
• A •
.accdb file extension, 18
Access database

blank database, creating, 314–315
closing

database file, 329
database table, 328

cursor, moving, 30–31
database report

counting records or values in
database report, 360–361

deleting, 366
editing, 363–365
manipulating data in database report,

359–363
previewing, 358–359
printing, 358–359
viewing, 357–358

Datasheet view, 315, 321–327
Design View, switching to, 363–364
designing a database, 313–316
editing, 317–320
fields

adding, 317, 325–327
deleting, 318, 324–325
deleting fields in database report, 

365
duplicate field data, creating a query

that finds, 346–347
filtering fields in database report,

362–363
naming, 317
resizing fields in database report,

364–365

size of field, defining, 318–320
sorting fields in database report, 361
type of field, defining, 318–320

filtering a database
clearing filters, 339
criteria for filters, 336–339
exact match used for a filter, 

334–335
form, filter defined by, 335–336
overview, 333–334

Form view, entering data in, 322
forms

creating, 322–323
editing, 324–327
editing data in forms, 323–324
overview, 312
viewing data in, 323–324

Layout View, displaying report in,
359–360

overview, 311–313
querying

crosstab query, creating, 343–346
deleting queries, 351
duplicate field data, creating a query

that finds, 346–347
overview, 312, 3340
renaming queries, 350–351
simple query, creating, 340–343
unmatched query, creating, 348–349
viewing queries, 350

records, 312
Report Wizard, 353–357
reports, 311, 312
retrieval, 311
saving, 329
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Access database (continued)

searching
filtering a database, 333–339
overview, 332
specific record, searching for, 

332–333
sorting, 339–340
storage, 311
tables, 312
template, creating a database from a,

316
typing data into, 321–327

Account Configuration dialog box
(Outlook), 262

Account Settings dialog box (Outlook),
266

Add New E-mail Account dialog box
(Outlook), 263–264

aligning text
in PowerPoint presentations, 215–216
in table cell (Word), 103

animated cartoons added to a slide
(PowerPoint), 235

appointments (Outlook)
defining recurring appointments,

305–306
deleting, 305
editing, 304
editing recurring appointments,

306–307
new appointment, making a, 301–304
overview, 301
printing your appointment schedule,

307–308
recurring appointments, 305–307
setting, 301–307

area chart (Excel), 183
artistic text (Word), 115–118
audio clips added to presentation

(PowerPoint), 239

audio files added to presentation
(PowerPoint), 238

auditing formulas (Excel), 175–177
AutoFill (Excel), 130
AutoRecover feature, 369–370
AutoSum command (Excel), 166–167
AVERAGE function (Excel), 164

• B •
backgrounds (PowerPoint)

choosing, 224
gradient backgrounds, 226–228
picture backgrounds, 228–229
solid color backgrounds, 224–226

bar chart (Excel), 183
Bcc list (Outlook), 270
blank database (Access), 314–315
Blocked Senders list (Outlook), 378
bold text (Word), 74
borders

spreadsheets, 137
tables (Word), 104–106

browsing Help system, 43–45
built-in styles, formatting cells with

(Excel), 135
bulleted lists (PowerPoint), 217–218

• C •
categories (Outlook)

color categorizing e-mail messages,
279–282

creating, 292–293
overview, 291
storing names in, 293
viewing names by, 294
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Cc list (Outlook), 270
CD audio track added to presentation

(PowerPoint), 239–240
CD used to package PowerPoint

presentations, 257–258
cell 

formatting (Excel), 134–137
reference (Excel), 159
Word tables

borders, deleting, 115
deleting, 114
margins, defining, 108–109
spacing, defining, 109–110

Chart Tools (Excel)
data source, changing, 189
deleting a chart, 192
layout of chart, designing, 191–192
modifying parts of a chart, 190–191
overview, 187
rows and columns, switching, 189–190
type of chart, changing, 188

charts
area chart, 183
bar chart, 183
Chart Tools, 187–192
column chart, 183
creating, 184–185
data series, 181
editing, 185–187
legend, 181
line chart, 183
moving

chart on a worksheet, 185–186
chart to a new sheet, 186–187

overview, 181–183
pie, 183
resizing, 187
title, 181
X-axis, 181
Y-axis, 181

clearing filters in Access, 339
clickable icons, 25
clip art added to a slide (PowerPoint),

230–231
Close a window (Ctrl+W) command, 386
closing a database file (Access), 329
closing a database table (Access), 328
collapsing headings (Word), 59, 61
collapsing subtitles (PowerPoint),

211–212
color

categorizing e-mail messages by,
279–282

coloring all or part of a table in Word,
104

in spreadsheets, 136–137
of text, changing, 75–76

column chart (Excel), 183
columns and rows (Excel)

adding, 146
deleting, 146
headings, printing, 155–156
mouse used to change size of, 

144–145
switching, 189–190
typing size of, 145

columns
PowerPoint presentations, 218
Word

deleting, 120
editing, 118–119
text divided into, 118–120

commands given to Office 2007 with
Ribbon, 25–26

contacts (Outlook)
contact information

categorizing, 291–294 
printing, 290–291
searching, 289
sharing, 294–295
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contact information (continued)

storing, 287–288
viewing, 290–291

Outlook file, storing information as, 
295

vCards, 295
contextual tabs (Ribbon), 23
contiguous cell ranges, using, 164
converting list items back into text

(Word), 79
Copy (Ctrl+C) command, 380–381
copying

formulas, 163–164
pasting data, 37–38

COUNT function, 164
count of data in pivot tables, displaying,

201
counting records or values in database

report, 360–361
cover page (Word), 92–93
criteria for filters (Access), 336–339
crosstab query (Access), 343–346
Ctrl+C (Copy) command, 380–381
Ctrl+F (Find) command, 384–385
Ctrl+H (Find and Replace) command, 

385
Ctrl+N (New) command, 384
Ctrl+O (Open) command, 383
Ctrl+P (Print) command, 382
Ctrl+S (Save) command, 382
Ctrl+V (Paste) command, 380–381
Ctrl+W (Close a window) command, 386
Ctrl+X (Cut) command, 380–381
Ctrl+Y (Redo) command, 379–380
Ctrl+Z (Undo) command, 379–380
cursor

keyboard used to move, 30–31
mouse used to move, 29
speed of, increasing, 30

custom slide show in PowerPoint
presentation, 251–252

customization
lists (Word), 80
of programs in Office 2007, 26–27

Cut (Ctrl+X) command, 380–381
cutting and pasting data, 36–38

• D •
data (Excel)

data series, 181
input for spreadsheets, 128–130
in single cell, editing, 144
source, 189
validation, 177–180

database report (Access)
counting records or values in, 360–361
deleting, 366
deleting fields in, 365
Design View, switching to, 363–364
editing, 363–365
filtering a field in, 362–363
Layout View, displaying report in,

359–360
manipulating data in, 359–363
overview, 353
previewing, 358–359
printing, 358–359
Report Wizard, 353–357
resizing fields in, 364–365
sorting a field in, 361
viewing, 357–358

Datasheet view (Access)
entering data in, 321–327
overview, 315

decimal numbers, formatting, 134
Deleted Items folder (Outlook), 286
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demoting headings (Word), 60
dependent cells, 176–177
Design View (Access), 363–364
designing Access database, 313–316
different slides, creating hyperlinks in

PowerPoint to, 247–249
.doc file extension, 18
documents (Word)

Find and Replace command, 66
Find command, 64–65
finding text, 64–65
Full Screen Reading view, using, 57
Go To command used to navigate, 63–64
grammar, checking your, 68
headings

collapsing, 59, 61
defining, 59
demoting, 60
expanding, 61
moving, 60–61
promoting, 60
rearranging, 59

keyboard shortcuts, 55
keyboard used to move cursor in, 

54–55
mouse scroll wheel used to 

navigate, 63
mouse used to move cursor in, 53–54
mouse used to navigate, 62–63
navigation of, 62–64
Outline view, using, 58–61
proofreading, 68
replacing text, 66
scroll bar used to navigate, 62–63
spelling, checking your, 66–67
switching between views in, 56
symbols, typing, 69–70
text, creating, 61
viewing, 55–61

.docx file extension, 18
double-clicking mouse, 33
downloading and using a template off

Microsoft Web site, 14–15
drop caps (Word), 115–116
duplicate field data, creating Access

query that finds, 346–347

• E •
editing

Access
data in forms, 323–324
database report, 363–365
forms, 324–327

Access database, 317–320
charts, 185–187
columns (Word), 118–119
data

adding data by pointing, 29–31
copying and pasting data, 37–38
cutting and pasting data, 36–38
deleting data, 35
with mouse, 37–38
with pop-up toolbar, 34–35
Redo command, 39
saving files, 29
selecting data, 31–34
sharing data between multiple

programs, 39–42
Undo command, 38–39

formulas, 168
Outlook

appointments, 304
e-mail account, 266–267
recurring appointments, 306–307
signatures, 278
tasks, 297
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editing (continued)

scenarios, 173
spreadsheets, 144–148

e-mail. See also Outlook
adding e-mail account, 265–266
attaching files to messages, 272–274
categorizing messages, 279–282
configuring e-mail settings, 261–267
creating, 267–271
deleting

account, 266
messages, 284–286

editing account, 266–267
formatting, 274–278
forwarding message, 271
multiple files attached to message, 

272
new message, creating, 267–269
Outlook information attached to

message, 273–274
permanently deleting, 286
reading and organizing, 279–284
replying to message, 269
retrieving

file attachment from, 282–284
previously deleted, 285

signatures, adding, 275–278
stored message used to create a new

message, 270–271
text, formatting, 274–275
undeleting, 285
viewing, 279

enlarging text in Help window, 47
entire table in Word, deleting, 112–113
even pages (Word)

creating unique footer for, 95
creating unique header for, 95

exact match used for a filter (Access),
334–335

Excel
area chart, 183
auditing formulas, 175–177
AutoSum command, 166–167
bar chart, 183
cell reference, 159
Chart Tools

data source, changing, 189
deleting a chart, 192
layout of chart, designing, 191–192
modifying parts of a chart, 190–191
overview, 187
rows and columns, switching, 189–190
type of chart, changing, 188

column chart, 183
columns and rows

adding, 146
deleting, 146
freezing, 374
mouse used to change size of, 144–145
switching, 189–190
typing size of, 145
unfreezing, 374

copying formulas, 163–164
creating 

charts, 184–185
formulas, 159–164
pivot tables, 193–195

cursor, moving, 30–31
data

count of data, displaying, 201
incorrect data in formulas, 175
input for spreadsheets, 128–130
missing data in formulas, 175
series, 181
in single cell, editing, 144
source, 189
validation, 177–180

dependent cells, 176–177

392 Office 2007 For Dummies 

31_009233 bindex.qxp  11/15/06  11:37 AM  Page 392



editing
charts, 185–187
formulas, 168

filtering pivot tables, 199–200
functions

AVERAGE function, 164
contiguous cell ranges, using, 164
COUNT function, 164
MAX function, 164
MIN function, 164
noncontiguous cell ranges, using, 164
overview, 164–166
recently used functions, list of,

167–168
ROUND function, 164
SQRT function, 164
SUM function, 164
using, 164–168

Goal Seeking, 168–170
headings, printing, 155–156
incorrect calculations in formulas, 175
labels in pivot tables, rearranging,

196–197
legend, 181
line chart, 183
mathematical operators used to create

formulas, 160
modifying pivot tables, 197–198
moving

chart on a worksheet, 185–186
chart to a new sheet, 186–187

operator precedence, 162
parentheses, organizing formulas with,

162–163
pie chart, 183
pivot tables

count of data, displaying, 201
creating, 193–195
filtering, 199–200
labels in, rearranging, 196–197

modifying, 197–198
overview, 192–193

precedent cells, 176
printing workbooks

defining a print area, 152–153
in Excel, 158
footer, adding, 151
gridlines, printing, 152
header, adding, 151
margins for printing, defining, 156
overview, 149
page breaks, deleting, 154
page breaks, inserting, 153–154
with Page Layout view, 150
paper orientation, 156–157
paper size, 156–157
row and column headings, printing,

155–156
resizing charts, 187
scenarios

creating, 170–172
editing, 173
overview, 170
viewing, 172
viewing a scenario summary, 174–175

searching for formulas, 143–144
single cell affecting formulas, 176–177
spreadsheets, 128
title on chart, 181
tracing formulas, 176
X-axis, 181
Y-axis, 181

existing document, creating a Word
document based on, 89

existing text
converted to list in PowerPoint

presentations, 218
Word

converted into lists, 79
creating a table from, 99–102
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expanding headings (Word), 61
expanding subtitles (PowerPoint),

211–212
external file hyperlinks (PowerPoint),

247

• F •
fields (Access)

adding, 317, 325–327
deleting, 318, 324–325
deleting fields in database report, 365
filtering fields in database report,

362–363
naming, 317
overview, 312
resizing fields in database report,

364–365
size of field, defining, 318–320
sorting fields in database report, 361
type of field, defining, 318–320

file attachment (Outlook)
opening, 283–284
retrieving, 282–284

file extensions, 18
File menu

closing a file, 19
creating

new file, 12–13
new file from a template, 13–15

opening existing file, 15–16
overview, 12
saving files, 16–19

Fill color for spreadsheets, 136–137
filtering a database (Access)

clearing filters, 339
criteria for filters, 336–339
exact match used for a filter, 334–335
field in a database report, 362–363

form, filter defined by, 335–336
overview, 333–334

filtering pivot tables, 199–200
Find and Replace (Ctrl+H) command, 

385
Find (Ctrl+F) command, 384–385
finding text in Word documents, 64–65
finishing tasks (Outlook), 299
first page (Word)

creating unique footer for, 94
creating unique header for, 94

fonts
Excel

color of, 136–137
formatting, 135–136

Word
changing, 72–73
size, changing, 73–74

footer
Excel, 151
Word

creating, 93–94
deleting, 95
even pages, creating unique footer 

for, 95
first page, creating unique footer 

for, 94
odd pages, creating unique footer 

for, 95
overview, 93
pages to display, defining, 94–95

form, filter defined by (Access), 335–336
Form view (Access), 322
Format Painter (Word), 86
formatting

e-mail, 274–278
tables (Word), 102–111
text in PowerPoint presentations,

214–215
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formatting text (Word)
bold text, 74
colors, changing, 75–76
font

changing, 72–73
size, changing, 73–74

Format Painter, using, 86
highlighting text, 76
italic text, 74
justifying text alignment, 76–77
line spacing, adjusting, 77–78
lists, creating, 78–81
overview, 71–72
removing formatting from text, 89–90
Ruler, using, 82–84
showing formatting marks, 84–85
strikethrough text, 74
styles, using, 87
subscripts, 74
superscripts, 74
templates, using, 88–89
text style, changing, 74
underlined text, 74

forms (Access)
adding a field, 325–327
creating, 322–323
deleting a field, 324–325
editing, 324–327
editing data in, 323–324
overview, 312
viewing data in, 323–324

formulas
auditing, 175–177
cell reference, 159
copying, 163–164
creating, 159–164
dependent cells, 176–177
editing, 168
functions, using, 164–168
Goal Seeking, 168–170

incorrect calculations in, 175
incorrect data in, 175
mathematical operators used to create,

160
missing data in, 175
operator precedence, 162
parentheses, organizing formulas with,

162–163
precedent cells, 176
searching for, 143–144
single cell affecting, 176–177
spreadsheets, 128
tracing, 176

forwarding e-mail message, 271
freezing rows and columns (Excel), 374
F7 (Spellcheck) command, 382–383
Full Screen Reading view (Word), 57
functions (Excel)

AutoSum command, 166–167
AVERAGE function, 164
contiguous cell ranges, using, 164
COUNT function, 164
MAX function, 164
noncontiguous cell ranges, using, 164
overview, 164–166
recently used functions, list of, 

167–168
ROUND function, 164
SQRT function, 164
SUM function, 164
using, 164–168

• G •
gallery icons, 25
Go To command (Word), 63–64
Goal Seeking, 168–170
gradient backgrounds (PowerPoint),

226–228
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grammar (Word), 68
graphics (PowerPoint)

clip art added to a slide, 230–231
deleting, 233
layering objects, 234
moving, 233
overview, 229
picture files added to a slide, 230
resizing, 232–233
rotating, 233
WordArt, creating, 232

gridlines, printing, 152

• H •
handheld device, Office 2007 on, 378
handouts created for PowerPoint

presentations, 256–257
headers

Excel, 151
Word

creating, 93–94
deleting, 95
even pages, creating unique header

for, 95
first page, creating unique header 

for, 94
odd pages, creating unique header 

for, 95
overview, 93
pages to display, defining, 94–95

headings (Word)
collapsing, 59, 61
defining, 59
demoting, 60
expanding, 61
moving, 60–61
promoting, 60
rearranging, 59

Help system
browsing, 43–45
enlarging text in Help window, 47
overview, 43
printing text in Help window, 47
resizing Help window, 46–47
searching in, 45–46
table of contents, viewing, 48–49
visible Help window, always 

keeping, 47
hiding slides (PowerPoint)

overview, 252–253
in Slide view, 209

highlighting in Word
tables, highlighting rows and columns

to create, 96–97
text, 76

hyperlinks (PowerPoint)
different slides, creating hyperlinks to,

247–249
external file hyperlinks, creating, 247
overview, 246
running a program through, 249
Web page hyperlinks, creating, 246–247

• I •
icons

adding icons, 21–22
clickable icons, 25
gallery icons, 25
list box icons, 25
Print icon, 20
Redo icon, 20
removing icons, 22
Ribbon, 23–24
Save icon, 20
Undo icon, 20–21
using icons, 20–21
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incorrect calculations in formulas, 175
incorrect data in formulas, 175
indentation defined with Ruler 

(Word), 84
indenting list items (Word), 79
Insert tab (Word), 91
Insert Table dialog box (Word), 97–98
italic text (Word), 74

• J •
junk e-mail filter (Outlook), 375–376
justifying text alignment (Word), 76–77

• K •
keyboard

selecting data with, 33–34
shortcuts

documents (Word), 55
Ribbon, 24
spreadsheets, 139

used to move cursor, 30–31
used to move cursor in documents

(Word), 54–55
used to navigate spreadsheets, 138–140

keystroke shortcuts
Close a window (Ctrl+W) command,

386
Copy (Ctrl+C) command, 380–381
Cut (Ctrl+X) command, 380–381
Find and Replace (Ctrl+H) command,

385
Find (Ctrl+F) command, 384–385
New (Ctrl+N) command, 384
Open (Ctrl+O) command, 383
overview, 372–373

Paste (Ctrl+V) command, 380–381
Print (Ctrl+P) command, 382
Redo (Ctrl+Y) command, 379–380
Save (Ctrl+S) command, 382
Spellcheck (F7) command, 382–383
Undo (Ctrl+Z) command, 379–380

• L •
labels in pivot tables, rearranging,

196–197
layering objects (PowerPoint), 234
layout of chart (Excel), 191–192
Layout View (Access), 359–360
left and right paragraph margins 

(Word), 83
legend on charts (Excel), 181
line chart (Excel), 183
line spacing

in PowerPoint presentations, 216–217
in Word, 77–78

list box icons, 25
lists (Word)

converting list items back into text, 79
customizing, 80
existing text converted into, 79
indenting list items, 79
overview, 78–79
renumbering numbered lists, 80–81

Live Preview (Ribbon), 24–25
loading programs, 10–11

• M •
macro virus protection, 371–372
magnification of text, 373
manipulating data in database report

(Access), 359–363
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margins for printing workbooks, 156
mathematical operators used to create

formulas, 160
MAX function, 164
.mdb file extension, 18
merging cells in tables (Word), 110–111
MIN function, 164
missing data in formulas, 175
mouse

double-clicking, 33
selecting data, 31–33
single-clicking, 33
triple-clicking, 33
used to move cursor, 29
used to navigate spreadsheets, 138
Word

creating tables, 98–99
moving cursor in documents, 53–54
navigating documents, 62–63
using scroll wheel to navigate

documents, 63
movies (PowerPoint)

adding movies to a slide, 235–237
animated cartoons added to a slide, 

235
overview, 235

multiple cells, typing data into, 129–130
multiple files attached to message

(Outlook), 272
multiple sections of data selected with

mouse and keyboard, 34
multiple signatures (Outlook), 277

• N •
naming

cells (Excel), 140–141
fields (Access), 317

navigation
documents (Word), 62–64
spreadsheets, 138–141

negative numbers, displaying (Excel),
132–133

new appointment (Outlook), 301–304
New (Ctrl+N) command, 384
new document created from templates

(Word), 88–89
new e-mail message, creating (Outlook),

267–269
new pages (Word), 91–92
new slide created in Slide view

(PowerPoint), 208, 211
noncontiguous cell ranges, using, 164
numbered lists in PowerPoint

presentations, 217–218
numbers in spreadsheets, formatting,

131–134

• O •
odd pages (Word)

creating unique footer for, 95
creating unique header for, 95

Office 2007
AutoRecover feature, 369–370
customizing programs in, 26–27
exiting, 27–28
File menu, 12–19
on handheld device, 378
keystroke shortcuts, 372–373, 379–386
loading programs, 10–11
macro virus protection, 371–372
magnification of text, 373
Office button, 12–19
overview, 9–10
password-protecting your files, 

370–371
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Quick Access toolbar, 19–23
Ribbon, 23–26
right-clicking the mouse, 374
saving files, 369–370
user interface, 11–26
worms, protection from, 371–372

Office button, 12–19
Office Clipboard

advantages of, 40
deleting items from, 41–42
overview, 40
pasting items off the, 40–41, 381
viewing items on, 40

Open (Ctrl+O) command, 383
opening file attachment (Outlook),

283–284
operator precedence, 162
order of slides in PowerPoint

presentation, 375
organizing tasks (Outlook), 298
other computers, PowerPoint

presentations on, 257–258
Outline view

PowerPoint presentations, 
207, 210–212

Word, 58–61
Outlook

Account Settings dialog box, 266
Add New E-mail Account dialog box,

263–264
adding e-mail account, 265–266
appointments

deleting, 305
editing, 304
new appointment, making a, 301–304
printing your appointment schedule,

307–308
recurring appointments, 305–307
setting, 301–307

attaching files to messages, 272–274
Bcc list, 270
Blocked Senders list, 378
categories

color categorizing e-mail messages,
279–282

creating, 292–293
overview, 291
storing names in categories, 293
viewing names by categories, 294

Cc list, 270
configuring e-mail settings, 261–267
contacts

Outlook file, storing information as,
295

printing contact information, 290–291
searching contact information, 289
sharing contact information, 294–295
storing contact information, 287–288
vCards, 295
viewing contact information, 290–291

creating e-mail, 267–271
Deleted Items folder, 286
deleting

e-mail account, 266
e-mail messages, 284–286

editing e-mail account, 266–267
formatting e-mail, 274–278
forwarding e-mail message, 271
junk e-mail filter, 375–376
multiple files attached to message, 

272
new e-mail message, creating, 267–269
Outlook information attached to

message, 273–274
overview, 291, 301
reading and organizing e-mail, 279–284
replying to e-mail message, 269
Safe Senders list, 377
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Outlook (continued)

signatures
creating, 275–277
deleting, 278
editing, 278
multiple signatures, 277
overview, 275

spam, reducing, 375–378
stored e-mail message used to create a

new e-mail message, 270–271
tasks

creating, 296–297
deleting, 299
editing, 297
finishing, 299
organizing, 298
overview, 295
viewing, 298

• P •
page breaks

deleting (Excel), 154
inserting (Excel), 153–154
inserting (Word), 93

page design (Word)
adding a cover page, 92–93
artistic text, creating, 115–118
columns, dividing text into, 118–120
deleting a cover page, 92–93
drop caps, creating, 115–116
footers, 93–95
headers, 93–95
Insert tab, 91
inserting new pages, 91–92
overview, 91
page breaks, inserting, 93
Page Layout tab, 91

previewing a document before printing,
120–124

tables
formatting and coloring, 102–111
organizing text in, 96–102

WordArt, creating, 116–118
Page Layout tab (Word), 91
Page Layout view (Excel), 150
page size (Word), 120–121
paper orientation

Excel, 156–157
Word, 121

paper size (Excel), 156–157
paragraphs in PowerPoint presentations,

218
parentheses, organizing formulas with,

162–163
password-protecting your files, 370–371
Paste (Ctrl+V) command, 380–381
pasting items off the Office Clipboard,

40–41, 381
permanently deleting e-mail, 286
picture backgrounds (PowerPoint),

228–229
picture files added to a slide

(PowerPoint), 230
pie charts (Excel), 183
pivot tables (Excel)

count of data, displaying, 201
creating, 193–195
filtering, 199–200
labels in, rearranging, 196–197
modifying, 197–198
overview, 192–193

Pocket Office, 378
pointing, adding data by, 29–31
pop-up toolbar, 34–35
PowerPoint presentations

adding movies to a slide, 235–237
animated cartoons added to a slide, 235
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audio clips added to presentation, 239
audio files added to presentation, 238
backgrounds

changing, 224–229
choosing, 224
gradient backgrounds, 226–228
picture backgrounds, 228–229
solid color backgrounds, 224–226

CD audio track added to presentation,
239–240

CD used to package, 257–258
creating, 206–212
cursor, moving, 30–31
custom slide show, creating, 251–252
deleting slides in Slide view, 209–210,

212
graphics

clip art added to a slide, 230–231
deleting, 233
layering objects, 234
moving, 233
overview, 229
picture files added to a slide, 230
resizing, 232–233
rotating, 233
WordArt, creating, 232

handouts, creating, 256–257
hiding slides, 209, 252–253
hyperlinks

different slides, creating hyperlinks to,
247–249

external file hyperlinks, creating, 247
overview, 246
running a program through, 249
Web page hyperlinks, creating, 246–247

movies
adding movies to a slide, 235–237
animated cartoons added to a slide,

235
overview, 235

new slide created in Slide view, 
208, 211

order of slides in, 375
on other computers, 257–258
Outline view, 207, 208–212
overview, 205
purpose of your presentation, defining,

205–206
rearranging slides in Slide view, 209, 212
Slide Sorter view, 253–254
Slide view, 207, 208–210
sound

audio clips added to presentation, 
239

audio files added to presentation, 
238

CD audio track added to presentation,
239–240

overview, 237–238
spellchecking, 241–242
subtitles, 211–212
switching between views, 210
text

aligning, 215–216
bulleted lists, creating, 217–218
columns, creating, 218
existing text converted to list, 218
formatting, 214–215
line spacing in, adjusting, 216–217
moving text boxes, 219
numbered lists, creating, 217–218
overview, 213
paragraphs, 218
resizing text boxes, 219
rotating text boxes, 220
text box, typing text in, 213–214
transitions, 245

text boxes
moving, 219
resizing, 219
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text boxes (continued)

rotating, 220
typing text in, 213–214

themes, applying, 221–223
timing, 254–256
transitions

overview, 242–243
slide transitions, 243–245
text transitions, 245

viewing, 250–256
.ppt file extension, 18
.pptx file extension, 18
precedent cells, 176
previewing a document before printing

(Word)
orientation, defining, 121
overview, 120
page size, defining, 120–121
with Print Preview, 122–123
printing the document, 123–124

previewing database report (Access),
358–359

print area in workbooks, defining,
152–153

Print (Ctrl+P) command, 382
Print Preview (Word), 122–123
printing

database report (Access), 358–359
Outlook

contact information, 290–291
your appointment schedule, 307–308

text in Help window, 47
Word document, 123–124

printing workbooks
defining a print area, 152–153
in Excel, 158
footer, adding, 151
gridlines, printing, 152
header, adding, 151

margins for printing, defining, 156
overview, 149
page breaks

deleting, 154
inserting, 153–154

with Page Layout view, 150
paper orientation, 156–157
paper size, 156–157
row and column headings, printing,

155–156
promoting headings (Word), 60
proofreading documents (Word), 68
purpose of your PowerPoint

presentation, defining, 205–206

• Q •
querying a database (Access)

crosstab query, creating, 343–346
deleting queries, 351
duplicate field data, creating a query

that finds, 346–347
overview, 312, 340
renaming queries, 350–351
simple query, creating, 340–343
unmatched query, creating, 348–349
viewing queries, 350

Quick Access toolbar
adding icons, 21–22
moving, 22
overview, 19–20
Print icon, 20
Redo icon, 20
removing icons, 22
Ribbon, minimizing, 22–23
Save icon, 20
Undo icon, 20–21
using icons, 20–21
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• R •
reading and organizing e-mail, 279–284
rearranging headings (Word), 59
rearranging slides in Slide view

(PowerPoint), 209, 212
recently used functions, list of, 167–168
records (Access), 312
recurring appointments (Outlook),

305–307
Redo (Ctrl+Y) command, 379–380
renaming queries (Access), 350–351
renumbering numbered lists (Word),

80–81
replacing text (Word), 66
replying to e-mail message, 269
Report Wizard (Access), 353–357
reports (Access), 311, 312
resizing

charts, 187
columns and rows (Word), 107–108
fields in database report (Access),

364–365
graphics (PowerPoint), 232–233
Help window, 46–47
text boxes in PowerPoint presentations,

219
retrieval (Access), 311
retrieving a file attachment from e-mail,

282–284
retrieving previously deleted e-mail, 285
Ribbon

commands given to Office 2007 with,
25–26

contextual tabs, 23
icons, 23–24
keyboard shortcuts, 24
Live Preview, 24–25
minimizing, 22–23

overview, 23
ScreenTips, 23–24

right-clicking the mouse, 374
rotating

graphics (PowerPoint), 233
text boxes (PowerPoint), 220

ROUND function, 164
rows and columns

Excel
adding, 146
deleting, 146
headings, printing, 155–156
mouse used to change size of, 144–145
switching, 189–190
typing size of, 145

Word, 113
Ruler (Word)

adjusting left and right paragraph
margins, 83

hiding, 82
indentation defined with, 84
overview, 82

• S •
Safe Senders list (Outlook), 377
Save (Ctrl+S) command, 382
saving files

for older versions of Microsoft Office,
18–19

overview, 16–17, 29, 369–370
scenarios (Excel)

creating, 170–172
editing, 173
overview, 170
spreadsheets, 170–175
viewing, 172
viewing a scenario summary, 174–175

ScreenTips, 23–24
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scroll bar used to navigate documents
(Word), 62–63

searching a database (Access)
filtering a database, 333–339
overview, 332
specific record, searching for, 332–333

searching contact information (Outlook),
289

searching in Help system, 45–46
searching spreadsheets, 142–144
selecting all or part of a table (Word),

102–103
selecting data

with keyboard, 33–34
with mouse, 31–33
multiple sections of data selected with

mouse and keyboard, 34
overview, 31
pictures, selecting, 31–32
text selection with mouse, 33

setting appointments (Outlook), 301–307
sharing contact information (Outlook),

294–295
sharing data between multiple programs

with Office Clipboard, 40–42
overview, 39

showing formatting marks (Word), 84–85
signatures (Outlook)

creating, 275–277
deleting, 278
editing, 278
multiple signatures, 277
overview, 275

simple query (Access), 340–343
single cell

affecting formulas, 176–177
typing data into, 128–129

single-clicking mouse, 33
size of field (Access), 318–320
Slide Sorter view (PowerPoint), 253–254

slide transitions (PowerPoint), 243–245
Slide view (PowerPoint)

overview, 207
used to design presentation, 208–210

solid color backgrounds (PowerPoint),
224–226

sorting
Access database, 339–340
field in database report (Access), 361
tables (Word), 111–112

sound (PowerPoint)
audio clips added to presentation, 239
audio files added to presentation, 238
CD audio track added to presentation,

239–240
overview, 237–238

spam, reducing, 375–378
specific record, searching for (Access),

332–333
speed of cursor, increasing, 30
Spellcheck (F7) command, 382–383
spellchecking

documents (Word), 66–67
PowerPoint presentations, 241–242

splitting cells in tables (Word), 110–111
spreadsheets. See also Excel

adding sheets, 146
AutoFill, typing in sequences with, 130
borders, adding, 137
built-in styles, formatting cells with, 

135
cells, formatting, 134–137
color, formatting, 136–137
data in single cell, editing, 144
decimal numbers, formatting, 134
deleting data in, 148–149
deleting sheets, 148
editing, 144–148
Fill color, 136–137
Font color, 136–137
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fonts, formatting, 135–136
formulas, 128, 143–144
inputting data, 128–130
keyboard shortcuts, 139
keyboard used to navigate, 138–140
mouse used to navigate, 138
multiple cells, typing data into, 129–130
naming cells, 140–141
navigation of, 138–141
negative numbers, displaying, 132–133
numbers, formatting, 131–134
overview, 127–128
printing workbooks, 149–158
rearranging sheets, 148
renaming sheets, 146–147
rows and columns

adding, 146
deleting, 146
mouse used to change size of, 144–145
typing size of, 145

scenarios, 170–175
searching, 142–144
single cell, typing data into, 128–129
text

searching for, 142–143
style, formatting, 135–136

SQRT function, 164
storage (Access), 311
stored e-mail message used to create a

new e-mail message (Outlook),
270–271

storing contact information (Outlook),
287–288

storing names in categories (Outlook),
293

strikethrough text (Word), 74
style

formatting text (Word), 87
for tables (Word), 106–107

subscripts (Word), 74

subtitles (PowerPoint)
collapsing, 211–212
creating, 211
expanding, 211–212

SUM function, 164
superscripts (Word), 74
switching between views

in documents (Word), 56
in PowerPoint presentations, 210

symbols (Word), 69–70

• T •
table of contents in Help system,

viewing, 48–49
tables

Access, 312
Word

aligning text in table cell, 103
borders, adding, 104–106
cell borders, deleting, 115
cell margins, defining, 108–109
cell spacing, defining, 109–110
cells, deleting, 114
coloring all or part of a table, 104
creating, 96–102
deleting, 112–115
entire table, deleting, 112–113
existing text, creating a table from,

99–102
formatting and coloring, 102–111
highlighting rows and columns to

create, 96–97
Insert Table dialog box used to create,

97–98
merging cells, 110–111
mouse used to create, 98–99
resizing columns and rows, 107–108
rows and columns, deleting, 113
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Word (continued)

selecting all or part of a table, 
102–103

sorting, 111–112
splitting cells, 110–111
style for, choosing, 106–107
text organized in, 96–102

tasks (Outlook)
creating, 296–297
deleting, 299
editing, 297
finishing, 299
organizing, 298
overview, 295
viewing, 298

templates
Access, 316
downloading and using a template off

Microsoft Web site, 14–15
overview, 13
using Office 2007 template on your

computer, 14
Word

existing document, creating a
document based on, 89

new document created from, 88–89
overview, 88

text
divided into columns (Word), 118–120
documents (Word), 61
formatting for e-mail, 274–275
organized in tables (Word), 96–102
searching for (Excel), 142–143
selection with mouse, 33
style

changing (Word), 74
formatting (Excel), 135–136

text boxes (PowerPoint)
moving, 219
resizing, 219

rotating, 220
typing text in, 213–214

text in PowerPoint presentations
aligning, 215–216
bulleted lists, creating, 217–218
columns, creating, 218
existing text converted to list, 218
formatting, 214–215
line spacing in, adjusting, 216–217
moving text boxes, 219
numbered lists, creating, 217–218
overview, 213
paragraphs, 218
text box

resizing, 219
rotating, 220
typing text in, 213–214

transitions, 245
themes in PowerPoint presentations,

221–223
timing PowerPoint presentations,

254–256
title charts, 181
tracing formulas, 176
transitions (PowerPoint)

overview, 242–243
slide transitions, 243–245
text transitions, 245

triple-clicking mouse, 33
type of chart, changing (Excel), 188
type of field, defining (Access), 318–320
typing data into Access database,

321–327

• U •
undeleting e-mail, 285
underlined text (Word), 74
Undo (Ctrl+Z) command, 379–380
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unfreezing rows and columns (Excel),
374

unmatched query, creating (Access),
348–349

user interface, 11–26

• V •
vCards (Outlook), 295
viewing

Access
data in forms, 323–324
database report, 357–358
queries, 350

documents (Word), 55–61
e-mail, 279
items on Office Clipboard, 40
Outlook

contacts, 290–291
names by categories, 294
tasks, 298

PowerPoint presentations, 250–256
a scenario summary, 174–175
scenarios, 172

visible Help window, always keeping, 47

• W •
Web page hyperlinks, creating

(PowerPoint), 246–247
Word

adding a cover page, 92–93
artistic text, creating, 115–118
bold text, 74
colors, changing, 75–76
columns, dividing text into, 118–120
cursor, moving, 30–31
deleting a cover page, 92–93

drop caps, creating, 115–116
Find and Replace command, 66
Find command, 64–65
finding text, 64–65
font, changing, 72–73
font size, changing, 73–74
footers

creating, 93–94
deleting, 95
even pages, creating unique footer 

for, 95
first page, creating unique footer 

for, 94
odd pages, creating unique footer 

for, 95
Format Painter, using, 86
Full Screen Reading view, using, 57
Go To command used to navigate,

63–64
grammar, checking your, 68
headers

creating, 93–94
deleting, 95
even pages, creating unique header

for, 95
first page, creating unique header 

for, 94
odd pages, creating unique header 

for, 95
headings

collapsing, 59, 61
defining, 59
demoting, 60
expanding, 61
moving, 60–61
promoting, 60
rearranging, 59

highlighting text, 76
Insert tab, 91
inserting new pages, 91–92
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Word (continued)

italic text, 74
justifying text alignment, 76–77
keyboard shortcuts, 55
keyboard used to move cursor in, 

54–55
line spacing, adjusting, 77–78
lists

converting list items back into 
text, 79

customizing, 80
existing text converted into, 79
indenting list items, 79
overview, 78–79
renumbering numbered lists, 80–81

mouse scroll wheel used to navigate, 63
mouse used to move cursor in, 53–54
mouse used to navigate, 62–63
navigation of document, 62–64
Outline view, using, 58–61
page breaks, inserting, 93
Page Layout tab, 91
previewing a document before printing

orientation, defining, 121
overview, 120
page size, defining, 120–121
with Print Preview, 122–123
printing the document, 123–124

proofreading documents, 68
removing formatting from text, 89–90
replacing text, 66
Ruler

adjusting left and right paragraph
margins, 83

hiding, 82
indentation defined with, 84
overview, 82

scroll bar used to navigate documents,
62–63

showing formatting marks, 84–85

spelling, checking your, 66–67
strikethrough text, 74
styles, using, 87
subscripts, 74
superscripts, 74
switching between views in 

documents, 56
symbols, typing, 69–70
tables

aligning text in table cell, 103
borders, adding, 104–106
cell borders, deleting, 115
cell margins, defining, 108–109
cell spacing, defining, 109–110
cells, deleting, 114
coloring all or part of a table, 104
creating, 96–102
deleting, 112–115
entire table, deleting, 112–113
existing text, creating a table from,

99–102
formatting and coloring, 102–111
highlighting rows and columns to

create, 96–97
Insert Table dialog box used to create,

97–98
merging cells, 110–111
mouse used to create, 98–99
resizing columns and rows, 107–108
rows and columns, deleting, 113
selecting all or part of a table, 102–103
sorting, 111–112
splitting cells, 110–111
style for, choosing, 106–107
text organized in, 96–102

templates
existing document, creating a

document based on, 89
new document created from, 88–89
overview, 88
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text
creating, 61
style, changing, 74

underlined text, 74
viewing documents, 55–61
WordArt, creating, 116–118

WordArt
graphics (PowerPoint), 232
page design (Word), 116–118

worms, protection from, 371–372

• X •
X-axis, 181
.xls file extension, 18
.xlsx file extension, 18

• Y •
Y-axis, 181
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