


Access (Microsoft) (continued)
Design tab (Ribbon)

Delete Rows button, 941
described, 940
indexes, 941
Insert Row button, 941
primary key, 940–941
Property Sheet button, 941

Design view/Normal view button, 933
field data types, assigning

Attachment, 947
AutoNumber, 947
Currency, 947
Date/Time, 946
described, 943–945, 948
Hyperlink, 947
Lookup Wizard, 947–948
Memo, 946
Number, 946
OLE Object, 947
text, 945
Yes/No, 947

fields
data type, specifying, 942–943
described, 942
designing data-entry rules, 943
lookup tables, designing, 943
naming, 942

file format, 48
File menu, 926–927
five-step design method

data, 918–920
described, 915
flowchart, 916
forms, input, 924
overall, 916–917
reports, 917–918
tables, 920–923

imports and exports, 1116–1117
navigating records in datasheet

described, 958
finding specific value, 959–960
moving between records, 958–959

Navigation Pane, 930, 931–933
opening, 925–926
primary key

choosing, 949–950
composite, 950–951

creating, 950
unique values, 949

records, adding to table
automatic data type validation, 957–958
entering new data, 956–957
moving within datasheet, 954
Navigation buttons, 955
opening datasheet, 954
saving, 957

Ribbon, 930, 933
saving completed table, 951
selecting information, 67
tabbed interface, 934
table

adding to database, 937–940
design, printing, 951
design process, 937
naming conventions, 936
planning, 935

tblContacts

AutoNumber fields, 948
completing, 948

Templates section, 926
workflow adaptation, 935

Access (Microsoft) forms
controls

adding, 968–969
aligning, 980–981
automatic sizing, 978–979
Controls group, adding with, 972–973, 975
copying, 984
deleting, 983
described, 970
deselecting, 977
Field List, adding with, 973–975
grouping, 982–983
label, attaching, 983–984
modifying appearance, 981
modifying appearance of multiple, 982
moving, 979–980
moving and sizing handles, 976
multiple, selecting, 977
resizing, 978
resizing form area, 969
saving form, 969–970
single, selecting, 976
type, changing, 984–985
types, 970–971
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Form view
described, 989–991
navigating between fields, 992
records, moving between, 993
Ribbon appearance, 991–992

printing, 998–999
properties

control, seeing all, 986–987
control settings, 987–988
displaying Property Sheet, 985
naming labels and captions, 988–989

Ribbon commands
blank form, 968
datasheet form, 968
described, 963–964
Form Wizard, 967–968
multiple-items form, 965–966
new form, 964–965
split form, 965

values, changing
can’t be edited, 993
combo boxes and list boxes, 997–998
Datasheet View, 998
Date field data entry, 995–996
editing techniques, 994
Memo field data entry, 995
option groups, 996–997
pictures and OLE objects, 994–995
saving records, 998

Access (Microsoft) queries
capabilities, 1004–1005
creating

Datasheet view, 1007
described, 1005–1007
Design tab in Query Design window, 1007–1008
Design view, 1007
QBE grid in Query Design window, 1008
Query Design window, navigating, 1007

described, 1001–1003
displaying only selected records

criteria, 1017
entering other simple criteria, 1018–1019
simple string criteria, 1017–1018

fields
alias, providing, 1014
inserting, 1013
order, changing, 1012
removing, 1012–1013
resizing columns in QBE grid, 1012

selecting in QBE grid, 1011–1012
showing, 1014–1015

fields from multiple tables
multiple fields, adding, 1023
names, viewing, 1022–1023

multiple table limitations
described, 1023
design tips, 1025
replacing existing data with one-to-many relationship,

1025
unique index (primary key), updating, 1024
updating, 1024

multiple tables, adding, 1020
printing recordset, 1019
recordset

described, 1005
display, 1010–1011

saving, 1019
selecting fields

multiple, adding, 1009–1010
single, adding, 1008–1009

sort order, 1015–1016
table/query pane, working with

adding tables, 1022
described, 1020
Field List window, manipulating, 1021
join line, 1021
moving table, 1021
removing table, 1021

types, 1004
Access reports

creation process
assembling data, 1031
described, 1030
layout, 1031

forms versus, 1030
printing, 1040
Report Wizards

creating new, 1031–1032
defining group data, 1033
design, 1036–1037
grouping levels, 1032–1033
layout, selecting, 1035
Print Preview window, 1037–1038
Report Design window, 1038–1039
sort order, selecting, 1034
style, 1036
summary options, selecting, 1034–1035

saving, 1040
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Access reports (continued)
types

columnar, 1028–1029
described, 1027–1028
mailing labels, 1030
tabular, 1028

account
default, changing, 750
e-mail, setting up

Advanced tab, 716–717
automatic, 708–709, 710
Connection tab, 714–715
described, 707–708
Exchange server, 717–718
Folders tab, 717
General Tab, 713–714
HTTP mail account, 718–720
manual setup (POP and IMAP), 710–713
Outgoing Server tab, 714

Groove collaboration tool
deleting, 1097–1098
described, 1097

Accounting number format, Excel, 301
actions, blocking on Excel worksheets, 309
active cell indicator, Excel, 279
active Excel worksheets, 306
adding hours, minutes, or seconds to time, 384
adding tables, 1022
addition operator (+)

described, 338
precedence, 339

Address Block, 237–238
address block, writing letters, 248
address book

Outlook Contacts, adding to
from contact, 806
described, 823
manually, 805
from received e-mail, 805
from vCard file, 806

Outlook, using in Word, 1113–1115
addresses

composing and sending e-mail messages, 723
e-mail, blocking and allowing specific

blocked senders, 771
international options, 771–772
safe recipients, 771
safe senders, 770–771

validating Mail Merge recipients, 235

Addresses section, Contact form, 811
adjacent cells, copying ranges to, 326
advanced counting formulas, Excel, 391
Advanced tab

e-mail, setting up, 716–717
Options dialog box, 42–43

age, calculating person’s, 374
alias, 1014
aligning

Access forms, 980–981
cell, 196
Publisher objects, 897–898
tables, 190–191

All Caps formatting, 123
All Fields display, 813–815
allow overlap picture adjustment, 218
Alt+clicking document, 98
Alt+dragging document, 98–99
Alt+PgDn, 281
Alt+PgUp, 281
And and Or criteria

conditional sums with multiple criteria, 409
counting formulas, 395

And and Or filters, 233
And criteria

conditional sums with multiple criteria, 408
counting formulas, 393–394

animation, PowerPoint
described, 8, 659–660
preset, 666

annotations, on-screen pen, 693
anti-spam software, 768
any date, displaying, 369–370
any time, displaying, 380
apostrophe (‘), 359
appearance

chart, 272–273
Excel worksheet, 284

application
e-mail from within, 62
Excel close button, 277
opening presentation from different, 487
presentation, basing on content from another, 472–473
starting, 14–16
window, switching to another, 63

appointments, Outlook Calendar
categories, assigning, 840–841
conflicts, 834
display on Scheduling page, 841–842
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editing and deleting, 835
forwarding, 839–840
free, displaying as, 841
importance, setting, 841
private, marking as, 841
recurring events, scheduling, 836–837
reminders, 837–838, 844–845
simple, 832–834
time zones, 839
week numbers, 846
work week, defining, 845

area, PowerPoint chart formatting, 602
arguments, formula, 342
arranging windows, Ribbon View tab, 64
arrow keys, Excel data entry, 293
Ask field, Mail Merge, 240
assembling Access report data, 1031
assigning message options to category, 757
assigning Outlook Calendar tasks, 854–855
assignment, Outlook Calendar, 856
asterisk (*), 308
Attachment field data types, 947
attachments, e-mail

automatically blocked, 785–787
described, 725–727
received

native applications, 735
opening, 734
replying, 733
saving, 732–733
viewing, 734

sending blocked types, 788
Word documents, Excel workbooks, and PowerPoint

files, 788
ZIP files, 788

audio-visual presentation equipment
described, 699
Display Hardware for multi-screen viewing, 700–701
Presenter View on two screens, 702–703
two screens

Presenter View, 702–703
setting up, 701–702
when to use, 699

Auto Check for Errors, Mail Merge, 243–244
AutoComplete

e-mail items, 725
Excel, 295, 343
formula, 275, 344

AutoCorrect, Excel
described, 75
Excel formula, 340
for shorthand data entry, 295–296

AutoFill, 294, 370–371
AutoFit behavior, presentation text boxes, 510–512
AutoFit to Contents table formatting, 185
AutoFit to Window table formatting, 185
autoflow Publisher text, 875–876
AutoFormat, 74–76
AutoFormat As You Type, 75–76
automatic data type validation, 957–958
automatic section breaks, 162
automatic sizing, Access forms, 978–979
automatic versus manual transitions, 660
AutoNumber field

changing values in datasheet, 961
data types, assigning, 947

AutoRecover feature, 54
AVERAGEIF function, 276
AVERAGEIFS function, 276
axes, PowerPoint chart

data range, redefining, 582–584
described, 8, 573, 594
labels, 587–590
legacy versus, 575–576
parts, 574
plotting by rows versus by columns, 580–582
starting new, 577–580
types and layout presets, 584–585

B
background

presentation
described, 533–534
fill, applying, 535–536
graphics, 536–537
style, applying, 534–535

updating Publisher publication, 894–895
backslash (\), 308
Backspace key, 131, 192
basic counting formulas, Excel

blank cells, 389–390
described, 389
error values in range, 391
logical values, 391
nonblank cells, 390
nontext cells, 391
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basic counting formulas, Excel (continued)
numeric cells, 390
text cells, 391
total number of cells, 389

behind text wrapping style, 210
black and white views, optional screen elements, 465–466
blank cells, 389–390
blank document file, creating

default tabs, 84
described, 81
inserting versus overtyping, 83
paragraph, new, 84
typing text, 81–82
word wrap, 82

blank form, Access, 968
blank table, Access, 930
blanking screen, on-screen presentation controls, 690–691
blanks, skipping when pasting, 330
blocked attachments, e-mail, 788
blocked senders, 771
blogging, 91
Bold formatting, 123
bold keystroke, 102
BorderArt, 887–890
borders

tables, 202–204
Word, 139–140

Borders and Shading dialog box, Ribbon, 129
boxes, presentation text

advantages of using, 505–506
AutoFit behavior, changing, 510–512
creating, 506
described, 504
formatting text, 512
positioning, 509–510
selecting, 506–507
sizing, 507–509

boxes, Word, 139–140
breaks

section formatting, 160–161
tables, 194

Brightness and Contrast picture adjustment, 217
browsing

help contents, 19
PowerPoint Clip Organizer, 633–634

bullets
SmartArt, 616
Word, 135–138

business card
editing, 815–816
sending, 752–754

C
calculated fields, 961
calculation formula

AutoComplete, 275
calculator, 359
cell references

changing type, 350–351
in other workbooks, 351–352
in other worksheets, 351
relative, absolute, and mixed, 348–350

data entry, 288–289
described, 337–338
editing, 348
entering

AutoComplete, 344
functions, inserting, 345–347
Insert Function dialog box tips, 347–348
manually, 343
by pointing, 344–345
range names, pasting, 345

errors
circular references, 356–357
described, 355–356
specifying when calculated, 357–358

exact copy of, 359
functions

arguments, 342
examples, 341
new to Excel 2007, 342
number of, 343

hard-coding values, 358–359
mathematical operations without, 330
operator precedence, 339–341
operators, 338–339
in tables

referencing data, 354–355
summarizing data, 352–353
using, 353–354

values, converting to, 359–360
calculation functions

counting and summing worksheet cells, 388
dates and time, 368–369
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formula
arguments, 342
examples, 341
new to Excel 2007, 342
number of, 343

inserting, 345–347
calculation mode, manual, 358
calculator, 359
Calendar, Outlook

appointments
categories, assigning, 840–841
conflicts, 834
display on Scheduling page, 841–842
editing and deleting, 835
forwarding, 839–840
free, displaying as, 841
importance, setting, 841
private, marking as, 841
recurring events, scheduling, 836–837
reminders, 837–838, 844–845
simple, 832–834
time zones, 839
week numbers, 846
work week, defining, 845

custom views, 831
day view, 827–828
day, week, or monthly views, 827
described, 825–826
month view, 827, 830
searching

basic, 842–843
criterion, adding, 843–844

sending message options, 751–752
Task view

described, 848–850
timeline, 850–851
To-Do List, 851–852

tasks
accept/decline notifications, 856–857
assigning, 854–855
assignment, receiving, 856
Calendar, viewing on, 859–860
creating new, 852–853
described, 847
entering details, 853–854
options, 860–861
recurrence, specifying, 855–856

status reports, 858
To-Do bar, viewing on, 859

To-Do bar, 831–832
week view, 827, 829

camera, digital
image files, acquiring from, 651
Raster Graphics, 645

canceling invitations, Groove collaboration tool, 1101
case change, 119–120
cataloging, PowerPoint Clip Organizer, 636–638
cells

current date or time, 297
deleting, 193
described, 318
editing contents, 292
fills

individual, 565–566
Overall Table Fill, 566–567
with picture, 567–570

formatting
alignment, 196
borders, 563–565
margins and alignment, 562–563
row height and column width, 561–562

formula references
changing type, 350–351
in other workbooks, 351–352

input messages, 436–437
inserting, 194
merging and splitting, 559–560
monitoring with Watch Window, 315
multisheet ranges, selecting, 321–322
noncontiguous ranges, selecting, 320–321
pointer, moving after data entry, 293
ranges, copying or moving to adjacent, 326
relative, absolute, and mixed formula references,

348–350
rows and columns, selecting complete, 320
selecting

described, 556–557
range of input, 293–294
ranges, 319
by searching, 323
special types of cells, 322–323

simultaneous multiple entry, Ctrl+Enter, 294
size, 196
splitting, 195
summing all in a range, 403
text, on new line within, 295
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certificates
e-mail

described, 789–790
digitally signing messages, 795
encrypting and digitally signing messages, 794
encrypting messages, 794–795
importing/exporting digital IDs, 791–792
obtaining digital ID, 790–791
public keys, obtaining other people’s, 793
receiving digitally signed messages, 792

Outlook Contacts, 813
Change Picture adjustment, 217
changing values in datasheet

AutoNumber fields, 961
calculated fields, 961
described, 960–961
editing techniques, 961
locked or disabled fields, 962
multiuser locked record fields, 962

chapter number, 178
character formatting

copy formatting, 113–114
directly applying, 112
repeat formatting (F4), 113
SmartArt shapes, 223
techniques, 112–115

chart
appearances, 272–273
Excel

content into Word, 1107
copying, 420
creating, 415
data, selecting, 416
deleting, 421
described, 6, 411–412
elements, adding, 421
embedded, 413
formatting elements, 421–422
layouts, experimenting with different, 416–417
moving and deleting elements, 421
moving and resizing, 420
other chart types, 418
parts, 414–415
printing, 422
sample creating and customizing, 415–419
sheets, 303, 413
type, choosing, 416
types, 422–424

views, trying different, 417–418
worksheet, 285

PowerPoint
axis titles, 587–590
data, 591–593
data range, redefining, 582–584
data table, 593–594
described, 8, 573, 585–587, 594
legacy versus, 575–576
legends, 590–591
manually applied formatting, clearing, 601
number format, 600–601
parts, 574
plotting by rows versus by columns, 580–582
presets, 595–596
scale options, 596–599
starting new, 577–580
titles, 587
tools, 454–455
types and layout presets, 584–585

Check In, SharePoint Server Tasks options, 1093
Check Out, SharePoint Server Tasks options, 1093
checking

InfoPath form template, 1071
Publisher file, 902

Christmas Day, calculating, 378
circular references, 356–357
Click and Type feature, 81–82
client, Groove collaboration tool, 1096–1097
clip art

described, 219–220
image, inserting into Publisher file, 881–882
Microsoft Clip Organizer, 220
PowerPoint

cataloging clips, 636–638
clip art, 629
Clip Organizer, 629
deleting clips, 638–639
described, 628–629
finding on Office Online, 639–641
folders, creating and deleting, 635
inserting art with, 634
inserting on slide, 629–630
making available offline, 639
moving clips between collections, 635
opening and browsing, 633–634
searching by specific media file type, 632–633
searching in specified collections, 631–632
searching with multiple keywords, 631
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Clipboard
Excel content into Word, 1104–1106
Excel, using Word content in, 1109
pictures from, 208

Close (X) button, 55
closing

Excel windows, 306
files, 55–56
presentation, 484–485

closing application, 16–17
cloverleaf mouse pointer, 104–105
collaboration tool, Groove

account
deleting, 1097–1098
described, 1097

client, 1096–1097
described, 1095
SharePoint versus, 1095–1096
workspaces

accepting invitations, 1101
canceling invitations, 1101
described, 1098–1099
documents, working with, 1101–1102
invitations, sending, 1100–1101
pending invitations, sending, 1101
removing, 1097

colon (:), 308
color

depth, Raster Graphics, 645–646
Font group, 117–119
on-screen pen, 691–692
picture adjustment, 217
PowerPoint

described, 452–453
manually applying colors and effects to individual

shapes, 624–625
placeholders, 524–525
SmartArt, changing, 624
themes, switching, 525–526

presentation themes
creating, 530–531
described, 529
sharing with others, 531

screen elements, optional, 465–466
styles, 145
tab, changing for Excel worksheets, 308
theme, 179–180
updating Publisher publication, 896–897

Columbus Day, calculating, 378
columnar Access reports, 1028–1029
columns

deleting, 193
entering text, 289
Excel

changing column widths, 317–318
changing row heights, 318
deleting, 316
hiding, 316–317
inserting, 315–316
letters, 277

moving and copying, 189
Page Setup, 167–168
plotting PowerPoint charts, 580–582
pound signs, series of (#####), 301
resizing in QBE grid, 1012
section formatting, 160
selecting, 187–188, 556–557
splitting, 195
text, converting to tables, 186
widths, Excel rows and columns, 317–318

combo boxes, 997–998
comma, 228
comments

document security, 264
Excel, adding to cells

deleting, 336
described, 335
editing, 336
formatting, 335–336
hiding and showing, 336
reading, 336

Comments editing restriction, 252
compatibility

document with previous Word versions
Microsoft Office Compatibility Pack, 94
Save As, 94

Outlook data files, 737
presentation, 481–482

Compatibility Checker, Excel, 276
complete merge, Mail Merge Task Pane/Wizard, 249–250
composing e-mail messages

addressing options, 723
Contacts (Address Book), entering recipients from,

724–725
quick method, 722–723
reply to address, changing, 723–725
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Compress Pictures adjustment, 217
concatenation operator (&)

described, 338
precedence, 339

conditional formatting, Excel, 273–274
conditional sums, Excel

with multiple criteria
And and Or criteria, 409
And criteria, 408
described, 407–408
Or criteria, 409

with single criterion
date comparison, 407
described, 405–406
different range, 407
negative values, 406–407
text comparison, 407

conflicts, appointments, 834
Connection tab, e-mail, 714–715
Contact form

Outlook Contacts
Addresses section, 811
e-mail addresses, 812
Full Name field, 809–810
Notes section, 812
Phone Numbers section, 810–811
Picture section, 812

sending information by e-mail, 820
contact information, 918–919
Contacts (Address Book), entering recipients from, 724–725
Contacts, Outlook

address book, adding to
from contact, 806
manually, 805
from received e-mail, 805
from vCard file, 806

All Fields display, 813–815
business card, editing, 815–816
Certificates (digital certificates), 813
Contact form

Addresses section, 811
e-mail addresses, 812
Full Name field, 809–810
Notes section, 812
Phone Numbers section, 810–811
Picture section, 812

Context Menus, 820
described, 797–798

Details view, 813
distribution lists

creating, 807–808
described, 806
updating, 807
using, 808–809

Instant Search, 800
Mail Merge, 822–823
multiple address books, 823
options, 823–824
sending information by e-mail

from Contact form, 820
follow up, tagging contact for, 820
map of contact’s address, viewing, 820
meeting, inviting contact to, 820, 821
in Outlook format, 818–819
task, assigning to contact, 820, 821
in vCard format, 819
Web page, viewing contact’s, 820

telephone dialing, 816–818
window

Contacts view, customizing, 801–802
described, 798–799
finding alphabetically, 804
finding contacts, 803–804
new contact group, adding, 799–801
searching by category, 803

Contacts view, customizing, 801–802
content placeholders, presentation

described, 502–503, 542
inserting content, 503
manually inserted objects versus, 503

contents, looking inside Outlook folders, 746
Context Menus, Outlook, 820
context-sensitivity, Ribbon, 26
contextual tools, Ribbon, 31
Continuous section breaks, 160
controls

Access forms
adding, 968–969
aligning, 980–981
automatic sizing, 978–979
Controls group, adding with, 972–973, 975
copying, 984
deleting, 983
described, 970
deselecting, 977
Field List, adding with, 973–975
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grouping, 982–983
label, attaching, 983–984
modifying appearance, 981
modifying appearance of multiple, 982
moving, 979–980
moving and sizing handles, 976
multiple, selecting, 977
resizing, 978
resizing form area, 969
saving form, 969–970
seeing all, 986–987
settings, 987–988
single, selecting, 976
type, changing, 984–985
types, 970–971

InfoPath form template, 1068–1070
Convert option, document, 89
converters, downloading, 88
converting

document .docx to .docm, 96
formula to values, 359–360
nondate string to date, 371

Copy, Cut, and Paste shortcut keys, 747
Copy formatting, 123
copy formatting characters, 113–114
copying

Access forms, 984
columns, 189
documents, restriction on, 255
Excel charts, 420
Excel ranges

adjacent cells, copying to, 326
described, 324
drag-and-drop copying or moving, 325–326
Office Clipboard, 325
Options button for inserting and pasting, 326
Paste Special Dialog box, 329–331
pasting in special ways, 328–329
pasting with Office Clipboard, 327–328
range to other sheets, 327
Ribbon copying commands, 324–325
shortcut key copying command, 325

layouts between slide masters, 545
moving and copying information, 67–68
Outlook folders, 746–747, 748
pictures from web browsers, 208
presentation

to CD, 695–696
entire, 697–698

layouts, 545
to other locations, 698
slides, 491–492
themes from another presentation, 549

slides from other presentations, 492–493
tables

to another database window, 953
within database window, 952–953
material, 188–189

copying information
described, 65
Office Clipboard

copying, 67–68
cutting, 68
described, 66
pasting, 68–70
selecting information, 67

Windows Clipboard, 66
COUNTIF function, 392
COUNTIFS function, 276
counting

formulas
And and Or criteria, 395
And criteria, 393–394
COUNTIF function, 392
frequency distribution, 398–402
most frequently occurring entry, 395–396
multiple criteria, generally, 393
occurrences of specific text, 396–397
Or criteria, 394–395
unique values, number of, 397

worksheet cells
described, 387
functions, 388
Quick Count or Sum, 388

Create Names From Selection box, 333
credit card numbers, Excel limits, 288
cropping

graphics, 212, 213–214
photos, 652–654

Ctrl+Backspace, 281
Ctrl+clicking document, 98
Ctrl+Enter, Excel simultaneous multiple cell entry, 294
cumulative sum, 403–404
Currency

Access field data type, 947
Excel number format, 300
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