
• Symbols •
* (asterisk) wildcard character, 259
(...) (ellipsis), 26
? (question mark) wildcard character, 259
~ (tilde) wildcard character, 259

• A •
absolute references, relative references

compared to, 252
Accept or Reject Changes dialog

Excel, 292–293
Word, 145–146

accepting changes, 292–293
accounts

Administrator, 11
Ledger Sheets, 245

Action buttons (PowerPoint), 208–210
activating online reference tools, 94–95
adding

commands from toolbars, 28
contacts in Entourage Address Book,

335–337
elements to documents (Elements

Gallery), 76–77
formatting in Excel, 269–271
images to Word documents, 

50–51, 109–110
items to Scrapbook, 83–84
lines

to footers, 112–113
to headers, 112–113

media to PowerPoint presentations,
187–188

pictures in Excel, 266–268
shapes in Excel, 266–268
signatures to E-Mail messages, 318
special effects in Excel, 269–271

additional tools folder, 15
Address Book (Entourage)

contacts
adding, 335–337
creating, 334–335
finding, 337–339
removing, 337

groups, 340–341
overview, 299, 334
searches, 339–340
toolbar, 341–343
views, 339–340

Address Book (Entourage) pane, 366
Administrator account, 11
aligning objects in slides (PowerPoint),

191–195
Ambrosia Software Web site, 216
animating in presentations (PowerPoint)

Animation Effects dialog, 204–205
charts, 207–208
graphics, 202–207
SmartArt graphics, 207–208
text, 202–207

Animation Effects dialog, 204–205
Apple remote-control enabled

(PowerPoint), 21
applications

Clip Gallery, 50–51
linking information between, 24
My Day, 22, 373–374
preferences, 38–42
virus protection, 11

area charts, 264
assigning keyboard shortcuts, 32–33
* (asterisk) wildcard character, 259
attachments, E-Mail, 316–317
Audience view (PowerPoint), 231
Audio Notes toolbar, 387
audio recording in Word, 61
Authorgen Web site, 157
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AutoCorrect, configuring, 88–90
AutoCorrect pane, 281
autofilling cells (Excel), 249–250
AutoFilters, 257–258
AutoFormat, 90
automatic E-Mail set-up in Entourage,

306–308
Automator

support, 18
tips, 384–385

AutoText, 91
AutoUpdate, 13

• B •
Bajaj, Geetesh (technical reviewer), 233
bar charts, 264
Barnard, Fred, 264
Bilingual Dictionary (Word), 96
boundary lines, 126
Browse Object palette, 52–53
bubble charts, 264
Budgets Ledger Sheets, 245
buttons

Excel
Effects, 270
Format, 270
Shape, 269
smart, 248
Transparent Color, 270

PowerPoint
Action, 208–210
Next Slide, 231
Previous Slide, 231

radio, 41

• C •
Calculation pane (Excel), 282
Calendar (Entourage)

categories, 347–348
events

deleting, 347
printing, 347
scheduling, 345–346

holidays, 376
invitations and responses, 346–347

links, 347–348
overview, 300
projects, 347–348
switching views, 343–344

Calendar (Entourage) pane, 366
categories, Calendar, 347–348
cells, Excel

autofilling, 249–250
cell references, 286
copying and pasting data, 248–249
managing data in, 247
names, 238–239
range naming, 286

changes
accepting, 292–293
rejecting, 292–293
tracking, 291–292

characters, wildcard, 259
charts

animating in PowerPoint, 207–208
area, 264
bar, 264
bubble, 264
creating

in Excel, 264–266
in PowerPoint, 181–185

doughnut, 264
Elements Gallery, relationship to, 76
formatting Excel, 264–266
line, 264
overview, 17
pane, 281
pie, 264
radar, 264
scatter, 264
stock, 264
surface, 264

Choose a File dialog (Entourage), 348–349
Choose a Picture dialog

Excel, 275
Word, 113

Choose dialog (Excel), 288
clearing tab stops, 117
Clip Gallery

application, 50–51
online content, 375
overview, 374–375
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Clip Gallery dialog (Office 2008), 375
collaboration features

overview, 144
PowerPoint, 225–226
Track Changes, 145–146

Color pane (Excel), 282
column charts, 264
columns

creating, 120–121
Entourage, 362–363
names, 238–239

Command Properties dialog 
(Office 2008), 391

commands
adding from toolbars, 28
deleting from toolbars, 28
Undo, 189

Commands pane, 31
Compatibility pane (Excel), 283
Compose pane (Entourage), 367
conditional formatting (Excel), 284–286
configuring AutoCorrect, 88–90
contacts, Entourage Address Book

adding in, 335–337
creating in, 334–335
finding in, 337–339
removing from, 337

content placeholder, 179
context-sensitive panels, 30
copying and pasting

Excel cell data, 248–249
images, 74–75
text, 74–75

creating
columns, 120–121
customized toolbars, 28
documents

Office 2008, 33–38
from Project Gallery templates, 244–245
Word, 48–49

Entourage
contacts, 334–335
E-Mail messages, 315–316
groups in Address Book, 340–341
rules, 324–326
tasks in Tasks module, 352

envelopes, 147–148
Excel

charts, 264–266
custom lists, 272
footers, 274
formulas, 251
headers, 274
hyperlinks, 288–289

labels, 148–151
mailing labels, 24
new toolbars, 138–139
PDF documents, 383–384
PowerPoint

charts, 181–185
drop shadow effects, 176–177

projects, 353, 387–388
Table of Contents (TOC), 140–143
tables, 124–125, 130
templates, 395
toolbars, 392
Web pages, 152–153
Word

footers in documents, 111–112
headers in documents, 111–112
new windows, 82–83

Crop tool, 269
custom layouts (PowerPoint), 20
Custom Lists pane (Excel), 282
Customize Keyboard dialog (Office 2008),

33, 139–140
Customize Toolbars and Menus dialog

Excel, 284
Office 2008, 30–31, 389–392
PowerPoint, 224
Word, 135–140

customizing
Entourage, toolbars, 360–361
Excel

preferences, 279–283
Toolbars and Menus, 283–284

keyboard shortcuts, 139–140
menus

Office 2008, 30–33, 389–390
Word, 135–139

Office 2008, 389–395
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customizing (continued)
PowerPoint

menus, 224
themes, 169–171
toolbars, 224

templates (Word), 106–107
toolbars

Office 2008, 30–33, 389–390
Word, 135–139

• D •
data

cell, 248–249
filtering Excel, 257–258
finding and replacing Excel, 258–261
sorting Excel, 257

Database Utility Web site, 378–379
deleting

commands from toolbars, 28
conditional formatting, 286
elements from documents (Element

Gallery), 77–78
Entourage

Calendar events, 347
contacts, 337

items from Scrapbook, 84–85
Office 2008, 14
old versions, 12
unused keyboard shortcuts, 393–394

design elements, 108–109
Dialog Text dialog (Entourage), 325
dialogs

Entourage
Dialog Text, 325
Edit Rule, 326
Junk E-Mail Protection, 321
Mac OS X Choose a File, 348–349
New Account, 306–308
Preferences, 38, 365
Synchronization Options, 368–369

Excel
Accept or Reject Changes, 292–293
Choose, 288
Conditional Formatting, 284–285
Customize Toolbars and Menus, 284

Error Checking, 255–256
Find, 259
Format Cells, 285
Format Data Series, 265–266
Highlight Changes, 291–292
Image Effects, 270
Insert Hyperlink, 288
Page Setup, 276–277
Preferences, 256, 279–283
Print, 278
Replace, 260–261
Select Changes to Accept or Reject,

292–293
Select Place in Document, 288
Share Workbook, 290–291
Sort, 273
Sort Options, 273

Office 2008
Clip Gallery, 375
Command Properties, 391
Customize Keyboard, 33, 139–140
Customize Toolbars and Menus, 30–31,

389–392
Import, 376
Preferences, 39–42, 382–383
Print, 383
Project Gallery, 395
Save File, 383
Styles, 392

PowerPoint
Animation Effects, 204–205
Customize Toolbars and Menus, 224
Format Background, 175
Format Chart Area, 183–184
Format Data Labels, 183–184
Format Data Point, 183–184
Format Data Series, 182–184
Format Picture, 190–191
Header and Footer, 174–175
Insert Hyperlink, 227
Insert Table, 180–181
Movie Options, 215–216
Preferences, 217
Print, 211–214, 219
Record Narration, 228
Save As, 220
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Send to iPhoto, 218
Transition Options, 200–201
Web Options, 220–221

Word
Accept or Reject Changes, 145–146
Choose a Picture, 113
Customize Toolbars and Menus, 135–140
Document, 117–118
Envelope, 147–148
Find and Replace, 97–99, 101
Font, 66–67
Format Picture, 71–72
Highlight Changes, 145
Index and Tables, 142
Insert Table, 124–125
Label Options, 149–151
Labels, 148–151
New Custom Label, 150–151
New Style, 132, 134
Paragraph, 68–70, 118
Preferences, 137, 140
Replace Font, 101
Table AutoFormat, 128–129
Table of Contents Options, 142
Tabs, 115–116
Zoom, 62

Dictionary (Word), 96
disclosure triangle, 95
display

dual PowerPoint, 232
single PowerPoint, 231–233

distributing objects in slides 
(PowerPoint), 194

docking toolbars, 27
Document dialog (Word), 117–118
Document Elements, 20, 76
document files, 33–34
documents. See also Word

adding images, 50–51, 109–110
creating

Office 2008, 33–38
PDFs (Portable Document Format),

383–384
from Project Gallery templates, 244–245
Word documents, 48–49

elements
adding, 76–77
removing, 77–78

entering text, 50
frequently used, 393
managing with Project Gallery, 34–35
navigating Word, 51–54
opening, 48–49, 385
resaving, 36–37
saving, 33–38, 48–50

doughnut charts, 264
Draft view (Word), 55–56
dragging and dropping text/images, 

73–74
dragging boundary lines, 126
dual display (PowerPoint), 232
Dynamic Guides (PowerPoint), 

21, 194–195

• E •
E-Mail

adding signatures, 318
attachments, 316–317
creating rules, 324–326
Entourage

automatic setup, 306–308
manual setup, 308–312

information retrieval, 309
junk mail, 22, 321–322
managing, 322–326
messages

adding signatures to, 318
creating, 315–316
formatting, 316
organizing in folders, 323
receiving, 318–321
searching, 323–324

tips, 384
troubleshooting, 311–312

Edit pane (Excel), 281
Edit Rule dialog (Entourage), 326
editing

cell data in Excel, 247
headers/footers in Excel, 274–275
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effects
button, 270
drop shadow, 176–177
Quick Styles and Effects, 188–191
special, 269–271
tool, 269

elements, interface, 363–364
Elements Gallery

adding elements to documents, 76–77
charts, relationship to, 76
creating Excel charts with, 264–265
overview, 17–18, 75
removing elements from documents,

77–78
(...) (ellipsis), 26
Encarta Encyclopedia, 95–96
entering text in documents, 50
Entourage

Address Book
adding contacts, 335–337
creating contacts, 334–335
creating groups, 340–341
finding contacts, 337–339
overview, 299, 334
removing contacts, 337
searches, 339–340
toolbar, 341–343
views, 339–340

Address Book pane, 366
Advanced Search options, 

99–101, 364–365
Calendar

categories, 347–348
deleting events, 347
holidays, 376
invitations and responses, 346–347
links, 347–348
overview, 300
printing events, 347
projects, 347–348
scheduling events, 345–346
switching views, 343–344

columns, 362–363
components of, 298–303
customizing, 359–362
Database Utility, 378–379
dialogs

Dialog Text, 325
Edit Rule, 326

Junk E-Mail Protection, 321
Mac OS X Choose a File, 348–349
New Account, 306–308
Preferences, 38, 365
Synchronization Options, 368–369

E-Mail
adding signatures, 318
attachments, 316–317
creating messages, 315–316
creating rules, 324–326
formatting messages, 316
junk mail, 321–322
managing, 322–326
organizing messages in folders, 323
receiving messages, 318–321
searching messages, 323–324
setting up automatically, 306–308
setting up manually, 308–312
troubleshooting, 311–312

Favorites bar, 361–362
General pane, 365–366
General Preferences, 365–367
interface elements, 363–364
Mail and News Preferences, 367–368
Mail module, 298
My Day application, 22
new features, 22
news account set-up, 313–314
newsgroups

etiquette, 331
finding, 327
overview, 326–327
posting articles, 332
reading messages, 327–328
replying to messages, 329–330
subscribing to, 328–329

Notes module, 301, 348–350
notification pane, 41–42
overview, 15–16, 297–298
preference settings, 365–368
Project Center

overview, 301–303, 352–353
project anatomy, 353–357

synchronizing, 368–369
Tasks module

creating tasks, 352
overview, 350
Tasks and To Do List, 350–351

View pane, 368
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Entourage pane, 366
Entourage Preferences dialog, 38
Envelope dialog (Word), 147–148
envelopes, creating, 147–148
Error Checking (Excel), 254–256
Error Checking dialog (Excel), 255–256
Error Checking pane (Excel), 282
etiquette, newsgroup, 331
events, Entourage Calendar

deleting, 347
printing, 347
scheduling, 345–346

Excel
absolute compared to relative 

references, 252
AutoCorrect pane, 281
AutoFilters, 257–258
Calculation pane, 282
cells

autofilling, 249–250
copying and pasting data, 248–249
editing data, 247
formatting data, 247
naming ranges, 286

changes
accepting, 292–293
rejecting, 292–293
tracking, 291–292

charts
Chart pane, 281
creating, 264–266
formatting, 264–266

Color pane, 282
Compatibility pane, 283
custom lists

creating, 272
Custom Lists pane, 282

data
filtering, 257–258
finding and replacing, 258–261
sorting, 257

dialogs
Accept or Reject Changes, 292–293
Choose, 288
Choose a Picture, 275
Conditional Formatting, 284–285
Customize Toolbars and Menus, 284
Error Checking, 255–256
Find, 259

Font, 274
Format Cells, 285
Format Data Series, 265–266
Highlight Changes, 291–292
Image Effects, 270
Insert Hyperlink, 288
Page Setup, 276–277
Preferences, 256, 279–283
Print, 278
Replace, 260–261
Select Changes to Accept or Reject,

292–293
Select Place in Document, 288
Share Workbook, 290–291
Sort, 273
Sort Options, 273

Edit pane, 281
Error Checking

feature, 254–256
pane, 282

Feedback pane, 283
footers

creating, 274
editing, 274–275

formatting
adding, 269–271
charts, 264–266
conditional, 284–286

formulas
creating, 251
Formula AutoComplete, 253–254
Formula Bar, 247
Formula Builder, 251–254
overview, 250–251

functions overview, 250–251
General pane, 280–281
headers

creating, 274
editing, 274–275
header row, 257

hyperlinking, 288–289
Ledger Sheets

categories of, 245–246
inserting, 246
overview, 243–244

lists, sorting, 273
menus, 283–284
navigating, 240–241
new features, 21
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Excel (continued)
overview, 16, 237–238
pictures, adding, 266–268
preferences, customizing, 279–283
Security pane, 283
shapes, adding, 266–268
special effects, adding, 269–271
spreadsheets

components of, 238–239
printing, 276–278

templates
overview, 243–244
selecting, 244–245

Toolbars and Menus, 283–284
View pane, 281
views, 240
workbooks, sharing, 290–291
worksheets, multiple, 286–287

exporting
PowerPoint presentations

to iPhoto, 218
as PDF files, 219–220
as QuickTime movies, 214–216
as Web pages, 220–221

PowerPoint slides, as picture files,
216–218

Expression Media Web site, 379–380

• F •
Favorites bar (Entourage), 361–362
Feedback pane

Entourage, 367
Excel, 283

file formats
for saving documents, 37
XML, 18

files
defined, 33
opening document, 33–34
Windows Media, 376–377

filtering
Excel data, 257–258
phishing protection in Entourage, 22

Finance Tools templates, 244

Find and Replace
advanced search options, 99–101
Excel data, 258–261
formatting, 98–99

Find and Replace dialog (Word), 97–99, 101
Find dialog (Excel), 259
Finder, 34
finding

contacts in Address Book, 337–339
data in Excel, 258–261
news servers, 314
newsgroups, 327
text in Word, 97–98

Flip4Mac, 377
folders

additional tools, 15
organizing E-Mail messages in, 323
Read Me, 16

Font dialog
Excel, 274
Word, 66–67

fonts
formatting, 66–68
ligatures in, 20
Web sites, 379

Fonts pane (Entourage), 366
footers

adding lines to, 112–113
creating in Excel, 274
creating in Word documents, 111–112
editing in Excel, 274–275
Header and Footer dialog, 174–175
PowerPoint, 174–175

Format Background dialog (PowerPoint), 175
Format button, 270
Format Cells dialog (Excel), 285
Format Chart Area dialog (PowerPoint),

183–184
Format Data Labels dialog (PowerPoint),

183–184
Format Data Point dialog (PowerPoint),

183–184
Format Data Series dialog

Excel, 265–266
PowerPoint, 182–184
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Format Painter, 386
Format Picture dialog

Excel, 270
PowerPoint, 190–191
Word, 71–72

Format pop-up menu, 37
Format tool (Excel), 249
formatting

AutoFormat, 90
conditional, 284–286
Entourage E-Mail messages, 316
Excel

adding in, 269–271
cell data in, 247–249
charts, 264–266

Find and Replace, 98–99
font, 66–68
images, 71–72
paragraphs, 68–71
PowerPoint tables, 179–181
text, 66–72
Word tables, 126–129

Formatting Palette
Office 2008, 29
Word, 69–71, 126–127

Formatting toolbar, 69–71
Formula AutoComplete, 21, 253–254
Formula Bar, 247
Formula Builder, 21, 251–254
formulas, creating (Excel), 250–251
frequently used documents, 393
functions, 250–251
Fundraising templates, 244

• G •
Galleries

Clip, 50–51, 374–375
Elements

Office 2008, 17–18
PowerPoint, 168–169, 198, 200–201
Word, 75–78

Project, 25, 34–35, 104, 387–388, 395
Publication Template, 59

General pane
Entourage, 365–366
Excel, 280–281

General Preferences (Entourage), 365–367
grammar checking, 85–88
Graph Paper templates, 244
graphic images. See also pictures

adding
to Excel spreadsheets, 266–268
to PowerPoint presentations, 187–188
to Word documents, 50–51, 109–110

animating in PowerPoint, 202–207
copying and pasting, 74–75
dragging and dropping, 73–74
formatting, 71–72
moving, 79–85
SmartArt, 17, 76, 185–187, 207–208

groups, creating in Entourage Address
Book, 340–341

• H •
handouts (PowerPoint), 175–176, 212
Header and Footer dialog (PowerPoint),

174–175
headers

adding lines to, 112–113
creating in Word documents, 111–112
Excel

creating in, 274
editing in, 274–275

header row, 257
PowerPoint, 174–175

help
searching, 42–43
tips, 385

hiding toolbars, 28, 390
Highlight Changes dialog

Excel, 291–292
Word, 145

holidays, Calendar, 376
hyperlinks

inserting in Excel, 288–290
in PowerPoint presentations, 227–228

hyphenation (Word), 91–92
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• I •
Image Effects dialog (Excel), 270
images. See also pictures

adding
to Excel spreadsheets, 266–268
to PowerPoint presentations, 187–188
to Word documents, 50–51, 109–110

animating in PowerPoint, 202–207
copying and pasting, 74–75
dragging and dropping, 73–74
formatting, 71–72
moving, 79–85
SmartArt, 17, 76, 185–187, 207–208

Import dialog (Office 2008), 376
indents, 118–120
Index, 143
Index and Tables dialog (Word), 142
information retrieval, 309
Insert Hyperlink dialog

Excel, 288
PowerPoint, 227

Insert menu (PowerPoint), 175
Insert Table dialog

PowerPoint, 180–181
Word, 124–125

inserting
hyperlinks in Excel, 288–290
Ledger Sheets, 246

installing Office 2008, 10–12
Intel processors, 16
interface elements, Entourage, 363–364
invitations, Entourage Calendar, 346–347
Invoices Ledger Sheets, 245
iPhoto, exporting presentations to

(PowerPoint), 20, 218
iView MediaPro, 10

• J •
Junk E-Mail Protection dialog 

(Entourage), 321
junk mail

filtering and phishing protection
(Entourage), 22

managing, 321–322

• K •
Kawasaki, Guy, 164
keyboard navigation, 53–54
keyboard shortcuts

assigning, 32–33
customizing, 139–140
memorizing, 381–382
modifying, 394–395
removing unused, 393–394
spreadsheet, 240–241

• L •
Label Options dialog (Word), 

149–151
labels, creating, 24, 148–151
Labels dialog (Word), 148–151
languages, 12
layouts (PowerPoint), 20
Ledger Sheets

Budget, 245
categories, 245–246
Excel overview, 21, 243–246
inserting, 246
Invoices, 245
Portfolios, 245
Reports, 246

Leopard, 17
LeVitus, Bob (author), 301
Ligatures in fonts (Word), 20
line

boundary, 126
charts, 264

linking information between 
applications, 24

links, Calendar, 347–348
lists

Excel
creating custom, 272
sorting, 273

Ledger Sheets, 245
overview, 122
PowerPoint bulleted/numbered, 

177–178
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• M •
Mac OS X

Choose a File dialog (Entourage), 348–349
Rosetta, 16
style toolbars, 17

Mac OS X Leopard For Dummies
(LeVitus), 301

.Mac Web site, 368
Mactopia Web site, 378
Mail and News Preferences (Entourage),

367–368
Mail Merge Manager, 18, 24
Mail module (Entourage), 298
mailing labels, creating, 24
manual E-Mail set-up in Entourage, 308–312
margins, 117–118
media

adding to PowerPoint presentations,
187–188

exporting QuickTime movies to
PowerPoint presentations, 214–216

Median theme (PowerPoint), 20
memorizing keyboard shortcuts, 381–382
menus

customizing
Office 2008, 30–33, 389–390
Word, 135–139

Excel, 283–284
Format pop-up, 37
modifying, 391–392
Office 2008, 25–27
PowerPoint

customizing, 224
Insert, 175

messages
E-Mail

adding signatures to, 318
creating, 315–316
formatting, 316
organizing in folders, 323
receiving, 318–321
searching, 323–324

newsgroup
reading, 327–328
replying to, 329–330

Messenger application, 16, 374
Microsoft Entourage. See Entourage
Microsoft Excel. See Excel
Microsoft Messenger, 16, 374
Microsoft Office for Mac 2008 Web site, 377
Microsoft PowerPoint. See PowerPoint
Microsoft Word. See Word
Microsoft’s Customer Experience

Improvement Program, 13
mouse, navigating with, 51–53
Movie Options dialog (PowerPoint),

215–216
moving text/images, 79–85
multiple worksheets, 286–287
My Day application, 22, 373–374

• N •
naming cell ranges (Excel), 286
narration, recording in presentations

(PowerPoint), 228
navigating

with keyboards, 53–54
with mouse, 51–53
spreadsheets, 240–241
Word documents, 51–54

Navigation Pane, 52
New Account dialog (Entourage), 306–308
New Custom Label dialog (Word), 

150–151
New Style dialog (Word), 132, 134
news account

locating news servers, 314
setting up, 313–314

news servers, locating, 314
newsgroups

etiquette, 331
finding, 327
posting articles, 332
reading messages, 327–328
replying to messages, 329–330
subscribing to, 328–329

Next Slide button (PowerPoint), 231
Normal view

Excel, 240
PowerPoint, 159–160
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Notebook Layout
tips, 386–387
view in Word, 59–62

notes, printing (PowerPoint), 213
Notes Masters (PowerPoint), 175–176
Notes module (Entourage), 301
Notes Page view (PowerPoint), 162–163
Notification pane (Entourage), 41–42, 367

• O •
objects, PowerPoint

aligning in slides, 193–195
arranging in slides, 192–193
described, 178–179
distributing in slides, 194

Office
editions, 9–10
folder overview, 16

Office 2008 for Mac
AutoUpdate, 13
customizing, 389–395
dialogs

Clip Gallery, 375
Command Properties, 391
Customize Keyboard, 33, 139–140
Customize Toolbars and Menus, 30–31,

389–392
Import, 376
Preferences, 39–42, 382–383
Print, 383
Project Gallery, 395
Save File, 383
Styles, 392

disadvantages, 22–23
Help and How To information, 13
installing, 10–12
menus, 25–27
new features, 17–18
registering, 13
removing, 14
software updates, 13
toolbars, 27–28

Office 2008 for Mac Home and Student
Edition overview, 9–10. See also Office
2008 for Mac

Office 2008 for Mac overview, 9–10. See
also Office 2008 for Mac

Office 2008 for Mac Special Media Edition
overview, 9–10. See also Office 2008 
for Mac

Office Scrapbook, 83–85
online content, Clip Gallery, 375
online reference tools, 94–96
opening

document tips, 385
documents, 33–34, 48–49, 385
Project Gallery, 34, 104

Outline view (Word), 57–58
outlines

PowerPoint, 164–166
printing, 213–214
Word, 57–58

• P •
Page Layout view (Excel), 240
Page Setup dialog (Excel), 276–277
palettes

Browse Object, 52–53
Formatting

Office 2008, 29
Word, 69–71, 126–127

Reference Tool, 29
Toolbox, 19
Toolbox and Object, 18

panes
Entourage

Address Book, 315, 366
Calendar, 366
Compose, 267
To Do List, 366
Feedback, 367
Fonts, 366
General, 365–366
Notification, 367
Read, 367
Reply & Forward, 367
Security, 367
Spelling, 366
Spotlight, 367
View, 368

Excel
AutoCorrect, 281
Calculation, 282
Chart, 281
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Color, 282
Compatibility, 283
Custom Lists, 282
Edit, 281
Error Checking, 282
Feedback, 283
General, 280–281
Security, 283
View, 281

Office 2008
Commands, 31
Notification, 41–42

Word Navigation, 52
Paragraph dialog (Word), 68–70, 118
paragraphs, formatting, 68–71
pasting, copying and

Excel cell data, 248–249
text/images, 74–75

PDF documents, creating, 383–384
PDF files, exporting presentations as

(PowerPoint), 219–220
phishing protection (Entourage), 22
pictures. See also images

Choose a Picture dialog
Excel, 275
Word, 113

Excel, 266–268
Format Picture dialog

Excel, 270
PowerPoint, 190–191
Word, 71–72

pie charts, 264
Planners templates, 244
Portfolios Ledger Sheets, 245
posting newsgroup articles, 332
PowerPC processors, 16
PowerPoint

Apple remote-control enabled, 21
dialogs

Animation Effects, 204–205
Format Background, 175
Format Chart Area, 183–184
Format Data Labels, 183–184
Format Data Point, 183–184
Format Data Series, 182–184
Format Picture, 190–191
Header and Footer, 174–175
Insert Hyperlink, 227

Insert Table, 180–181
Movie Options, 215–216
Preferences, 217
Print, 211–214, 219
Record Narration, 228
Save As, 220
Send to iPhoto, 218
Transition Options, 200–201
Web Options, 220–221

drop shadow effects, 176–177
dynamic guides, 194–195
Insert menu, 175
new features, 20–21
outlines, 164–166
overview, 16, 157–158
presentations/slide shows

Action Buttons, 208–210
adding images/movies/sounds, 

187–188
adding media, 187–188
aligning objects, 191–195
animating charts, 207–208
animating graphics, 202–207
animating text, 202–207
arranging objects, 191–195
creating charts, 181–185
displays, 231–233
distributing objects, 191–195
exporting as files, 214–221
formatting tables, 179–181
getting started, 168
hyperlinks, 227–228
layouts, 20, 171–178
narration, 228
objects overview, 178–179
overview, 167
presenter tools, 230–231
printing, 211–214
Quick Styles and Effects, 188–191
rehearsing, 229
setting slide timers, 229
sharing, 210–221
Slide Masters, 172–176
SmartArt, 185–187, 207–208
themes, 168–171
tips, 164–166
title and text objects, 176–178
transitions, 197–201
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PowerPoint (continued)
tools

collaboration, 225–226
customizing menus, 224
customizing toolbars, 224
proofing, 224–225
research, 224–225
revision tracking, 225–226
templates, 226–227

Undo command, 189
views

Audience, 231
Normal, 159–160
Notes Page, 162–163
overview, 158
Presenter Tools, 163
Slide Show, 161–162
Slide Sorter, 160

preferences
applications, 38–42
customizing Excel, 279–283
Entourage settings, 365–368
Mail and News, 367–368
tips, 382–383

Preferences dialog
Entourage, 365
Excel, 256
Office 2008, 39–42, 382–383
PowerPoint, 217
Word, 137, 141

presentations (PowerPoint)
Action buttons, 208–210
charts, 181–185, 207–208
collaboration features, 225–226
exporting as files, 214–221
formatting tables, 179–181
getting started, 168
graphics, animating, 202–207
hyperlinks, 227–228
images, adding, 187–188
layout overview, 171–172
media, adding, 187–188
menus, customizing, 224
narration, 228
objects

aligning, 191–195
arranging, 192–193
distributing, 191–195
overview, 178–179

title and text, 176–178
overview, 167
presenter tools, 230–231
printing, 211–214
Quick Styles and Effects, 188–191
rehearsing, 229
research tools, 224–225
revision tracking feature, 225–226
sending to iPhoto, 20
single display, 231–233
Slide Masters, 172–176
slide timings, setting, 229
SmartArt graphics, 185–187, 207–208
sounds, adding, 187–188
templates, 226–227
text, animating, 202–207
themes, 168–171
toolbars, customizing, 224
transitions

applying, 198–200
options, 200–201
overview, 197–198

Presenter Tools view (PowerPoint), 163
Preview window (PowerPoint), 231
Previous Slide button (PowerPoint), 231
Print dialog

Entourage, 347
Excel, 278
Office 2008, 383
PowerPoint, 211–214, 219

Print Layout view (Word), 58–59
printing

Entourage Calendar events, 347
envelopes, 147–148
Excel spreadsheets, 276–278
PowerPoint

handouts in, 212
notes in, 213
outlines in, 213–214
presentations, 211–214
slides in, 211–212

processors, 16
product key, 11
Project Center

Entourage overview, 301–303
tips, 387–388

Project Gallery
automatic opening, 34
creating documents from templates,

244–245
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document management, 34–35
opening, 104
tips, 387–388

Project Gallery dialog (Office 2008), 395
projects

Calendar, 347–348
creating, 353, 387–388
tips, 387–388

proofing tools (PowerPoint), 224–225
Publication Template Gallery, 59
Publication templates (Word), 19
Publishing Layout view (Word), 19, 59–62

• Q •
? (question mark) wildcard character, 259
Quick Styles and Effects, 188–191
Quick Tables, 76, 130
QuickTime movies, exporting presentations

as (PowerPoint), 214–216

• R •
radar charts, 264
radio buttons, 41
Read Me folder overview, 16
Read pane (Entourage), 367
reading newsgroup messages, 327–328
receiving E-Mail messages, 318–321
Recolor tool, 269
Record Narration dialog (PowerPoint), 228
recording audio in Notebook Layout view

(Word), 61
reference tools

online, 94–96
Word, 92–96

Reference Tools palette, 29
registering Office 2008, 13
rehearsing presentations (PowerPoint), 229
rejecting changes, 292–293
relative references, absolute references

compared to, 252
removing

Calendar events, 347
commands from toolbars, 28
conditional formatting, 286
contacts, 337
earlier versions, 12
elements from documents, 77–78

items from Scrapbook, 84–85
Office 2008, 14
unused keyboard shortcuts, 393–394

Replace dialog (Excel), 260–261
Replace Font dialog (Word), 101
Replace tool, 269
replacing

advanced options, 99–101
data in Excel, 258–261
formatting in Word, 98–99, 101
text in Word, 97–99, 101

Reply & Forward pane (Entourage), 367
replying to newsgroup messages, 329–330
Reports Ledger Sheets, 246
resaving documents, 36–37
research tools (PowerPoint), 224–225
Reset tool, 269
reshaping toolbars, 27
resizing

images in Word documents, 109–110
toolbars, 27

revision tracking (PowerPoint), 225–226
row names, 238–239
rules (Entourage), creating, 324–326

• S •
Save, Save As compared to, 39
Save As dialog (PowerPoint), 220
Save As sheet, 36–37
Save File dialog (Office 2008), 383
Save Options, 37–38
Save sheet, 36
saving

customized Word templates, 107–108
documents, 33–38, 48–50
documents as PDF files, 383–384
file formats, 37
PowerPoint presentations

to iPhoto, 218
as PDF files, 219–220
as QuickTime movies, 214–216
slides as picture files, 216–218
as Web pages, 220–221

Scatter charts, 264
scheduling Entourage Calendar events,

345–346
Scrapbook, 83–85
scroll arrows, 52
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scroll wheel/ball, 52
searching

E-Mail messages (Entourage), 323–324
help, 43
Office 2008 advanced options, 364–365
Word advanced options, 99–101

Security pane
Entourage, 367
Excel, 283

Select Changes to Accept or Reject dialog
(Excel), 292–293

Select Place in Document dialog 
(Excel), 288

selecting
Excel templates, 244–245
PowerPoint slides, 168–169
text in Word, 63–65

Send to iPhoto dialog (PowerPoint), 218
Setup Assistant, 13
Shape button, 269
shapes, adding (Excel), 266–268
Share Workbook dialog (Excel), 290–291
sharing

PowerPoint presentations, 210–221
workbooks, 290–291

shortcuts, keyboard
assigning, 32–33
customizing, 139–140
memorizing, 381–382
modifying, 394–395
removing unused, 393–394
spreadsheet, 240–241

signatures, adding to E-Mail messages, 318
single display (PowerPoint), 231–233
slide backgrounds (PowerPoint), 175
Slide Layouts (PowerPoint), 171–172
Slide Masters (PowerPoint), 172–176
Slide Show view (PowerPoint), 161–162
Slide Sorter view (PowerPoint), 160
slides (PowerPoint)

Action buttons, 208–210
charts, 181–185, 207–208
collaboration features, 225–226
exporting as files, 214–221
getting started, 168
graphics, animating, 202–207
hyperlinks, 227–228
images, adding, 187–188

layout overview, 171–172
menus, customizing, 224
movies, adding, 187–188
narration, 228
objects

aligning, 191–195
arranging, 191–195
distributing, 191–195
overview, 178–179
title and text, 176–178

overview, 167
presenter tools, 230–231
printing, 211–212, 211–214
Quick Styles and Effects, 188–191
rehearsing, 229
research tools, 224–225
revision tracking feature, 225–226
selecting, 168–169
sending to iPhoto, 20
setting timings, 229
single display, 231–233
Slide Masters, 172–176
slide timings, setting, 229
SmartArt, 185–187, 207–208
sounds, adding, 187–188
tables, formatting, 179–181
templates, 226–227
text, animating, 202–207
themes, 20, 168–171
toolbars, customizing, 224
transitions

applying, 198–200
options, 200–201
overview, 197–198

views
Normal, 159–160
Notes Page, 162–163
overview, 158
Presenter Tools, 163
Slide Show, 161–162
Slide Sorter, 160

Slideshare Web site, 157
smart buttons, 248
SmartArt graphics

animating in PowerPoint, 207–208
overview, 17, 76
using, 185–187

Software License Agreement, 11
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Sort dialog (Excel), 273
Sort Options dialog (Excel), 273
sorting

Excel data, 257
lists in Excel, 273

special effects, adding (Excel), 
269–271

spell checking, 85–88
Spelling pane (Entourage), 366
splitting windows, 81–82
Spotlight pane (Entourage), 367
spreadsheets. See also Excel

keyboard shortcuts, 240–241
navigating, 240–241
printing, 276–278

Standard toolbar, 390
stock charts, 264
styles

defining by dialog, 134
defining by example, 132–134
Quick Styles and Effects, 188–191

Styles dialog (Office 2008), 392
subscribing to newsgroups, 328–329
surface charts, 264
switching Entourage Calendar views,

343–344
Synchronization Options dialog

(Entourage), 368–369
synchronizing Entourage, 368–369

• T •
Table AutoFormat dialog (Word), 

128–129
Table of Authorities, 143
Table of Contents (TOC), 140–143
Table of Figures, 143
tables

creating, 124–125, 130
formatting in PowerPoint, 179–181
formatting in Word, 126–129
overview, 124
Quick Tables, 76, 130

tabs
arranging text with, 113–114
clearing tab stops, 117
setting, 114–116

Tabs dialog (Word), 115–116
Tasks module (Entourage), 301, 352
templates

creating, 395
Excel

overview, 243–244
selecting, 244–245

Finance Tools, 244
Fundraising, 244
Graph Paper, 244
Installer, relationship to, 12
Planners, 244
PowerPoint, 226–227
Project Gallery, 104, 244–245
Publication, 19
sample project, 104–106
Travel Tools, 244
Word

customizing, 106–107
Publication, 19
saving customized, 107–108

text
animating in PowerPoint presentations,

202–207
arranging with tabs, 113–114
copying and pasting, 74–75
dragging and dropping, 73–74
entering in Word documents, 50
finding and replacing, 97–98
formatting, 66–72
moving, 79–85
selecting, 63–65

text boxes, 123
themes

applying, 168–169
customizing, 169–171
Median, 20
overview, 17
slide, 20

thesaurus (Word), 92–94
thumbnails (PowerPoint), 230
Tiger, 17
~ (tilde) wildcard character, 259
Timer (PowerPoint), 231
To Do List pane (Entourage), 366
TOC (Table of Contents), 140–143
tool tip, 27
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toolbars
Audio Notes, 387
commands

adding, 28
deleting, 28

creating, 392
customized

creating, 28
Entourage, 360–361
Office 2008, 30–33, 389–390
PowerPoint, 224
Word, 135–139

docking, 27
Entourage, 341–343, 360–361
Excel, 283–284
Formatting, 69–71
hiding, 28
Mac OS X-style, 17
modifying, 390–391
new, creating, 138–139
Office 2008, 27–28, 30–33, 389–390
PowerPoint, customizing, 224
reshaping, 27
resizing, 27
Standard, 390
Word, customizing, 135–139

Toolbox, overview, 29–30
Toolbox and Object palette, 18
Toolbox palette, 19
tools

Crop, 269
Effects, 269
Format, 249
online reference, 94–95
PowerPoint

presenter, 230–231
proofing, 224–225
research, 224–225

Recolor, 269
Replace, 269
Reset, 269
Shape, 269
Transparent Color, 269

tracking changes
Excel, 291–292
Office 2008, 145–146

Transition Options dialog (PowerPoint),
200–201

transitions
applying PowerPoint, 198–200
options, 200–201

Translation (Word), 96
Transparent Color, 269, 270
Travel Tools templates, 244
troubleshooting E-Mail, 311–312
typewriters, word processors compared

to, 47–48

• U •
Undo command (PowerPoint), 189
Undo feature, 26
unsplitting windows, 81–82
updates, checking for, 13

• V •
versions, removing earlier, 12
View pane

Entourage, 368
Excel, 281

views
Entourage, switching Calendar, 343–344
Excel, Page Layout, 240
PowerPoint

Presenter Tools, 163
Slide Show, 161–162
Slide Sorter, 160

Word
Draft, 55–56
Notebook Layout, 59–62
Outline, 57–58
Print Layout, 58–59
Publishing Layout, 19, 59–62
Web Layout, 56–57

virus protection applications, 11

• W •
Web Layout view (Word), 56–57
Web Options dialog (PowerPoint), 220–221

414 Office 2008 for Mac For Dummies 

33_270325 bindex.qxp  4/7/08  2:39 PM  Page 414



Web pages
creating, 152–153
exporting PowerPoint presentations as,

220–221
Web Search (Word), 96
Web sites

Ambrosia Software, 216
Authorgen, 157
Database Utility, 378–379
Expressions Media, 379–380
fonts, 379
Geetesh Bajaj, 233
Guy Kawasaki blog, 164
.Mac, 368
Mactopia, 378
Microsoft Office for Mac 2008, 377
Slideshare, 157
YouTube, 157

wildcard characters, 259
windows

creating new in Word, 82–83
Preview (PowerPoint), 231
splitting/unsplitting, 81–82

Windows Media files, 376–377
Word

Audio Notes toolbar, 387
AutoCorrect, 88–91
AutoFormat, 90
AutoText, 91
Bilingual Dictionary, 96
collaboration features, 144–146
columns, creating, 120–121
copying

copying and pasting, 74–75
dragging and dropping, 73–74

defining styles
by dialog, 134
by example, 132–134

design elements
adding lines to headers and footers,

112–113
creating headers and footers, 

111–112
images, adding, 109–110
overview, 108–109
tabs, 113–114

dialogs
Accept or Reject Changes, 145–146
Choose a Picture, 113
Customize Toolbars and Menus, 135–140
Document, 117–118
Envelope, 147–148
Find and Replace, 97–99, 101
Font, 66–67
Format Picture, 71–72
Highlight Changes, 145
Index and Tables, 142
Insert Table, 124–125
Label Options, 149–151
Labels, 148–151
New Custom Label, 150–151
New Style, 132, 134
Paragraph, 68–70, 118
Preferences, 137, 140
Replace Font, 101
Table AutoFormat, 128–129
Table of Contents Options, 142
Tabs, 115–116
Zoom, 62

Dictionary, 96
documents

creating, 48–49
entering text, 50
navigating, 51–54
opening, 48–49
saving, 48–50

Draft View, 55–56
Elements Gallery

adding elements to documents, 76–77
overview, 75
removing elements from documents,

77–78
envelopes, 147–148
Find and Replace feature

advanced search options, 99–101
formatting, 98–99, 101
overview, 97
text, 97–98

fonts
formatting, 66–68
ligatures in, 20

grammar checking, 85–88
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Word (continued)
hyphenation, 91–92
images

adding, 50–51, 109–110
formatting, 71–72
moving, 79–85
resizing, 109–110

indents, 118–120
keyboard shortcuts, 139–140
labels, creating, 148–151
lists, 122
margins, 117–118
new features, 19–20
Notebook Layout

tips, 386–387
view, 59–62

Outline view, 57–58
overview, 16
paragraphs, formatting, 68–71
Print Layout view, 58–59
Publishing Layout view, 59–62
recording audio, 61
reference tools, 92–96
Save sheet, 36
Scrapbook, 83–85
spell checking, 85–88
tab stops, clearing, 117
Table of Contents (TOC), 140–143
tables

creating, 124–125
formatting, 126–129
overview, 124
Quick Tables, 130

tabs, 114–116
templates

customizing, 106–107
overview, 104
Project Gallery, 104
sample project, 104–106
saving customized, 107–108

text
boxes, 123
formatting, 66–72
moving, 79–85
selecting, 63–65

thesaurus, 92–94
toolbars and menus, 135–139
Toolbox, 29–30
Translation, 96
views, 54–62
Web Layout view, 56–57
Web pages, 152–153
Web Search, 96
windows

creating new, 82–83
splitting, 81–82

zooming, 62
word processors

defined, 47
evolution of, 47–48

WordArt, 17, 76
workbooks, 290–291
worksheets, multiple, 286–287
wrapping, 123
WYSIWYG (What-You-See-Is-What-

You-Get), 55

• X •
XML file formats, 18

• Y •
YouTube Web site, 157

• Z •
Zoom dialog (Word), 62
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