


C
calendars in Excel, 384–388, 385–386, See also

Outlook Calendar
call-outs, 101, 101
Caption dialog box in Word, 92, 92
captions for images, 92, 92, 101, 101
card stacking trick, 560
charts. See Excel charts
collaboration. See Word document collaboration
color

using color blocks as borders, 70
colored patterns in Excel, 306–307, 306–307
creating color blocks, 98–100, 100
fill color in Excel, 305–306, 305
psychology and, 550–551
washing out of images, 96

coloring
appointments, 490
charts, 362–363, 362–363
comment fonts, 184
e-mail backgrounds, 412, 412
e-mail fonts, 403–405, 404
Excel fonts, 305, 305, 306
slide backgrounds, 522–523, 522–523
space inside borders, 70
text box backgrounds, 84
worksheets/sheet tabs, 255

Comma style in Excel, 303
comments. See Word document collaboration
comparing Word documents, 191, 191–192
comparison operators, 340
compressed zip files, 420–422, 421
contacts. See Outlook contacts
Convert Text to Columns Wizard in Excel, 295, 295
crash recovery in Word, 12–13
Create New Folder dialog box in Outlook, 426–427,

427
creative projects. See Word documents, long
CSV (comma-separated values) files, 473
curly brackets, drawing, 103, 103
Currency style in Excel, 302, 303, 304

Customize dialog box in Word, 120, 121, 121
Customize Keyboard dialog box in Word, 123, 123,

210–211, 210

D
Dan Gookin’s Naked Windows XP, 126, 421
Data Form tool in Excel, 276–277, 277
Date and Time dialog box in Word, 52–53, 53
dates, See also Outlook Calendar

aligning in Excel cells, 302, 302
AutoDate feature in Outlook, 489
current, entering in Excel cells, 266–267
date fields in Word, 179
inserting in Word letters, 52–53, 53
print date fields in Word, 175, 177, 179

Define Name dialog box in Excel, 227–228, 227
deleting, See also removing

chart columns, 360, 360
chart rows, 362
comments, 183
duplicate Excel data, 276
e-mail messages, 425
hidden text, 188
Mail Rules, 449
PivotTable fields, 287
table cell text, 166
table cells, 165–166, 165
task list headings, 502
tasks, 500
text boxes, 83
worksheets, 256

delimited files, 473
distribution lists, See also Outlook contacts

adding members, 481
of all contacts, 481
creating, 480–481, 481
defined, 480
removing members, 481
using, 482, 482

Document Map in Word, 19–20, 20
document property fields, 176

calendars in Excel–document property fields
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drawing, See also images; pictures; PowerPoint
arrows on slides, 555–556, 556
using Drawing toolbar

in Excel, 307
in PowerPoint, 507, 510–511, 511, 555–556, 556
in Word, 97–98, 97

in Word, See also Word document formatting
arrows, 101–102, 101
AutoShapes, 102
in chapter headings, 103–104
color blocks, 98–100, 100
curly brackets, 103, 103
overview of, 97, 101
tables, 163–164, 164, 199
title borders, 71

E
e-mail. See Outlook e-mail
Edit Stationery dialog box in Outlook, 415, 415,

417–418, 418
Envelopes and Labels dialog box in Word

Envelopes tab, 51–52, 52
Labels tab, 173, 173
link to Outlook, 483, 483

envelopes, printing, 51–52, 52, 483, 483
Excel, 216–394

End mode, 229
entering data

current dates, 266–267
current times, 267
days of the week, 259, 259
months, 259
overview of, 259
quarters, 259
of same value in ranges of cells, 266
series that skip, 61, 260–264
series of years, 260

error messages
####, 242–243, 263
#DIV/0, 244–246, 244
#NAME, 243
#REF, 243

#VALUE, 244
overview of, 242

formatting
Accounting format, 303, 303, 304–305, 304
aligning dates, 302, 302
aligning numbers, 301–302, 302, 303, 303
aligning text, 301, 302
chart colors/patterns, 362–363, 362–363
colored patterns, 306–307, 306–307
coloring sheets/sheet tabs, 255
column selection shortcuts, 290
column widths, 231, 289–291, 289
Comma style, 303
copying to other cells, 299–300
Currency style, 302, 303, 304
custom headers, 316, 317
custom styles, 297–299, 299
using Drawing toolbar, 307
using F4 “repeat” key, 300
fill color, 305–306, 305
font color, 305, 305, 306
Format Cells dialog box, 231–232, 231
Format Painter, 299–300
hiding columns, 291
merging cells, 293–294, 293
modifying Normal style, 296–297, 297
number styles, 302–304, 303
overview of, 288
Percent style, 302
removing, 300
resizing cells, 231
row height, 292–293, 293
row selection shortcuts, 290
same text style in all cells, 295–296, 296
splitting text, 294–295, 295
styles, advantage of, 300
text direction, 301, 302
text wraps, 231–232, 231, 293, 293
unmerging cells, 294
upside-down text, 302
warning, 297
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formulas
defined, 223–224
F9 keys in, 241
keeping simple, 239, 239
parentheses () in, 238–239
values versus numbers in, 222–223

functions, See also Excel math functions
calculation dialog box, 242, 242
changing row/column numbers, 264–265, 265
COLUMN, 265
DATE, 266–267
dividing by 0, 244–246, 244
entering current dates, 266–267
entering into Formula bar, 240–241, 241
Function button, 242
inserting in cells, 240, 240
NOW, 267
overview of, 223, 224
pasting in cells, 228–229, 228
ROW, 265
values in, 264
what to do if forget, 240–241, 241

using Go To dialog box, 227, 227
Goal Seek tool, 267–269, 268
grabbing data from the Web

copyrights and, 388
with Excel 2000, 390–391
with Excel 2003/XP, 389–390, 389–390
External Data toolbar, 392, 392
and fixing, 391–392, 391
limitations, 388
and refreshing, 392, 393
templates, 377
when Web pages change, 393–394

as list database
building with Data Form, 276–277, 277
contact lists and, 269
converting lists to tables, 276
converting tables to lists, 273, 274
deleting duplicate data, 276
exporting contacts from Outlook into, 279
finding duplicate data, 275–276
importing Word mail merge data, 270–271

management controls for, 274–275, 274–275
overview of, 269
saving imported data to disk, 271
searching using Data Form, 277
selecting randomly from, 277–279
sorting list data, 274–275, 274–275
sorting single columns, 280
sorting table data, 279–280, 280
Windows Media Player playlists, 269
using in Word mail merges, 271–273, 271–273

Office Assistant, 219
versus other spreadsheets, 281
overview of, 216, 238, 252, 370
PivotTable

creating, 283–284, 283
deleting fields, 287
dragging data into, 284–285, 284–285
versus Improv, 281, 282
multidimensional tables and, 282–283, 282
updating, 287
viewing results, 285–286, 285–286

printing worksheets
gridline options, 315, 315
header/footer options, 316, 316–317
in Landscape mode, 309–310, 309–310
moving page breaks, 310–312, 311
overview of, 307
Page Break Preview, 308–310, 309–310
page order options, 315
Print Preview, 308, 308
removing blank pages, 313–314, 313–314
removing page breaks, 313
resetting original breaks, 313
scaling options, 312
setting print areas, 313–315, 314
splitting using page breaks, 312

sample documents
calendars, 384–388, 385–386
overview of, 378
travel expense reports, 382–384, 383
wide, solution to viewing, 378–382, 378–381

using Scroll Lock key, 230

Excel
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shortcut keys
adding charts/sheets, 257
cell addresses, 238
editing cells, 225
entering current date/time, 267
navigating dialog boxes, 299
navigating worksheets, 229
opening Visual Basic Editor, 257
scrolling worksheets, 378
selecting columns/rows, 290
selecting tables, 264
shuffling between sheets, 257
switching between running programs, 248

spreadsheets, defined, 217, 219
task pane, viewing/hiding, 220
templates

BOOK.XLS template, 376
changing, 373
creating own location for, 372
creating workbooks from, 372, 373
getting from the Web, 377
NORMAL.DOT equivalents, 374
overview of, 371
preformatted, suspending, 376
Save Workspace command, 377
saving with preview window, 373, 374
saving workbooks as, 371
sharing in Windows XP, 374
SHEET.XLT template, 374–376, 375

workbooks
coloring sheet tabs, 255
coloring sheets, 255
copying data from other sheets, 258
copying sheets to other, 257–258
defined, 219, 253
deleting worksheets, 256
hiding worksheets, 256
inserting chart sheets, 350–351, 350
inserting worksheets, 256–257
linking to cells in other sheets, 258
moving tabs/sheets, 257
renaming sheets, 253–255, 253
shortcut keys for, 254, 257
shuffling between sheets, 257

worksheet cells
absolute addressing, 236–238
AutoFit Selection, 231, 289, 289
cutting/pasting, 230
editing, 224–225, 224–225
entering text in, 221
formulas in, 223–224
highlighted, finding, 226
named, jumping to, 226, 227
naming, 227–228, 227
overview of, 221
relative addressing, 234–236, 234–235, 237
resizing, 231
values versus numbers in, 222–223
wrapping text in, 231–232, 231

worksheets
changing row/column numbers, 264–265, 265
data region size, 226
defined, 217, 217, 219
fixing lopped off text, 230–233, 230–232
freezing panes, 381–382
getting more information on, 382
going to first/last cells, 218, 226
inserting text boxes, 232–233, 232
inserting in Word documents, 169–170, 169
number of rows/columns in, 218
picking starting places, 220, 220
putting toolbars on two rows, 218
removing splits, 382
sorting data in, 280
spell checking, 233–234, 233
splitting window, 379–381, 379–381
turning off Personalized Menu, 219
unfreezing panes, 382
viewing wide, solution to, 378–382, 378–381
versus Word tables, 216

worksheets in Word documents
copying charts, 251
copying data only, 248
copying live worksheets, 248–249, 249
copying single cells, 251
embedding linked worksheets, 249, 250
embedding live worksheets, 169–170, 169, 247
switching between the two programs, 247, 248
when to use, 247
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Excel charts, 348–369
creating

adding labels, 355, 356
adding legends, 356, 356
adding titles, 355
axes options, 355, 356
using Chart Wizard, 349–350, 351–357,

351–352, 354–357
checking data, 353–354, 354–355
choosing type, 352–353, 352
data table option, 357
gridline options, 356
picking place for, 357, 357
using shortcut keys, 350–351, 350
as workbook sheets, 350–351, 350

modifying
adding columns, 360
adding legends, 364
adding titles, 363–364
adjusting 3-D views, 366–367, 366
adjusting spacing, 367–368, 367–368
changing chart type, 358–359, 358
changing label fonts/names, 364
using Chart toolbar, 358, 358
colors/patterns, 362–363, 362–363
deleting columns, 360, 360
deleting rows, 362
overview of, 357
rearranging columns, 359, 359
restoring deleted columns, 360–361, 361
value axes, 364–366, 365
warning, 362

overview of, 348–349
pasting into Word documents, 369
three-dimensional charts, 353
two-dimensional charts, 353
updating, 369
x, y, z-axes, 353

Excel math functions, 318–347, See also Excel,
functions

ABS, assuring positive results, 325–326, 326, 331
on AutoSum menu, 338, 338
AVERAGE, calculating, 338–339

calculating cube roots, 325
COUNT, cells with values, 339, 339
COUNTIF, find specified values, 339–340, 340
displaying decimal places, 326
doing “raised-to-the-power”, 322–323, 323
doing reverse “raised-to-the-power”, 323–324
EXP, base e logarithm, 324
fixing #NUM errors when using SQRT, 325–326,

326
fixing wrong percentage values, 322
using IF statements in, 340–343, 341
LN, natural logarithm, 324
LOG, logarithm, 323–324
MIN and MAX, values, displaying in one column,

341–343, 341–342
MOD, cleaning up division remainders, 331–332,

332
using numeric keypad, 319
operators for

addition, 319
comparisons, 340
defined, 319
division, 319
exponentiation, 319, 322–323, 323
multiplication, 319
negation, 319, 337
percentages, 320, 321–322, 321
subtraction, 319

overview of, 318–319, 320
POWER, raised to the, 323, 324, 325
PRODUCT, multiplying number chunks, 338
RAND, random numbers, 278–279, 328
rounding functions

CEILING, 327
defined, 327
EVEN, 327
FLOOR, 328
ODD, 328
ROUND, 329–330, 329
ROUNDDOWN, 330
ROUNDUP, 330

SQRT, square roots, 324, 325–326, 326
statistical functions, 339

Excel charts–Excel math functions
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STDEV, standard deviations, 339
SUM function

AutoSum button, 333
AutoSum menu, 338, 338
defined, 333, 333
subtracting columns of numbers, 337
totaling blocks of numbers, 336, 336
totaling columns, 333–335, 334
totaling rows, 336, 336

text functions
& operator in, 342, 343, 345
CHAR, 343–344
CONCATENATE, 345–347, 345
converting numbers to currency text, 346–347
DOLLAR, 346–347
drag-filling series of letters, 343–344
making sentences continuous, 345–347, 345
overview of, 343

truncating functions
defined, 327
INT, 328
TRUNC, 330–331

exponentiation operator, 319, 322–323, 323
External Data toolbar in Excel, 392, 392–393

F
F4 “repeat” key, 300
F9 keys in Excel formulas, 241
Field Chooser, 501–502, 502
fields, See also Word documents

date/time fields, 179
defined, 174
document property fields, 176
and editing, 178–179
file name fields, 175
math formula fields, 167–169
number of characters/words/pages fields, 176
print date fields, 175, 177, 179
updating, 178
user name fields, 177
viewing field codes, 177

file attachments, sending, See also Outlook e-mail
directly from open files, 423
images as, 420
using Insert File, 420
versus using Insert Item, 420
versus using Insert Picture, 420
multiple, zipping before, 420–422, 421
quickest way for, 423
versus sending CDs, 423
size limits, 422–423
viruses and, 419

File menu in Word, adjusting recently used file list, 4
file name fields, 175
files, See also saving

adding to documents using sections, 71–72
compressed zip files, 420–422, 421
delimited files, 473
sound, locating on computer, 450

fill color in Excel, 305–306, 305
finding, See also searching; sorting

archived folders, 439–441, 440–441
duplicate data in Excel, 275–276
groups of e-mails, 462, 462
highlighted worksheet cells, 226
and replacing in Word, 17–18
specific e-mails, 463–465, 463–465
Word documents, 9–11

floppy disks, 12
font color in Excel, 305, 305, 306
Fonts dialog box in Outlook, 404–405, 404
Format Axis dialog box in Excel, 365–366, 365
Format Cells dialog box in Excel, 231–232, 231, 296,

296, 301, 301
Format Data Series dialog box in Excel, 362–363,

362–363, 368, 368
Format Painter in Excel, 299–300
formatting Excel. See Excel, formatting
formatting messages. See Outlook e-mail
Formatting toolbar in Word, 201–202, 202
formatting Word documents. See Word document

formatting
formulas, See also Excel; Excel math functions

defined, 223–224
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F9 keys in, 241
keeping simple, 239, 239
parentheses in, 238–239
values versus numbers in, 222–223

frames, 74, 74, 84
Full Impact spreadsheet, 281
full-screen mode in Word, See also Word,

customizing
closing, 197, 197, 198
displaying Start button, 199
displaying taskbar, 199
using menus in, 198
opening, 197, 197
scrolling in, 199
shortcut keys, 197, 197, 198, 199
using toolbars in, 198, 198, 199

Function Arguments dialog box in Excel, 242, 242
functions. See Excel, functions; Excel math

G
Go To dialog box in Excel, 227, 227
Goal Seek tool in Excel, 267–269, 268
the Great American Novel format, 142–143
gutter margins, 27, 32, 34, 34

H
handouts, slide show, 548–549, 549
hanging indents, See also indenting

advantage, 39
defined, 36, 38–39
item-tab-item-tab-paragraphs, 42–44, 43
item-tab-paragraphs, 39–41, 40
shortcut keys for, 38
tab-item-tab-paragraphs, 41–42, 41
warning, 40

Header and Footer palette in Word, 67, 67
headers and footers, See also Word document

formatting
keeping simple, 69
margins, 32–33

page numbers in, 73–74, 74
suppressing, 66, 67–68, 67
worksheet printing options, 316, 316–317

heading levels, 110
headings, viewing, 19–20, 20
hidden text, 187–188
hiding

change tracking marks, 190, 191
columns in Excel, 291
comments in Word documents, 182
e-mail addresses on mail, 409–410, 409
Excel task pane, 220
gridlines in Word tables, 167
outline subtopics in Word, 133
slide title text, 542

highlighting text in Word, 188, 188
hot keys. See shortcut keys
HTML file format, 433, 433
hyphenation, 55

I
images in Word documents, See also drawing;

pictures; PowerPoint
captions for, 92, 92, 101, 101
cropping, 94–95
file formats, 88
inserting from files, 88–89
Layout tab text wraps around, 87, 89
Picture toolbar, 90, 90
rotating, 93, 94
saving to disk, 88
scaling (resizing), 50, 92–93, 93
setting behind text, 96
washing out color, 96
why Word slows down with, 96
of your signature, 50

Import Personal Folders dialog box, 439–441,
440–441

Improv spreadsheet, 281, 282
In Front text wraps, 87

frames–In Front text wraps
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indenting paragraphs, See also Word document
formatting

block quotes, 44–45
first-line indents, 36, 37–38
hanging indents

advantage, 39
defined, 36, 38–39
item-tab-item-tab-paragraphs, 42–44, 43
item-tab-paragraphs, 39–41, 40
shortcut keys for, 38
tab-item-tab-paragraphs, 41–42, 41
warning, 40

left indents, 36, 46
no-indent example, 35, 35, 37
right indents, 36
shortcut keys for, 38, 46
versus spaces between, 37, 46

Index and Tables dialog box in Word, 138–139, 139
indexes, See also Word documents, long

inserting in documents, 141–142
marking text for inclusion, 140–141, 140
overview of, 92, 140
rebuilding, 142

Inline text wraps, 87
Insert Function dialog box in Excel, 240, 240

J
Junk E-mail Options dialog box in Outlook 2003, 455,

455

K
keyboard shortcuts. See shortcut keys

L
labels, See also Word documents

defined, 174
making sheets of identical, 172–174, 173
for Outlook contacts, 483, 483
overview of, 172

putting graphics on, 174
Landscape mode

printing comments in, 190–191
printing worksheets in, 309–310, 309–310
sections and, 63, 63, 72

letters, See also Word documents
address placement, 48–49, 49
closings, 51
creating templates for, 53
envelopes, 51–52, 52, 483, 483
greetings, 48
inserting dates, 52–53, 53
inserting signatures, 50–51, 51
overview of, 48
sample business letter, 49
sample personal letter, 49

line breaks, 47, 47–48
line spacing, 54, 56, 56–58
loaded language trick, 561
logarithmic charts, 556–557, 557

M
macros in Word, See also shortcut keys; Word,

customizing
to add space between paragraphs, 59–61
adding to toolbars, 210
overview of, 208
for programming applications, 208
for recording keystrokes, 208, 209–212, 210–211
versus Replace command, 212
security risk of, 214
shortcut keys for, 212, 213
testing, 212

Mail Merge Recipients dialog box in Word, 272–273,
273

Mail Merge. See Word Mail Merge
Mail Rules. See Outlook Mail Rules
mail. See Outlook e-mail
Map Custom Fields dialog box in Outlook, 472, 472
margins, See also Word document formatting

chart for viewing, 151–152, 151
gutter margins, 32, 34, 34
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header/footer margins, 32–33
overview of, 31
page margins, 31–33, 31
paragraph margins, 34, 34, 35
previewing, 34
warning, 32

Mark Index Entry dialog box in Word, 140–141, 140
math formula fields in Word, 167–169, See also

Excel math; formulas
meetings. See Outlook Calendar
merging Excel cells, 293–294, 293
microphones, 546
Move Item To dialog box in Outlook, 429, 429
Multiplan spreadsheet, 281
My Data Sources dialog box, 421, 421

N
New Style dialog box in Word, 111–112, 112
New Toolbar dialog box in Word, 120–121, 120
New Web Query dialog box in Excel, 389, 389
newsletter format, 85–86, 86
Normal style, See also styles

equivalents for in Excel, 374
modifying in Excel, 296–297, 297
in Word

modifying, 20–21, 21, 111
using in outlines, 134
overview of, 109
shortcut keys for, 134

Normal view in Word, 33
NORMAL.DOT template. See Normal style
numbers, See also Excel; page numbers

of characters/words/pages fields, 176
displaying slide numbers, 540, 540
lining up with tabs, 156–158, 156–157

O
Office Assistant, 219
1-2-3 spreadsheet, 281
Open dialog box in Excel, 373, 374

operators. See Excel math functions
Options dialog box in Outlook, 414–416, 414–415
Organizer dialog box in Word, 119, 119
Outline view in Word, 33, 129, 130
outlining Word documents, See also Word

documents, long
using + and - icons, 132, 133
creating topics/subtopics, 130
defined, 129
hiding all subtopics, 133
joining, 133
modifying heading outline levels, 116, 116
moving topics, 131–132, 131
using Normal style in, 134
in Outline view, 33, 129, 130
Outlining toolbar, 129, 130, 131, 131, 136, 136
saving outlines, 135
shortcut keys for, 132, 133
showing all levels, 134
showing Level 2 only, 134
splitting topics, 132

Outlook Calendar
appointments

coloring, 490
defined, 487
rescheduling, 488
scheduling, 485–486, 486

AutoDate abbreviations, 489
defined, 485, 485
editing labels, 490
meetings, 487
recurring appointments

bi-weekly for six weeks, 492, 492
birthdays/anniversaries, 495, 495
daily, 490, 490
Election Day, 495, 495
every other day, 491, 491
every other week, 492, 493
every third Thursday, 493, 493
first and third Wednesdays, 493
monthly, 494, 494
quarterly, 494, 494
using Recurrence button, 490
weekly, 491, 491

Mark Index Entry dialog box in Word–Outlook Calendar
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recurring appointments, changing
all, to new date/time, 497–498
overview of, 496, 496
single, canceling, 496
single, to another day, 497, 497

reminders
default, turning off, 498
setting, 488–489, 489
sound options, 489, 489

scheduling events, 486, 487, 487
viewing TaskPad in, 499

Outlook contacts, 468–483
adding

via e-mail From fields, 474, 474
entering manually, 474
from vCards, 476–477, 476
yourself, 475

creating own vCards, 477
defined, 468
distribution lists

adding members, 481
of all contacts, 481
creating, 480–481, 481
defined, 480
removing members, 481
using, 482, 482

e-mailing all at once, 479–480
exporting into Excel, 279
Google.com trick, 478
importing

from contact management programs, 471–472,
471–472

from old e-mail programs, 469–471, 470
when program not listed in wizard, 473

linking to in Word, 483, 483
map feature, 478, 478
nicknaming, importance of, 475–476
overview of, 469, 477
printing envelopes for, 483, 483
printing labels for, 482–483, 483
viewing, 469

Outlook e-mail, 396–467
automatic e-mail pickup, 460–461, 461
Bcc fields, 409–410, 409
blocking spam

editing Junk Senders list, 457–458, 458
with Mail Rules, 458
managing Junk E-mail folder, 458
in Outlook 2003, 455, 455
in Outlook XP/2000, 456, 456
overview of, 454–455
spoofed e-mail and, 454

Cc fields, 409, 409
creating contacts from, 474, 474
deleting messages, 425
E-mail Options dialog box, 402–403, 402
formatting messages

amount to use, 410–411
background color, 412, 412
with built-in stationery, 412–414, 413
creating own stationery, 414–416, 414–415
font color, 403–405, 404
using HTML format, 411
inserting pictures, 412
overview of, 410
using Plain Text format, 411
removing formatting, 411
using Rich Text format, 411
using Word, 410

forwarding, editing before, 405–407, 406
forwarding, options for, 402, 406
From field, 434
overview of, 396
receiving vCard attachments, 476–477, 476
replying to messages

using autoresponders, 459
bandwidth and, 400
coloring fonts, 403–405, 404
editing original messages, 399–400, 399
hiding addresses from others, 409–410, 409
importance of, 397
interposing when, 401–402, 401
long messages, 397
original message options, 402–403, 402
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original, without including, 408
read receipt messages, 398–399
using Reply to All, 407–408
rereading original messages, 408

sending attachments
directly from open files, 423
images as, 420
using Insert File, 420
versus using Insert Item, 420
versus using Insert Picture, 420
multiple, zipping before, 420–422, 421
quickest way for, 423
versus sending CDs, 423
size limits, 422–423
viruses and, 419

sending to all contacts, 479–480
shortcut keys for, 397
signatures

changing, 418–419, 419
creating, 417–418, 418
defined, 416–417
digital signatures, 419
having more than one, 418

To fields, 409, 409
Outlook e-mail folders, 424–441

built-in folders, 426, 426
coloring specific messages in, 466–467, 466
creating

ideas for, 428–429
steps in, 426–427, 427
subfolders, 430, 430

Deleted Items folder, 428, 428
Drafts folder, 431–432
finding groups of e-mails, 462, 462
finding specific e-mails, 463–465, 463–465
fixing problems with, 430–431, 431
getting messages into, 427–428, 428, 429, 429
getting onto hard drive

using archived folders, 439–441, 440–441
archiving backups manually, 436–437, 436
AutoArchiving backups, 438–439, 438
exporting folders onto, 435–436
and knowing locations, 437, 439, 440

overview of, 432
saving groups of messages, 434
saving single messages, 432–434, 433

Outlook speed and, 425
overview of, 424–425
shortcut keys for, 427
sorting mail in, 462, 462
undoing deletes, 432
viewing contents, 428

Outlook Mail Rules, 442–467
for blocking spam, 458
defined, 443
deleting, 449
for filing incoming mail

knowing mail has arrived, 447
and marking as read, 448
from non-specific sources, 447–448
from specific sources, 443–447, 444–446

for filtering mail, 451–453, 452–453
for forwarding mail, 459–460
modifying

adding sounds, 449–451, 450
in Outlook 2003, 449, 450
in Outlook XP/2000, 451
overview of, 449

naming, 446, 446
overview of, 442, 459
permanently deleting, 449
Rules Wizard, 443–448, 446–448, 452, 453
setting execution order, 452, 453

Outlook Tasks
adding headings, 501–502, 502
versus appointments, 498
deleting headings, 502
deleting tasks, 500
Field Chooser, 501–502, 502
marking tasks complete, 500
recovering deleted tasks, 500–501, 501
regenerating tasks, 499–500, 499–500
viewing Date Completed, 501–502, 502
viewing TaskPad in Calendar, 499

Outlook e-mail folders–Outlook Tasks
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P
page breaks, 47, 47–48, 66, See also Excel, printing
page margins, 31, 31–33
Page Number Format dialog box in Word, 76–77, 77
page numbers, See also Word document formatting

adding hyphens beside, 73–74, 74
citing another page in text, 75–76
citing current page in text, 75
in creative projects, 138
formatting fonts, 99
overview of, 73
“page X out of N total pages”, 79
positioning, 73, 73
renumbering, 76–77, 77
Roman numerals, 78
section breaks and, 76–77, 77, 78
starting at any value, 77

Page Numbers dialog box in Word, 73, 73
Page Setup dialog box in Excel, 312, 315–316,

315–316
Page Setup dialog box in PowerPoint, 508, 508
Paragraph dialog box in Word, 47, 47, 116, 116
paragraphs. See Word document formatting
passwords for Word documents, 7–8, 7–9, See also

security
Paste Name dialog box in Excel, 228–229, 228
Paste Special dialog box in Word, 248–250, 249
Percent style in Excel, 302
percentage operator, 320, 321–322, 321
pictures, See also drawing; images; PowerPoint

converting text to, 509, 509–510
inserting in e-mail, 412, 420
inserting in slides, 514, 514
Picture toolbar, 90, 90
placeholders for, 19
shortcut for inserting, 93

PivotTable, See also Excel
creating, 283–284, 283
deleting fields, 287
dragging data into, 284–285, 284–285
versus Improv, 281, 282
multidimensional tables and, 282–283, 282
updating, 287

viewing results, 285–286, 285–286
Plain Text Format (*.txt), 4, 433, 433
PowerPoint presentations, 504–561

accessing menus during, 542–543, 543
adding sound tracks, 535–537, 536
animating objects

and adding sound effects, 534, 534
to appear automatically, 527–531, 528–531
to appear sequentially, 524–527, 525
bulleted lists, 524–527, 525
using Custom Animation dialog box, 529–534,

529, 531–534
to emphasize text, 533–534, 533
in PowerPoint 2000, 530–531, 531
in PowerPoint 2003/XP, 529–530, 529–530
and re-ordering, 532, 532–533

automatic play option, 535–537, 536
bullets, 508, 515
converting text to pictures, 509, 509–510
creating handouts, 548–549, 549
using Drawing toolbar, 507, 510–511, 511
ending shows quickly, 539
fixing problems

getting lost during, 539–541, 539–540
missing fonts, 508–509, 509–510
not having handouts, 549–550
red Xs appearing, 537
text not appearing in Outline, 516–517,

516–517
text too large for area, 515

formatting images, 537
importance of Page Setup box, 508, 508
Insert Movies and Sounds submenu, 537
keeping audience attention

with handouts, 548
with interactions, 548, 549–550
by selling yourself, 548
with sounds/graphics, 548

making text easy to read, 550–551
narrations

changing for one slide, 546–547
microphones, 546
recording, 544–546, 545
removing for one slide, 547
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overview of, 504–505, 538–539
using pointers, 542–543, 543
psychology tricks for selling

arrows, 555–556, 556
card stacking, 560
celebrities, 559, 560
color combinations, 550–551
controlling where eyes look, 552–555, 552–553,

555
cute kids, animals, and sex, 561
everyone get on the bandwagon, 560
just plain folks, 560
loaded language, 561
logarithmic charts, 556–557, 557
overview of, 550, 559
skewing opinion results, 557–558, 558
tell them three times, 520, 547–548
testimonials, 559
uniformed officials, 559, 560

rehearsing timings, 544, 544
saving to disk, 507, 537
search and replace in, 520, 520
setting up main screen, 505, 505
shortcut keys for, 521
Slide Sorter view, 517, 518
slides

adding titles, 541–542, 541
annotating, 543, 543
background options, 522–523, 522–523
centering text, 512, 515
changing layouts, 513, 513
changing order of, 517, 518
choosing formats, 508, 508
choosing layouts, 506–507, 506
copying to other shows, 519, 519
displaying slide numbers, 540, 540
drawing arrows, 555–556, 556
first slides, 510–512, 510–513
hiding title text, 542
inserting new slides, 518, 518
inserting picture files, 514, 514
last slides, 521, 521
Master slides, 517, 517

overview of, 507
transition options, 524, 535–537, 536

using speaker notes, 505, 519–520
Stop Previous Sound option, 535
using summaries, 520, 548
warning, 537

print date fields in Word, 175, 177, 179
Print dialog box in Word, 25–26, 26
printing

envelopes for contacts in Word, 483, 483
Excel worksheets

gridline options, 315, 315
header/footer options, 316, 316–317
in Landscape mode, 309–310, 309–310
moving page breaks, 310–312, 311
overview of, 307
Page Break Preview, 308–310, 309–310
page order options, 315
Print Preview, 308, 308
removing blank pages, 313–314, 313–314
removing page breaks, 313
resetting original breaks, 313
scaling options, 312
setting print areas, 313–315, 314
splitting using page breaks, 312

labels for contacts in Word, 482–483, 483
tracked changes in Word, 190
Word comments in Landscape mode, 190–191
Word documents

in black only, 27
on both sides, 25–26, 25–26
changing orientation mid-document, 72
gutter margins, 27, 32
limitations, 146
Print Layout view, 33
reversing print order, 24–25
setting margins, 27–28, 28, 31
shortcut keys for, 23
stopping, 24
on three-hole paper, 27–28, 28
two pages on 11x14 sheets, 28–29
warning, 32

print date fields in Word–printing
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protecting Word documents, 194–195, 195, See also
security

psychology tricks. See PowerPoint
pull-quotes, 81–82, 81–83

Q
Quatro Pro spreadsheet, 281

R
Reading Layout view in Word, 33
Recently Used File List options in Word, 4
Record Macro dialog box, 209–210, 210
recording slide show narrations, 544–546, 545
recovering Word after crashes, 12–13
recurring appointments. See Outlook Calendar
refreshing Web data in Excel, 392, 393
Rehearsal toolbar in PowerPoint, 544, 544
reminders for appointments, 488–489, 489, 498
removing, See also deleting

borders, 70
distribution list members, 481
e-mail formatting, 411
passwords, 8
tabs, 160
title borders, 70
toolbar buttons, 203

Replace dialog box in PowerPoint, 520, 520
Reviewing toolbar in Word, 181–182, 181, 184, 185
Rich Text Format (*.rtf), 4, 548
rotating images, 93, 94
rotating text, 85, 85
Rules and Alerts dialog box in Outlook, 452, 453
Rules, Mail. See Outlook Mail Rules

S
Save As dialog box in Outlook, 432–434, 433
Save As dialog box in Word, 3–6, 3, 5
Save Workspace command in Excel, 377
saving

custom Word toolbars as templates, 202, 203
Excel templates with preview window, 373, 374
Excel workbooks as templates, 371
files

to floppy disks, 12
in HTML format, 433, 433
in Rich Text Format, 4, 548
in Text Only format, 4, 433, 433
warning, 12

Word documents
to A drive, 12
using AutoRecovery, 13
in other formats, 4
outlines of, 135
overview of, 3–4, 3
shortcut keys for, 6
as templates, 125
warnings, 6, 12
as web pages, 5

Word styles templates, 124
saving to disk

groups of Outlook messages, 434
images in Word documents, 88
imported Excel data, 271
and knowing locations, 437, 439, 440
Outlook e-mail folders, 435–436
PowerPoint presentations, 507, 537
single Outlook messages, 432–434, 433

scheduling. See Outlook Calendar
screenplay formats, 143, 144–146, 145
Scroll Lock key in Excel, 230
search and replace in PowerPoint, 520, 520
searching Excel using Data Form, 277, See also

finding; sorting

576

protecting Word documents–searching Excel using Data Form

Ch23 4223 (562-585) Index  9/2/03  9:05 AM  Page 576



sections, See also Word document formatting
adding non-Word data using, 71–72
creating, 64, 64
creating title pages with, 65–66
creating title pages without, 64–65, 65
defined, 63, 63
Landscape mode and, 63, 63, 72
page renumbering and, 76–77, 77
text suppression and, 66
which one are you in, 64

Security dialog box in Word, 7–8, 7
security in Word

against viruses, 419
document passwords, 7–9, 7–8
macros as risk to, 214
when sharing documents, 194–195, 195

Select Names dialog box in Outlook, 482, 482
Select a Stationery dialog box in Outlook, 412–414,

413
Select Table dialog box in Word, 272, 272
Series dialog box in Excel, 260–261, 261
sharing documents. See Word document

collaboration
SHEET.XLT template, 374–376, 375
shortcut keys, See also macros

in Excel
adding charts/sheets, 257
cell addresses, 238
creating charts, 350–351, 350
editing cells, 225
entering current date/time, 267
navigating dialog boxes, 299
navigating worksheets, 229
opening Visual Basic Editor, 257
scrolling worksheets, 378
selecting columns/rows, 290
selecting tables, 264
shuffling between sheets, 257
switching between running programs, 248

in Outlook mail, 397, 427
in PowerPoint, 521
in Word

assigning to styles, 122–124, 123

centering paragraphs, 65
changing case, 14, 15
changing views, 32
closing documents, 6
using comments, 185
copying/moving selected text, 17
creating title pages, 66
full-screen mode, 197, 197, 198, 199
going to top of documents, 17
hanging indents, 38
indenting paragraphs, 38, 46
inserting picture files, 93
left indents, 46
line spacing, 57
long documents, 132, 133, 134
for macros, 212, 213
Normal style, 134
opening multiple documents at once, 11
opening single documents, 6
outlining documents, 132, 133
page/section breaks, 66
printing documents, 23
repeating styles, 110
resizing images, 93
returning to last edit, 19
rotating images, 93, 94
saving documents, 6
selecting text, 13–14
showing formatting, 15

Show Full Menus option in Word, 12
signatures, inserting in letters, 50–51, 51
slide shows. See PowerPoint
Small Caps command in Word, 201–202, 202
Sort dialog box in Excel, 279–280, 280
Sort dialog box in Word, 171, 171
sorting, See also finding; searching

data in Word tables, 170–172, 170–171
Excel list data, 274–275, 274–275
Excel table data, 279–280, 280
Excel worksheet data, 280
mail in Outlook folders, 462, 462
text in Word documents, 21–22

sections–sorting
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sounds, See also PowerPoint
for appointment reminders, 489, 489
audio comments in Word, 185–187, 186
files on computer, locating, 450
for Mail Rules, 449–451, 450

speaker notes, 505, 519–520
spell-checking Word documents, 22–23, 23
splitting

Excel text, 294–295, 295
Excel worksheet windows, 379–381, 379–381
Excel worksheets, 312
removing worksheet splits, 382
Word outline topics, 132

stage play formats, 143–144
Stop Previous Sound option, 535
Stop Recording floating palette, 59–60, 59, 211, 211
Style dialog box in Excel, 297, 297
styles, See also Normal style; Word document styles

in Excel
Comma style, 303
Currency style, 302, 303, 304
custom styles, 297–299, 299
modifying Normal style, 296–297, 297
number styles, 302–304, 303
Percent style, 302
same style in all cells, 295–296, 296
styles, advantage of, 300

in Word
adding style toolbar buttons, 208
setting tabs for, 160
shortcut for repeating, 110
tab styles, 152–153

SUM function, See also Excel math functions
AutoSum button, 333
AutoSum menu, 338, 338
defined, 333, 333
subtracting columns of numbers, 337
totaling blocks of numbers, 336, 336
totaling columns, 333–335, 334
totaling rows, 336, 336

T
table of contents, creating, 138–139, 139
tables. See Excel; Word tables
tabs, See also aligning; indenting; Word document

formatting
adding spaces versus, 40
center tabs, 158–159, 158
creating “cast lists”, 159–160, 159–160
default tabs, 152
defined, 151
lining up

columns of words, 155, 155
numbered lists, 157–158, 157
numbers/totals, 156–157, 156

overview of, 154
removing, 160
setting

own, advantage of, 152
on Ruler, 151
for styles, 160
in Tabs dialog box, 151, 156

Tab key trivia, 44
tab styles, 152–153
viewing

in documents, 154, 155
on Ruler, 153, 153
in Tabs dialog box, 153–154, 153
in width charts, 151–152, 151

TaskPad, 499, See also Outlook tasks
Teeter dialog box in PowerPoint, 530, 530
Templates dialog box in Excel, 372, 373
templates. See Excel, templates; Word document

styles
testimonials, 559
Text Box toolbar in Word, 85, 85
text boxes, See also Word document formatting

background color, 84
for call-outs, 101, 101
defined, 81
deleting, 83
versus frames, 84
inserting in worksheets, 232–233, 232
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linking, for text flow, 85–86, 86
for newsletters, 85–86, 86
for pull-quotes, 81–83, 81–82
for sidewards titles, 84–85, 84–85
Text Box toolbar, 85, 85, 86
wrapping text around, 83, 87

text formatting. See Excel; PowerPoint; Word
text functions, See also Excel math functions

& operator in, 342, 343, 345
CHAR, 343–344
CONCATENATE, 345–347, 345
converting numbers to currency text, 346–347
DOLLAR, 346–347
drag-filling series of letters, 343–344
making sentences continuous, 345–347, 345
overview of, 343

text wrapping. See wrapping
Tight text wraps, 87
time fields in Word, 179
times, current, entering in Excel, 267
title pages, See also Word document formatting

adding page borders, 71
adding title borders, 68–71, 69
centering, 64, 66
creating with sections, 65–66
creating without sections, 64–65, 65
suppressing headers/footers, 66, 67–68, 67
suppressing page numbers, 66–67

titles
adding to charts, 355, 363–364
adding to slides, 541–542, 541
hiding on slides, 542
oriented sidewards in Word, 84–85, 84–85

toolbars in Word
for creating styles, 120–122, 120–121
customizing, See also Word, customizing

adding formatting buttons, 201–202, 202
adding separator bars, 205, 206
adding style buttons, 208
changing text to images, 207, 207
creating own from scratch, 204–205, 205
using Customize dialog box, 202, 202
editing button text, 206
versus floating palettes, 200, 201

moving, 200, 200, 210
overview of, 200
removing buttons, 203
and restoring defaults, 203
and saving as templates, 202, 203

Drawing toolbar, 97–98, 97
Formatting toolbar, 201–202, 202
using in full-screen mode, 198, 198, 199
Outlining toolbar, 129, 130, 131, 131, 136, 136
Picture toolbar, 90, 90
Reviewing toolbar, 181–182, 181, 184, 185
Tables toolbar, 162–163, 163
Text Box toolbar, 85, 85, 86

tracking changes. See Word document collaboration
travel expense reports in Excel, 382–384, 383
truncating functions, 327, 328, 330–331
.txt (Plain Text Format) files, 4, 433, 433

U
updating

Excel charts, 369
fields, 178
PivotTable, 287
Word document fields, 178
Word styles, 16–17, 125
Word TOCs, 139

user name fields, 177

V
values in Excel formulas, 222–223
vCards (.vcf files), 476, 476–477
viruses, 419
VisiCalc spreadsheet, 217, 281

W
Web data, grabbing into Excel

copyrights and, 388
with Excel 2000, 390–391
with Excel 2003/XP, 389–390, 389–390

text formatting–Web data, grabbing into Excel
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External Data toolbar, 392, 392
and fixing, 391–392, 391
limitations, 388
and refreshing, 392, 393
templates, 377
when Web pages change, 393–394

Web Layout view in Word, 33
website addresses

author, 53
Avery, 174
Google, 478
WinZip, 420

Windows Media Player playlists, 269
Wingz spreadsheet, 281
WinZip files, 420–422, 421
Word Count dialog box, 55, 55
word count statistics, 55, 55
Word, customizing, 196–214

full-screen mode
closing, 197, 197, 198
displaying Start button, 199
displaying taskbar, 199
using menus in, 198
opening, 197, 197
scrolling in, 199
shortcut keys, 197, 197, 198, 199
using toolbars in, 198, 198, 199

using macros
to add space between paragraphs, 59–61
adding to toolbars, 210
using Macros dialog box, 213, 213
overview of, 208
for programming applications, 208
for recording keystrokes, 208, 209–212, 210–211
versus Replace command, 212
security risk of, 214
shortcut keys for, 212, 213
testing, 212

overview of, 196–197
Recently Used File List options, 4
Show Full Menus option, 12
toolbars

adding formatting buttons, 201–202, 202

adding macros, 210
adding separator bars, 205, 206
adding style buttons, 208
changing text to images, 207, 207
creating own from scratch, 204–205, 205
using Customize dialog box, 202, 202
editing button text, 206
versus floating palettes, 200, 201
moving, 200, 200, 210
overview of, 200
removing buttons, 203
and restoring defaults, 203
and saving as templates, 202, 203

Word document collaboration, 180–195
using comments

audio comments, 185–187, 186
coloring fonts, 184
comment bubbles, 182, 182
Comment frame, 182, 182, 183
deleting comments, 183
versus hidden text, 187–188
hiding comments, 182
highlighting text, 188, 188
inserting, 181, 181, 184, 185
printing in Landscape mode, 190–191
printing (or not), 188
reviewing comments, 183, 183
shortcut keys for, 185

comparing documents, 191–192, 191
overview of, 180–181
protecting documents, 194–195, 195
using Reviewing toolbar, 181–182, 181, 184, 185
tracking changes

and accepting/rejecting, 193–194, 194
deletions, 194–195, 195
hiding/showing changes, 190, 191
how changes are marked, 189–190, 190
if forget to turn on, 191
and printing, 190
turning on, 189

Word document formatting, 30–105
borders

around pages, 71
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around titles, 68–69, 69
using color blocks as, 70
coloring space inside, 70
drawing, 71
removing, 70

drawing objects
arrows, 101–102, 101
AutoShapes, 102
in chapter headings, 103–104
color blocks, 98–100, 100
curly brackets, 103, 103
using Drawing toolbar, 97–98, 97
overview of, 97, 101

finding and replacing, 17–18
Formatting toolbar, 109, 109
hanging indents

advantage, 39
beyond page margins, 39
defined, 36, 38–39
item-tab-item-tab-paragraphs, 42–44, 43
item-tab-paragraphs, 39–41, 40
shortcut keys for, 38
tab-item-tab-paragraphs, 41–42, 41
warning, 40

headers and footers
keeping simple, 69
margins, 32–33
page numbers in, 73–74, 74
suppressing, 66, 67–68, 67

heading levels, 110
headings, viewing, 19–20, 20
images

captions for, 92, 92, 101, 101
cropping, 94–95
custom text wraps around, 90–91, 91
file formats, 88
inserting from files, 88–89
Layout tab text wraps around, 87, 89
Picture toolbar, 90, 90
rotating, 93, 94
saving to disk, 88
scaling (resizing), 92–93, 93
setting behind text, 96

washing out color, 96
why Word slows down with, 96

indenting paragraphs
block quotes, 44–45
first-line indents, 36, 37–38
hanging indents, 36, 38–44, 40–41, 43
left indents, 36, 46
no-indent example, 35, 35, 37
right indents, 36
shortcut keys for, 38, 46
versus spaces between, 37, 46

margins
chart for viewing, 151–152, 151
gutter margins, 32, 34, 34
header/footer margins, 32–33
overview of, 31
page margins, 31–33, 31
paragraph margins, 34, 34, 35
previewing, 34
warning, 32

overview of, 30, 62–63
page numbers

adding hyphens beside, 73–74, 74
bookmarking text to reference, 75–76
citing another page in text, 75–76
citing current page in text, 75
formatting fonts, 99
overview of, 73
“page X out of N total pages”, 79
positioning, 73, 73
renumbering, 76–77, 77
Roman numerals, 78
section breaks and, 76–77, 77, 78
starting at any value, 77

paragraphs
adding space between, 56, 57, 57, 58–61
alignment options, 36
automatic spacing between, 46–47
centering, 65
graphic width chart for, 151–152, 151
line/page breaks, 47–48, 47
margins, 34, 34, 35
point size, 47

Word document formatting
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troubleshooting, 16–17
sections

adding non-Word data using, 71–72
creating, 64, 64
creating title pages with, 65–66
creating title pages without, 64–65, 65
defined, 63, 63
Landscape mode and, 63, 63, 72
page renumbering and, 76–77, 77
text suppression and, 66
which one are you in, 64

shortcut keys
centering paragraphs, 65
changing case, 14, 15
creating title pages, 66
hanging indents, 38
inserting picture files, 93
left indents, 46
line spacing, 57
page/section breaks, 66
repeating styles, 110
resizing images, 93
returning to last edit, 19
rotating images, 93, 94
showing formatting, 15

showing, 15–16, 16
spacing tricks to adjust length

hyphenation and, 55
line spacing, 54, 56–58, 56
overview of, 54
between paragraphs, 56, 57, 57, 58–61
recording macros for, 59–61
simple tricks, listed, 54
word count statistics and, 55, 55

using tabs, See also indenting
adding spaces versus, 40
center tabs, 158–159, 158
creating “cast lists”, 159–160, 159–160
default tabs, 152
defined, 151
lining up columns of words, 155, 155
lining up numbered lists, 157–158, 157
lining up numbers/totals, 156–157, 156
overview of, 154

removing, 160
setting own, advantage of, 152
setting on Ruler, 151
setting for styles, 160
setting in Tabs dialog box, 151, 156
Tab key trivia, 44
tab styles, 152–153
viewing in documents, 154, 155
viewing on Ruler, 153, 153
viewing in Tabs dialog box, 153–154, 153
viewing in width charts, 151–152, 151

text
changing case, 14–15, 14
characters, 63
converting tables to, 164
creating columns of, 147–148
creating drop caps, 148
creating drop words, 149
hidden text, 187–188
rotating, 85, 85
unformatted, pasting, 15

text boxes
background color, 84
for call-outs, 101, 101
defined, 81
deleting, 83
versus frames, 84
linking, for text flow, 85–86, 86
for newsletters, 85–86, 86
for pull-quotes, 81–83, 81–82
for sidewards titles, 84–85, 84–85
Text Box toolbar, 85, 85, 86
wrapping text around, 83, 87

text wrapping
custom wraps, 90–91, 91
options for in Layout tab, 87
steps in applying, 83, 89

title borders
adding, 68–69, 69
using color blocks as, 70
coloring space inside, 70
drawing, 71
removing, 70
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title pages
adding page borders, 71
adding title borders, 68–71, 69
centering, 64, 66
creating with sections, 65–66
creating without sections, 64–65, 65
suppressing headers/footers, 66, 67–68, 67
suppressing page numbers, 66–67

warning, 18
Word document styles, 106–127

applying, 109–110, 109
assigning shortcut keys to, 122–124, 123
automatic update option, 16–17, 125
automatically following each other, 117
copying between documents, 118–120, 118
creating

based on existing styles, 111–113, 112, 115
body text styles, 109–110
character styles, 114–115
heading styles, 108
toolbars for, 120–122, 120–121
warning, 115

Default button and, 111
defined, 107
formatting included in, 107
heading levels and, 110
modifying

already styled text, 115
in entire documents, 114
heading outline levels, 116, 116
related styles, 113–114
restoring modified text, 118, 118
standard styles, 118
warning, 118

Normal style
modifying, 20–21, 21, 111
using in outlines, 134
overview of, 109
shortcut keys for, 134

overview of, 106
templates

creating for letters, 53
defined, 124
locating on disk, 126–127

modifying, 125
overview of, 118
reassigning, 125
saving, 124
saving custom toolbars as, 202, 202
saving documents as, 125
what can go into, 124

Word documents, 2–29
closing, 6
copying Excel charts into, 369
Document Map, 19–20, 20
finding, 9–11
inserting Excel worksheets

copying charts, 251
copying data only, 248
copying live worksheets, 248–249, 249
copying single cells, 251
embedding linked worksheets, 249, 250
embedding live worksheets, 169–170, 169, 247
switching between the two programs, 247, 248
when to use, 247

inserting fields
date/time fields, 179
defined, 174
document property fields, 176
and editing, 178–179
file name fields, 175
math formula fields, 167–169
number of characters/words/pages fields, 176
print date fields, 175, 177, 179
updating, 178
user name fields, 177
viewing field codes, 177

labels
defined, 174
making sheets of identical, 172–174, 173
for Outlook contacts, 483, 483
overview of, 172
putting graphics on, 174

letters
address placement, 48–49, 49
closings, 51
creating templates for, 53
envelopes, 51–52, 52, 483, 483

Word document styles–Word documents
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greetings, 48
inserting dates, 52–53, 53
inserting signatures, 50–51, 51
overview of, 48
sample business letter, 49
sample personal letter, 49

Normal view, 33
opening

file type options and, 5–6, 5
multiple, all at once, 11
shortcut keys for, 6
troubleshooting, 5–6

Outline view, 33
picture placeholders in, 19
Print Layout view, 33
printing

in black only, 27
on both sides, 25–26, 25–26
changing orientation mid-document, 72
gutter margins, 27, 32
limitations, 146
reversing print order, 24–25
setting margins, 27–28, 28, 31
shortcut keys for, 23
stopping, 24
on three-hole paper, 27–28, 28
two pages on 11x14 sheets, 28–29
warning, 32

Reading Layout view, 33
recovering after crashes, 12–13
saving

to A drive, 12
using AutoRecovery, 13
in other formats, 4
overview of, 3–4, 3
shortcut keys for, 6
warnings, 6, 12
as web pages, 5

security
remembering passwords, 8–9
removing passwords, 8
setting passwords, 7–8, 7–8

shortcut keys
changing views, 32

closing documents, 6
copying/moving selected text, 17
going to top of documents, 17
selecting text, 13–14

sorting text in, 21–22
spell-checking, 22–23, 23
templates, 20–21, 21
views, changing, 32
views, listed, 33
Web Layout view, 33
Word, defined, 2

Word documents, long, creative, 128–149
format/style/template ideas for

the Great American Novel, 142–143
newsletters, 146–149, 147
overview of, 142
screenplays, 143, 144–146, 145
stage plays, 143–144

indexes
inserting in documents, 141–142
marking text for inclusion, 140–141, 140
overview of, 92, 140
rebuilding, 142

organizing your work
binding issues, 135–136
collapsing subdocuments, 137
compiling into master documents, 136–137,

136–137
creating table of contents, 138–139, 139
inserting subdocuments, 136–137, 137
numbering pages, 138
overview of, 135
and saving, 137
in separate documents, 135
updating TOCs, 139

outlining
using + and - icons, 132, 133
creating topics/subtopics, 130
defined, 129
hiding all subtopics, 133
joining, 133
modifying heading outline levels, 116, 116
moving topics, 131–132, 131
using Normal style in, 134
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in Outline view, 33, 129, 130
Outlining toolbar, 129, 130, 131, 131, 136, 136
saving outlines, 135
shortcut keys for, 132, 133
showing all levels, 134
showing Level 2 only, 134
splitting topics, 132

overview of, 128
shortcut keys for, 132, 133, 134

Word Mail Merge
using Excel mail merge lists in, 271–273, 271–273
lists, copying into Excel 2000, 270–271
lists, importing into Excel 2003/XP, 270

Word tables
adding math formula fields, 167–169
adding rows/columns, 165
adjusting cell width, 166
aligning text, 166, 166
AutoFit to Contents option, 166
AutoSum button, 167
changing text direction, 166
converting to text, 164
creating

by converting text to, 164
by drawing, 163–164, 164, 199
using Insert Table command, 161–162, 162
paragraph formatting and, 161

deleting cells, 165–166, 165
deleting text in cells, 166
versus Excel worksheets, 168, 169–170, 169, 216
hiding gridlines, 167
moving columns/rows, 165
overview of, 150, 161
sorting data in, 170–172, 170–171
Table menu, 162
Tables toolbar, 162–163, 163
when to use, 161
wrapping text in cells, 166, 166

worksheets. See Excel
wrapping text

around text boxes, 83, 87
custom wraps, 90–91, 91
options for in Layout tab, 87
steps in applying, 83, 89

Z
zip files, 420–422, 421

Word Mail Merge–zip files
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