 98
using to create numbered lists, 65
using with Excel, 129-130
using with PowerPoint, 235-238
using with spelling checker, 239
AutoFill, disabling in Excel, 121
AutoFit, using with PowerPoint, 236-237
AutoFormat, using in Word, 99-100. See
also formatting
AutoRecover, using, 45
AutoSend, turning off for e-mail, 291
AutoSum technique, using with functions,
178-179

B

backgrounds, adding to worksheets,
151-152
bar tab, setting, 87
Bec (blind carbon copy), including and
removing, 274
binding, adding space for, 72
blind carbon copy (Bcc), including and
removing, 274
body style
applying, 53
choosing, 81
bold text keyboard shortcut, 51
border lines, autoformatting, 100
borders. See also cell borders
adding to text, 69
using to position graphics, 342-343
browse buttons, using, 37
Browse feature, using to copy presentation
design, 202203
building blocks. See also text
creating, 100-101
defined, 100
deleting, 102
inserting, 101-102
Quick Parts feature, 100-101
bullet (¢) symbol, entering, 30
bulleted lists
autoformatting, 99
changing in slide masters, 221
changing to numbered lists, 68
creating, 66
customizing, 66-67
keyboard shortcut, 51
bullets
applying to lists, 66
removing from lists, 68

C

Calendar
Advanced View Settings dialog box,
298, 302
changing font face and size, 296-298
changing time scales, 296, 298
copying activities, 315
creating appointments, 310-313

entering dates and times, 312
features of, 293-294
free/busy options, 306
navigating, 297
Navigation pane, 299
Reading pane, 299-300
setting up, 304-306
using text dates, 310
View tab options, 298-299
Calendar activities
appointments, 295
events, 295
meetings, 295
tasks, 295
Calendar Date Navigator
displaying days, 297
displaying months, 297
displaying weeks, 297
Calendar views
Active view, 303
changing quickly, 298
creating, 303
modifying, 300-302
modifying list views, 302-303
calendars
Internet, 311
maximum number available, 307
printing, 316-318
publishing to Microsoft Office
Online, 309-310
sending in e-mail, 308-309
setting date range of snapshots, 309
sharing, 308-310
viewing multiple, 307-308
capitalization, changing, 57
caps keyboard shortcut, 51
captions, adding to pictures, 336
carbon copy (Cc), addressing, 275
case of text, toggling, 57
Categorize menu, using with e-mail, 264
Cc (carbon copy), addressing, 275
cell borders. See also borders
drawing in worksheets, 137
picking in worksheets, 136
previewing in worksheets, 136
cell contents
editing in Excel, 119
removing in Excel, 120-121
replacing in Excel, 119
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cell editing, canceling in Excel, 120
cell formatting
matching conditions, 175
matching values, 175
cell names
changing, 163
displaying in Name box, 161
rules, 161
cell references
changing, 160-161
changing to R1C1, 161
operators, 162
using in formulas, 164, 166
cell styles
adding from workbooks, 148
applying, 145-146
changing, 147
customizing, 146-147
removing, 148
cells. See also active cell; Excel 2010; named
cells; ranges
adding shading to, 149
adding solid colors to, 149
adding to worksheets, 133
applying formatting to, 117
comparing, 173-174
entering current date in, 114
entering current time in, 118
filling data into adjoining, 119-120
merging in worksheets, 134
moving active cell to, 113
removing from worksheets, 134
removing with contents, 122
selecting in Excel, 122-125
tracing dependent versus
precedent, 180
cells or ranges, naming in Excel, 161-162
cent (¢) symbol, entering, 30
center tab, setting, 87
centered alignment, applying to text, 58
character formatting
applying, 51-55
resetting, 52
using mini-formatting toolbar, 52
character spacing, setting, 55-56
characters in words. See also special
characters; wildcards
counting, 104
navigating, 37
selecting, 33
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Clear Formatting option, applying
to text, 54
clicking objects with mouse, 6
Clip Art
adding, 334
task pane, 335
Clipboard. See also Office Clipboard
adding text to, 34
closing and switching, 37
deleting items on, 35
displaying items in, 37
opening, 34
pasting from, 34-35
setting options for, 35-36
storing text in, 34, 125
Windows versus Office, 34
Close icon, locating, 3
Close window, location of, 4
cloud computing, defined, 16
colon (), using to reference cell range, 162
color of text, changing, 54
colors. See also theme colors
adding to cells, 149
changing customizations, 143
changing for comments, 139
changing for highlighting, 105
changing for themes, 79-82
customizing for presentations,
208-209
column settings, previewing, 86
column width, adjusting in Excel
worksheets, 134-135, 164
columns
adding to worksheets, 132
creating and using, 86-87
hiding in worksheets, 135
inserting vertical line between, 86
locking in worksheets, 154
maximum number in Excel, 124, 136
removing from worksheets, 134
selecting in Excel, 123-124
unhiding in worksheets, 135
columns and rows. See rows and columns
comma (,)
using to reference unions, 162
using with shortcut keys, 31
commands
adding to Quick Access toolbar, 9
changing keyboard shortcuts for, 10
in tabs on ribbon, 4

Index

comments
changing color and border, 139
changing user name for, 137
copying in worksheets, 139
default behavior in worksheets, 138
deleting in worksheets, 138
editing in worksheets, 138
formatting in worksheets, 139
moving in worksheets, 138
resizing in worksheets, 138
viewing in worksheets, 137-138
conditional formatting rules, managing,
175-176
contact groups, using with e-mail
addresses, 274
Contact Us option, using, 15
contextual tabs, appearance of, 5
Continuous section break, creating, 85
copying
activities in Calendar, 315
data in Excel, 122
formatting, 71
formatting in worksheets, 152-153
formulas into cells, 168
presentation design, 203
slide contents with keyboard, 203
slides in PowerPoint, 202-203
text, 34-36
text boxes in slides, 228
text in PowerPoint, 235-236
worksheets, 157
copyright (©) symbol, entering, 30
copyright information, accessing, 15
counting characters and words, 104
cropping pictures, 335
CTRL key. See keyboard shortcuts
currency symbol, adding in Excel, 118
customer services, accessing, 15
Cut icon, identifying, 34

D

dashes, replacing hyphens with, 99
data types, use in Excel, 110
date formats, using in Excel, 114
Date Navigator, using in Calendar, 297
dates
changing default display of, 114-115
entering in cells, 114, 116

formatting in Excel, 115
using text dates in Outlook, 310
dates and times
displaying in slides, 210-211
entering in Calendar, 312
inserting in headers and footers, 89
managing in Excel, 110, 116
Day view
displaying in View tab, 298
modifying in Calendar, 300-302
days, displaying in Date Navigator, 297
decimal places, adding and decreasing,
117-118
decimal tab, setting, 87
decimals, converting to fractions, 118
Deleted Items folder, emptying, 267-268
deleted text, recovering, 37
deleting
building blocks, 102
comments in worksheets, 138
data in Excel, 120-121
e-mail from Inbox, 266-267
endnotes and footnotes, 92
formulas, 167
headers and footers, 90
items on Clipboard, 36
named cells, 163
recurring appointments in
Calendar, 315
section breaks, 86
slides from Slide Sorter view, 199
slides in PowerPoint, 203
styles, 78-79
text, 37
watches for cells, 180
worksheets, 157
desktop shortcuts, creating for Office
programs, 3
diagrams
creating, 336-339
defined, 321
Dialog Box Launcher
location in ribbon, 5
in Outlook window, 242-243
dictionary
adding words to, 45, 286
editing from Outlook, 286
searching, 13
digital certificate, acquiring, 285
digital ID, importing and exporting, 285




digital signatures
adding to e-mail, 285
explained, 284
Display option, applying to formatting
marks, 11
.doc file extension, file type associated
with, 29
.docm file extension, file type associated
with, 29
document navigation
with browse buttons, 38
with Go To, 38-39
with keyboard, 38
with mouse, 36
movement of insertion point, 37
movement of view, 37
with scroll bars, 37
using plus (+) and minus (-), 38
document pane, identifying, 22
Document Properties panel, displaying,
10-11
documents. See also merge document;
subdocuments

adding identifying information to,

10-12
applying style sets to, 76-77
assigning themes to, 79
deleting styles from, 79
editing in Word Web App, 46-48
e-mailing, 328
finding and opening, 26
finding highlighted text in, 105
getting information about, 26
importing, 28-29
locating, 12
merging, 329
opening recent, 27
printing, 324
saving, 45-46
saving as templates, 46
saving automatically, 48
saving copies of, 45-46
saving for first time, 45-46
searching for existing, 27
selecting, 33
sending in body of e-mail, 327
starting, 22-23
translating, 14-15
using in Word Web App, 47-48

viewing in Full Screen Reading
mode, 324-325

viewing information about, 10

.docx file extension, file type associated
with, 29, 83
domain, defined, 258
.dot file extension, file type associated
with, 29

.dotm file extension, explained, 23
.dotm files, saving templates as, 84
double-clicking objects with mouse, 6
double-spacing, setting, 62
Draft view

explained, 97

using in Word, 8
dragging objects with mouse, 6
drawings, filling with pictures, 337
drop cap

creating, 57-58

removing, 58

E

em dash (—) symbol, entering, 30
e-mail, getting online access, 251-252
e-mail accounts, removing, 255
e-mail addresses

adding to filter lists, 259

contact groups, 274
e-mail attachments

dragging to messages, 280

inserting files, 281

opening, 269

opening automatically, 12

opening saved, 269

previewing, 269

saving, 269

selecting multiple, 269
e-mail files, importing into Outlook, 253
e-mail formats

HTML (HyperText Markup

Language), 275

plain text, 275

RTF (Rich Text Format), 275

selecting, 276-277

e-mail message window, components of, 257

e-mail messages. See also junk e-mail;
Outlook 2010
addressing, 273-274

addressing Cc, 275

aligning paragraphs, 279

archiving, 268

assigning colored categories, 264-265

attaching files, 280-283

blocking senders, 260-261

bold style, 278

bulleted lists, 279

changing From address, 287

changing time for reading, 262

checking before sending, 286

checking in Outlook, 255-256

checking spelling, 286

contracting symbols to left of, 263

creating, 272

Defer Delivery By rule, 292

defining hyperlinks, 281

delaying delivery with rule,
291-292

deleting from Inbox, 267

digital signatures, 284-285

editing, 275-277

editing categories, 265

embedding pictures, 282-283

emptying Deleted Items folder,
267-268

expanding symbols to left of, 263

flagging and grouping, 262-263

font colors, 279

fonts and font sizes, 278

formatting, 278-279

forwarding, 289-290

grouping in folders, 264-265

including and removing Bec, 274

inserting borders, 279

inserting lines, 279

inserting Today red flag, 262

inserting voting options, 283

italic style, 278

linking pictures to, 282

marking as read or unread, 262

multilevel lists, 279

numbered lists, 279

printing, 270

reading, 256-257

reading and expanding ribbon, 266

reading and minimizing ribbon, 272

receiving automatically, 256

refining searches, 249-250

removing flags, 263
replying to, 288-289
requesting receipts, 291
retraining from using stationery, 280
reversing sort order of categories, 264
saving sent, 292
searching in Outlook, 249
sending, 290-292
sending at certain times, 291
sending calendars in, 308-309
sending documents in body of, 327
sending manually, 291
setting priority, 290
shifting paragraphs, 279
signatures, 283-285
stationery themes, 277-278
strikethrough, 278
themes, 279
turning off AutoComplete, 274
turning off AutoSend, 291
typing over hyperlinks, 281
e-mail systems
HTTP (HyperText Transfer
Protocol), 251
MAPI (Message Application
Programming Interface), 251
POP3 (Post Office Protocol 3), 251
e-mailing documents, 328
en dash (-) symbol, entering, 30
encyclopedia, searching, 13
endnotes and footnotes
changing, 91-92
converting, 92
defined, 90-91
deleting, 92
inserting, 91
locating text associated with, 92
envelopes
Feed box default view, 326
printing in Word, 324, 326
equal sign (=), using with formulas, 165-166
Equation Editor, installing, 166
equations
creating from scratch, 103-104
creating in text boxes, 103
formatting typed, 104
modifying, 102-103
saving in documents, 103
typing, 103-104
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errors in Excel, checking for, 179
Euro (€) symbol, entering, 30
Evaluate Formula dialog box, opening, 181
Even Page, beginning section break on, 85
events in Calendar
entering in windows, 313
explained, 295
Excel 2010. See also cells; formulas
absolute references, 160-161
adding currency symbol, 116
adding data quickly, 119-121
adding decimal places, 116
adding thousands separator, 116
beginning cell, 112
canceling cell editing, 119
cell reference operators, 162
changing cell names, 163
changing cell references, 160-161
changing default display of dates,
114-115
changing default display of
times, 116
checking for errors, 179
Close window, 4
commands in tabs on ribbon, 4
comparing cells, 173-174
completing entries, 113-114
conditional formatting, 173-176
constraining text on lines, 112
continuing series of data, 120
converting decimals to fractions, 118
converting numbers to
percentages, 118
converting numbers to scientific
notation, 114
copying data, 122-123
Custom Views, 8
data types, 110
date formats, 114
dates and times, 110, 116
decreasing decimal places, 116
default windows for, 4
deleting data, 119
disabling AutoFill, 121
displaying Number tab, 115
editing cell contents, 119
entering current date in cell, 114
entering data from list, 121
entering numbers, 112-113
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entering numbers using scientific
notation, 113

entering text continuously, 111

entering times, 116

external (3D) references, 160

fields, 110

File tab, 4

filling data into cells, 121

finding data, 125-126

formatting dates, 115

formatting phone numbers, 117

formatting social security
numbers, 118

formatting times, 117

formatting zip codes, 118

going to named cells, 163

headers, 110

Help icon, 4

identifying active cell, 110

increasing column width, 164

increasing window width, 164

interpreting numbers as text, 113

Maximize /Restore window, 4

Minimize window, 4

mixed references, 160

modifying automatic corrections,
129-130

moving data, 121-122

Name Manager, 163-164

naming cells or ranges, 161-162

Normal view, 8

Page Break Preview view, 8

Page Layout view, 8

pasting data in, 123-125

Quick Access toolbar, 4

records, 110

relative references, 160

removing fill handle, 120

removing selected cell contents,
120-121

replacing cell contents, 119

replacing data, 126-127

resizing adjacent selections, 124

ribbon, 4

row headings, 110

scroll arrow, 4

scroll bar, 4

scroll button, 4

selecting adjacent cells, 125

Index

selecting cells, 122-123
selecting columns, 123-124
selecting rows, 123-124
short date settings, 114
Spelling feature, 128
status bar, 4
text and numbers, 110
time format, 116
title bar, 4
tracing dependent cells, 180
tracing precedent cells, 180
undoing data-removal action, 122
using apostrophe () with
numbers, 113
using AutoComplete, 119
using functions quickly, 176
View buttons, 4
view ruler, 4
views in, 8
watching cells, 180-181
wrapping text on lines, 112
Zoom buttons and slider, 4
Excel objects, finding, 127
Excel Web App, editing workbooks in,
128-130. See also Web Apps
Excel windows, saving arrangement of, 154
Excel workbooks. See workbooks
Excel worksheets. See also workbooks
adding, 157
adding backgrounds, 151-152
adding cells, 133
adding columns, 132-133
adding rows, 132
adjusting column width, 134-135
adjusting row height, 132-134
applying cell styles, 145-146
changing alignment, 149-151
changing cell styles, 147
changing cell width, 135
changing default number in
workbooks, 158
changing fonts, 148-149
changing orientation, 149-150
changing themed colors, 141-142
changing themed fonts, 142-144
changing themed graphic effects, 144
coloring tabs, 158
column headers, 111
columns, 111

copying, 157

copying comments, 139

copying formatting, 152-153

customizing cell styles, 146-147

customizing themes, 144-145

default behavior for comments, 138

default column width, 135

deleting, 157

deleting comments, 138

determining current theme, 142

drawing cell borders, 137

editing comments, 138

Format Painter, 152

formatting, 140-141

formatting comments, 139

formatting inserted cells, rows, and
columns, 153

grid layout, 111

hiding rows and columns, 135-136

identifying active cell, 111

locking columns, 154

locking rows, 153

locking rows and columns
together, 154

maximum rows and columns, 124, 136

merging cells, 134

moving, 157

moving comments, 138

navigating, 158

picking cell borders, 136

previewing borders, 136

records, 111

removing cell styles, 148

removing cells, columns, and
rows, 134

renaming, 158

resetting font attributes, 149

resizing comments, 138

row headers, 111

rows, 111

splitting, 155-156

styles, 141

theme combinations, 143

themes, 140

typing functions in cells on, 177

unlocking rows and columns, 155

viewing comments, 137-138

viewing from multiple workbooks,
157-158




external (3D) references, explained, 160
external links
changing automatic updating,
172-173
suppressing security alerts, 173
updating, 171-172
viewing files involved in, 172
external references
breaking links, 171
creating links in formulas, 169-170
updating and managing, 170
updating links, 171-172

F

fax, “printing” to, 322
file search, accessing from Open dialog
box, 27
file security, providing, 171
File tab, location of, 4-5
file type, importing in Word, 28
files, attaching to e-mail, 280-283
Fill Color button, using with cells, 149
fill handle, hiding in Excel, 120
Fill tab, using with worksheet
backgrounds, 151
Find, wildcards used in, 42. See also search
Find And Replace dialog box, closing, 40
finding
data in Excel, 125-126
Excel objects, 127
first line indent, setting, 87
flags
removing from e-mail, 262
using with e-mail, 262-263
folders
arranging e-mail messages in, 263-264
opening in Outlook, 245
font attributes
changing on slides, 220-221
resetting for worksheets, 149
font color, changing, 54
Font dialog box
keyboard shortcut, 52
opening, 53
using, 55
Font Dialog Box Launcher, accessing, 55
Font dialog box, opening, 51-52

Font group, formatting options in, 51
Font group tools, using with
worksheets, 148
font name keyboard shortcut, 52
font size, measurement in points, 53
fonts. See also theme fonts
changing customizations, 143
changing defaults, 55
changing in worksheets, 148-149
resizing, 51-53
selecting, 52
serif versus sans serif, 53
specifying half-point sizes, 53
footers
hiding on title page of slides, 211
removing from slides, 211
using on slides, 210-211
footers and headers. See headers and
footers
footnotes and endnotes
changing, 91-92
converting, 92
defined, 90-91
deleting, 92
inserting, 91
locating text associated with, 92
Format Painter
using, 71
using with PowerPoint, 235
using with presentations, 209
using with worksheets, 152
formatting. See also AutoFormat
cells in Excel, 117
changing for small sections of text, 70
copying, 71
inserted cells, rows, and columns, 153
tracking inconsistencies in, 73
formatting marks
setting preferences for, 11
turning on, 70
Formula bar, displaying options in, 167
formulas. See also Excel 2010
cancel editing or entering, 167
cell references, 164
components of, 167
copying into cells, 168
creating, 165
creating external reference links,
169-170

cutting and pasting, 167-168

defined, 164

deleting, 167

editing, 166-167

entering, 165

evaluating in pieces, 181

managing external references, 170

moving, 167-168

recalculating, 169

replacing portions of, 167

replacing with values, 167

symbolic, 166

updating external references, 170

using cell ranges, 166

values, 164

viewing instead of cell values, 161
forwarding e-mail messages, 289-290
fractions, converting decimals to, 117
free/busy options, setting in calendar, 306
Freeze Panes option, using with

worksheets, 153
freezing panes versus data, 153
From address, changing for e-mail, 287-292
Full Screen Reading view, explained, 97
Function Arguments dialog box,
opening, 178

functions in Excel

AutoSum technique, 178

inserting, 177-178

nesting, 177

searching for, 178

typing, 177

using parentheses with, 177

using quickly, 176

G

Gmail account, getting, 254-255
Go To command, using, 37-39
Google Gmail account, getting, 254-255
gradient effects, applying to cells, 152
grammar checker
controlling, 43
initiating, 44-45
graphics
absolute positioning, 340, 342
aligning, 344
defined, 321

grouping and ungrouping, 343-344
inline positioning, 340
inserting in slides, 191
moving incrementally, 343
positioning in Word, 340-341
positioning via borders, 342-343
positioning via sizing handles,
342-343

relative positioning, 340
repositioning stacking order, 343-344
resizing, 344
resizing precisely, 339-340
rotating, 344
rotating precisely, 339-340
spacing evenly, 344
stacking options, 343-344

gutter settings, specifying, 72

H

handles, using to position graphics, 342-343
handout master, changing, 224-225
handout thumbnail slides, removing
borders, 217
handouts
previewing, 218-219
printing, 218
using headers and footers on,
218-219
hang paragraph keyboard shortcut, 52
hanging indent. See also indentation
making and removing, 61
setting, 63, 87
headers
creating, 88-90
using different left and right, 90-91
headers and footers
creating, 88-90
deleting, 90
editing, 90
inserting date and time in, 89
inserting page numbers in, 89
navigating, 90
styles for odd and even pages, 90
switching between, 89
using on handouts, 218-219
using on notes, 218-219
heading font, choosing, 81
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heading levels
assigning to outlines, 97
keyboard shortcut, 52
heading styles, autoformatting, 100
Help dialog box, displaying, 13, 15
Help icon, location of, 4
Help toolbar, using, 13
Help window, opening, 12
highlighted text, finding in documents, 105
highlighting
applying, 105
changing color of, 105
removing, 105
Home tab
Font group, 51
Paragraph group, 51
horizontal lines, creating, 68-69.
See also lines
.htm file extension, file type associated
with, 29
HTML (HyperText Markup Language),
using in e-mail, 275
-html file extension, file type associated
with, 29
HTTP (HyperText Transfer Protocol), 251
hyperlinks
changing color of, 211-212
formatting, 99
including in e-mail, 281
inserting in presentations, 210-211
removing from presentations,
211-212
hyphenation
adding automatically, 106
adding manually, 106-107
hyphens, replacing with dashes, 99

I-beam mouse pointer, identifying, 22.
See also mouse
identifying information, adding to
documents, 10-12
importing e-mail files into Outlook, 253
Inbox, deleting e-mail from, 266-267
indentation. See also hanging indent
autoformatting, 100
using, 59
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indenting
first line, 61, 63 K

paragraphs, 59-61
indenting paragraphs keyboard
shortcut, 52
indents, using ruler for, 62-63
index
defined, 92-93
generating, 93-94
hiding field codes and hidden
text, 94
visible XE (Index Entry) fields, 94
index entries, tagging, 93
Index Entry (XE) fields, visibility of, 94
index page, creating title for, 93
INSERT (INS) key, behavior of, 31
insert mode
moving insertion point in, 32
using, 30
insertion point
identifying, 22-23
moving, 36
moving in insert mode, 32
moving in overtype mode, 32
moving with keyboard, 29
moving with mouse, 30
using with text, 29
Internet, doing research on, 13-14
Internet calendars, types of, 311
intersections, referencing, 162
invitations to meetings, responding to,
319-320
italic style
applying, 53
keyboard shortcut, 52

J

junk e-mail. See also e-mail messages

adding addresses to filter lists,
260-261

choosing protection level, 260
filtering, 259-261
unblocking picture downloads, 261
updating lists quickly, 261

justified alignment, applying to text, 58

justify paragraph keyboard

shortcut, 52

Index

kerning, use of, 56
keyboard
entering special characters from, 30

selecting text with, 33
using to copy formatting, 71
using to navigate documents, 37

keyboard shortcuts. See also shortcut keys

align left and right, 51

bold, 51

bold style, 53

bulleted list, 51

caps, 51

case of text, 57

centered alignment, 58

centering, 51

changing for commands, 10

characters, 30

copy format, 51

copying comments, 139

copying data in Excel, 122

copying formatting with
keyboard, 71

copying text, 35

cutting text, 34

expanding ribbon for e-mail, 267

filling data into active cell, 121

Find feature, 125

finding and replacing text, 40

Font dialog box, 52

font name, 52

font resizing, 51-53

functions, 177

Go To command, 37-39

hang paragraph, 52

hanging indents, 61

heading levels, 52

indenting paragraphs, 52

italic, 52

italic style, 53

justified alignment, 58

justify paragraph, 52

left indent, 60

line breaks, 64

line spacing, 52, 62

mark index entries, 93

meetings in Calendar, 318

navigation with keyboard, 37

Normal style, 52

page breaks, 31, 64

paste format, 52

pasting text, 35
recalculating formulas, 169
Redo action, 37

Replace feature, 126

reset character formatting, 52
reset paragraph formatting, 52, 61
resetting text, 54

ribbon resizing, 6, 272

right alignment, 58

saving documents, 45
sections, 31

selecting search terms, 41
selecting text in PowerPoint, 234
slide shows, 199

small caps, 52

special characters, 31
Spelling feature, 128
subscript, 52

superscript, 52

symbol font, 52

table of contents entries, 95
Thesaurus, 107

time in cells, 116

underline formatting, 52
underlining text, 53-54
Undo action, 35

Undo command, 122
un-indent paragraph, 52
window areas for slides, 198

L

labels, printing in Word, 326-327
landscape orientation, choosing, 71-72
layout masters
editing, 220-222
versus slide masters, 219
layouts, using in PowerPoint, 184
leaders, using with tabs, 83
left alignment, applying to text, 58
left angle bracket (<) wildcard, using in
Find, 42
left indent
changing and removing, 60
setting, 62




left tab, setting, 87
license terms, getting information about, 15
line breaks
inserting, 31-32, 64
showing marks for, 70
line spacing
keyboard shortcut, 52
reducing, 63
setting, 62
lines. See also horizontal lines
counting, 104
navigating, 37
selecting, 33
specifying space between, 63
links. See external links; hyperlinks
lists
applying bullets to, 66
applying numbering to, 66
creating multilevel, 66
removing bullets from, 68
removing numbering from, 68
Live Preview, using to compare cells, 174
locking
columns in worksheets, 154
rows and columns together, 154
rows in worksheets, 153-154
lowercase, toggling, 57

M

Mail Merge feature, overview of, 328.
See also merge document
Mail view, displaying in Outlook, 255-256
MAPI (Message Application Programming
Interface), 251
margins
mirror margins option, 72
setting, 70-71
master slides, using in PowerPoint, 184.
See also slides in PowerPoint
Math AutoCorrect text, displaying, 104.
See also AutoCorrect
mathematical equations. See equations
mathematical operations, standard order
of, 165
Maximize /Restore window, location of, 4
meetings in Calendar
explained, 295

responding to invitations, 319-320
scheduling, 318-319
menus
opening, 67
opening submenus of, 7
merge document. See also documents; Mail
Merge feature
completing, 332-333
creating, 329-331
inserting variable fields in, 332
previewing, 331-332
using rules with, 332
merge recipients, sorting, 331
message headers
marking, 258
receiving, 258
Message window in Outlook 2010
components of, 272
maximizing, 277
messages. See e-mail messages;
Outlook 2010
.mht file extension, file type associated
with, 29
.mhtml file extension, file type associated
with, 29
Microsoft Office, activating, 15
mini toolbar
hiding, 6
making clearer, 7
using, 6, 52
Minimize window, location of, 4
minus (-), using in navigation, 38
mirror margins, using, 72
mixed references, explained, 160-161
Month view
displaying in View tab, 298
modifying in Calendar, 300-302
months, displaying in Date Navigator, 297
mouse. See also I-beam mouse pointer
opening tabs and menus with, 5-6
selecting text with, 33
using, 5-6
using to move insertion point, 30
using to navigate documents, 36
moved text, undoing, 35
multilevel lists
creating, 66
customizing, 66-67

N

name and address list
data sources, 330
fields and records, 330
setting up, 331
Name Manager, using in Excel, 163-164
named cells. See also cells
deleting, 163
sorting and filtering, 164
New Document dialog box, options in, 23
Next Page, beginning section break on, 85
Normal style, keyboard shortcut, 52
Normal template
changes applied to, 84
changing default, 82-83
explained, 23
notes for presentations
adding objects to, 214
changing background of, 214
creating, 214
expanding area for, 214-215
previewing, 215-216
printing, 216-218
using headers and footers on, 218-219
notes master, using, 223-224
Notes pane, adding text placeholder, 224
Number tab, displaying in Excel, 117
numbered lists
autoformatting, 99
changing in slide masters, 222
changing to bulleted lists, 68
creating using AutoCorrect, 65
customizing, 66-67
numbering
applying to lists, 66
removing from lists, 68
numbers
converting to percentages, 118
converting to scientific notation, 113
entering in Excel, 112-113
interpreting as text in Excel, 113
using apostrophe () with in Excel, 113

0]

objects
defined, 321
manipulating with mouse, 6

Odd Page, beginning section break on, 85
.odt file extension, file type associated
with, 29
Office Clipboard. See also Clipboard
adding to, 237
capacity of, 237
deleting items on, 238
opening, 237
setting options for, 238
Office programs
creating desktop shortcuts for, 3
Getting Started option, 15
leaving, 3
pinning to top of Start menu, 3
starting from Start menu, 2
starting from taskbar, 3
verifying version of, 15
OneNote, “printing” to, 322
online access, getting, 251-252
online templates, using, 25
OpenDocument Text files, importing in
Word, 28
organization charts, creating with
SmartArt, 336, 338
orientation
changing in worksheets, 149-150
choosing for printer, 323
determining, 72
landscape, 71-72
orientation, choosing, 71-72
portrait, 71-72, 323
Outline tab, using with presentations,
189-190
Outline view
explained, 97
using in Word, 8
outlines. See also PowerPoint outlines
assigning heading levels, 97
creating and using, 96-97
defined, 96
moving headings, 97
outlines for presentations
creating from scratch, 189-191
inserting from other sources,
191-192
Outlining tab
inserting subdocuments, 95
manipulating subdocuments, 95
using for table of contents, 94-95
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Outlook 2010. See also e-mail messages
availability of reference tools, 250
changing message search options,

250-251
changing views, 244
display buttons, 246
displaying views, 245
editing dictionary from, 286
filtering junk mail, 259-261
importing e-mail files into, 253
Mail view, 255-256
marking headers, 258
Message window, 272
minimizing navigation pane, 246
minimizing To-Do Bar, 248
navigation pane, 245-246
navigation pane buttons, 246
opening folders, 245
Options dialog box, 256-257
placing Reading pane beneath
Folder pane, 256
processing headers, 258
receiving headers automatically, 258
receiving headers manually, 258
reducing junk mail, 258
refining message searches, 249-250
Rules Wizard, 265-267
saving Import Summary report, 253
Search options, 250-251
searching messages, 249
selecting views, 245
Startup Wizard, 252
text dates, 310
upgrading to, 253-254

Outlook Calendar. See Calendar

Outlook Today
changing, 247
making default page, 248
opening, 247

Outlook window
button bar, 242, 244
Collapse/Expand button, 242, 244
components of, 242
control menu, 242-243
Dialog Box Launcher, 242-243
folder list, 242, 244
folder pane, 242, 244
Help, 242-243
Maximize button, 242-243
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Minimize button, 242-243
Minimize ribbon, 242-243
Minimize To-Do Bar, 242-243
navigation pane, 242, 244
People pane, 242-243
Quick Access toolbar, 242-243
reading pane, 242, 244
ribbon groups, 242-243
slider, 242-243
status bar, 242, 244
tabs, 242-243
View buttons, 242-243
views, 242, 244
Zoom buttons and slider, location
of, 242-243

overtype (OVR) mode
effect of, 32
moving insertion point in, 32
switching to, 31

P

page borders, adding, 69
page breaks, inserting, 31-32, 64
page formatting, effect of, 70
Page Layout dialog box, using to format
pages, 71-72
page numbers, inserting in headers and
footers, 89
page orientation
changing in worksheets, 149-150
choosing for printer, 323
determining, 72
landscape, 71-72
orientation, choosing, 71-72
portrait, 71-72, 323
pages
counting, 104
formatting, 71-72
navigating, 38
paper size, specifying, 73
paragraph alignment
centered, 58
justified, 58
left-aligned, 58
right-aligned, 58
Paragraph dialog box, opening, 59
paragraph formatting, resetting, 52, 61

Index

Paragraph group, formatting options in, 51
paragraph left indent, setting, 62
paragraph marks, showing, 70
paragraphs
adding space between, 6263
counting, 104
hang, 52
indenting, 52, 59-61
navigating, 37
selecting, 33
un-indenting, 52
paragraphs split over two pages, handling,
64-65
passwords
removing from presentations, 195
setting for presentations, 194-195
paste format, keyboard shortcut, 52
Paste Options smart tag, using, 35
pasted text, undoing, 35
pasting data in Excel, 122-125
PEMDAS acronym, explained, 165
percentages, converting numbers to, 118
phone numbers, formatting in Excel, 118
photos. See pictures
phrases, translating, 14
picture downloads, unblocking, 261
picture files
linking, 333
linking to e-mail, 282
Picture Tools Format tab, using, 335
pictures
adding captions, 336
adding Clip Art, 334
browsing for, 333-334
cropping, 335
defined, 321, 334
dragging from Windows
Explorer, 334
embedding in e-mail, 282-283
filling drawings and shapes
with, 337
making inline with text, 336
removing unwanted areas from,
335-336
resizing after inserting, 334
selecting, 37
placeholders in slides
applying WordArt styles to, 221
copying Clipboard items to, 237

moving to, 198
resizing, 227
plain text files, importing in Word, 28
plain text, using in e-mail, 275
plus (+), using in navigation, 38
point size, explained, 53
pointing at objects with mouse, 6
POP3 (Post Office Protocol 3), 251
portrait orientation
choosing, 71-72
choosing for printer, 323
pound (£) symbol, entering, 30
PowerPoint 2010
AutoCorrect, 235-238
AutoFit, 236-237
changing AutoCorrect for
spelling, 237
Close window, 4
commands in tabs on ribbon, 4
cut-and-paste techniques, 235
default windows for, 4
deleting text with keyboard, 234
editing with keyboard, 233-234
File tab, 4
Format Painter, 235
Help icon, 4
inserting text with keyboard, 234
layouts, 184
master slides, 184
Maximize/Restore window, 4
Minimize window, 4
moving and copying text, 235-236
moving pointer within text, 233-234
Normal view, 8
Notes Page view, 8
Office Clipboard, 237-238
Quick Access toolbar, 4
Reading View, 8
ribbon, 4
scroll arrow, 4
scroll bar, 4
scroll button, 4
selecting text with keyboard, 234
Slide Sorter view, 8
status bar, 4
text placeholders, 226
themes, 184
title bar, 4
using placeholders in slides, 184




View buttons, 4

view ruler, 4

Zoom buttons and slider, 4

PowerPoint outlines. See also outlines

collapsing slides, 194

creating from scratch, 189-191

demoting text, 194

expanding slides, 194

indenting with keyboard, 193

inserting, 191-192

moving text up or down, 194

outlining commands, 193

previewing, 192-193

printing, 192-193

promoting text, 194

Show Text Formatting, 194

PowerPoint presentations

Cascade Windows, 200, 202

changing background style, 208-209

changing hyperlink color, 211-212

changing numbering styles for
lists, 232

changing theme colors, 207-208

checking spelling in, 238-239

choosing bullet shapes for lists, 231

copying attributes with Format
Painter, 209

copying design with Browse feature,
202-203

creating from presentations, 185

creating from scratch, 187-189

creating notes in Notes pane, 214

creating templates, 186-187

creating using standard themes,
185-186

customizing colors, 208-209

customizing themes, 207-209

displaying multiple, 200-202

enlarging, 202

extensions in Save As Type list, 186

inserting hyperlinks, 210-211

inserting outlines, 191-192

modifying themes, 188

move split action, 201

previewing outlines, 192-193

printing outlines, 192-193

removing hyperlinks, 211-212

removing passwords, 195

retrieving templates, 186

selecting layouts, 189-191
setting passwords, 194-195
starting, 204
stripping file information from, 195
Switch Windows, 201
themes, 187-188
typing in Outline tab, 189
using custom colors, 208
using lists, 231-233
using SmartArt for lists, 232-233
preference settings
display elements to show, 11
formatting marks, 11
General options, 12
user name, 12
presentations. See PowerPoint
presentations
Preview pane, Zoom buttons in, 324
print jobs, customizing, 322-324
Print Layout view, 97
printer, setting default for, 322
printing
calendars, 316-318
documents, 324
e-mail messages, 269
to fax, 322
handouts, 218
labels in Word, 326-327
notes for presentations, 216-218
to OneNote, 322
outlines for presentations, 192-193

Q

question mark (?) wildcard, using in
Find, 42
Quick Access toolbar
adding commands to, 9
location of, 4
moving, 9
in Outlook window, 242-243
in ribbon, 5
Quick Parts feature, using with building
blocks, 100-101
Quick Styles, creating and saving, 77.
See also styles
Quick Styles gallery
deleting styles from, 78

displaying, 76-77
restoring styles to, 78
quotation characters, replacing, 99

R

R1C1 references, changing to, 161
range name, displaying in Name box, 161
ranges. See also cells

defined, 162

referencing, 162
receipts, requesting for e-mail, 290-291
recent documents, opening, 27
recipients, using Reply All feature with, 288
recovering work, 45
recurring appointments

deleting in Calendar, 315

editing in Calendar, 314-315
Redo icon, identifying, 37
referencing types

absolute, 160-161

external (3D), 160

mixed, 160-161

relative, 160-161
registered (®) symbol, entering, 30
relative positioning, using with graphics, 340
relative references, explained, 160-161
reminders, using with appointments, 316
Repeat option, change from Redo, 37
Replace option, using with text, 41-42
replacing data in Excel, 126
reply layout, changing for e-mail, 289
Reply window, using with e-mail, 288
Research command, using, 13-14
reset character formatting keyboard

shortcut, 52
reset paragraph formatting keyboard
shortcut, 52

resource center, accessing, 15
Reuse Slides task pane, opening, 199-200
ribbon

closing for slides, 199

commands and tools on, 5

contextual tab, 5

Dialog Box Launcher, 5

features of, 5

File tab, 5

groups in, 5

labeled buttons in, 5

location of, 4
menu options, 5
minimizing in Outlook, 242-243
minimizing size of, 6
opening for slides, 199
Quick Access toolbar, 5
using with slides, 198
rich text files, importing in Word, 28
right alignment, applying to text, 58
right angle bracket (>) wildcard, using in
Find, 42
right indent, changing, 60-61
right side indent, setting, 62
right tab, setting, 87
right-clicking objects with mouse, 6
row height, adjusting in worksheets, 132-134
rows
adding to worksheets, 132
hiding in worksheets, 135
locking in worksheets, 153
maximum number in Excel, 124, 136
removing from worksheets, 134
selecting in Excel, 123-124
unhiding in worksheets, 135
rows and columns
locking together, 154
unlocking, 155
RTF (Rich Text Format), using in e-mail, 275
xtf file extension, file type associated with, 29
ruler
displaying, 62, 87
using for indents, 62-63
using to set tabs, 87-88
rules
applying to e-mail, 292-293
using with merge documents, 332
Rules And Alerts dialog box, accessing in
Outlook, 265-266

S

Save Workspace option, using with Excel
windows, 154

saving
copies of documents, 45-46
documents, 45-46
documents as templates, 46
documents automatically, 48
documents for first time, 45-46
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scheduling meetings in Calendar, 318-320
scientific notation
converting numbers to, 113
using in Excel, 113
screen color, changing, 10
screen tips, showing and hiding, 9-10
screens, navigating, 37
script font, example of, 53
scroll arrow, location of, 4
scroll bars
location of, 4
using to navigate documents, 37
vertical versus horizontal, 37
scroll button, location of, 4
search, performing advanced, 27. See also
Find; wildcards
search results, sorting files in, 28
search terms
highlighting, 41
navigating, 40
Search text field, using with documents,
27-28
section breaks
deleting, 86
displaying, 85
inserting, 85
setting and changing, 86
sections, starting, 31
security, providing, 171
security warnings
appearance of, 172
suppressing in destination
workbooks, 173
selected text, identifying, 32
Sent Items folder, reviewing contents of, 268
sentence case, toggling, 57
sentences, selecting, 33
serif versus sans serif fonts, 53
shading
adding to cells, 149
adding to text, 69
shapes
adding, 336
filling with pictures, 337
selecting in SmartArt, 339
SharePoint, using with Web apps, 17
SHIFT key. See keyboard shortcuts
shortcut keys. See also keyboard shortcuts
special characters, 32
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symbols, 32
use of comma with, 31
shortcuts on desktop, creating for Office
programs, 3
signatures, including in e-mail, 283-285
single-spacing, setting, 62
sizing handles, using to position graphics,
342-343
SkyDrive
accessing, 17
adding files to, 18-19
adding folders to, 17-18
deleting folders in, 19
private folders, 19
public folders, 19
Web site, 17
slide masters
changing bullets for bulleted
text, 221
changing font style, 220
changing numbers for numbered
lists, 222
creating multiple, 222
creating title master, 223
duplicating, 222-223
editing, 220-222
features of, 219
inserting text into headers and
footers, 222
retaining, 223-224
slide shows, starting and ending, 199
Slide Sorter view, deleting slides from, 199
slides in PowerPoint. See also master slides;
text boxes
adding and selecting layouts, 188
adding color schemes, 190
adding text, 189
aligning text in placeholders, 234
aligning text on lines, 232-234
aligning text to, 234-235
applying themes to, 188
changing background style, 208-209
changing capitalization, 232
changing color schemes, 190
changing fill color in text box, 229
changing font attributes, 220-221
changing text attributes, 220-221
changing theme color, 204-205
changing theme fonts, 206

Index

changing themed graphic effects,
206-207

closing ribbon, 199

collapsing, 194

copying, 202-204

copying contents of, 204

copying text boxes, 228

copying with keyboard, 203

creating theme fonts, 206

deleting text boxes, 228

deleting, 204

displaying time and date, 210-211

duplicating, 202

entering text in text boxes, 227

expanding, 194

Font dialog box, 232-233

inserting, 199-200, 204

inserting art, 191

inserting graphics, 191

inserting tables, 191

inserting text boxes, 226-227

inserting with keyboard, 203

insertion-point placement, 203

moving, 203

moving text boxes, 227

moving to placeholders, 198

moving to window area, 198

navigating, 198

opening ribbon, 199

paragraph settings for text boxes,
229-231

placeholder borders, 227

positioning text boxes, 228

resizing placeholders, 227

Reuse Slides task pane, 199-200

ribbon and ribbon commands, 198

rotating text boxes, 228

selecting animations, 190

selecting transitions scheme, 190

setting default for theme, 188

tab settings for text boxes, 229-231

text layout, 226

using footers on, 210-211

using keyboard with, 203

slides in PowerPoint, using
placeholders in, 184

zooming in and out of, 203-204

small caps keyboard shortcut, 52
smart quotes, autoformatting, 99

SmartArt
using for lists in presentations,
232-233
using to create organization charts,
336,338
using with diagrams, 336-339
social security numbers, formatting in
Excel, 118
sorting files in search results, 28
space
adding between paragraphs, 62-63
specifying between lines, 63
spaces
distinguishing from tabs, 88
showing marks for, 70
using to reference intersections, 162
spacing text, 56
speaker notes. See notes for presentations
special characters. See also characters
in words
displaying shortcut keys for, 32
entering from keyboard, 30
inserting in sequence, 32
selecting from Symbol dialog box, 29
spelling checker. See also Word writing aids
AutoCorrect option, 239
controlling, 43
initiating, 44-45
using in Excel, 128
using with e-mail messages, 286
using with presentations, 238-239
split paragraphs, handling, 64-65
Start menu
pinning Office programs to
top of, 2
using, 2
stationery themes
stopping default, 280
using with e-mail, 277-278
status bar
location of, 4
“view buttons” in, 37
straight quotes, autoformatting, 99
style sets, applying to documents, 76-77
styles. See also Quick Styles
applying, 146
applying to text, 76
autoformatting, 100
defined, 76




deleting from documents, 79
deleting from Quick Styles
gallery, 78
modifying, 78-79
using with worksheets, 141
subdocuments, inserting in
Outlining tab, 95. See also documents
submenus, opening, 7
subscript keyboard shortcut, 52
SUM function, using, 179
superscript keyboard shortcut, 52
support, accessing, 15
Symbol dialog box, selecting special
characters from, 29
symbol fonts
examples of, 53
keyboard shortcut, 52
symbolic formula, adding, 166
symbols
displaying shortcut keys for, 32
using with equations, 103
synonyms, finding with Thesaurus
feature, 14
system date/time formats, changing, 119

T

table of contents
defined, 94
displaying in Help toolbar, 13
generating, 96
placing in sections, 96
placing text in, 94
subdocuments, 95
tagging entries for, 94-95
using Outlining tab for, 94-95
tables
autoformatting, 100
inserting in slides, 191
tabs
contextual tabs in, 5
distinguishing from spaces, 88
opening, 6-7
setting using measurements, 88
setting using ruler, 87-88
setting with leaders, 88
showing marks for, 70
taskbar, starting Office programs from, 3

tasks in Calendar
creating, 295
explained, 295
templates
applying to existing documents, 84
applying to new documents, 83
attachment to documents, 23
creating, 83-84
defined, 23, 76, 82
online, 25
saving documents as, 46
saving workbooks as, 146
using, 23-24
using with presentations, 186-187
text. See also building blocks
adding borders to, 69
adding shading to, 69
adding to Clipboard, 35
aligning with tabs, 87
applying Clear Formatting
option, 54
applying styles to, 76
changing color of, 54
constraining on lines in Excel, 112
copying and moving, 34-36
cutting, 34
deleting, 37
determining placement of, 29
entering, 29
entering in Excel, 111
finding, 39-41
pasting, 35
recovering after deletion, 37
replacing, 41-42
resetting, 54
selecting, 32
selecting with keyboard, 33
selecting with mouse, 33
storing in Clipboard, 34
underlining, 53-54
wrapping on lines in Excel, 112
text alignment, changing in worksheets,
150-151
text boxes. See also slides in PowerPoint
anchoring text in, 230
AutoFit defaults, 230
changing fill color, 229
copying in slides, 228
deleting in slides, 228

disabling word wrap for text, 230
positioning precisely, 228
rotating in slides, 228
rotating text in, 230
setting margins, 230
setting up columns in, 230
using with presentations, 227-231
text effects, adding, 55-56
text formatting, displaying, 88
text toolbar, displaying, 6
text tools, using, 6
theme colors. See also colors
changing for slides, 204-205
changing for worksheets, 141-142
creating, 81-82
customizing for presentations, 207
resetting, 208
restoring original colors, 83
theme font set, creating, 81
theme fonts. See also fonts
changing, 80
changing for slides, 206
changing in worksheets, 142-144
creating for slides, 206
themed graphic effects
changing, 81
changing for slides, 206-207
changing in worksheets, 144
themes
acquiring from Office online, 145
applying, 146
applying to slides, 188
assigning to documents, 79
changing, 79
changing color of, 79-80
changing for worksheets, 140
customizing, 81-82, 144-145
customizing for presentations,
207-209
defined, 76
determining in worksheets, 142
editing customizations, 83, 208
locating and applying, 145
modifying in presentations, 188
PowerPoint, 184
setting defaults for
presentations, 188
using with e-mail, 279
using with presentations, 185-188

thesaurus
searching, 13
using, 14, 107
thousands separator, adding, 118
time
changing default display in
Excel, 116
entering in Excel, 116
formatting in Excel, 117
time scales, changing in Calendar, 296, 298
times and dates
displaying in Excel, 110
displaying in slides, 210-211
entering in Calendar, 312
inserting in headers and footers, 89
title bar, location of, 4
title master, creating for slide master,
222-223
TOC (table of contents). See table of
contents
Today red flag, using with e-mail
messages, 262
To-Do Bar, minimizing in Outlook,
242-243, 248
trademark (™) symbol, entering, 30
transitions scheme, controlling for
slides, 190
Translate option, accessing, 14
translating documents, 14-15
Trust Center
overview of, 171
security settings window, 172-173
.txt file extension, file type associated
with, 29

U

underline formatting keyboard
shortcut, 52

underlining text, 53-54

Undo commands
for data-removal in Excel, 122
issuing, 36

Undo icon, identifying, 35

unions, referencing, 162

updates, finding out about, 15-16

uppercase, toggling, 57

user name, setting preferences for, 12
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V windows scroll button, 4 changing automatic updating,
defaults for, 4 searching for documents in, 27 172-173
versions of programs, verifying, 15 navigating, 37 status bar, 4 changing side-by-side display, 155
vertical alignment, setting, 73 Windows Explorer, dragging pictures templates, 23-24 comparing, 158
View buttons from, 334 title bar, 4 editing in Excel Web App, 128-130
location of, 4 Windows Live ID, establishing, 17 View buttons, 4 ensuring common look and feel, 146

using, 97 Word 2010 view ruler, 4 saving as templates, 146

“view buttons” in status bar, effect of, 37
view ruler, location of, 4
views
displaying in Excel, 8
displaying in PowerPoint, 8
displaying in Word, 7-8
switching to, 97
voting options, inserting e-mail, 283

W

Watch Window, using with cells, 180-181
Web Apps, features of, 16-17. See also Excel
Web App
Web beacon, explained, 259
Web Layout view, explained, 97
Web page files, importing in Word, 28
Week view
displaying in View tab, 298
modifying in Calendar, 300-302
weeks, displaying in Date Navigator, 297
Widow /Orphan control, using, 64
wildcards, using in searches, 41-42. See also
characters in words; search
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Close window, 4

commands in tabs on ribbon, 4
default windows for, 4
Document Views group, 7
Draft view, 8

File tab, 4

finding and opening documents, 26

Full Screen Reading view, 7
Help icon, 4

Help window, 12

importing documents in, 28-29
Maximize/Restore window, 4
Minimize window, 4

online templates, 25

Outline view, 8

overtype mode, 31

positioning graphics in, 340-341
positioning text in, 340-341
Print Layout view, 7

printing envelopes in, 324, 326
printing labels in, 326-327
Quick Access toolbar, 4

ribbon, 4

scroll arrow, 4

scroll bar, 4

views in, 7-8
Web Layout view, 7
Zoom buttons and slider, 4
Word Count icon, identifying, 104
Word Web App, editing documents in,
46-48
Word writing aids. See also spelling checker
AutoCorrect, 98
AutoFormat, 99-100
WordArt styles, applying, 221
WordLingo translator, accessing, 14-15
WordPerfect files, importing in
Word, 28
words
adding to dictionary, 45
counting, 104
searching, 39
selecting, 33
translating, 14
Work Week view
displaying in View tab, 298
modifying in Calendar, 300-302
workbooks. See also Excel worksheets
adding cells styles from
workbooks, 148

Works files, importing in Word, 28
worksheets. See Excel worksheets
.wpd file extension, file type associated
with, 29
.wps file extension, file type associated
with, 29
writing aids. See also spelling checker
AutoCorrect, 98
AutoFormat, 99-100

X

XE (Index Entry) fields, visibility of, 94

xml file extension, file type associated
with, 29

XML files, importing in Word, 28

y4

zip codes, formatting in Excel, 118
Zoom buttons
displaying in Preview pane, 324
using with slides, 203-204
Zoom buttons and slider, location of, 4
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