
• A •
ABS function (Excel), 165
accounts, e-mail
setting up, 212–213
troubleshooting, 214–216

Address bar, 53
Adobe Reader, 60
adware, 227
aligning
paragraphs (Word), 78–79
text in cells (Excel), 177–179

animation (PowerPoint)
animation styles for, 300–301
automatic slide advance, 306–307
creating effects, 303–305
custom, 302–305
editing effects, 305
entrance effects, 304
mouse click delay for, 300, 302–303
previewing, 301
slide transition effects, 305–306
text effects, 301, 303
time delay for, 300

antivirus programs, 228
applications. See also specific 

applications
exiting using Office menu, 14
Options buttons for, 14
starting, 8–9
tabs for, 9–10
third-party (non-Microsoft), 10

artwork. See Clip Art feature (Word); 
graphics; pictures

attachments to e-mail
attaching files, 56–57, 225–226
types not to open, 228
viewing, 220–221

attributes, applying to text
in Excel, 177–178
in Office documents, 36

AutoFit feature (PowerPoint), 
276–278, 281–282

automatic slide advance (PowerPoint), 
306–307

AutoRecover feature, 65–66
AVERAGE function (Excel), 164

• B •
background colors (Word), 105–107
background images (Excel), 180
bold format
applying in Excel, 139–140, 177–178
applying in Office documents, 36
in this book, 1

borders
cell (Excel), 173–175
chart (Excel), 187
page (Word), 102–104

building blocks (Word)
cover pages, 119–121
headers and footers, 116–119
page numbers, 114–116
viewing all available, 121
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bulleted lists
PowerPoint, 290
Word, 85–86

buttons
for database fields (Excel), 194–195
for font colors, 34–35
Quick Access toolbar, 12, 324–326
with resized, narrower window, 12
for resizing fonts, 33
on Ribbon tabs, using, 10–12
Slide Show view (PowerPoint), 

312–313
for text attributes, 36
for views, 23

• C •
calculations in worksheets. See 

formulas (Excel); functions (Excel)
Calendar (Outlook)
categorizing events, 261–262
creating events, 255–257
default view, 253–254
deleting events, 257
first day of week setting, 255
holidays, adding, 261
notes for events, 256
printing, 263–264
recurring events setup, 257–259
reminders for events, 259–260
removing recurrence, 259
removing reminders, 260
renaming categories, 262
viewing, 253
views, changing, 254

calling back sent e-mail, 225
categorizing (Outlook)
events, 261–262
notes, 243–245

CDs
presentations on, 317–318
as soundtracks (PowerPoint), 

307–309
cells (Excel)
absolute references, 159
active, changing, 138–139
active, indicator for, 137, 138
address for, 138
borders, 173–175
clearing contents, 144
clearing formatting, 145
copying content between, 157–159
defined, 137
deleting, 144, 149–150
editing contents, 26–27, 143
fill color for, 175–177
formatting text in, 177–179
inserting functions in, 161–163
inserting new cells, 150–151
moving content between, 157–159
range, defined, 138
range, selecting, 139–142
referencing in formulas, 156–157, 

159–160
referencing in functions, 160
relative references, 159
removing borders, 174
removing fill color, 176
selecting, 20–21
text overflow in, 170
text wrap in, 171–172
typing text in, 15–16, 137, 143

center alignment (Word), 78
charts (Excel)
changing data for, 183
creating, 182
formatting, 185–189
moving, 183



➟333

 Index

overview, 181–182
placing on tab, 183
resizing, 182
styles for, 185
terminology for parts, 184–185
tools on Ribbon for, 184

clearing (Excel). See also deleting or 
removing

cell contents, 144
cell formatting, 145
cutting versus, 144–145
deleting versus, 144, 149
filtering, 199, 201

clearing Recent Documents list, 329
Clip Art feature (PowerPoint), 

292–294
Clip Art feature (Word)
defined, 96
inserting in documents, 96–98
library of clip art, 96
media types supported, 96
moving images in document, 100
online database of clip art, 96
resizing, 98–99
rotating, 100

Clipboard
commands for, 30–31
cut-and-paste in Excel, 144–145
described, 25
moving or copying using, 28, 29–31

closing applications, 14
colors
for application window, 329
applying to text, 34–35
background for page (Word), 105–107
cell borders (Excel), 174–175
for charts (Excel), 185, 187
color themes, 41
for events categories, 261–262
fill, for cells (Excel), 175–177

for notes categories, 243–245
page borders (Word), 103
for presentations, 288–289
printing background colors, 105
red wavy underlines, 42–43, 329
for selected text, 20
for text in cells (Excel), 177–178
for worksheet tabs (Excel), 154

columns (Excel). See rows or columns 
(Excel)

columns (Word), 107. See also tables 
(Word)

Computers For Seniors For Dummies, 2
concatenating columns (Excel), 

203–206
contacts (Outlook)
alphabetization, changing, 234
deleting, 236–237
editing, 236
locating by filtering, 238
mail merge using, 125, 126–127
multiple items of information, 235
phone dialing using, 240
restoring, if accidentally deleted, 236
storing information, 232–235
tips for entering, 234–235
views, changing, 237–238

Contacts folder, 232, 239–240
copy and paste. See Clipboard
Copy command, 30–31
copying
between cells (Excel), 157–159
Clipboard for, 28, 29–31
by dragging and dropping, 28–29
graphics, 21

COUNT function (Excel), 164
COUNTA function (Excel), 164
COUNTBLANK function (Excel), 164
cover pages (Word), 119–121
crashes, recovering work after, 65–66
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customizing Office applications
common options, 327–330
Quick Access toolbar, 12–13, 

324–326
status bar, 326–327

cut and paste. See Clipboard
Cut command, 30–31

• D •
data files, 47
database (Excel). See also tables (Excel)
benefits of, 194
converting cell ranges into tables, 

193–194
defined, 191
drop-down arrow buttons, 194–195
filtering table data, 197–201
mail merge using, 192–193
merging columns, 203–206
Paste Values feature, 204, 205–206
removing filtering, 199, 201
sorting, 195–197
splitting columns, 201–202
terminology, 191–192

date
functions (Excel), 163–164
inserting in Word, 129–131

Day view (Calendar), 254
Deleted Items folder (Outlook), 330
deleting or removing
AutoFit (PowerPoint), 276–278
borders around cells (Excel), 174
Calendar events (Outlook), 257
cells (Excel), 144, 149–150
clearing cell contents (Excel), 144
clearing Recent Documents list, 329
columns (Excel), 205–206
contacts (Outlook), 236–237
e-mail, 330

fill color for cells (Excel), 176
filtering out (Excel), 199, 201
graphics, 21
notes (Outlook), 243
page numbers (Word), 116
recurrence for events (Calendar), 259
reminders (Calendar), 260
rows or columns (Excel), 148
table row or column (Word), 109
tasks (Outlook), 249
text, 26
worksheets (Excel), 152–153

Developer tab, 329
documents
creating, 15
file extensions for, 47
inserting pictures in, 16–18
moving around in, 18–20
recently used, 13, 53, 270, 329
typing text in, 15–17
zooming, 21–22

Documents folder (Vista), 48, 50
double spacing. See line spacing 

(Word)
down-saving (Excel), 146
Draft view (Word), 23, 75, 77
dragging and dropping, 28–29

• E •
eBay, e-mail from, 229
effect themes, 41
effects. See animation (PowerPoint)
e-mail. See also Outlook
accounts setup, 212–213
addressing from Contacts list, 239
attaching files to, 56–57, 225–226
avoiding frauds, scams, and viruses, 

226–229
calling back sent messages, 225
composing, 223–224, 330
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copying data into messages, 58
Deleted Items folder, 330
deleting, 330
flagging for follow-up, 246
junk-mail filtering feature, 330
Mail feature overview, 217–218
multiple addresses for contacts, 235
receiving and reading, 218–220, 330
replying to, 221–222
sending, 56–58, 224–225, 330
Sent Items folder, 330
starting from Contacts folder, 

239–240
troubleshooting setup for, 214–216
turning off envelope icon for, 330
viewing attachments, 220–221
Web-based providers, 213, 214

e-mail servers, 213, 214–215
entrance effects (PowerPoint), 304
envelope icon for e-mail, 330
envelopes, printing in Word, 122–123
erasing. See deleting or removing
EVEN function (Excel), 165
events. See Calendar (Outlook)
Excel. See also Microsoft Office, 

common features; specific features
applying themes, 38–39, 40–41
AutoRecover feature, 65–66
borders around cells, 173–175
charts, 181–189
clearing cell contents, 144
clearing cell formatting, 145
clearing versus deleting or cutting, 

144–145, 149
colors for worksheet tabs, 154
copying data between cells, 157–159
as database, 192–206
default location for files, 53, 329
deleting cells, 144
deleting rows or columns, 148
deleting worksheets, 152–153

down-saving your file, 146
editing text in cells, 26–27, 143
features unique to, 136–137
file extension for documents, 47
fill color for cells, 175–177
formatting text in cells, 177–179
formatting worksheets, 180–181
formulas, 137, 155–160
functions, 160–168
gridlines, 172
Grow Font button, 33
inserting cells, 150–151
inserting rows or columns, 147–148
mail merge using, 124, 126, 192–193
moving data between cells, 157–159
moving the cell cursor, 138–139
options, setting, 327–329
Page Layout options, 180–181
range, defined, 138
renaming worksheets, 153
resizing rows and columns, 170–171
saving your work, 48–53, 145–146
selecting cells in, 20–21
selecting entire sheet, 142
selecting ranges in, 139–142
Shrink Font button, 33
spreadsheet structure, 138
structure of worksheets, 138
switching between worksheets, 152
tab scroll to view worksheets, 152
terminology, 136–138
text overflow in, 170
text wrap in cells, 171–172
titles, 180, 193
typing text in cells, 15–16, 137, 143
uses for, 135
views, changing, 23
views available, 23
zooming, 22

exiting applications, 14
exploits, e-mail, 227
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• F •
Favorite Links list, 52
field codes (Word)
for date and time, 130–131
for mail merge, 127–128

fields (Excel), 192
file extensions for documents
compatible with earlier versions, 50
default Office format, 47, 49
macro-enabled files, 49–50
PowerPoint presentations, 317
Rich Text Format, 58

file paths, 50–51
fill color
for background (Word), 106–107
for cells (Excel), 175–177

filtering contacts (Outlook), 238
filtering table data (Excel), 197–201
financial functions (Excel), 165–168
first-line indent (Word), 82
folders
default, for saved files, 48, 50, 329
list in Save As dialog box, 52
moving between, 52–53

Font Color button, 34–35
fonts and font sizes
applying attributes, 36
applying colors, 34–35
choosing, 32–33
font, defined, 31
font size, defined, 31
font themes, 41
Grow Font button, 33
modifying for all new documents, 33
Shrink Font button, 33
for Slide Masters (PowerPoint), 290
specifying custom size, 33–34

for text in cells (Excel), 177–178
Theme Fonts, 40–41

footers (Word)
defined, 114
different for first page, 119
numbering pages in, 114–115, 119
for odd and even pages, 119
overview, 116
putting content in, 117–119
space allotted to, 119

formatting
charts (Excel), 185–189
clearing from cells (Excel), 145
tables (Word), 110–111
text in cells (Excel), 177–179
text in Office documents, 34–36
worksheets (Excel), 180–181

formulas (Excel). See also functions 
(Excel)

absolute references in, 159
copying between cells, 157–159
defined, 137, 155
differences from text, 155–156
formula bar for, 137
moving between cells, 157–159
order of precedence in, 156
referencing cells in another sheet, 160
referencing cells in same sheet, 

156–157, 159
relative references in, 159

frauds, e-mail, avoiding, 226–229
Full Screen Reading view (Word), 

23, 76
functions (Excel). See also formulas 

(Excel)
arguments for, 161, 162–163
for changing numbers, 165
date and time, 163–164
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defined, 160
financial, 165–168
inserting in cells, 161–163
with no argument, 163–164
referencing ranges in, 160
simple, with one argument, 164
syntax for, 161–162
typing in cells, 163

FV function (Excel), 166, 167, 168

• G •
grammar checker, 45
graphics. See also Clip Art feature 

(Word); pictures
artwork for page borders (Word), 104
Clip Art feature (PowerPoint), 

292–294
selecting, 21
types of, 18

gridlines (Excel), 172
Grow Font button, 33

• H •
Handout Master view (PowerPoint), 

273
handouts, printing (PowerPoint), 

315–316
hanging indent (Word), 82
headers (Word)
different for first page, 119
numbering pages in, 116
for odd and even pages, 119
overview, 116
putting content in, 117–119
space allotted to, 119

Help, Ribbon button for, 11

hiding paragraph markers (Word), 77
holidays, adding in Calendar, 261
HTTP e-mail servers, 213

• I •
I-beam pointer, 26
images. See Clip Art feature (Word); 

graphics; pictures
IMAP e-mail servers, 213
indenting paragraphs (Word), 79–82
insertion point, 26–27
italic format, applying
in Excel, 177–178
in Office documents, 36

• J •
junk-mail filtering feature, 330
justified alignment (Word), 78–79

• K •
keyboard shortcuts
for moving around, 20, 139, 282–283
for printing, 62
for selecting text, 21, 283
for undoing last action, 101

• L •
Landscape orientation, 72–73, 180
launching. See opening
line drawings. See Clip Art feature 

(Word)
line spacing (Word)
changing, 84–85
default settings, 83–84
described, 82
settings available, 83

0
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• M •
macro-enabled files, saving, 49–50
Mail Merge utility (Word)
data source for, 124–125, 126–127, 

192–193
described, 70, 123–124
field codes for, 127–128
main document setup, 125–128
previewing before printing, 128
printing the letters, 128–129
steps for, 124

margins
in Word, 73–74, 116
for worksheets (Excel), 180

MAX function (Excel), 164
McAfee VirusScan, 228
merging columns (Excel), 203–206
Microsoft Excel. See Excel
Microsoft Office, common features. See 

also specific applications
attaching files to e-mail, 56–57
changing the file listing view, 55
creating documents, 15
Developer tab, 329
editing text, 26–27
e-mailing from applications, 55–58
fonts and font sizes, 31–34
formatting text, 34–36
grammar checker, 45
inserting pictures in documents, 

16–18
mini toolbar, 36–37, 329
moving around in documents, 18–20
opening saved files, 53–55
Print Preview, 62, 63–64
printing your work, 62–63
Quick Access toolbar, 12–13, 

324–326
recovering lost work, 65–66

Ribbon, 9–12
saving your work, 48–53
selecting content, 20–21
setting program options, 327–330
sharing work in other formats, 58–61
spell checker, 25, 42–44
starting applications, 8–9
status bar, customizing, 326–327
typing text in documents, 15–16, 17
viewers for documents, 58
views, changing, 22–24
in Vista versus XP, 2, 8
zooming, 21–22

Microsoft Outlook. See Outlook
Microsoft PowerPoint. See PowerPoint
Microsoft Word. See Word
MIN function (Excel), 164
mini toolbar, 36–37, 329
Month view (Calendar), 254
mouse click delay for animation 

(PowerPoint), 300, 302–303
movies, Clip Art feature for (Word), 96
moving around
changing location for saving, 50–53
in Excel, 138–139
between folders, 52–53
in Office documents, 18–20
in Slide Show view (PowerPoint), 

312–313
in Word, 71

moving items
aligning paragraphs (Word), 78–79
between cells (Excel), 157–159
charts (Excel), 183
clip art (PowerPoint), 294
clip art (Word), 100
Clipboard for, 28, 29–31
by dragging and dropping, 28–29
graphics, 21
indenting paragraphs (Word), 79–82
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merging columns (Excel), 203–206
notes (Outlook), 242
placeholder boxes (PowerPoint), 280, 

291
rotating clip art (Word), 100
splitting columns (Excel), 201–202
windows, 28

musical soundtracks (PowerPoint), 
307–309

My Documents folder (XP), 48

• N •
navigating. See moving around
newspaper style columns (Word), 107
non-modal dialog boxes, 188–189
Normal style (Word), 90
Normal view, 23, 272
Norton Antivirus, 228
notes (Outlook)
categorizing, 243–245
creating, 241–242
deleting, 243
described, 240–241
moving, 242
reopening, 242
resizing, 243
restoring after deleting, 243

Notes Master view (PowerPoint), 273
Notes Page view (PowerPoint), 24, 272
Notes Pages, printing (PowerPoint), 

315–316
NOW function (Excel), 163–164
NPER function (Excel), 166, 167
numbered lists (Word), 85, 86–88
numbering pages (Word), 114–116

• O •
ODD function (Excel), 165
Office. See Microsoft Office, common 

features

Office button, 1, 13
Office menu
overview, 13–14
Print command, 62
Recent Documents list, 13, 53, 270, 

329
opening
file listing view for, changing, 55
notes (Outlook), 242
Office applications, 8–9
Office menu, 13
presentations, 270–271
saved files, 53–55
tasks (Outlook), 248

order of precedence in formulas, 156
orientation
of printed page, 72–73, 180
of text in cells (Excel), 179

Outline view (Word), 23, 76
Outlook. See also e-mail; Microsoft 

Office, common features; specific 
features

attaching files to e-mail, 56–57, 
225–226

avoiding frauds, scams, and viruses, 
226–229

Calendar feature, 253–264
calling back sent e-mail, 225
choosing panes for, 330
composing e-mail, 223–224, 330
Contacts feature, 232–240
data file for, 47
deleting e-mail, 330
dial-up connection, 211–212, 240
envelope icon for e-mail, 330
first-time setup, 209–212
flagging e-mail for follow-up, 246
junk-mail filtering feature, 330
Mail feature overview, 217–218
mail merge data from, 125, 126–127
Notes feature, 240–245

1

t
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Outlook (continued)
options, setting, 329–330
personal folders files, 47
Privacy Options, 211–212
receiving and reading e-mail, 

218–220, 330
replying to e-mail, 221–222
sending e-mail, 224–225, 330
setting up e-mail accounts, 212–213
Tasks feature, 245–251
To-Do List feature, 246–247
troubleshooting e-mail setup, 

214–216
viewing e-mail attachments, 220–221
Web-based e-mail providers with, 

213, 214

• P •
packing presentations (PowerPoint), 

318–319
page borders (Word)
artwork for, 104
choosing, 102–104
uses for, 102

page description languages, 59–61
Page Layout view (Excel), 23
page numbers (Word), 114–116
pages (PowerPoint), 268
paper size
setting in Excel, 180
setting in Word, 71, 72

paragraphs (Word)
aligning, 78–79
indenting, 79–82
showing/hiding markers for, 77
styles, 90–95

Paste command, 30–31
Paste Values feature (Excel), 204, 

205–206

paths for files, 50–51
PayPal, e-mail from, 229
PDF format, 60–61
phishing, 227
Photo Album feature (PowerPoint), 

295–298
pictures. See also Clip Art feature 

(Word); graphics
attaching files to e-mail, 56–57, 

225–226
attachments to e-mail, viewing, 

220–221
Format tab options (Word), 101
graphics other than, 18
inserting in documents, 16–18, 

100–101, 294–295
Photo Album feature (PowerPoint), 

295–298
rotating (PowerPoint), 297
text wrap setting for (Word), 101–102

placeholders for slides (PowerPoint)
creating, 274–275
editing Slide Masters, 291
moving, 280, 291
resizing, 279–280, 291
Shape Styles for, 291–292

PMT function (Excel), 166–167
point (pt), defined, 32
POP3 e-mail servers, 213
Portrait orientation, 72, 73, 180
PowerPoint. See also Microsoft Office, 

common features
animating objects, 300–305
applying themes, 40–41
AutoFit feature, 276–278, 281–282
automatic slide advance, 306–307
AutoRecover feature, 65–66
Clip Art feature, 292–294
colors for presentations, 288–289
creating placeholders, 274–275
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creating slides, 273–274
default location for files, 53, 329
disabling navigation methods, 315
displaying presentations onscreen, 

312–313
editing Slide Masters, 289–291
ending slide shows, 313
entering Slide Show view, 312
file extension for documents, 47
Grow Font button, 33
handouts, 315–316
inserting pictures in slides, 16–18, 

294–295
manual text boxes, 280–282
moving between slides, 312–313
moving placeholder boxes, 280, 291
musical soundtracks, 307–309
navigation shortcuts, 282–283
opening existing files, 270–271
options, setting, 327–329
overview, 268–269
packing presentations, 318–319
Photo Album feature, 295–298
printing presentations, 315–316
publishing presentations on CD, 

317–318
resizing placeholder boxes, 

279–280, 291
saving presentations, 269
selecting text in, 20
self-running presentations, 306–307
Shape Styles, 291–292
Shrink Font button, 33
slide layouts, changing, 278–279
slide layouts, defined, 274
slide show tools, 313–314
slide transition effects, 305–306
terminology, 268
text selection shortcuts, 283
themes, 286–287, 291

typing text in slides, 16, 17
uses for, 267
views, changing, 23, 271
views available, 23–24, 271–273
Web versions of presentations, 

319–322
zooming, 22

presentations. See PowerPoint
previewing
animation (PowerPoint), 301
mail merge results, 128
before printing, 62, 63–64, 76
themes, 40

Print Layout view (Word), 23, 75–76
Print Preview
described, 62
using, 63–64
in Word, 76

printing. See also Mail Merge utility 
(Word)

background colors, 105
calendar (Outlook), 263–264
envelopes (Word), 122–123
options in Excel for, 180
options in Office for, 62–63
in PowerPoint, 315–316
previewing before, 62, 63–64, 76
Quick Print command, 62, 63

pt (point), defined, 32
publishing presentations (PowerPoint)
on CD, 317–318
in Web format, 319–322

PV function (Excel), 166

• Q •
Quick Access toolbar
adding buttons to, 12–13, 324–326
adding Quick Print command, 63
default buttons on, 324

2
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Quick Print command, 62, 63
Quick Styles Gallery (Word), 91–92
quitting applications, 14

• R •
range of cells (Excel)
converting into table, 193–194
defined, 138
referencing in functions, 160
selecting before issuing commands, 

139–140
selecting entire worksheet, 142
selecting noncontiguous cells, 141
selecting rows or columns, 141–142
selecting with keyboard and mouse, 

140
selecting with keyboard shortcuts, 

141
selecting with mouse, 140

RATE function (Excel), 166, 167
receiving and reading e-mail, 

218–220, 330
Recent Documents list, 13, 53, 270, 

329
records (Excel), 192
recovering lost work, 65–66
recurring events (Calendar), 257–259
red wavy underlines, 42–43, 329
reminders (Outlook)
for Calendar events, 259–260
for tasks, 250–251

removing. See deleting or removing
renaming
categories (Calendar), 262
user name and initials, 329
worksheets (Excel), 153

reopening. See opening
replying to e-mail, 221–222

resizing
charts (Excel), 182
clip art (PowerPoint), 294
clip art (Word), 98–99
fonts, 33–34
graphics, 21
notes (Outlook), 243
pictures (Word), 101
placeholder boxes (PowerPoint), 

279–280, 291
rows or columns (Excel), 170–171
windows, 28
worksheets for printing (Excel), 181

restoring deleted items (Outlook)
contacts, 236
notes, 243

Ribbon
buttons and controls on tabs, 10–12
described, 9
Help (question mark) button on, 11
with resized, narrower window, 12
tabs on, 9–11

Rich Text Format (RTF), 58–59
right alignment (Word), 78
rotating
clip art (Word), 100
pictures (PowerPoint), 297
3-D charts (Excel), 189

ROUND function (Excel), 165
rows or columns (Excel)
adjusting height or width, 170–171
deleting, 148
inserting, 147–148
merging columns, 203–206
selecting, 141–142
splitting columns, 201–202

RTF (Rich Text Format), 58–59
running. See opening
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• S •
saving your work
changing the file listing view, 55
changing the file type, 49–50
changing the location, 50–53, 329
for compatibility with earlier versions, 

50, 146, 329
copies of sent e-mail, 330
default location for files, 48, 53, 329
in default Office format, 49
down-saving (Excel), 146
in Excel, 145–146
macro-enabled files, 49–50
methods of, 48
in PDF format, 60–61
in PowerPoint, 269
presentations for Web, 319–322
in XPS format, 60–61

scams, e-mail, avoiding, 226–229
ScreenTips for buttons, 11
scrolling
in Office documents, 18–19
tab scroll in Excel, 152

search toolbars, unwanted, 227, 229
security, e-mail, 226–229
selecting
cell in Excel, 20–21
graphics, 21
range in Excel, 139–142
text in PowerPoint, 20, 283
text in Word, 20, 71

self-running presentations 
(PowerPoint)

automatic slide advance for, 306–307
musical soundtracks for, 307–309

Sent Items folder (Outlook), 330
shading for cells (Excel), 175–177
Shape Styles (PowerPoint), 291–292

sheets. See Excel
showing paragraph markers (Word), 

77
Shrink Font button, 33
single spacing. See line spacing (Word)
Slide Master view (PowerPoint), 273
Slide Masters (PowerPoint), 289–291
Slide Show view (PowerPoint)
buttons in lower-right corner, 

312–313
described, 24, 272, 312
disabling navigation methods, 315
methods of entering, 312
moving between slides, 312–313

Slide Sorter view (PowerPoint), 23, 
272

slides (PowerPoint). See also 
PowerPoint

animating objects on, 300–305
automatically advancing, 306–307
clip art for, 292–294
creating, 273–274
creating placeholders for, 274–275
defined, 268
inserting pictures, 16–18, 294–295
layouts, changing, 278–279
layouts, defined, 274
manual text boxes on, 280–282
moving placeholder boxes, 280, 291
printing, 315–316
resizing placeholder boxes, 279–280, 

291
Shape Styles for, 291–292
transition effects, 305–306
typing text in, 16, 17

sorting Excel tables, 195–197
sounds
Clip Art feature (Word) for, 96
soundtracks (PowerPoint), 307–309
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spell checker
described, 25
for entire document, 43–44
for individual mistakes, 42–43
options, 329
red wavy underlines, 42–43, 329

splitting a column (Excel), 201–202
spoofing, 227
spreadsheets. See Excel
spyware, 227
Start menu, 8–9
starting. See opening
status bar, customizing, 326–327
styles (Excel)
for borders, 174–175
for charts, 185

styles (Word)
advantages of, 90
defined, 90
Normal, 90
paragraph, applying, 91–92
paragraph, defined, 90
Quick Styles Gallery, 91–92
style sets, changing, 92–95
themes versus, 70
Word 2003 style set, 94

SUM function (Excel), 164
switching between worksheets (Excel), 

152
Symantec (Norton) Antivirus, 228

• T •
tables (Excel). See also database (Excel)
converting cell ranges into, 193–194
defined, 191
filtering data, 197–201
merging columns, 203–206
removing filtering, 199, 201
sorting, 195–197

splitting columns, 201–202
Word tables versus, 193

tables (Word)
applying styles to, 110–111
changing cell height, 109
changing column width, 110
defined, 107
deleting row or column, 109
entering text in, 108
Excel tables versus, 193
formatting, 110–111
inserting in document, 107–108
inserting row or column in, 109
mail merge using, 124, 126
Table Tools commands for, 108–109

tabs on Ribbon, 9–12
tasks (Outlook)
creating, 247–248
deleting, 249
described, 245
reminders for, 250–251
reopening, 248
To-Do List versus, 246–247
updating status of, 249
viewing the Tasks area, 245–246

templates (Word), 71–72
text. See also fonts and font sizes
animation effects (PowerPoint), 301, 

303
applying attributes, 36
applying colors, 34–35
AutoFit (PowerPoint), 276–278, 

281–282
composing e-mail, 223–224, 330
deleting, 26
editing contact information 

(Outlook), 236
editing in cells (Excel), 26–27, 143
editing in Office documents, 26–27
entering in tables (Word), 108
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formatting in cells (Excel), 177–179
formatting in Office documents, 

34–36
formula differences from (Excel), 

155–156
manual text boxes on slides 

(PowerPoint), 280–282
mini toolbar commands for, 36–37
Notes feature (Outlook), 240–245
overflow in Excel, 170
selecting, 20
selection shortcuts (PowerPoint), 283
typing in documents, 15–16

text file for mail merge, 124–125
text wrap
in cells (Excel), 171–172
setting for pictures (Word), 101–102

themes
applying colors to text, 35
applying in PowerPoint, 40
applying in Word or Excel, 38–39, 

40–41
for chart colors (Excel), 185
color themes, 41
effect themes, 41
for fill color for cells (Excel), 176, 177
font themes, 41
further information, 41
no effect when applied, fixing, 40–41
overview, 37–38
for presentations, 286–287, 291
previewing, 40
Theme Fonts, 40–41
uses for, 25, 38
Word styles versus, 70
for workbooks (Excel), 177

time
delay for animation (PowerPoint), 300
function for current (Excel), 163–164
inserting in Word, 129–131

titles (Excel)
avoiding for mail merge, 193
printing, 180

TODAY function (Excel), 163–164
To-Do List (Outlook), 246–247
transition effects for slides 

(PowerPoint), 305–306
troubleshooting e-mail setup, 214–216

• U •
uninstalling search toolbars, 229
updating task status (Outlook), 249

• V •
viewers for Office documents, 58
views
buttons for, 23
Calendar (Outlook), 254
for contacts (Outlook), 237–238
described, 22
Excel, 23
file listing in Save As and Open 

dialog boxes, 55
performance in Word affected by, 77
PowerPoint, 23–24, 271–273
Print Preview, 62, 63–64, 76
Word, 23, 74–77

viruses, with e-mail, avoiding, 
226–229

• W •
Web Layout view (Word), 23, 76
Web versions of presentations 

(PowerPoint), 319–322
Web-based e-mail providers, 213, 214
Week view (Calendar), 254
Windows Vista or XP
default location for saved files, 48, 50
Office 2007 differences, 2, 8



➟346

Microsoft Office 2007 For Seniors For Dummies 

Word. See also Microsoft Office, 
common features; specific features

aligning paragraphs, 78–79
applying themes, 38–39, 40–41
AutoRecover feature, 65–66
background color for page, 105–107
building blocks, 114–121
bulleted lists, 85–86
Clip Art feature, 96–100
cover pages, 119–121
default font and font size, 32
default location for files, 53, 329
envelopes, printing, 122–123
features, 70
file extension for documents, 47
Fill Effects, 106–107
first-line indent, 82
footers, 114–115, 116–119
Grow Font button, 33
hanging indent, 82
headers, 116–119
indenting paragraphs, 79–82
inserting date and time, 129–131
inserting pictures, 16–18, 100–101
line spacing settings, 82–85
Mail Merge utility, 70, 123–129
margin settings, 73–74
moving around in, 71
moving insertion point beyond end 

of document, 27
newspaper style columns, 107
numbered lists, 85, 86–88
numbering pages, 114–116
options, setting, 327–329
page borders, 102–104

page orientation, 72–73
paper size, 71, 72
printing your work, 62–63
selecting text in, 20, 71
showing/hiding paragraph markers, 77
Shrink Font button, 33
styles, 70, 90–95
tables, creating, 107–110
tables, formatting, 110–111
templates, 71–72
text wrap for pictures, 101–102
Type New List feature, 125, 126, 127
typing text in documents, 15
uses for, 69
views, changing, 23, 76–77
views, performance affected by, 77
views, uses for, 74, 76–77
views available, 23, 75–76
Word 2003 style set, 94
zooming, 22

workbooks (Excel). See also Excel
default worksheets contained in, 151
defined, 137
switching between worksheets, 152
tab scroll to view worksheets, 152
themes for, 177

worksheets. See Excel
worms, 227

• X •
XPS format, 60–61

• Z •
zooming, 21–22


