Index

Special Characters

* (asterisk), 696

$ (dollar sign), 397

= (equals sign), 391

- (minus sign), 389

+ (plus sign), 391

? (quotation mark), 389

Numerics

3D pie chart, 101

A

<<ABC>> button, Word, 287
About Word option, Word, 132
absolute references, Excel, 397-399
accepting

changes in Excel, 421-422

changes in Word, 228-230

invitations in Entourage, 705-708
Access 2007, 26-27, 489
Account Settings, Entourage, 631-635
Accounting Express 2009, 26
Accounts dialog, Entourage, 621, 630-631
Accounts pane, 53
Action Settings dialog, PowerPoint, 583
Add a File dialog, Project Center, 768
Add a Toolbar pane, 62
Add button, Project Center, 761
Add Criterion button, Entourage, 673
Add Dictionary dialog, Word, 235
Add Line Numbering check box, Word,

221-222
Add Mail dialog, Project Center, 761
Add New Citation dialog, Word, 309
Add Project Watch Folder Alias to the
Desktop check box, Project Center, 736

Add Rectangle button, 105

+ (Add Sheet) feature, Excel, 359, 369-370
Add to Template check box, Word, 215-216
Additional tools link, Mactopia Web site, 34
address blocks, Entourage, 693
Address Book, Entourage
opening from Word, 283
overview, 20, 683-684
preferences, 636, 637
sending invitations from, 691
sending mail from, 691
addressing e-mail, Entourage
address blocks, 693
automatic, 692-693
overview, 691
sending invitations, 691-692
sending messages, 691-692
Adjust to [%] Normal Size field, Excel, 372
Adobe AIR, 22
Adobe InDesign, 157
Adobe Portable Document Format. See PDF
(Portable Document Format)
Advance Slide options, PowerPoint,
512-513
Advanced Groups Search, 133-134
Advanced Layout dialog, Word, 314
Advanced tab, Entourage, 633-634, 670
Advantage Newsletter template, Word, 158
After Previous option, PowerPoint, 573
AlR, 22
Align Top Left button, Word, 245
Alignment and Spacing section, Word, 190
Alignment tab, Excel, 404
All Caps option, Word, 188
All Files option, PowerPoint, 516
All Office Documents option,
PowerPoint, 516
All Outlines option, PowerPoint, 516
All Readable Documents option,
PowerPoint, 516
Always Create Backup Copy check box,
Word, 175
Analysis ToolPak, Excel, 440
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animation, PowerPoint
animation events, 572-573
categories of, 569-570
changing, 575
charts, 575-576
effects, 573-574
overview, 569
slide transitions, 511-512
text, 570-573
Animation Order palette, PowerPoint, 575
annotating audio, Word, 152
Any Value data type, Excel, 481
Appearance button, Word, 155
Append File Name Extensions setting,
Entourage, 641
Apple Boot Camp, 31
Apple Grapher, 91
Apple Mail
Entourage, 628-629
Word, 348
Apple Menu, 28-29, 193-194
Apple Software Update program, 134
Apple User Groups Web site, 140
Apple User Interface Guidelines, 159
AppleScript
Entourage, 139, 617
support for, 31, 126-128
Word, 15
application menu, 132
Application Support folder, 52
Application windows, 506
applications
launching, 28
switching, 30
Applications folder, 28, 35, 38, 92
Apply (These) Rules to Existing Messages
option, Project Center, 736
Apply as you type section, Word, 220
Apply To options, Word, 207
Archive Utility option, Excel, 365
archives, Entourage, 653
arguments, Excel, 390, 392-393
Arrange By header menu, Entourage,
660-661
arrow button, 72
arrows, drawing, 108
Ask a Question search box, Word, 164

Assign button, Word, 166
Assign Categories pane, Entourage,
662-663
Assistants (subordinates), 105-106
Associate E-mail from Project Contacts
option, Project Center, 736
Associate E-mail with the Following
Subjects option, Project Center, 736
asterisks in searches, Entourage, 696
attachments, e-mail
Entourage, 703
Word, 184, 292
Attendee Status window, Entourage,
707-708
Audacity program, 579, 593-594
audio, PowerPoint
adding to presentations, 518-519, 580-585
animation effects, 589-590
overview, 590-593
slide transitions, 511-512
Audio Notes, Word, 152-154
authorSTREAM Web site, 606
Auto Text Cleanup option, Entourage, 653
AutoComplete feature
Entourage, 692
Word, 272
AutoCorrect
PowerPoint, 550-551
Word
controlling, 114-116
overview, 113, 272
preferences, 275-276
turning on and off, 162
AutoFilter, Excel, 360, 484
AutoFit, Word, 246
AutoFormat, Word, 219-220, 246-247
AutoFormat as You Type tab, Word,
219-220
Autoformat List after Editing check box,
Excel, 483-484
automatic addressing, Entourage, 692-693
automatic tasks, Word
abstracts, 305-306
executive summaries, 305-306
indexes, 296-300
line numbering, 221-222
numbered lists, 196-197



overview, 293
tables of authorities, 302-305
tables of contents, 293-296
tables of figures, 300-302
Automatically as you type section,
Word, 220
Automatically Correct Spelling and
Formatting as You Type check box,
Word, 162
Automatically Create Project Watch
Folders option, Project Center, 734
automating Entourage, 617-618
Automator
Entourage, 617-618
overview, 128
PowerPoint, 559-564
Word, 15
AutoRecover
Excel, 366-367
PowerPoint, 516-517
Word, 174-176
AutoSum button, Word, 245
AutoSummarize dialog, Word, 305-306
AutoText, Word
adding to, 271-273
customizing entries, 274-277

5

B key, 606
Background palette, Word, 307
backgrounds, PowerPoint, 530-533, 537,
543-544
Backup button, Project Center, 745
backups, Time Machine, 653
balloons
Excel, 418-419
Word, 226-228
Basic button, Word, 243
batch importing, PowerPoint, 559-564
BCC (blind carbon copy) block,
Entourage, 693
BCM (Business Contact Manager), 26
Behavior Options, Word, 163
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Below List layout, Entourage, 644, 646,
662-664
“Bend Word to Your Will” document, MVP
Web site, 137
Berkowitz, Paul, 127
Bézier curves, 108
binary file formats, Excel, 363
black screen, PowerPoint, 606
blank documents, 12, 37, 39-41
Blank Documents category, Excel, 376
Blank Documents option, Word, 146
Blank Sheet option, Excel, 373-374
blind carbon copy (BCC) block, Entourage,
693
blinking insertion cursor, Word, 149
Blocked Senders tab, Entourage, 669
blue flash, AutoCorrect, 114
Bold option, Word, 187
bookmarks, Word, 213
Boot Camp, 127
borders
Excel, 404-407, 415
Word, 188, 217, 245, 247-248, 255
box formatting, PowerPoint, 556-558
breaks
page, in Excel, 367-368, 370
page, in Word, 208
section, in Word, 208-209
Browse by comment option, Word, 151
Browse by endnote option, Word, 151
Browse by field option, Word, 151
Browse by footnote option, Word, 151
Browse by graphic option, Word, 151
Browse by heading option, Word, 151
Browse by page option, Word, 151
Browse by section option, Word, 151
Browse by table option, Word, 151
Browse Finder button, 119
Browse for Downloads heading, Mactopia
Web site, 34
Bulleted tab, Word, 198
bullets
PowerPoint, 533-536
Word, 188, 195-199
Business Contact Manager (BCM), 26
By category button, Word, 195
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C

calculated fields, Excel, 487
Calculation preferences, Excel, 439
Calendar
Entourage
events, 41, 66, 699-704, 708
Exchange features, 710-712
holidays, 698-699
interface, 697-698
invitations, 705-708
Outlook files, importing, 712
overview, 20, 615-616
preferences, 637-638
printing, 712-713
searching, 708-710
Project Center, 745-746, 755-758
Camera tool, Exel, 434-435
Cancel button, Excel, 382
Caption dialog, Word, 300
carbon copy (CC) block, Entourage, 693
Categories box, Entourage, 662-664
Categories button, Entourage, 647, 662
Categories list, Word, 165, 168
Category list, Project Gallery, 11, 44, 375
CC (carbon copy) block, Entourage, 693
CDs (compact discs)
adding CD tracks to presentations, 584
saving presentations on, 522
CEIP (Customer Experience Improvement
Program), joining, 140-141
Cell Alignment palette, Word, 249-250
Cell contents field, Excel, 382
Cell Options dialog, Word, 256
cells, Excel
automatically filling, 384-388
clearing, 382-383
editing, 379-382
entries, 360-361
formatting, 402-407, 414-415
formulas, 389-396, 411, 449
naming, 379-382
number of, 371
overlapping, 405
ranges, 380, 391-392

references, 389, 391
selecting, 379-382
Center on Page Horizontally check box,
Excel, 493
Center on Page Vertically check box,
Excel, 493
Change button, Word, 233
Change text direction button, Word, 245
changed documents, Word, 228-230
Chapter Starts with Style pop-up menu,
Word, 212
Character Info, Word, 195
Character Spacing tab, Word, 192-193
Character style type, Word, 216
character/glyph search, Word, 195
Characters Palette
PowerPoint, 534-535
Word, 193-194
chart sheet, Excel, 95, 374-376, 443
Chart toolbar, Excel, 453-454
charts
Excel
creating, 441-442
error bars, 447-448
formatting, 95-101
Gantt, 448
histograms, 451-455
overview, 17
selecting location, 442-447
Web site, 138
overview, 91-103
PowerPoint
animation, 575-576
formatting, 95-101
inserting, 564-565
overview, 18
Project Center, 761-763
Word, 95-101, 265-270
Charts tab, PowerPoint, 565
check boxes in electronic forms, Word,
331-332
checking for updates, 134-135
child version, PowerPoint, 537
Choose a File dialog, Word, 298
Choose a Location on a File Server dialog,
Project Center, 748



Choose a Picture dialog
PowerPoint, 559
Word, 340
Choose a Sound dialog, PowerPoint,
585, 592
Choose a Soundtrack dialog,
PowerPoint, 518
.cil file extension, 78
circular references, Excel, 438-439
citations, Word, 308-309
clearing
addresses in Entourage, 641
cells in Excel, 382-383
tab stops in Word, 205-206
Click to Pick Color button, Project
Center, 733
clip art, 75-80, 136
Clip Gallery, 76-79
Clipboard, 22, 86
Clippings tab, Project Center, 744, 772
closing Word, 176
Collections list, Word, 194-195
color
Entourage, 642
Excel, 404-405, 407-409
overview, 119-120
Word, 157, 247
column header
Entourage, 662
Excel, 360
columns
Excel
names, 478, 481-483
number of, 371
values, 481-483
widening, 438, 461
Word, 209, 242, 261
combo fields in electronic forms, 332-333
Comma Separated Values (.csv) format
Entourage, 690
Excel, 362-363
Command Properties dialog, 62-63
commands
adding to menus and toolbars, 59-61
changing icons, 62-63
removing from menus and toolbars, 61
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Commands list, Word, 165-166, 266
Commands tab, Word, 173, 266
comments

Excel, 382, 416-417, 493

PowerPoint, 552

Word, 226-228
communities, Entourage, 675-681
community resources, 133-134
compact discs (CDs)

adding CD tracks to presentations, 584

saving presentations on, 522
compacting database, Entourage, 619
comparing documents, Word, 173-174
compatibility

checking, 89

with earlier Office versions, 31-36

Excel, 364-365

PowerPoint, 592-594

relational databases, 489-490

Word, 162-163
Compatibility Mode, 32, 34
Compatibility Report

Excel, 364

overview, 71, 89, 124

Word, 163
Complex button, Word, 243
Compose settings, Entourage, 641
compressing PowerPoint packages,

601-602

concordance tables, Word, 297-298
conditional formatting, Excel, 405, 414-415
consecutive effects, PowerPoint, 572
Contact Microsoft link, 132
Contact option, Project Center, 761
contacts, Entourage

adding, 685-686

creating custom fields for, 691

creating custom views for, 688

deleting, 691

exporting, 653, 690

finding, 688

grouping, 688-689

keeping track of, 614-615

mapping, 690

Me contact, 684-685

printing, 687
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Contacts tab, Project Center, 744, 771—772
Contents list, 130
context-sensitive menus and toolbars,
Word, 149
Continue Recording button, Word, 155
Control AutoFormat options, Word, 197
conventions used in book, 4-5
converting
audio files in PowerPoint, 592-593
charts to pictures in Excel, 269
file formats, 33-36
tables to text in Word, 263
text to tables in Word, 263-264
video files in PowerPoint, 593
Copies & Pages menu
Excel, 500
Word, 350, 352-353
Copy Cells option, Excel, 388
Copy Picture pane, Excel, 432
copying
in Excel, 429-430, 433-434
from Web to Excel, 468
in Word, 217-219
Count By option, Word, 222
Cover Flow view, Word, 173
Create AutoText dialog, Word, 272, 277
Create Contact form, Entourage, 685-686
.csv (Comma Separated Values) format
Entourage, 690
Excel, 362-363
Current date button, Word, 211
Current Keys box, Word, 166
Current time button, Word, 211
Currently Assigned To area, Word, 166
cursors
Excel, 383-384, 386
Word, 149, 383-384
curvy lines, 107-108
Custom Animation palatte, PowerPoint,
571-573, 575, 580, 589-590
Custom Bullet pop-up menu,
PowerPoint, 534
Custom Lists feature, Excel, 386-388
Custom Page Options dialog, Word,
281-282
Custom Page Sizes dialog, Word, 344

Custom Shows dialog, PowerPoint, 537-538

Customer Experience Improvement
Program (CEIP), joining, 140-141
customization box, 66-67
Customize Keyboard dialog, Word,
164-165, 217
Customize Menus and Toolbars dialog
Excel, 435, 459
Word, 164, 266
Customize Toolbar option, Entourage,
66, 655
Customize Toolbars and Menus dialog
overview, 59-62, 65
Word, 160, 174, 324
Customize Workspace button, Word, 153,
156-157, 160

D

Data Interchange Format (.dif), 364
Data menu, Excel, 463, 469, 484
Data Type pop-up menu, Excel, 481-482
Data Validation dialog, Excel, 463-464
Database toolbar
Excel, 469-470
Word, 289
databases
Entourage, 618-620
overview, 17
relational, 487-490
terminology, 477
date calculation, Excel, 389, 402, 409-413
Dates menu, 48-49
Day button, Project Center, 758
Decimal buttons, Excel, 403
declining invitations, Entourage, 707
Default button, Word, 163, 207
Default Due Date for To Do Items option,
Entourage, 636
Default Snooze Time for Reminders option,
Entourage, 636
Define Custom Show dialog, PowerPoint,
537-538
delegation, Entourage, 711-712



Delete Rectangle button, 105
deleting
clippings in Project Center, 772
comments in Word, 228, 231
contacts in Entourage, 691
e-mail in Entourage, 626-627
items in Organizer, 219
menus and toolbars, 64-65
slides in PowerPoint, 511
Demote button, SmartArt, 105
deployment information, 132
Description area
Excel, 394
Word, 166, 220, 243
Design Science Web site, 125
Details pane, 35
diagrams, 104
.dic (Speller Custom Dictionary)
format, 183
.dic (Spelling Exclude Dictionary)
format, 183
dictionaries
Excel, 448-449
Word, 232-235
.dif (Data Interchange Format), 364
digital certificates, Entourage, 665
digital rights management (DRM)
overview, 136
PowerPoint, 591-594
digital signatures, Entourage, 634-635
disclosure triangles, 44, 71
Disk Utility, 731
dismissing reminders, Entourage, 717
Display a List of Recently Used Addresses
When Addressing Messages setting,
Entourage, 641
Distribute Rows Evenly button, Word, 245
#DIV/0 message, 439-440
Do Not Apply Other Rules to Messages
That Meet These Criteria check box,
Entourage, 673
.doc (Word 97-2004 Document) format, 32,
182-183
Dock icons, 28
.docm (Word 2008 Macro-Enabled
Document) format, 33, 182
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Docs application, 124, 471-472, 603-605
Document appearance button, Word, 153
Document dialog, Word, 206-207, 221
Document elements tab, Word, 211
Document Map mode, Word, 150
Document scrollbar, Word, 148
Document section tabs, Word, 153
documents
filters, 11-13
sharing
in Excel, 17
in Messenger, 21
Word
bookmarks, 213
breaks, 208-209
changing name, 177
columns, 209
comparing, 173-174
footers, 209-213
headers, 209-213
margins, 206-208
opening multiple, 336-338
privacy options, 180
saving as templates, 180-181
security options, 178-179
sending, 184
switching, 29-30
themes, 214, 252-256
titles, 148, 150
Documents folder, Word, 177
.docx (Word 2008 Document) format,
33, 182
dollar sign (%), 397
Don’t Apply Other Rules to These
Messages option, Project Center, 736
Don’t Hyphenate check box, Word, 201
.dot (Word 97-2004 Template) format, 183
.dotm (Word 2008 Macro-Enabled
Template) format, 182
.dotx (Word 2008 Template) format, 42,
123, 169, 181-182, 219
Double-Clicking in the Folders List Opens a
New Window option, Entourage, 636
downloading
clip art, 77-78
pictures in Entourage, 639, 647
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Downloads link, Mactopia Web site, 34
Draft view, Word, 149, 228, 299
Drag and Drop Image Here field, Project
Center, 733
Draw Table feature, Word, 241, 244-245
Drawing toolbar, Word, 315
DRM (digital rights management)
overview, 136
PowerPoint, 591-594
Drop Cap feature, Word, 189
Drop-Down Form Field Options dialog,
Word, 333
due dates, Project Center, 732
duplex printing, Word, 350
duplicating slide layouts, PowerPoint, 546
DVDs
burning movies to, 599-600
saving presentations on, 522

E

Edit Account Wizard, Entourage, 631-635
Edit Category dialog, Word, 304
Edit Citation dialog, Word, 309
Edit Custom Arrangements pane,
Entourage, 661, 679-680
Edit Custom Label dialog, Entourage, 691
Edit Custom View dialog, Entourage, 664,
688-689
Edit Data option, Excel, 94
Edit Labels dialog, Word, 286
Edit Links dialog, Excel, 434
Edit Mailing List Rule pane, Entourage,
669-670
Edit menu
Entourage, 653-654
Excel, 382, 416, 429, 432-433, 445-447,
471, 485
Word, 348
Edit Points menu, SmartArt, 109
Edit Rule pane, Entourage, 672-673
Edit Schedule pane, Entourage, 674-675
Edit Wrap Boundary handles, Word,
312-313
Editing mode, PowerPoint, 506-507

electronic forms, 329-335
Elements bar
Excel, 359
overview, 23-24, 56, 105
Word, 148, 150, 243
Elements Gallery
formatting charts in, 96
graphs, 92-95
menus and toolbars, 55-57
overview, 23-24
ELSE operator, Excel, 436-437
e-mail. See also Entourage
creating in Word, 649
merging in Word, 277-279, 293
sharing PowerPoint presentations via, 601
embedding
audio/video in PowerPoint, 591
items in Word, 338-340
emphasis effects, PowerPoint, 569, 573
Enable pop-up menu
PowerPoint, 515
Word, 171-172, 176
Enabled check box, Entourage, 673
Encarta Encyclopedia, 448
encryption
Entourage, 634-635
Project Center, 731
Entourage
Address Book, 283, 636-637, 683-684, 691
automating, 617-618
Calendar, 615-616, 637-638, 697-713
contacts, 614-615, 653, 684-691
creating e-mail in, 648
customizing, 66-67, 617
database maintenance, 618-620
Edit menu, 653-654
File menu, 651-653
importing settings from previous
versions, 627-628
MVPs, 138-139
My Day feature, 26, 616
notes, 615-616
overview, 4, 19-21, 611-613, 649-651
palettes, 655-656
preferences, 635-642
Project Center, 4, 617



Script menu, 656
tasks, 457, 616
toolbar, 655-656
View menu, 654-655
entrance effects, PowerPoint, 569, 571, 573
Envelope Wizard, Word, 46, 169
envelopes, creating, 279-282
equals sign (=), 391
Equation Editor, 125-126
Erase button, Word, 153, 156, 245
error bars, Excel, 447-448
error correction, Excel
circular references, 438-439
#DIV/0 message, 439-440
hash marks, 438
Error Reporting Program 2.0, 140
error reports, 140
Event option, Project Center, 760
events
Entourage, 699-704, 708
Project Center, 756
Excel
cells, 360-361, 371, 379-396, 402-407,
414-415
charts, 17, 95-101, 138, 441-448, 451-455
columns
names, 478, 481-483
number of, 371
values, 481-483
widening, 438, 461
customizing, 59-64
Dock icon, 366, 374
Elements Gallery, 94-95
file formats, 361-364
Formatting Palette, 371-372
Help feature, 371, 381, 394, 403, 439, 487
ledger sheets, 357-361
MVPs, 137-138
overview, 3, 15-17, 357
sheet types, 373-377
Web options, 473-474
workbooks
absolute references, 397-399
automatically filling cells, 384-388
cell formulas, 390-396
clearing cells, 382-383
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cursors, 383-384
distributing “as is”, 472
editing cells, 379-382
General format, 388-389
naming cells, 379-382
overview, 379
preparing for Web, 471-472
relative references, 396-399
saving, 364-367
selecting cells, 379-382
viewing, 367-371
worksheets
copying, 433-434
moving, 433-434
protecting, 459-460
unprotecting, 459-460
Excel 4.0 macro sheets, 374-376
Excel 5.0 dialog sheets, 374-376, 466
Excel 5.0/95 Workbook (.xls) format, 364
Excel 97-2004 Add-In (.xla) format, 363
Excel 97-2004 Template (.xIt) format, 361
Excel 97-2004 Workbook (.xls) format,
32, 361, 364
Excel 2004 XML Spreadsheet (.xml) format,
15, 31, 181, 362
Excel 2008 Add-In (.xlam) format, 34, 362
Excel 2008 Binary Workbook (.xIsb)
format, 33, 361, 363, 365
Excel 2008 Macro-Enabled Template
(xltm) format, 34, 362
Excel 2008 Macro-Enabled Workbook
(.xlsm) format, 33, 362
Excel 2008 Template (.xItx) format,
42,123, 361
Excel 2008 Workbook (.xlsx) format,
33, 361, 364-365
Exchange Server
connectivity, 613
delegating authority, 711-712
improvements to, 620
overview, 710
setting up accounts, 626
sharing items, 710-711
support for, 19, 26
EXE files, 138
Execute pop-up field, Entourage, 673
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exit effects, PowerPoint, 570, 573
Expand Dialog button, 121
exporting
audio from Word, 155
contacts from Entourage, 651-653, 690
workbooks to Web from Excel, 471-475
Expression Media, 80
eXtensible Markup Language (XML) file
format, 15, 31, 181, 362

F

Facebook, 19
FALSE value, Excel, 437
Fast User Switching, Entourage, 630
Favorites bar, Project Center, 752-753
Feedback dialog, 140
Field Characters button, Word, 327
field codes, Word, 325-327
Field dialog, Word, 325, 327
field operators, Word, 334-335
Field Options dialog, Word, 327-328
fields
Excel, 462-463
Word, 324-329
File Conversion dialog, Excel, 469
File dialog, Excel, 497
file directory structure, Project Center, 731
file formats
compatibility, 27
Excel, 361-364
PowerPoint, 515-522
Word, 181-184
File menu
Entourage, 651-653
Excel, 374, 470, 472, 491, 493, 496, 499-500
Word, 147
File Open dialog, Word, 171, 285, 298
File option, Project Center, 761
file path, 48
file sharing. See sharing
file sizes
Entourage, 648
PowerPoint, 590
FileMaker Pro option, Word, 289

Files list, Project Center, 768
Files tab, Project Center, 744, 766-770
Fill color picker, Project Center, 762
Fill Effects dialog, Excel, 340
fill handles, Excel, 449
filling cells automatically, Excel, 384-388
Filter Recipients options, Word, 287
filtering
Calendar in Project Center, 756-758
content in Project Gallery, 11-13, 44-45
workbook changes in Excel, 420-421
Final option, Word, 230
Final Showing Markup option, Word, 230
Find and Replace dialog, Word, 213
Find option, Word, 151
Find pane, Entourage, 688
Finder, 38, 44, 47, 173, 736
finding
contacts in Entourage, 688
files in Project Gallery, 771
Find/Replace button, Word, 148, 151
Firefox, 78, 171
First Day of the Week setting,
Entourage, 637
fitting content
Excel, 372, 404-405
Word, 59-61, 160
Fix incompatibility button, 124
Flag for Follow Up tool
Entourage, 721
Excel, 457-458
PowerPoint, 552-553
flash drive, 136
flat files, Excel, 488
Flickr, 81-83
Flip4AMac, 594
flowing text, 315-316
Follow Up feature, PowerPoint, 552-553
fonts
Entourage, 637-638
Excel, 402, 415
PowerPoint, 555
Word, 162, 186-187, 284, 321
footers
Excel, 368-369, 494-496
PowerPoint, 597-598
Word, 209-213, 327



form fields, Excel, 459-460, 462
form letters, Word, 277-279
Form Templates, Excel, 460-468
Format Axis dialog, Excel, 453-454
Format Background dialog, PowerPoint,
530-532, 542-543
Format Cells dialog, Excel, 403, 406-407,
410, 413, 415
Format Chart Area dialog, 102
Format Comment dialog, Excel, 416-417
Format Control dialog, Excel, 468
Format Data Series dialog, Excel, 447, 454
Format For pop-up menu, Word, 343
Format Frame menu option, Word, 267
Format Object dialog, Word, 340
Format page number button, Word, 211
Format Shape dialog
overview, 108, 110
PowerPoint, 558
Format Table dialog, PowerPoint, 567
Format Text dialog, PowerPoint, 533-534,
557-558
Format WordArt pop-up menu, 111
Formatting Palette
bullets and numbers, 195-196
charts, 96-101
in Excel, 371-373
in Word, 186-189, 250-252
forms
Excel, 17, 458-460
Word, 329-335
Forms toolbar
Excel, 458-460, 462-463, 466-467
Word, 327, 330-332
Formula Bar, Excel, 370, 381-382, 390-392,
394, 461
Formula Builder, Excel, 71, 370, 382,
393-396, 485
Formula button, Excel, 382
formulas
Equation Editor, 125-126
Excel, 389-396, 402, 411, 449
Formulas and Lists section, Excel, 386
forwarding e-mail, Entourage, 642
fractions, Excel, 389
Frame dialog, Word, 217, 267
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frames in electronic forms, 330

free books, 140

free online training, 132-133

Free-Busy schedule, Exchange, 615
Freeform tool, 107

Frequency bars, Excel, 451

From Category option, Project Center, 735
From Project option, Project Center, 735
From Text option, Word, 222

Frontline Systems Web site, 30

FTP programs, 473

full keyboard access, 159

functions, Excel, 390, 392-393

G

Gallery bar, 56
Gantt charts

Excel, 448

Project Center, 761-763
GarageBand, 585
General format, Excel, 388-389, 402
General Preferences dialog, Entourage,

742-743
General settings, Project Gallery, 52
Get Specified iPhoto Items pane,
PowerPoint, 562-564

glyphs, Word, 194-195
Go To button, Word, 148, 151
Go to Date button, Entourage, 722
Go to Section pop-up menu, Word, 213
Google Docs, 124, 471-472, 603-605
Google Groups, 133-134, 680
gradient fill, PowerPoint, 18, 531-532
grammar check

overview, 113-114

Word, 232-234, 238-240
grammar preferences, 116-117
Graph application, 92, 102-103
Grapher, 92
graphs

Elements Gallery, 92-95

formatting options, 101

Grapher, 92
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graphs (continued)
Microsoft Graph, 102-103
overview, 16-18, 91-92
green squiggly lines, 113
grid lines
Excel, 373
in graphs, 101
PowerPoint, 532-533
Word, 160
Group Manager, Entourage, 688-689
group projects, Project Center, 729
grouping contacts, Entourage, 688-689
guide controls, PowerPoint, 532-533

H

Handout Master, PowerPoint, 539, 547-548
handouts, PowerPoint, 596-598
hard drive icon, 43
hard return, Word, 316
hash marks, Excel, 438
Header and Footer dialog, PowerPoint, 547,
597-598
Header/Footer toolbar, Excel, 495-497
headers
Entourage, 662
Excel, 368-369, 479, 494-497
PowerPoint handouts, 597-598
headers, Word, 209-213, 327
Headings check boxes, Excel, 373
help resources
asking for help, 131-133
CEIP, 140-141
checking for updates, 134-135
community resources, 133-134
Entourage, 723
Excel, 381, 447
free online training, 132-133
for legal professionals, 141-142
for medical professionals, 141-142
MVP sites, 137-139
newsgroups, 133-134
Office Web sites, 135-136
overview, 129-130
PowerPoint, 528

sending feedback to Microsoft, 130-131
user groups, 140
Word, 160
Hide button, 72
Highlight Changes dialog
Excel, 418, 422-423
Word, 225
Highlight Color option, Word, 187
histograms, Excel, 448-455
history reports, Excel, 422-423
holidays, Entourage, 698-699
Home and Student edition, 126, 613
homonyms, 113
Horizontal alignment, Excel, 404
Horizontal command, Word, 266-267
How-To option, 132
.htm (Web Page) format, 170, 183, 362, 472
Huggan, Clive, 137
HyperText Markup Language (.html)
format
Excel, 471
Word, 170-171, 264, 335-336

1

iChat, 19, 601-603
Icon view, 11, 46
icons used in book, 5-6
IF operator, Excel, 436-437
Ignore All button, Word, 233
Ignore button, Word, 233
Ignore incompatibility button, 124
IM (instant messaging), 19, 21, 135, 615,
686-687
IMAP account, Entourage, 626-627, 634
IMAP server, 623-625
iMovie, importing movies to, 599
Import button, Excel, 387-388
Import List from Cells field, Excel, 387-388
importing
data from Web into Excel, 468-471
holidays into Entourage Calendar,
698-699
items into Entourage, 651-652



items with Project Center, 734-735
movies into iMovie, 599
Outlook files into Entourage, 712
pictures into PowerPoint, 559-564
settings into Entourage, 627-629
In an Open Workbook field, Excel, 479
In Line with Text Style option, Word, 265
Include Chapter Number check box, Word,
211-212
Increase (or Decrease) Font Size option,
Entourage, 653
indentation
Excel, 404
Word, 196
independent projects, Project Center, 729
InDesign, 157
Index and Tables dialog, Word
Index tab, 296, 298-299
overview, 293
Table of Authorities tab, 296, 303
Table of Contents tab, 294-296
Table of Figures tab, 296, 301-302
indexes, Word, 296-300
Indezine Web site, 138, 537
Indicators Only, and Comments on Hover
option, Excel, 417
Initial Column Width option, Word, 246
Input Menu tab, Word, 194
Input volume slider, Word, 153-154
Insert As pop-up menu, Word, 210-211
Insert button
Clip Gallery, 79
Word, 194-195
Insert Comment feature, Excel, 415-417
Insert Frame button, Word, 266-269
Insert from File dialog, Word, 339
Insert menu
Excel, 416
Word, 274
Insert Merge Field pop-up menu, Word, 287
Insert Movie dialog, PowerPoint, 586-588
Insert New Layout button, PowerPoint, 545
Insert New Master button, PowerPoint, 544
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Insert Sound dialog, PowerPoint, 581-582,
589, 592
Insert table button, Word, 245
Insert Table dialog
PowerPoint, 566
Word, 241, 246-247, 249
Insert Watermark dialog, Word, 307
Insert with Font button, Word, 194
InsertFieldChars command, Word, 324
inserting
charts in PowerPoint, 564-565
comments in Excel, 416-417
insertion cursor
PowerPoint, 556
Word, 149
installation options, 12
instant messaging (IM), 19, 21, 135, 615,
686-687
interactive Web technologies, 129
interface, Office 2008, 12, 28-30
Internet Explorer, 136, 172
Internet-accessible file locations, Excel,
471
interviews, 138
invitations
Entourage
accepting, 705-706
declining, 707
to events, 702-704
overview, 705
receiving acceptances, 707-708
receiving rejections, 707-708
sending new, 692
tentatively accepting, 706
Project Center, 759-760
iPhone, 141
iPhoto
folder, 81
PowerPoint, 18, 600-601
Word, 348
.iqy file extension, 469
ISERROR function, Excel, 440
Italics option, Word, 187
iTunes, 137, 155
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J

Japanese language features, Word, 237
Jelen, Bill, 137

JMF (Junk Mail Filter), Entourage, 20, 667-669

joins, Excel, 487
jump cut, PowerPoint, 512
junk mail, Entourage
filtering, 20
rules, 667-669

Junk Mail Filter (JMF), Entourage, 20, 667-669

K

Keep Lines Together check box, Word, 201

Keep with Next check box, Word, 201
kerning, Word, 190-192
Kerning for Fonts option, Word, 192
key combinations, 5
keyboard, full access, 159
Keyboard button, Word, 165
keyboard shortcuts

assigning, 63-64

Excel, 371

PowerPoint, 528

Word, 164-166, 242
keywords, 78, 130
Keywords tab, 79
Kind sort heading, 46-47

L

Label Options dialog, Word, 283-285
labels, Word
merging from database, 285-287
merging to catalog, 288
multiple identical, 282-285
overview, 282
Labels dialog, Word, 283-284
Language dialog, Word, 217, 236-237
languages, Word
changing for selections, 236-237
default, 235-236
enabling Japanese, 237-238

latency, Project Center, 770
launching applications, 28, 38-39
layers

background, 111

overview, 111

top, 111-112
Layout Master

overview, 118

PowerPoint, 539
Layout options, Entourage, 713
layouts, Word, 146-147
LDAP (Lightweight Directory Access

Protocol)

overview, 20, 614, 694

setting up accounts, 694

using, 694-696
leap-year bug, Excel, 412
Learn More About option, 132
ledger sheets, Excel

data entry, 360-361

opening, 358-359

overview, 16, 357, 373

text entry, 360-361
legal professionals, help for, 141-142
letter spacing, Word, 190-191
Letter Wizard

overview, 46

Word, 169
letterhead documents, 41, 122
Levels tab, Entourage, 668
Lightweight Directory Access Protocol

(LDAP)

overview, 20, 614, 694

setting up accounts, 694

using, 694-696
limited-access Web services, Excel, 471
Line and Page Breaks tab, Word, 201
lines

curvy, 107-108

numbering in Word, 221-222

spacing in Word, 190

style in Word, 245, 247

types of in Excel, 404

weight in Word, 245, 247
Lines and Connectors option, 107



linking
audio and video in PowerPoint, 591
events in Entourage, 704

Links button, Entourage, 647

Links dialog, Excel, 471

Links pane, Entourage, 704

List Entries list, Excel, 386-387

List Manager toolbar, Excel, 16, 479,

484, 486

List Name field, Excel, 484

list of tabs, Word, 205

List Sheet option, Excel, 375

list sheets, Excel, 40, 359, 373, 376, 478

List style type, Word, 216
List Styles tab, Word, 198
List view
Entourage, 697
overview, 11
List with Kind view, 46
List with Preview view, 11, 46
List Wizard
Excel, 375, 478-485
overview, 40, 45
lists
Excel
defined, 477
managing, 16
options, 483-485
quick, 485-486
rules, 478, 485
Word, 195
live chat, Messenger, 21
live presentations, PowerPoint
black screen, 606
navigating slideshows, 607
overview, 606
Pen tools, 606-607
white screen, 606
live sharing, Excel, 17
Live@edu program, 712
Lock Anchor check box, Word, 267
locked toolbars, 66
Lost and Found template, Word, 180
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M

Macintosh Business Unit (MacBU)
Entourage, 66, 611, 640
Excel, 376-377
help resources, 129
user groups, 140
Word, 159
macros, 30, 136
Mactopia Web site, 25, 34, 126, 135-136
mail. See also Entourage
creating in Word, 649
merging in Word, 277-279, 293
sharing PowerPoint presentations
via, 601
Mail & News Preferences pane, Entourage,
641-642
Mail Format setting, Entourage, 641
Mail Merge Manager
completing merge, 290-292
Create New pop-up menu, 288
data sources, 288-289
Document Type options, 279, 285
envelopes, 279-282
form letters, 277-279
Get List option, 288
help resources, 277-278
labels, 282-287
Merge Data Range pop-up menu, 291
Merge to a New Document option, 291
Merge to E-Mail option, 292-293
Merge to Printer option, 291
overview, 15, 277
previewing, 289-290
test run, 290-291
Mail PDF option, Word, 348
Mail Recipient dialog, Word, 292
mail rules, Entourage
junk mail, 667-669
mailing list, 669-670
making, 671-673
overview, 667
schedules, 674-675
Mail Security tab, Entourage, 634-635
Mail tab, Project Center, 744, 765-766



792 Office 2008 for Mac All-in-One For Dummies

Mailing Label Wizard

overview, 45

Word, 169
Mailing List Manager, Entourage, 669
mailing list rules, Entourage, 669-670
Mailing List tab, Entourage, 669-670
Manual Formatting option, Word, 293

Manually Set Project Watch Folders option,

Project Center, 734
mapping contacts, Entourage, 690
margins
Excel, 373, 493-494
Word, 207, 342
Margins button, Excel, 373
Margins dialog, Word, 342
Margins tab
Excel, 493-494
Word, 207
Mark Citation dialog, Word, 304
marking tasks as completed,
Entourage, 721
master citations list, Word, 309
Master Pages feature, Word, 160, 322-323
Master toolbar, PowerPoint, 541-542,
544-545
masters, PowerPoint
adding additional, 544-545
Handout, 547-548
Layout, 542-546
Notes, 546-547
overview, 539
Slide, 540-542
math in electronic forms, 334-335
MathType, 125
.mdb databases, 489
Me contact, Entourage, 684-685
media actions, PowerPoint, 570
Media button, PowerPoint, 581, 587
MediaConverter Web site, 594
medical professionals, help for, 141-142
menu bar
overview, 29, 56, 58
Word, 148
menus
adding commands to, 59-61
assigning keyboard shortcuts, 63-64

changing command button icons, 62-63
commands, 5
context-sensitive, 149
customizing Entourage, 66-67
customizing Project Center, 66-67
Elements Gallery, 55-57
overview, 55, 59
pop-up menus, 57-58
removing commands from, 61
renaming, 64-65
resetting, 64-65
sharing, 65-66
trashing, 64-65
Merge to a New Document option,
Word, 287, 291
Merge to E-Mail option, Word, 292-293
Merge to Printer option, Word, 287, 291
merging. See also Mail Merge Manager
cells in Excel, 404, 438, 478
cells in Word, 245
changed documents in Excel, 419-420
changed documents in Word, 227
MERP (Microsoft Error Reporting Program)
2.0, 140
Mesh.com, 136, 471
Message option, Project Center, 761
messages, e-mail. See Entourage
Messenger, 19, 21, 135, 615, 686-687
Messenger button, Project Center, 771
.mht (Single File Web Page) format, 170,
172, 183, 364
Microsoft Access 2007, 26-27, 489
Microsoft Accounting Express 2009, 26
Microsoft Entourage
Address Book, 283, 636-637, 683-684, 691
automating, 617-618
Calendar, 615-616, 637-638, 697-713
contacts, 614-615, 653, 684-691
creating e-mail in, 648
customizing, 66-67, 617
database maintenance, 618-620
Edit menu, 653-654
File menu, 651-653
importing settings from previous
versions, 627-628
MVPs, 138-139



My Day feature, 26, 616
notes, 615-616
overview, 4, 19-21, 611-614, 649-651
palettes, 655-656
preferences, 635-642
Project Center, 4, 617
Script menu, 656
tasks, 457, 616
toolbar, 655-656
View menu, 654-655
Microsoft Error Reporting Program
(MERP) 2.0, 140
Microsoft Excel
cells, 360-361, 371, 379-396, 402-407,
414-415
charts, 17, 95-101, 138, 441-448, 451-455
columns
names, 478, 481-483
number of, 371
values, 481-483
widening, 438, 461
customizing, 59-64
Dock icon, 366, 374
Elements Gallery, 94-95
file formats, 361-364
Formatting Palette, 371-372
Help feature, 371, 381, 394, 403, 439, 487
ledger sheets, 357-361
MVPs, 137-138
overview, 3, 15-17, 357
sheet types, 373-377
Web options, 473-474
workbooks
absolute references, 397-399
automatically filling cells, 384-388
cell formulas, 390-396
clearing cells, 382-383
cursors, 383-384
distributing “as is”, 472
editing cells, 379-382
General format, 388-389
naming cells, 379-382
overview, 379
preparing for Web, 471-472
relative references, 396-399
saving, 364-367
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selecting cells, 379-382
viewing, 367-371
worksheets
copying, 433-434
moving, 433-434
protecting, 459-460
unprotecting, 459-460
Microsoft Exchange Server. See Exchange
Server
Microsoft Graph, 92, 102-103
Microsoft Internet Explorer, 136, 172
Microsoft Live Web site, 615
Microsoft News Server, 676-677
Microsoft Office 2004, 33, 124-127
Microsoft Office 2008. See Office 2008
Microsoft Office 97, 124-125
Microsoft Office Communications
Server 2007, 21
Microsoft Office Live, 19
Microsoft Office Web site, 136
Microsoft OneNote 2007, 25, 27, 152
Microsoft Outlook, 26, 712
Microsoft PowerPoint
animation
animation events, 572-573
categories of, 569-570
changing, 575
charts, 575-576
effects, 573-574
overview, 569
slide transitions, 511-512
text, 570-573
audio
adding to presentations, 518-519,
580-585
animation effects, 589-590
overview, 590-593
slide transitions, 511-512
backgrounds, 530-533
charts
animation, 575-576
inserting, 564-565
creating presentations, 523-524, 527-528
customizing, 59-64
drawings, 18
Editing mode, 506-507



794 Office 2008 for Mac All-in-One For Dummies

Microsoft PowerPoint (continued)
embedded graphs, 93
handouts, 595-598
Help button, 122
live presentations, 606-607
MVPs, 138
Normal View, 507-508
overview, 4, 17-19, 505-506
Presentation mode, 506-507
Slide Sorter View, 509-513
slides

adding CD tracks to, 584
copying, 511
deleting, 511
new, 528-529
order, changing, 510-511
pasting, 511
selecting, 510
transition options, 512-513
tables, 565-567
text
animation, 570-573
formats, 555-558
video
adding to presentations, 586-588
compatibility, 593-594
controlling, 589-590
embedding, 591
linking, 591
narration, 586
playing with slides, 580
views
Normal View, 525
Notes Page View, 526
Slide View, 525
switching, 526-527

Microsoft Project, 26-27, 448, 728

Microsoft Project Center
adding files, 768
customizing, 66-67
notes, 773
opening files, 769
opening projects, 740-742
overview, 617, 729, 766-767
removing files, 769
sending files, 769-770

sharing files, 768-769
sharing projects
changing settings, 752
consistency, 731
overview, 743
Project Sharing Assistant, 747-751
security, 730-731
selecting which to share, 747
shortcuts, 752-753
single-user, 729-730
starting projects
associated items, 734-735
file location, 734-735
Finder Tools, 735-736
framework, 732-733
overview, 732
rules, 735-736
summary of choices, 737
unsharing files, 768-769
when to use, 727-729

Microsoft Publisher 2007, 26, 27, 158, 316

Microsoft Query, 27, 487
Microsoft Register, 237-238
Microsoft Remote Desktop Connection
Client, 127, 135
Microsoft Silverlight, 21-22
Microsoft SQL Server, 27
Microsoft Visio, 27
Microsoft Word
AutoCorrect, 162
automatic tasks
abstracts, 305-306
executive summaries, 305-306
indexes, 296-300
line numbering, 221-222
numbered lists, 196-197
overview, 293
tables of authorities, 302-305
tables of contents, 293-296
tables of figures, 300-302
AutoRecover, 174-176
charts, 95-101, 444-446
closing, 176
comparing documents, 173-174
compatibility preferences, 162-163
customizing, 59-64
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documents Merge to Printer option, 291
bookmarks, 213 overview, 277
breaks, 208-209 previewing, 289-290
changing name, 177 test run, 290-291
columns, 209 opening documents, 145-147, 167
comparing, 173-174 overview, 3, 14-15
footers, 209-213 Preferences pane, 161-162
headers, 209-213 printing
margins, 206-208 advanced options, 349
opening multiple, 336-338 Copies & Pages dialog, 350
privacy options, 180 overview, 341, 347, 349
saving as templates, 180-181 Page Setup dialog, 342-344
security options, 178-179 to PDF files, 348
sending, 184 presets, 348
themes, 214, 252-256 previewing documents, 345-346, 349
titles, 148, 150 Print button, 347
extracting text, 172 printers, 347-348, 351-353
file formats, 181-184 special options, 350-351
Finder, 173 privacy options, 180
fonts, 162, 186—-187, 284, 321 saving documents, 176, 180-181
footers, 209-213, 327 security, 178-179
graphs, 93-94 sending documents, 184
headers, 209-213, 327 tables
keyboard shortcuts, 164-166 creating, 243-247
labels formatting, 247-252
merging from database, 285-287 overview, 261-263
merging to catalog, 288 styles, 256-261
multiple identical, 282-285 themes, 252-256
overview, 282 from Web, 263-264
languages templates, 167-169, 320-321
changing for selections, 236-237 text
default, 235-236 bullets, 195-199
enabling Japanese, 237-238 creating new styles from, 215-216
Mail Merge Manager Drop Cap feature, 189
completing merge, 290-292 extracting, 172
Create New pop-up menu, 288 Formatting Palette, 186-189
data sources, 288-289 numbering, 195-199
Document Type options, 279, 285 overview, 185-186
envelopes, 279-282 pagination, 201
form letters, 277-279 paragraph formatting, 199-200
Get List option, 288 spacing, 190-193
help resources, 277-278 special characters, 193-195
labels, 282-287 subscripts, 193
Merge Data Range pop-up menu, 291 superscripts, 193
Merge to a New Document option, 291 tabs, 201-206

Merge to E-Mail option, 292-293 wrapping, 267, 311
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Microsoft Word (continued)
toolbars, 160-161
Views, 40, 147-160
Web pages, 170-172
opening, 170-171, 336
overview, 336
saving, 171-172, 336
wizards, 169-170
military-time format, Excel, 412
minus sign (-), 389
Mirror Margins check box, Word, 207
Modify button, Excel, 482
Modify Style dialog, Word, 259-260, 296
Month button, Project Center, 758
More Help on This Function link, Excel,
394-395
More tables button, Word, 243
Most Valuable Professional (MVP) sites
Entourage, 138-139
Excel, 137-138
overview, 6, 137
PowerPoint, 138
Word, 137
motion path animation, PowerPoint, 570
Mouse Click tab, PowerPoint, 583
Mouse Over tab, PowerPoint, 583
Move Chart dialog
Excel, 443
overview, 95
Move or Copy dialog, Excel, 433-434
Move with Text check box, Word, 267
Movie Options dialog, PowerPoint, 518-519
movies
My Day tutorial, Entourage, 723
saving special file formats as, in
PowerPoint, 518-520
sending in Entourage e-mail, 648
sharing PowerPoint presentations as,
598-600
moving
charts in Word, 265-266
sheets in Excel, 433-434
Modzilla Firefox, 78, 171
MP3 files, 12
MP4 files, 155
MS-DOS Formatted Text (.txt) format, 364

MSN Messenger, sharing with, 601
music. See audio, PowerPoint
MVP (Most Valuable Professional) sites

Entourage, 138-139

Excel, 137-138

overview, 6, 137

PowerPoint, 138

Word, 137
My Day feature, Entourage

day, changing, 722

movie tutorial, 723

overview, 616, 721

preferences, 723

tasks, creating, 722

time range, changing, 722

viewing, 721-722
My List Has Headers check box, Excel, 479
My Templates folder

Excel, 375

Project Gallery, 41-43

Word, 181
My Themes folder, 43, 121
MySpace, 19

N

Name box, Excel, 381-382
Name field, Project Center, 732
Name pop-up menu, Excel, 402
Name sort heading, 46-47
naming cells, Excel, 379-382
narration, PowerPoint
overview, 577
recording, 578-579
rehearsing timing, 578
video, 586
navigating slideshows, PowerPoint, 607
Navigation button, Word, 150
Navigation pane, Word, 148, 150, 157-158,
279
negative indentation, Word, 190
nesting, Excel, 436-437
New button
Entourage, 647
overview, 62



Project Center, 760-761, 771

Word, 146
New Category . . . button, Clip Gallery, 78
New Citation Source dialog, Word, 309
(New Column) cell, Excel, 485
New Comment button, Word, 227
New Data Source feature, Word, 288-289
New Documents Gallery, Project

Gallery, 11

New Documents tab, Project Gallery, 11
New Event pane, Entourage, 700-701, 703
New Event toolbar, Entourage, 66-67
New Folder button, Word, 177
New Keyword . . . button, Clip Gallery, 79
New Note window, Entourage, 718
New option, Entourage, 651-652
New Project Wizard, Project Center

associated items, 733-735

file location, 733-735

Finder Tools area, 735-736

framework, 732-733

rules, 735-736

summary of choices, 737
New Style . . . button, Word, 215
New Style dialog, Word, 215-217, 260-261
New tab, Word, 146, 168
New toolbar button, Project Center, 744
News Server, 676-677
News tab, Entourage, 671
newsgroups

Entourage, 630, 675-681

overview, 133-134
Newsletter template, Word, 319
Next button, Excel, 480
Next change button, Word, 229
Next Page button, Word, 151
Next/Previous page, Word, 148
No Comments or Indicators option,

Excel, 417

non-contiguous cell range, Excel, 380
None layout, Entourage, 644, 662-664
Normal (.dotx) template, 169, 219
Normal View

Excel, 367, 369, 409, 414, 449

PowerPoint, 507-508, 525
Note and Handouts tab, PowerPoint, 598

Index

Note option, Project Center, 761
Notebook Layout View, Word, 146,
152-156, 306
notebook rings, Word, 155
notes
Entourage
events, 701
list, 718
making, 718
overview, 21, 615-616, 717-718
printing, 718-719
Project Center, 773
Notes Master, PowerPoint, 539, 546-547
Notes Page View, PowerPoint, 526
Notes tab, Project Center, 744, 773
Notes to Self, Project Center, 733
Notes View, PowerPoint, 596-597
number formats
Excel, 389, 402-404, 438
PowerPoint, 533-535
Word, 211-212
Number of pages button, Word, 211
Number section, Excel, 403
Numbered tab, Word, 198
numbering
PowerPoint, 533-535
Word
applying, 195-196
automatic numbered lists, 196-197
Outline Numbered tab, 198-199
overview, 195
Restart Numbering option, 197
special, 198
turning on/off, 188, 197
Numbering category, Word, 188
Numbering option, Word, 217, 222
Numbers button, Word, 197

0

Object dialog, Word, 338-339
Object Palette
clip art, 72, 75-80
overview, 70, 72-73
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Object Palette (continued)
photos, 73, 80-86
shapes, 72-75, 107, 450
symbols, 72, 80, 450
OCR (Optical Character Recognition),
Word, 264
ODBC (Open Database Connectivity) driver
buying, 489
installing, 488-489
reading Access files, 27
Office 2004, 33, 124-127
Office 2008. See also Entourage; Excel;
PowerPoint; Project Center; Word
automation incompatibility, 30-31
compatibility with earlier versions, 31-36
editions of, 26-27
Entourage, 19-21
Excel, 15-17
file format compatibility, 27
interface, 28-30
Mac versus Windows versions, 25-27
Messenger, 21
new features, 23-24
overview, 3, 9-10
PowerPoint, 17-19
Project Gallery, 10-14
Silverlight, 21-22
VBA, 15
Web sites, 135-136
Word, 14-15
Office 97, 124-125
Office Address Book option, Word, 289
Office Communications Server 2007, 21
Office Online Clip Art collection, 76
Office Themes and PowerPoint Templates
option, PowerPoint, 516
OfficeArt, 73-74
OfficeLive, 136, 471-472
OLE objects, Excel, 446
On Click option, PowerPoint, 572
On Right layout, Entourage, 643-644,
660-661
OneNote 2007, 25, 27, 152
Online . . . button, Clip Gallery, 76-77
Open Copy button, Project Gallery, 13, 50
Open Data Source option, Word, 289

Open Database Connectivity (ODBC) driver
buying, 489
installing, 488-489
reading Access files, 27
Open dialog
Excel, 470
PowerPoint, 515
Word, 174, 176, 227, 264
Open feature, 33
Open Other button, Project Gallery, 13, 47
Open Task button, Entourage, 722
Open With option, 28
Open XML Converter, 33-36, 126
opening
documents in Word, 145-147, 167
Organizer, 217-218
Spaces, 29
special file formats in PowerPoint,
515-517
Optical Character Recognition (OCR),
Word, 264
Options button, Word, 195
Options pop-up menu, PowerPoint,
565-566
Options tab, Entourage, 633
organization charts, 31, 105
Organizer
Entourage, 614-617
opening, 217-218
Word, 217-219
orientation
of cells in Excel, 404
of pages in Word, 342-343
of worksheets in Excel, 372
Original option, Word, 229
Original Showing Markup option, Word,
227, 229
Outgoing tab, Entourage, 671
Outline Numbered tab, Word, 198-199
Outline tab, PowerPoint, 525
Outline View
PowerPoint, 524
Word, 149
Outlook, 26, 712
Outside border button, Word, 245
overlays, Project Center, 756-758



Overview tab, Project Center
Calendar, 745-746
customizing, 746
overview, 744
tasks, 745-746
toolbars, 744-745

) 4

Page Break Before check box, Word, 201
Page Break Preview, Excel, 367
page breaks
Excel, 367-368, 370
Word, 208
Page Design pop-up menu, Word, 169
page indicator, Excel, 368-369
Page Information, Word, 148, 151
Page Layout button, Excel, 494, 497
Page Layout View, Excel, 367-369, 494,
496-497
Page number button, Word, 211
Page Numbering section, Word, 212
Page Setup button, Word, 207, 280-281
Page Setup dialog. See also printing
Excel
Margins tab, 373, 493-494
Options button, 502
overview, 491
Page tab, 498
Print settings, 500
Sheet tab, 373, 492-493, 498
Word
formatting for particular printer, 343
overview, 342
paper size, 344
settings, 342-343
pagination, Word, 201
palettes, 70-72
paper size
Excel, 502
Word, 280-281, 344
Paragon NTFS for Mac OS X, 31, 127
Paragraph dialog, Word, 190, 201, 217
Paragraph style type, Word, 216
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paragraphs, Word
formatting, 199-200, 217
marks, 202, 235
spacing, 190
Parallels Desktop for Mac Windows virtual
machine, 31, 127
parameter queries, Excel, 487
parentheses, Excel, 436
Password to Modify option, Word, 178
Password to Open option, Word, 178
password-protected presentations,
PowerPoint
opening special file formats, 517
saving special file formats, 520-522
Paste as Picture menu option, Word, 270
Paste Special dialog, Excel, 411, 430-432,
445, 447
pasting, in Excel
data from Web, 468
HTML code into cells, 471
objects, 432
overview, 429-431
pictures, 432-433
Transpose option, 431
pathnames, 54
pattern palette, Excel, 405
Pattern pop-up menu, Excel, 407
Pause button, Word, 154
PDF (Portable Document Format)
PowerPoint, 520-521, 595
Project Center, 12
saving files as, 123-124
Word, 158, 182, 264, 348
PDF Security Options dialog, PowerPoint,
521-522
PDF-X format, 348
Peltier, Jon, 138, 448, 763
Pen tools, PowerPoint, 606-607
Personal Information Manager (PIM),
Entourage
addressing, 683-684, 691-693
contacts
adding, 685-686
custom fields for, 691
custom views for, 688
deleting, 691
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Personal Information Manager (PIM),
Entourage (continued)
exporting, 690
finding, 688
grouping, 688-689
mapping, 690
Me contact, 684-685
printing, 687
LDAP directory services, 694-696
overview, 19, 614, 683
Personal View, Excel, 425
Photo Booth, 586
photos. See pictures
Pick a Style list, Word, 214
picture pop-up menu, Word, 320
pictures. See also slides, PowerPoint
batch importing into PowerPoint, 559-564
downloading in Entourage, 639, 647
Object Palette, 80-83
pasting in Excel, 432-433
saving special file formats as pile of in
PowerPoint, 522
sending in Entourage e-mail, 648
PIM (Personal Information Manager),
Entourage
addressing, 683-684, 691-693
contacts
adding, 685-686
custom fields for, 691
custom views for, 688
deleting, 691
exporting, 690
finding, 688
grouping, 688-689
mapping, 690
Me contact, 684-685
printing, 687
LDAP directory services, 694-696
overview, 19, 614, 683
PivotTables, Excel, 486-487
placeholders, PowerPoint, 529, 556-558
Play button, Word, 154-155
Play Options dialog, PowerPoint, 584
Play Sound section, PowerPoint, 583
plus sign (+), 391
pointers
drawing, 108-109
PowerPoint, 606-607

Points and Above number box, Word, 192
POP server, 623-625
pop-up menus, 57-58
Portable Document Format (PDF)
PowerPoint, 520-521, 595
Project Center, 12
saving files as, 123-124
Word, 158, 182, 264, 348
Portrait orientation option, Excel, 372
positioning content, Excel, 404
Post a Question option, Microsoft Help, 133
PostScript (.ps) format, 348
.potx (PowerPoint Template), 42, 123
Power option, Word, 187
PowerPoint
animation
animation events, 572-573
categories of, 569-570
changing, 575
charts, 575-576
effects, 573-574
overview, 569
slide transitions, 511-512
text, 570-573
audio
adding to presentations, 518-519,
580-585
animation effects, 589-590
overview, 590-593
slide transitions, 511-512
backgrounds, 530-533
charts
animation, 575-576
inserting, 564-565
creating presentations, 523-524, 527-528
customizing, 59-64
drawings, 18
Editing mode, 506-507
embedded graphs, 93
handouts, 595-598
Help button, 122
live presentations, 606-607
MVPs, 138
Normal View, 507-508
overview, 4, 17-19, 505-506
Presentation mode, 506-507
Slide Sorter View, 509-513



slides
adding CD tracks to, 584
copying, 511
deleting, 511
new, 528-529
order, changing, 510-511
pasting, 511
selecting, 510
transition options, 512-513
tables, 565-567
text
animation, 570-573
formats, 555-558
video
adding to presentations, 586-588
compatibility, 593-594
controlling, 589-590
embedding, 591
linking, 591
narration, 586
playing with slides, 580
views
Normal View, 525
Notes Page View, 526
Slide View, 525
switching, 526-527
PowerPoint 97-2004 (PPT) format, 32-33
PowerPoint packages, 517-518,
591-592, 601
PowerPoint Template (.potx), 42, 123
PPT (PowerPoint 97-2004) format, 32-33
precedence, Excel, 436
Preferences dialog
Entourage, 657
PowerPoint, 516, 549-551
Project Center, 742-743
Preferences pane, Word, 161-162
Presentation mode, PowerPoint, 506-507
presentations, PowerPoint
creating, 523-524, 527-528
live, 606-607
Presenter Tools View, PowerPoint, 506-507
Presets area, Excel, 406-407
Presets pop-up menu, Entourage, 713
Press New Keyboard Shortcut box
overview, 63
Word, 166

Inder 801

Preview pane, Entourage, 624-625, 643-646
previewing
documents in Word, 345-346, 349
Mail Merge, 289-290
presentations in PowerPoint, 547, 588
Previous change button, Word, 229
Previous page button, Word, 148, 151
Print & Fax dialog, Word, 343, 348
Print button, Word, 347
Print current topic button, Microsoft
Help, 130
Print dialog
Excel, 499-500
PowerPoint, 520, 596-598
Word, 124, 291, 347-349, 351
Print Layout View, Word, 149-152
Print pane, Entourage, 712-713,
718-719, 721
Print pop-up menu, Entourage, 713
Print Preview, 345-346
print quality, Excel, 498-502
print scaling options, Excel Formatting
Palette, 372
Print section, Page Setup dialog, Sheet tab,
492-493
Print Settings dialog, Excel, 500-502
Print Titles button, Excel, 373
Print Titles section, Excel, 492
Print What pop-up menu, Word, 350-351
printer drivers, 341
printing
Entourage
Calendar, 712-713
contacts, 687
tasks, 721
To Do lists, 721
Excel
footers, 494-496
headers, 494-496
overview, 491
paper size, 502
print quality, 498-502
watermarks, 497
PowerPoint
handouts, 596-598
overview, 595
to PDF files, 595
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printing (continued)
Word
advanced options, 349
Copies & Pages dialog, 350
overview, 341, 347, 349
Page Setup dialog, 342-344
to PDF files, 348
presets, 348
previewing documents, 345-346, 349
Print button, 347
printers, 347-348, 351-353
special options, 350-351
privacy options, Word, 180
.prn (Space Delimited Text) format, 363
product version number, 131
Products heading, Mactopia Web site, 34
programming options, 126-128
Project application, 26-27, 448, 728
Project Center
adding files, 768
customizing, 66-67
notes, 773
opening files, 769
opening projects, 740-742
overview, 617, 729, 766-767
removing files, 769
sending files, 769-770
sharing files, 768-769
sharing projects
changing settings, 752
consistency, 731
overview, 743
Project Sharing Assistant, 747-751
security, 730-731
selecting which to share, 747
shortcuts, 752-753
single-user, 729-730
starting projects
associated items, 734-735
file location, 734-735
Finder Tools, 735-736
framework, 732-733
overview, 732
rules, 735-736
summary of choices, 737
unsharing files, 768-769
when to use, 727-729

Project Center tab, Project Gallery, 50-51
Project Contacts, Project Center, 771-772
Project Gallery
blank documents, 39-41
categories, 41-45
creating presentations from, 524
customizing, 51-54
Envelope Wizard, 46
Excel, 375-377
finding files in, 771
launching, 38-39
Letter Wizard, 46
List Wizard, 45
Mailing Label Wizard, 45
New tab, 11-12
Open Other button, 47
overview, 10-14, 37-38
Project Center tab, 12-13, 50-51
Recent tab, 12
recently used files, 47-50
searching, 47
Settings tab, 14
viewing content, 46-47
Project Palette, 71, 90, 774-776
Project Properties dialog, Project
Center, 752
Project Sharing Assistant, Project Center,
747-1751
project tagging, Entourage, 20
projects. See Project Center; Project
Gallery
Projects button, Entourage, 647
projects list, Project Center
opening projects, 740-743
overview, 739-740
Promote button, SmartArt, 105
Prompt for Document Properties check
box, Word, 180
proofing, PowerPoint
Comment feature, 552
Flag for Follow Up tool, 552-553
overview, 549
spelling, 549-551
Properties button, Clip Gallery, 78
Protect Document button, Word, 179
Protect Shared Workbook dialog, Excel,
417, 424, 426



Protect Sheet dialog, Excel, 460
protecting
shared workbooks in Excel, 426-427
worksheets in Excel, 459-460
.ps (PostScript) format, 348
PST (Outlook) files, 712
Publisher application, 26-27, 158, 316
Publishing Layout View, Word, 146, 156-
160, 267, 306, 315, 317-319, 322-323
publishing periodicals, Word
font formatting controls, 321
master pages, 322-323
overview, 318
static guides, 323
templates, 320-321
tools, 318-320
Purge Deleted Items option, Entourage, 653

0

-

QuarkXPress, 157

Query application, 27, 487
question mark icon, 133

Quick Reference Card, Word, 279
Quick Tables, Word, 56, 243
QuickStyles, 118

QuickTime Pro, 592-594
QuickView window, 173
quotation mark (?), 389

R

range indicator, Excel, 386

Range tool, Excel, 370

reading e-mail, Entourage, 641, 647

Read-Only Recommended check box,
Word, 179

RealBasic, 30

rebuilding databases, Entourage, 618-620

Receiving Mail category, Entourage, 632

Recent Items section, Project Center,
775776

Recent tab, Project Gallery, 13, 48-50

recently used files, 11-12, 37, 47-50

Index 803

Recheck compatibility button, 124-125
Recipients List, Word, 285
Recommended Options For pop-up menu,
Word, 162
Record Narration feature, PowerPoint, 577
Record Sound dialog, PowerPoint, 584
recording audio
Photo Booth, 586
PowerPoint, 578-579
Word, 152
Recover Text from Any File option,
Word, 172
Recurring Event window, Entourage, 702
recurring events, Entourage, 702
Recurring Schedule dialog, Excel, 474
red squiggly lines
overview, 113
PowerPoint, 550
red-triangle comment indicator, Excel, 416
Reference Tools dialog, 71, 87-88, 448
references, Excel
absolute, 397-399
relative, 396-399
reflection feature, PowerPoint, 18
Refresh button, Project Center, 766
Refresh Message List option,
Entourage, 655
Register application, 237-238
Rehearse Timings feature, PowerPoint,
19, 577
rejecting
changes in Excel, 421-422
changes in Word, 228-229, 231
invitations in Entourage, 707-708
Related characters, Word, 195
relational databases, Excel, 487-490
relationship lines, 106
relative references, Excel, 396-399
reminders
Entourage
dismissing forever, 717
overview, 701, 715-716
snoozing, 716-717
PowerPoint, 552-553
Remote Desktop Connection Client,
127,135
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Remove button, Project Center, 745
Remove Criterion button, Entourage, 673
Remove Files from Project dialog, Project
Center, 769
Remove Personal Information from This
File On Save check box, Word, 179-180
removing
commands from menus and toolbars, 61
project files in Project Center, 769
renaming
items in Organizer, 219
menus and toolbars, 64-65
Repeat Column Headers on Each Printed
Page check box, Excel, 483-484
Replace as you type section, Word, 220
Replace button, Word, 148, 151
replying to e-mail, Entourage, 642
repositioning tables, Word, 263
Require Password to Copy Text, Images
and Other Content option, PowerPoint,
521-522
Require Password to Open Document
option, PowerPoint, 521
Require a Password to Print Document
option, PowerPoint, 522
resetting menus and toolbars, 64-65
resize handle, Excel, 382
resizing charts, Word, 265
Restart Numbering option, Word, 197
résumé templates, Word, 169
Resume Wizard, Word, 169
Reviewing and Track Changes feature,
Word, 174
Reviewing option, Word, 224
Reviewing toolbar
PowerPoint, 552
Word, 225-231
Revisions View, Word, 227, 229-230
.rge file extension, 653
Rich Text Format (.rtf), 167, 183
right-clicking, 5
Rindsberg, Steve, 138
Yows
borders in Word, 242, 261
drag handles in Excel, 360-361
height in Word, 261
number of in Excel, 371

RSS feeds, 138
rtf (Word 4.0-6.0/95 Compatible, Rich Text)
format, 167, 183
Rule Name field, Entourage, 672
Ruler
Excel, 368-369
Word, 148, 150, 201-202, 206-208, 242, 323
rules, Entourage
junk mail, 667-669
mail, 671-673
mail schedules, 674-675
mailing list, 669-670
overview, 20

S

Safari, 171
Safe Domains tab, Entourage, 668
Save As dialog
Excel, 366, 413, 425, 461
overview, 33, 122
Word, 176, 177
Save as Web Page dialog
Excel, 473-474
Word, 172, 336
Save AutoRecover Info Every: [X] Minutes
setting, Word, 175
Save Changes In pop-up menu, Word, 166
Save Data Only for Forms option, Word, 335
Save dialog
Excel, 497
PowerPoint, 520-521
Word, 335
Save Files in This Format drop-down list, 32
Save PowerPoint Files As drop-down
list, 33
Save preferences dialog
Excel, 366
PowerPoint, 516
Word, 177
Save Preview Picture with New Documents
check box, Word, 180
Save Theme button, 119, 121
Save Word Files As drop-down list, 32



saving

custom views in Entourage, 709-710

documents in Word, 176, 348

to new XML formats, 33-34

to old file formats, 31-32

presentations to CD in PowerPoint, 19

special file formats in PowerPoint,

517-522

as templates, 122-123

themes, 120-121

workbooks as Web pages in Excel, 17
scaling pictures, PowerPoint, 559
scanning signatures, Entourage, 665
Schedule section, Project Center, 775
Schedule tab, Project Center, 743, 755-763
schedules, Entourage, 674-675
School Newsletter template, Word, 319
Scrapbook

Excel, 442-444

overview, 86-87
screen-capture software, 519
ScreenTips, Word, 164
Scribble button, Word, 153, 156
Scribble tool, 107
Script menu, Word, 148, 150
Script menu options, Entourage, 656
Script Symbol menu, 128
scroll bars

Project Gallery, 44

Word, 150
Scroll buttons, Word, 148, 151
scrubbing, PowerPoint, 588
Search A-Z Index link, Entourage, 138
Search feature

Clip Art, 76

Entourage, 651, 664, 688-689, 693,

708-709

Excel, 394

PowerPoint, 581

Project Gallery, 44, 47-48

Word, 177-178
secret menus, Excel, 432-433
section breaks, Word, 208-209
section names, Word, 156
section tabs, Word, 156

Index 805

security
Entourage, 630, 639-640, 665
PowerPoint, 517
Project Center, 730-731
Word, 178-179, 231
Select a Starting Point to Open a New
Workflow dialog, PowerPoint, 560
Select All Cells button, Excel, 380
Select Browse Object button, Word, 148,
151
Select Changes to Accept or Reject dialog,
420-422
Select Data Source dialog
Excel, 452
overview, 98
Select File to Merge into Current Workbook
dialog, Excel, 419
selecting
cells in Excel, 360, 379-382
projects to share in Project Center, 747
rectangles, 106
slides in PowerPoint, 510
text in Word, 186
Selection Basket, 77
selection cursors, Excel, 383
Send to iPhoto dialog, PowerPoint, 600
Send to Mail Recipient as Attachment,
Word, 184
Send to Mail Recipient as HTML, Word, 184
Send to Microsoft Messenger Contact,
Word, 184
Send to Microsoft PowerPoint, Word, 184
sending
documents in Word, 184
feedback to Microsoft, 130-131
invitations in Entourage, 691-692
messages in Entourage, 691-692
project files in Project Center, 769-770
Service Level Agreement (SLA), 731
Services submenu, Entourage, 650
Set as default check box, Word, 246
Set Entourage to Be My Default E-Mail
Client option, Entourage General
Preferences, Entourage, 636
Set Up a Mail Account, Entourage, 621
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Set Up Show dialog, PowerPoint,
519-520, 538
Settings pop-up menu, Word, 342-343
Settings tab, Project Gallery, 14, 51-52, 54
Setup Assistant, Entourage
Account Settings, 631-635
adding additional accounts, 630
configuring accounts, 630-631
creating accounts, 622-627
importing accounts, 627-629
LDAP service, 694
news accounts, 676-677
overview, 621
shading
Excel, 407-409
Word, 188, 245, 248
shadow control, 101
shapes, 18, 74-75, 106-109, 120
Share button, Project Center, 744, 746, 759,
768, 773
Share Workbook dialog, Excel, 415, 423-427
sharing
files in other formats, 123-125
folders in Project Center, 747-749
items in Entourage, 710-711
menus and toolbars, 65-66
presentations in PowerPoint, 598-606
project files in Project Center, 768-769
projects in Project Center, 730-731,
747-753
workbooks in Excel, 415-427
Shearer, Gavin, 376-377
sheet options, Excel, 373
Sheet tab, Excel, 369-370, 374, 492-493
Shortcut Key option, Word, 217
shortcuts. See keyboard shortcuts
Show All Non-Printing Characters button,
Word, 202, 208
Show Attendee Status link, Entourage, 707
Show Audio Markers button, Word, 153
Show button, Word, 271, 323
Show filter, Word, 146
Show Hidden Marks option, Word, 299
Show Input Menu in Menu Bar option,
Word, 194

Show List Visuals pop-up menu, Excel,
483-484
Show Next option, Word, 212
Show Previous option, Word, 212
Show Shortcut Keys in Screen Tips check
box, Word, 164
Show Totals Row check box, Excel, 483-484
Show/Hide Audio controls button,
Word, 153
Show/Hide Full Dialog toggle button,
Project Gallery, 42, 123
Show/Hide Help topics, Microsoft Help, 130
Show/Hide toolbars option, Word,
148, 150, 255
Shrink to Fit check box, Excel, 404—405
signatures, Entourage, 665
Silverlight, 21-22
Single File Web Page (.mht) format, 170,
172, 183, 364
single-user projects, Project Center,
729-730
Site Navigation Map link, Entourage, 138
Size controls
Excel, 402
Word, 187, 268
SLA (Service Level Agreement), 731
slide layouts, PowerPoint, 528-529,
542-546
Slide Master, PowerPoint, 118, 540-542
Slide Master View, PowerPoint, 539-541
Slide Sorter View, PowerPoint
changing slide order, 510-511
copying slides, 511
deleting slides, 511
overview, 509-513
pasting slides, 511
selecting slides, 510
transition options, 512-513
Slide tab, PowerPoint, 598
Slide Themes tab, PowerPoint, 536-537
Slide View, PowerPoint, 508, 525
SlideBoom Web site, 606
Slide/Outline selector pane,
PowerPoint, 508



slides, PowerPoint

adding CD tracks to, 584

changing order, 510-511

copying, 511

deleting, 511

navigating, 607

new, 528-529

notes, 596-597

outlines, 597

pasting, 511

playing audio, 580-582

playing video, 580

previewing, 547

recording audio to, 584

selecting, 510

timing, 509, 512-513

transition options, 512-513
slide-sharing sites, 605-606
.slk (Symbolic Link) format, 364
Small Caps option, Word, 188
SmartArt

organization chart, 104-106

overview, 24

PowerPoint, 18, 535-536, 547

shapes, 107-109

Word, 15
Smith Micro Stufflt, 184
snoozing reminders, Entourage, 716-717
Soft return, Word, 316
solid shapes, SmartArt, 108
Solver add-in for Excel, 30
sorting messages, Entourage, 662
sound. See audio, PowerPoint
Sound and Music options, PowerPoint, 581
sound icons, PowerPoint, 590-591
Sound Input Device pop-up menu,

PowerPoint, 578-579

sound-editing software, 579
Space Delimited Text (.prn) format, 363
Spaces, opening, 29
spacing of text, Word, 190-193
spam, Entourage, 667, 675
Speak Selection command, Word, 166, 337
special characters, Word, 193-195
special effects, PowerPoint, 18, 569-573
Special Media edition, 613

Index 807

Speech toolbar, Word, 337
speed settings, PowerPoint, 512, 572
spell check
Entourage, 638, 648
overview, 113-114
PowerPoint, 549-551
Word
custom dictionaries, 234-235
languages, 235-238
overview, 232
running, 232-234
Speller Custom Dictionary (.dic) format,
183
Spelling and Grammar Preferences dialog,
Word, 116, 233-234, 239
Spelling Exclude Dictionary (.dic) format,
183
Spelling preferences
Entourage, 638
overview, 116-117
Spotlight
Entourage, 640, 657, 688
Excel, 366-367, 470
overview, 10, 12
Word, 173, 176, 264, 320, 336
SQL (Structure Query Language), 487-488
SQL Server, 27
squeezing shapes, Object Palette, 73-75
standard worksheets, Excel, 374, 376, 379
Start At option, Word, 222
Start options, PowerPoint, 572-573
Start Recording button, Word, 155
Start/Continue recording button,
Word, 154
static guides, Word, 323
Stop Automatically Creating Numbered
Lists option, Word, 197
Stop button, Word, 154-155
Stop Sharing button, Project Center, 752
Structure Query Language (SQL), 487-488
Student edition, 126
Stufflt Expander, 184
Style dialog, Word, 216-217, 257-260
Style list, Excel, 406-407
Style Type pop-up menu, Word, 217
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styles
Excel, 16
PowerPoint, 18
Word
applying, 214
creating, 215-217
overview, 214
tables, 256-261
subordinates, 105-106
Subscribe to the Entourage YouTalk List
link, Entourage, 139
subscripts
Excel, 402
Word, 188, 193
Suggestions section, Word, 233
SUM worksheet function, Excel, 392-393
Summarize option, Entourage, 651
Superior option, Word, 187
superscripts
Excel, 402
Word, 187, 193
Suppress Line Numbers check box, Word,
201
Switch between Header and Footer option,
Word, 213
Switch Identity option, Entourage, 651
switching
between applications, 30
between documents, 29-30
Symbolic Link (.slk) format, 364
symbols
Object Palette, 80
Word, 193
Sync Services preferences, Entourage, 640

T

tab placement, Word, 204-205
Tab Stop Position field, Word, 205
tab-delimited (.txt) format
Entourage, 653
Excel, 363-364
Word, 183, 263
Table AutoFormat button, Word, 245

Table AutoFormat dialog, Word, 247, 250,
256-257
Table Caption dialog, Word, 263
table handle menu, Word, 262
Table menu, Word, 242
Table name, Word, 243
Table of Contents Options dialog, Word,
295-296
Table of Contents (TOC), 293-296
Table of Figures Options dialog, Word, 302
Table Positioning dialog, Word, 254
Table Properties dialog, Word, 242
Table size section, Word, 246
Table style type, Word, 216
Table Styles tab, PowerPoint, 565
table tools, 241-243
tables
in electronic forms, 330
Excel, 477
PowerPoint, 565-567
Word
creating, 243-247
formatting, 247-252
overview, 261-263
styles, 256-261
themes, 252-256
from Web, 263-264
Tables and Borders toolbar, Word, 242, 245,
247-250, 255
Tables button, Word, 244
Tables Properties dialog, Word, 252-256
tabs
Excel, 459
Project Center, 743-746
Word, 201-206
Tabs button, Word, 201, 217
Tabs dialog, Word, 201, 204-205, 217
Tabs menu, Word, 201-202
Tabs Stops to be Cleared area, Word, 205
Task Manager, Entourage, 21
Task option, Project Center, 760
Tasks application
Entourage, 616, 719-721
Project Center, 728, 745-746, 758-759
Tasks section, Project Center, 775-776
team projects, Project Center, 729



templates
PowerPoint, 537
Project Gallery, 43-44
saving as, 122-123
Word, 167-168, 169, 320-321
tentatively accepting invitations,
Entourage, 706
text
Excel, 389, 402-404, 437
PowerPoint
animation, 570-573
formats, 555-558
Word
bullets, 195-199
creating new styles from, 215-216
Drop Cap feature, 189
extracting, 172
Formatting Palette, 186-189
numbering, 195-199
overview, 185-186
pagination, 201
paragraph formatting, 199-200
spacing, 190-193
special characters, 193-195
subscripts, 193
superscripts, 193
tabs, 201-206
wrapping, 267, 311
text boxes
PowerPoint, 525, 556-558
Word, 315-318
text form fields in electronic forms,
330-331
Text Form Fields Options dialog, Word,
330-331, 334
text layer, WordArt, 111
text messages, 21
Text option, Word, 222
Text pane, SmartArt, 105
text placeholders, PowerPoint, 525, 528,
556-558
themes
Excel, 16
overview, 119-122
PowerPoint, 18, 536-537
Project Gallery, 43-44
Word, 14

Index 809

THEN operator, Excel, 436-437
Then section, Entourage, 672-673
.thmx file extension, 121
3D pie chart, 101
Thumbnail mode, Word, 150
tilting text, Excel, 405-406
time formats, Excel, 412-413
Time Machine, 175-176, 653
timeline, Excel, 448
Timeline slider control, Word, 153-155
timing settings, PowerPoint,
509, 512-513, 578
tints, 120
title slides, PowerPoint, 528
To block option, Entourage, 693
To Do button, Entourage, 647
To Do lists, Entourage, 636-637, 719-721
TOC (Table of Contents), 293-296
Today button, Project Center, 758
Toolbar Options dialog, Project Center, 744
toolbars
adding commands to, 59-61
assigning keyboard shortcuts, 63-64
changing command button icons, 62-63
commands, 5
context-sensitive, 149
dockable, 62
Elements Gallery, 55-57
Entourage, 21, 66-67, 617, 655-656
floating, 61
locked, 66
overview, 55, 59
Project Center, 66-67, 744-745, 759-761
removing commands from, 61
renaming, 64-65
resetting, 64-65
sharing, 65-66
trashing, 64-65
Word, 160-161, 242
Toolbox
Citations button, 308
Compatibility Report tab, 89, 124
Formatting Palette tab, 250, 450
Formula Builder tab, 393
Object Palette, 72-86, 314, 449
overview, 69-72
Project Palette, 90
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Toolbox (continued)
Reference Tools tab, 87-88
Scrapbook palette, 86-87, 444
Tools menu
Excel, 371, 419, 448, 457
Word, 155, 179, 225
ToolTips, Word, 273
Total row option, Excel, 485
Track Changes button, Word, 148, 152
Track Changes feature
Excel, 415, 417-423
Word, 192-193, 223-231
training, 130, 132-133, 138
transition gap, PowerPoint, 585
transition options, PowerPoint, 512-513
Transition Options pane, PowerPoint,
512-513
transition sounds, PowerPoint, 585
Transitions tab, PowerPoint, 512
Transpose option, Excel, 431
Triggers animation feature,
PowerPoint, 575
TRK button, Word, 224
TRUE value, Excel, 437
.txt (tab-delimited) format
Entourage, 653
Excel, 363-364
Word, 183, 263
Type option, Word, 196

U

Undo Automatic Numbering option,
Word, 197

Undo button, Word, 185

Undo change button, Word, 229

Undo history, Word, 185

unprotecting worksheets, 459-460

Unread Only option, Entourage, 655

unsharing project files, Project Center,
768-769

Update Field button, Word, 326

UpdateFields command, Word, 324

Use Separator pop-up menu, Word, 212

user accounts, 53

user feedback, 130

user groups, joining, 140

User icon, 43

User Information preferences, Word, 224
User Interface Guidelines, 57

UTF-16 Unicode Text (.txt) format, 364
Utilities folder, 92

4

values, Excel, 389, 451
variables, Excel, 390
VBA (Visual Basic for Applications), 15,
126-127
v-cards, Entourage, 614, 693
vector shapes, SmartArt, 108
vector-based patterns, SmartArt, 102
Verify and Complete Settings pane,
Entourage, 623-624
vertical controls
Excel, 404
Word, 267
video, PowerPoint
adding to presentations, 586-588
compatibility, 593-594
controlling, 589-590
embedding, 591
linking, 591
narration, 586
playing with slides, 580
video podcasts, 137
View buttons
Excel, 369-370
Word, 151, 172
View Date button, Project Center, 758
View Field Codes toggle button, Word, 326
View menu
Entourage, 654-655
Excel, 390, 479, 494, 496-497
Word, 147-151, 160, 216, 224, 229, 274, 293
View options, Word, 195, 229
ViewFieldCodes command, Word, 324
virtual machines, 127
Visio, 27
Visual Basic for Applications (VBA), 15,
126-127
VMWare Fusion, 31, 127



w

W key, 606
Warn before Printing, Saving or Sending a
File that Contains Tracked/nlChanges
or Comments check box, Word, 180
Watch Folders, Project Center, 730, 734,
745, 747-749
watermarks, Excel, 497
Web content, importing into Excel, 468-471
Web Layout View, Word, 149, 172, 228
Web Options dialog, Excel, 473-474
Web Page (.htm) format, 170, 183, 362, 472
Web page, saving as, 124
Web pages
creating with Excel, 472-475
opening with Excel, 470-471
opening with Word, 170-171, 336
overview, 336
saving special file formats as in
PowerPoint, 520
saving with Word, 171-172, 336
Web Receipts folder, Word, 348
Web tables, Word, 263-264
Week button, Project Center, 758
Welcome dialog, 53
When Selecting, Automatically Select
Entire Word check box, Word, 186-187
Where Do You Want to Put Your List?
section, Excel, 480
Where Is the Data for Your List? section,
Excel, 479
white screen, Power- Point, 606
widgets
Excel, 388
Word, 161
Widow/Orphan Control check box, Word,
201
Window menu, Word, 337
Windows Formatted Text (.txt) format, 364
With Previous option, PowerPoint, 572-573
WMV (Windows Media Video) format,
593-594

Index

Word
AutoCorrect, 162
automatic tasks
abstracts, 305-306
executive summaries, 305-306
indexes, 296-300
line numbering, 221-222
numbered lists, 196-197
overview, 293
tables of authorities, 302-305
tables of contents, 293-296
tables of figures, 300-302
AutoRecover, 174-176
charts, 95-101, 444-446
closing, 176
compatibility preferences, 162-163
customizing, 59-64
documents
bookmarks, 213
breaks, 208-209
changing name, 177
columns, 209
comparing, 173-174
footers, 209-213
headers, 209-213
margins, 206-208
opening multiple, 336-338
privacy options, 180
saving as templates, 180-181
security options, 178-179
sending, 184
themes, 214, 252-256
titles, 148, 150
file formats, 181-184
Finder, 173
fonts, 162, 186-187, 284, 321
footers, 209-213, 327
graphs, 93-94
headers, 209-213, 327
keyboard shortcuts, 164-166
labels
merging to catalog, 288
merging from database, 285-287
multiple identical, 282-285
overview, 282
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Word (continued)
languages
changing for selections, 236-237
default, 235-236
enabling Japanese, 237-238
Mail Merge Manager
completing merge, 290-292
Create New pop-up menu, 288
data sources, 288-289
Document Type options, 279, 285
envelopes, 279-282
form letters, 277-279
Get List option, 288
help resources, 277-278
labels, 282-287
Merge Data Range pop-up menu, 291
Merge to a New Document option, 291
Merge to E-Mail option, 292-293
Merge to Printer option, 291
overview, 277
previewing, 289-290
test run, 290-291
overview, 3, 14-15
Preferences pane, 161-162
printing
advanced options, 349
Copies & Pages dialog, 350
overview, 341, 347, 349
Page Setup dialog, 342-344
to PDF files, 348
presets, 348
previewing documents, 345-346, 349
Print button, 347
printers, 347-348, 351-353
special options, 350-351
privacy options, 180
security, 178-179
tables
creating, 243-247
formatting, 247-252
overview, 261-263
styles, 256-261
themes, 252-256
from Web, 263-264
templates, 167-169, 320-321

text
bullets, 195-199
creating new styles from, 215-216
Drop Cap feature, 189
extracting, 172
Formatting Palette, 186-189
numbering, 195-199
overview, 185-186
pagination, 201
paragraph formatting, 199-200
spacing, 190-193
special characters, 193-195
subscripts, 193
superscripts, 193
tabs, 201-206
wrapping, 267, 311-314
toolbars, 160-161
Views, 40, 147-160
Web pages
opening, 170-171, 336
overview, 336
saving, 171-172, 336
wizards, 169-170
Word 2003 XML Document, 183
Word 2008 Document (.docx) format, 33,
182
Word 2008 Macro-Enabled Document
(.docm) format, 33, 182
Word 2008 Macro-Enabled Template
(.dotm) format, 182
Word 2008 Template (.dotx) format, 42,
123, 169, 181-182, 219
Word 4.0-6.0/95 Compatible (.rtf) format,
167, 183
Word 97-2004 Document (.doc) format, 32,
182-183
Word 97-2004 Template (.dot) format, 183
Word Count button, Word, 148, 151
WordArt, 15, 18, 109-111, 120, 497
WordPerfect, 162
Work Hours setting, Entourage, 637
Work Offline option, Entourage, 650-651
Work Week button, Project Center, 758
Workbook Sharing mode, Excel, 418, 423



workbooks, Excel
absolute references, 397-399
automatically filling cells, 384-388
cell formulas, 390-396
clearing cells, 382-383
cursors, 383-384
distributing “as is”, 472
editing cells, 379-382
General format, 388-389
naming cells, 379-382
overview, 379
preparing for Web, 471-472
relative references, 396-399
saving, 364-367
selecting cells, 379-382
viewing, 367-371
workflows
Entourage, 617-618
PowerPoint, 562-563, 564
worksheets, Excel
copying, 433-434
moving, 433-434
protecting, 459-460
unprotecting, 459-460
Wrap Text check box, Excel, 404
Wrapping pane, Word, 312-313
wrapping text, Word, 311-315
writing style preferences, Word, 238-240

X

xla (Excel 97-2004 Add-In) format, 363

xlam (Excel 2008 Add-In) format, 34, 362

xls (Excel 5.0/95 Workbook) format, 364

xls (Excel 97-2004 Workbook) format,
32, 361, 364

xlsb (Excel 2008 Binary Workbook)
format, 33, 361, 363, 365

xlsm (Excel 2008 Macro-Enabled
Workbook) format, 33, 362

xlsx (Excel 2008 Workbook) format, 33,
361, 364-365

xlt (Excel 97-2004 Template) format, 361

xltm (Excel 2008 Macro-Enabled
Template) format, 34, 362

Index 813

Xxltx (Excel 2008 Template) format, 42, 123,
361

XML (eXtensible Markup Language) file
format, 15, 31, 181, 362

4

Yahoo!, 19
YouTalk, 139
YouTube, 18-19, 599

Z

.zip file extension, 365
zoom control

Excel, 372

Word, 319-320







