


addressing e-mail, See alsoOutlook Mail
using address books, 31Ð34, 32, 34
AutoComplete and, 30
AutoResolve and, 30Ð31
to Bcc recipients, 33
to distribution lists, 317
using global address lists, 31, 101, 101
new contacts and, 31

Advanced E-mail Options dialog box in Outlook, 37Ð38, 38
Advanced Filter in Excel, See alsoExcel lists

versus AutoFilters, 466
criteria ranges, 466, 467, 467
defined, 465Ð466
duplicate records, 467
extract ranges, 466

Advanced Layout dialog box in Word, 141Ð142, 141Ð142
aligning

Access form controls, 551
graphic objects, 159Ð161, 160
objects in slides, 208Ð209, 211
text in presentations, 201

Allow Users to Edit Ranges dialog box in Excel, 384, 384
AND function in Excel, 424
And option in filtering Excel lists, 464Ð465, 464
animating clips, 130, See alsoPowerpoint
Apply Design Template dialog box in Powerpoint, 178, 178
appointments. SeeOutlook Calendar
arguments. SeeExcel functions
arrows, 152, 157, 157
art objects. Seemultimedia; Powerpoint
aspect ratio options, 149
attachments. SeeOutlook Mail
audio. Seesounds
AutoComplete, 30, 458Ð459
AutoContent Wizard in Powerpoint, 178Ð180, 179Ð180
AutoCorrect dialog box in Powerpoint, 187, 187
AutoDate feature in Outlook, 86Ð87
AutoDialer for Outlook contacts, 119
AutoFilters in Excel, See alsoExcel lists

versus Advanced Filter, 466
And and Or options, 464Ð465, 464
creating list subsets, 465
custom AutoFilters, 464Ð465, 464
defined, 462, 462Ð463
filtering multiple columns, 463
Top 10 AutoFilter, 462, 463

AutoFormats, applying to Excel pivot tables, 585Ð586, 586
AutoForms in Access, 542
AutoPick in Outlook Calendar, 79
AutoPreview of Outlook Contacts, 107Ð108

AutoResolve in Outlook e-mail, 30Ð31
AutoShapes, See alsomultimedia

defined, 149
floating toolbars of, 149Ð150, 150
flowcharts using, 150Ð151, 151
formatting, 157
inserting, 149
resizing, 149
types of, 150

B
backgrounds, customizing in Powerpoint

with colors, 198
in design templates, 165Ð166, 197Ð200, 199
with fill effects, 198Ð199, 199
overview of, 197Ð198
with photos, 165Ð166, 199Ð200

Bcc e-mail recipients, 33
Berners-Lee, Tim, 351
bookmarks, See alsoWord documents, complex

defined, 323Ð324
deleting, 324
displaying, 324
inserting, 324, 324
naming in form fields, 512

borders
adding to Word forms, 510
in Excel templates, 496
formatting in Access forms, 550
inserting in documents, 146

browser web publishing options, 344Ð345, 345
browsers, previewing web pages in, 358
bullets, graphical, inserting in documents, 145Ð146
bullets in slide shows, customizing, 214Ð215
busy. Seefree/busy
buttons, See alsomacros; multimedia

group box options in Excel forms, 519, 521Ð522, 523, 
526, 526

Submit/Reset in Word web pages, 361

C
calculated fields

adding to Excel pivot tables, 588Ð589, 588Ð589, 591
adding to Word forms, 507, 514
for Excel date/time functions, 437
protecting in Excel lists, 459

Calendar. SeeOutlook Calendar
callout AutoShapes, 150
canceling meetings, 79
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captions, clip, 132, 132
categorizing

contacts, 104Ð105, 104
Outlook items, 105
tasks, 89, 89

cell references, See alsoExcel functions
absolute references, 415Ð416, 626
external references, 444
mixed references, 416
relative references, 415, 415

certificates for contacts, 108
CGI scripts, 361
charts, See alsomultimedia

creating
Excel pivot charts, 576, 590Ð591, 590
flow charts, 150Ð151, 151
using Microsoft Graph, 125, 228
using Microsoft Org Chart, 162Ð165, 162, 164

organizational charts
applying styles, 163, 164
changing layout/size, 163
creating, 162Ð163, 162
defined, 162
selecting sections of, 163
wrapping text, 164

using in slide shows, See alsoPowerpoint
and animating, 228Ð230
Excel charts, 228
Microsoft Graph charts, 228
overview of, 227

Check Address dialog box in Outlook, 99Ð100, 100
check box controls in Excel forms, 520, 526Ð527
check box controls in Word forms, 508, 513, 513
Check Full Name dialog box in Outlook, 97Ð98, 97
Check Phone Number dialog box in Outlook, 99, 99
Checking and Reporting Errors dialog box in Word, 314Ð315, 314
circles, drawing, 152
Clarke, Arthur C., 649
Clip Art task pane in Powerpoint, 209, 209Ð210
Clip Organizer. Seemultimedia
clips, sound/video, in slides, 212Ð214
Coleman, Sonia, 503
collaborating on documents, 247Ð283, See alsosharing

Excel data analysis scenarios, 568Ð569
inserting comments

in Excel, 265
overview of, 262
in Powerpoint, 265Ð266, 265

inserting comments in Word
and deleting, 264

and editing, 264
overview of, 262
text comments, 262Ð263
and viewing details about, 264
voice comments, 263, 264
warning, 263

online via NetMeeting, 270Ð271, 271
online via Windows SharePoint Services

accessing shared contacts/calendars/tasks, 279Ð281
defined, 272Ð273, 272
lists and libraries in, 273Ð274
in Meeting Workspaces, 75, 76, 277Ð279, 278
permission levels, 273
publishing/linking Excel lists to, 281Ð283, 282Ð283
in shared Document Workspaces, 274Ð277, 275Ð277
Web Parts in, 273Ð274

overview of, 247
sending documents for review

and comparing/merging changes, 269Ð270
overview of, 266Ð267
using routing slips, 267Ð269, 267
security measures, 266, 268
turning off revision tracking, 267
warning, 266

tracking changes in Excel workbooks
accepting/rejecting changes, 259
merging changes, 259Ð260
overview of, 250, 256, 257
password-protecting workbooks, 260
resolving change conflicts, 257, 258
sharing workbooks, 256
updating changes, 257
viewing change history, 258
warning, 258
working in shared workbooks, 257Ð259

tracking changes in Powerpoint presentations
applying/unapplying changes, 261Ð262
ending review cycles, 262
merging changes, 260Ð261
overview of, 250, 260
and viewing in Revisions pane, 261Ð262, 261
warning, 261

tracking changes in Word documents
accepting/rejecting changes, 255
choosing displays for review, 253Ð254
enabling, 251
hiding/showing changes, 251Ð253, 252
overview of, 250Ð251, 250
and printing, 255
using Reviewing toolbar, 251, 251
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setting format options for, 252Ð253, 252
and viewing/adjusting in Reviewing Pane, 254, 254

Word documents
concurrent editing of, 270
saving versions of, 247Ð250, 248Ð249

collections, clip, See alsomultimedia
creating, 131, 131
exploring, 128Ð130, 129
improving, 133Ð136, 135

color schemes in presentation templates, 196Ð197, 196Ð197,
494, 494

coloring
appointments, 71Ð72, 71
e-mail messages, 50Ð51, 50Ð51
fills, 156, 156, 157, 496
fonts, 156Ð157, 156
lines, 156, 156, 157
slide backgrounds, 198
slide show objects, 212, 212

Column areas in Excel pivot tables, 580Ð581, 580
columnar Access forms, 541, 541
columns. Seefields
COM (Component Object Model), 365
combo box controls in Excel forms, 519, 520, 521, 521,

524Ð525, 524
comments, See alsocollaborating

documenting Excel assumptions with, 557Ð558
in Excel templates

editing, 498
hiding, 497Ð498, 498
inserting, 496, 497
printing, 498
showing, 497Ð498, 498

in macro VB code, 634, 634
Compare and Merge feature, 269Ð270
comparison operators in mail merges, 296Ð297
compressing images, 139
concordance files, 332Ð333
conditional formatting macros in Excel, 622Ð625, 623, 625,

634Ð635, 634
constants, naming in Excel, 446Ð447, 447
contacts. SeeOutlook Contacts
Control Toolbox in Powerpoint, 645, 646
controls. Seeforms
conversion functions in Excel, 437Ð438
converting

date text strings to values in Excel, 439
footnotes and endnotes, 322Ð323
handwriting to text, 662Ð663, 662

tabbed data to tables in Word, 454Ð455, 454
Word documents to/from other formats, 591Ð592, 592
Word tables to Excel worksheets, 457

copying
master slides, 195
worksheets between workbooks, 413Ð414, 413
worksheets within workbooks, 412

copying and pasting
Excel list subtotals, 572
Excel pivot tables into Word documents, 582
line art objects, 152
Word lists into Excel, 421

copyrights, music, 167
Create List feature, See alsoExcel lists

creating lists, 468, 468
defined, 467
dynamic Total Row options, 470
inserting/deleting rows, 469
List and XML toolbar, 469Ð470, 469
resizing lists, 469

Create Names dialog box in Excel, 442, 442
Create New Folder dialog box in Outlook, 390Ð391, 390
cross-references, See alsoWord documents, complex

defined, 325Ð326
field codes and, 326Ð327
grammatical errors and, 326
hyperlinking, 327Ð328
inserting, 326, 326
updating, 327

Curve tool, 150, 223
Custom Search Folder dialog box in Outlook, 57, 57
Customize Address List dialog box in Word, 292, 292
Customize dialog box

Commands tab, 607Ð608, 607, 638, 638
Toolbars tab, 606Ð607, 606, 627, 627

Customize Keyboard dialog box, 610Ð611, 610
customizing Office. SeeOffice 2003, customizing

D
data analysis. SeeExcel data analysis
data, defined, 555
Data Form dialog box in Word, 299Ð300, 299
data sources, 449Ð489, See alsoforms; Mail Merge

Access data entry validation
field comparisons, 485Ð486, 486
lookup field lists for, 487Ð489
mail merge data problems, 487
overview of, 476, 483
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setting data type properties, 484Ð485
setting up field validation, 483Ð484

Access tables
choosing data types, 474Ð475, 474
creating Access databases for, 453, 471, 471
creating in Design View, 474Ð476, 474
creating with Table Wizard, 472Ð474, 473
field descriptions, 475Ð476
field names, 474, 474
primary keys, 472
propagating field properties, 16Ð17

defined, 449Ð450, 450
Excel Create List feature

creating lists, 468, 468
defined, 467
dynamic Total Row options, 470
inserting/deleting rows, 469
List and XML toolbar, 469Ð470, 469
resizing lists, 469

Excel data entry validation
creating drop-down lists with, 481Ð482, 481
creating rules for, 477Ð482, 478Ð479, 481
marking invalid data, 477, 477, 482, 482
offering input message help, 477, 479, 479, 480
overview of, 476
selecting cells with rules for, 480
showing error messages, 476Ð477, 477, 479Ð480, 479

Excel list filtering
with Advanced Filter, 465Ð467, 467
using Andand Oroptions, 464Ð465, 464
with AutoFilters, 462Ð463, 462
creating list subsets, 465
criteria ranges, 466, 467, 467
with custom AutoFilters, 464Ð465, 464
eliminating duplicate records, 467
extract ranges, 466
on multiple columns, 463
overview of, 461Ð462
Top 10 AutoFilter, 462, 463

Excel lists
AutoComplete data entry, 458Ð459
creating data forms for, 459
example, 457Ð458, 458
protecting calculated fields in, 459
rules for worksheets used as, 457
size limits, 451
sorting data in, 460Ð461, 460
warning, 461

for Excel pivot tables, 578, 578, 586Ð587, 587

features to look for in, 450
field names, 450
fields in, 449, 450
importing/exporting/linking, 451Ð452
overview of, 449
records in, 450, 450
relational databases, 451
size of, 451
where to store in Office, 452
Word data tables

converting tabbed data to, 454Ð455, 454
converting to Excel worksheets, 457
sorting, 455Ð456, 455Ð456
versus tabbed data, 453Ð454, 453

Data Validation dialog box in Excel
Error Alert tab, 479Ð480, 479
Input Message tab, 479, 479
opening, 477
Settings tab, 434Ð435, 434, 478Ð479, 478

Database dialog box in Word, 308, 308
database functions in Excel, 414
datasheet forms in Access, 540, 540, 541
Date Navigator in Outlook, 62, 62Ð64
date and time functions, See alsoExcel functions

avoiding trouble with, 437
calculations, 437
conversion functions, 437Ð438
converting text strings to values, 439
DATE, 437, 438
DAY, 438Ð439, 439
defined, 414
examples of use, 438Ð440, 439
MONTH, 438Ð439, 439
NETWORKDAYS, 438, 439, 440
NOW , 437, 438
as number values, not text, 436, 436
that exclude weekends, 439Ð440
TIME, 437
TODAY, 423Ð424, 438
WORKDAY, 438, 439Ð440

Define Name dialog box in Excel, 441, 441Ð442
delegate permissions in Outlook, 402, 403Ð404, 403Ð404
delegating tasks, 90Ð92, 91, 92Ð93
deleting

bookmarks, 324
color schemes, 494, 494
comments, 264
contacts, 109
distribution lists, 318
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Excel range names, 441Ð442
footnotes and endnotes, 323
macros, 628Ð629, 633
objects from Drawing Canvas, 148
points/slides, 189
rows from Excel lists, 469
words from speech recognition, 653Ð654

delivery receipts, e-mail, 35Ð36, 39
Design View in Access, 474, 474Ð476, 546Ð548, 547
Desktop Alerts in Outlook, 23, 38
diagrams, creating, 162, 162Ð165, 164
Digital IDs for contacts, 108
digital photos. Seephotos
Digital Rights Management (DRM), 406
directories

of contacts, printing, 116Ð118, 117
creating in Word, 308Ð309
as mail merge documents, 306Ð307, 307

disabling Word form fields, 512
Division by Zero error in Excel, 435
document collaboration. Seecollaborating
document protection. Seeprotecting; security
Document Workspaces in WSS, 274Ð277, 275Ð277
drawing, See alsomultimedia

with Drawing Pad, 661Ð662, 661Ð662
on slides during shows, 242Ð243

DRM (Digital Rights Management), 406
drop-down lists

choosing Excel lookup function parameters from, 434Ð435
creating with Excel data validation, 481Ð482, 481
in Word forms, 508, 513, 513

E
E-mail Options dialog box in Outlook, 37Ð39, 37Ð39, 44
E-mail Properties dialog box in Outlook, 102Ð103, 102
e-mail. SeeOutlook Mail
Edit Color Scheme dialog box in Powerpoint, 197, 197
Edit Rule dialog box in Outlook, 401, 401
Edit Signature dialog box in Outlook, 43Ð44, 43
Edit WordArt Text dialog box, 155, 155
editing

button images, 642
comments in Excel templates, 498
comments in Word documents, 264
creating edit-free Excel formulas, 496
data source records, 293Ð294, 306, 306289
Excel document templates, 496

Excel ranges, allowing, 384Ð385, 384Ð385
footers on slides, 195, 196
HTML in Word web pages, 364
indexes, 334Ð335
macros, 635
pictures, 136Ð138, 137, 143Ð144
restricting in Word, 376, 376, 377
Word documents concurrently, 270

editors for Outlook e-mail, 39, 40
enabling Word form fields, 512, See alsoshowing; turning
encoding options for web publishing, 346
endnotes. Seefootnotes and endnotes
engineering functions in Excel, 415
envelopes as mail merge documents, 309, 310Ð312, 312
errors, See alsovalidating data entry

checking for in Access, 15Ð16, 16
in Excel lookup functions, 427
Excel N/A error, 435Ð436, 435
grammatical, in cross-references, 326
trapping with Excel functions, 435Ð436, 435

events, scheduling, 70Ð71, 70
Excel 2003, See alsoOffice 2003

creating web pages with
adding web components, 368
overview of, 365Ð366, 366
publishing active sheets, 366Ð368, 366Ð368

data, working with in Outlook, 422
document templates

borders, 496
creating for ease of use, 496Ð499, 498
creating from scratch, 495
creating from workbooks, 495
editing, 496
editing comments, 498
fill color, 496
hiding comments, 497Ð498, 498
hiding worksheets, 498Ð499
inserting comments, 496, 497
printing comments, 498
saving, 495
showing comments, 497Ð498, 498
view options, 498

embedding/linking charts in slide shows, 228
exporting Excel data to Access, 594Ð595, 594
file format compatibility, 591
importing data into

external data, 597Ð598, 597
and parsing, 598Ð599
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refreshable text, 599
using Text Import wizard, 598Ð599
warning, 597

new features
AutoFilters, 462Ð463, 462
enhanced lists, 11, 11, 467Ð470, 468Ð469
overview of, 11
statistical functions, 12

using Office Data Connections in, 586, 587
protecting documents

allowing range editing, 384Ð385, 384Ð385
data analysis scenarios, 567
hiding formulas, 382Ð383
overview of, 380
unlocking ranges, 382, 382
and unprotecting, 387
workbooks, 260, 381
worksheets, 381Ð382, 386Ð387, 386

recording macros in
absolute cell references and, 626
adding to custom commands, 638Ð640, 638Ð640
for conditional formats, 622Ð625, 623, 625, 

634Ð635, 634
and deleting, 629
overview of, 620, 622
relative cell references and, 626
and storing, 624

setting options, 613Ð615
Text To Speech feature, 659Ð660

Excel data analysis tools, 555Ð591
custom views, 572Ð573, 573
overview of, 555
pivot tables

adding calculated fields/items, 588Ð589, 588Ð589, 591
adding fields, overview, 581, 582, 582
applying AutoFormats, 585Ð586, 586
blank areas, 581
choosing summary type, 583
Column area, 580Ð581, 580
copying/pasting into Word, 582
creating pivot charts, 576, 590Ð591, 590
creating separate tables, 589
creating with wizard, 578Ð580, 578Ð579
Data area, 580, 581, 583
data options, 585
defined, 576
drilling down in, 589
examples, 576Ð577, 577

Field List, 580, 580, 581
field options, 583
filtering data in, 582
format options, 583Ð586, 584, 586
grouping data in, 582Ð583, 582Ð583
hiding underlying data, 589
layout options, 579, 579Ð580, 580Ð583, 582Ð583
using Microsoft queries in, 587
Page area, 580, 581
PivotTable toolbar, 580, 580, 581
removing fields, 581
Row area, 580Ð581, 580
selecting data ranges, 578, 579
selecting data sources, 578, 578, 586Ð587, 587
selecting destinations, 579, 579
versus subtotals, 577Ð578
updating, 587

scenarios
collaborating on, 568Ð569
creating, 566Ð568, 567Ð568
protecting, 567
showing, 568
summarizing, 569Ð570, 569Ð570
uses, 566

Solver
adding constraints, 563, 563
installing, 561
keeping/discarding solutions, 562Ð563, 562
using with multiple variables, 564Ð565, 564Ð565
saving models, 566, 566
saving solutions as scenarios, 564, 566
setting parameters, 561Ð562, 561
uses, 560

subtotaling list fields, 570Ð572, 571
subtotals versus pivot tables, 577Ð578
summary functions for lists

COUNTIF, 574, 575
database Dfunctions, 575Ð576, 576
SUMIF, 574Ð575, 574

what-if forecasting analysis
building models for, 558
using data tables, 556Ð557, 556
defined, 557
documenting assumptions in, 557Ð558
using Goal Seek, 558Ð560, 558Ð560
overview of, 556
using Scenario Manager, 566Ð570, 567Ð570
using Solver, 560Ð566, 561Ð566
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Excel functions, 414Ð440
arguments

for IF function, 418, 418, 419, 421, 422
for INDEX function, 430
for LOOKUP function, 429
for MATCH function, 430
overview of, 414
for VLOOKUP function, 426Ð427

cell references
absolute references, 415Ð416
external references, 444
mixed references, 416
relative references, 415, 415

COUNTIF, 574, 575
creating edit-free formulas with, 496
database functions, 414, 575Ð576, 576
date and time functions

avoiding trouble with, 437
calculations, 437
conversion functions, 437Ð438
converting text strings to values, 439
DATE, 437, 438
DAY, 438Ð439, 439
defined, 414
examples of use, 438Ð440, 439
MONTH, 438Ð439, 439
NETWORKDAYS, 438, 439, 440
NOW , 437, 438
as number values, not text, 436, 436
that exclude weekends, 439Ð440
TIME, 437
TODAY, 423Ð424, 438
WORKDAY, 438, 439Ð440

defined, 414Ð415
Division by Zero error, 435
engineering functions, 415
financial functions, 414
formulas

Formula Auditing toolbar, 477, 477, 482, 482
hiding, 382Ð383
pasting range names into, 442Ð443, 443

including in named ranges, 447
information functions

defined, 415, 417, 436
ISBLANK, 435Ð436
trapping errors with, 435Ð436, 435

locating/selecting, 418, 418
logical functions

AND and OR functions, 424
defined, 414, 416

using IF to concatenate names, 419Ð421, 420Ð421
using nested IFs with values/dates, 422Ð424, 423
nesting IF functions, 421Ð422
Outlook and, 422
trapping errors with, 435Ð436, 435
when/how to use IF, 417Ð419, 417Ð418

lookup functions
avoiding duplicate values, 427
choosing parameters from drop-down lists, 434Ð435
creating complex lookups quickly, 431Ð435, 432Ð434
defined, 414, 416, 424Ð425
errors, 427
HLOOKUP, 425, 426, 428, 429Ð431, 431
INDEX, 425, 426, 429Ð431, 431
LOOKUP, 425, 426, 428Ð429, 429
MATCH, 425, 426, 429Ð431, 431
usefulness, 425Ð426
VLOOKUP, 425, 425, 426Ð428, 428

math and trig functions, 414
N/A error, 435Ð436, 435
statistical functions, 12, 414
SUMIF, 574Ð575, 574
text functions, 414
volatile functions, 423Ð424

Excel lists, 451Ð470, See alsodata sources
Create List feature

creating lists, 468, 468
defined, 467
dynamic Total Row options, 470
inserting/deleting rows, 469
List and XML toolbar, 469Ð470, 469
resizing lists, 469

creating data forms for, 459
data entry with AutoComplete, 458Ð459
data entry validation

creating drop-down lists with, 481Ð482, 481
creating rules for, 477Ð482, 478Ð479, 481
marking invalid data, 477, 477, 482, 482
offering input message help, 477, 479, 479, 480
overview of, 476
selecting cells with rules for, 480
showing error messages, 476Ð477, 477, 479Ð480, 479

example, 457Ð458, 458
filtering

with Advanced Filter, 465Ð467, 467
using Andand Oroptions, 464Ð465, 464
with AutoFilters, 462Ð463, 462
creating list subsets, 465
criteria ranges, 466, 467, 467
with custom AutoFilters, 464Ð465, 464
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eliminating duplicate records, 467
extract ranges, 466
on more than one column, 463
overview of, 461Ð462
Top 10 AutoFilter, 462, 463

as mail merge data sources, 290
new features, 11, 11, 467Ð470, 468Ð469
protecting calculated fields in, 459
publishing/linking to SharePoint Services, 281Ð283,

282Ð283
size limits, 451
sorting data in, 460Ð461, 460
warning, 461
using worksheets as, 457

Excel range names
3-D range names, 444, 445
benefits, 440
changing, 441, 441
defined, 440
deleting, 441Ð442
external range names, 444
including functions in, 447
linking to ranges in other workbooks, 444
listing in active workbooks, 443, 446
local range names, 444, 445Ð446
naming constants, 446Ð447, 447
naming ranges

in Create Names dialog box, 442, 442
in Define Name dialog box, 441Ð442, 441
from labels, 442
in Name box, 441
overview of, 440

navigating to, 443
overview of, 447
pasting into formulas, 442Ð443, 443
rules for using, 440
same, in multiple worksheets, 445Ð446
that span worksheets, 445
viewing in worksheets, 447

Excel user input forms, See alsoforms
cell links in, 519
controls

adding/positioning, 522Ð523
check boxes, 520, 526Ð527
combo boxes, 519, 520, 521, 521, 524Ð525, 524
defined, 519Ð520
group box option buttons, 519, 521Ð522, 523, 526,

526
list boxes, 520, 521, 521, 525, 525
scroll bars, 520, 523Ð524, 523

selecting to edit, 523
setting properties, 523Ð527, 523Ð526
spinners, 519, 520, 523Ð524, 523
text control data, 520Ð522, 521Ð522

creating data forms in lists, 459
creating, steps in, 518
data stored in, 519Ð520
entering labels, sample data in, 522, 522
example, 518, 519
formulas in, 519, 522, 522
modifying, 527
overview of, 506
protecting, 527
running macros from buttons in, 644Ð645, 645
types of, 518, 520
unlocking cells, 519

Excel workbooks, See alsocollaborating
copying/pasting Word lists into, 421
creating templates from, 495
listing range names in, 443, 446
names data, working with in Outlook, 422
overview of, 411
worksheets in

changing default number of, 411Ð412, 412
using as Excel lists, 457
hiding in templates, 498Ð499
inserting, 412
moving/copying between workbooks, 413Ð414, 413
moving/copying within workbooks, 412
protecting with IRM permissions, 408Ð410, 409

Exchange, 24, 596
exporting, See alsoimporting

data sources, 451Ð452
Excel data to Access, 594Ð595, 594
images, 138Ð139
Outlook data to Access, 596
Outlook data to files, 601
Word data, 591Ð592, 592

Expression Builder in Access, 486, 486
eXtensible Markup Language (XML), 5Ð8
external cell references/range names in Excel, 444

F
Field dialog box in Word, 516Ð517, 516
fields, See alsodata sources; Excel data; forms; Mail Merge

All Fields tab in Contacts forms, 108Ð109, 109
codes, cross-references and, 326Ð327
setting properties of in web forms, 360Ð361, 360Ð361

file format compatibility, 591

673EXCEL RANGE NAMES • FILE FORMAT COMPATIBILITY

4228Index.qxd  1/5/04  4:27 PM  Page 673



file options for web publishing, 345Ð346, 345
fill color, 156, 156, 157, 496
Fill Effects dialog box in Powerpoint, 198Ð199, 199
Fill-in fields in Word forms, 516, 516Ð517
Filter and Sort dialog box in Word, 294, 294, 295Ð297, 296
filtered web pages, saving documents as, 348
filtering Excel lists

with Advanced Filter
versus AutoFilters, 466
criteria ranges, 466, 467, 467
defined, 465Ð466
duplicate records, 467
extract ranges, 466

with AutoFilters
Andand Oroptions, 464Ð465, 464
creating list subsets, 465
custom AutoFilters, 464Ð465, 464
defined, 462, 462Ð463
on multiple columns, 463
Top 10 AutoFilter, 462, 463

overview of, 461Ð462
filtering Excel pivot table data, 582
filtering mail merge data, 289, 295Ð297, 296
financial functions in Excel, 414
Find and Replace dialog box in Word, 325, 325
finding, See alsosearching

data source records to edit, 297Ð298
speech/handwriting recognition help, 664
templates online, 501Ð503, 502

flagging e-mail messages, 23, 55, 55
flowcharts, creating, 150Ð151, 151
folder permissions in Outlook, 402, 404Ð406, 405
font color, 156Ð157, 156
font options for web publishing, 347, 347
fonts in Powerpoint, 186Ð187, 187, 200Ð202
footers, See alsoheaders

adding to/editing on slides, 195, 196
macros for applying, 628

footnotes and endnotes, See alsoWord documents, complex
converting, 322Ð323
deleting, 323
formatting, 322
inserting, 319Ð322, 320, 322
revising, 323

Format Control dialog box in Excel, 645, 645
Format Picture dialog box in Word, 140Ð142, 140Ð142, 354,

354
formatting, See alsoforms; multimedia

conditional, macros for in Excel, 622Ð625, 623, 625,
634Ð635, 634

footnotes and endnotes, 322
restrictions on in Word, 376Ð377, 376
text in Powerpoint templates, 200Ð201

forms, display, 506
forms, user input, 505Ð554

creating in Access
adding controls, 553
adding/formatting titles, 549
aligning controls, 551
AutoForms, 542
changing control/form properties, 553Ð554
checking control type, 549
columnar forms, 541, 541
datasheet forms, 540, 540, 541
with Form Wizard, 545Ð546, 546
formatting control borders, 550
formatting control text, 549
formatting subforms, 552
hiding form features, 554
modifying in Design view, 546Ð548, 547
moving controls, 548, 549
for multiple tables, 543Ð545, 544Ð545
overview of, 506, 539
and printing, 542Ð543
rearranging tab order, 552
selecting controls, 548
selecting layouts, 540Ð541, 540Ð541
sizing controls, 549, 551
spacing controls, 551
subforms, 543, 544, 544
table relationships and, 543
tabular forms, 540, 540, 541
and testing, 552
text box controls, 541
warning, 549

creating in Excel
adding/positioning controls, 522Ð523
cell links in, 519
check box controls, 520, 526Ð527
combo box controls, 519, 520, 521, 521, 524Ð525, 524
controls, defined, 519Ð520
data forms in lists, 459
data stored in, 519Ð520
data for text controls, 520Ð522, 521Ð522
entering labels, sample data, 522, 522
example, 518, 519
formulas in, 519, 522, 522
group box option buttons, 519, 521Ð522, 523, 

526, 526
list box controls, 520, 521, 521, 525, 525
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modifying, 527
overview of, 506
and protecting, 527
scroll bar controls, 520, 523Ð524, 523
selecting controls to edit, 523
setting control properties, 523Ð527, 523Ð526
spinner controls, 519, 520, 523Ð524, 523
steps in, 518
types of, 518, 520
and unlocking cells, 519

creating in FrontPage, 506
creating in InfoPath, 506
creating in Outlook

adding field controls, 532
assigning default form folders, 537Ð538, 538
changing item message classes, 538Ð539
displaying hidden pages, 531, 531
hiding default pages, 532
members folders for, 529Ð530, 529
members forms, 530Ð536, 530Ð531, 533Ð536
membership forms example, 528Ð537, 529Ð531,

533Ð537
overview of, 506, 527Ð528
permissions and, 538
placeholder fields and, 532
positioning/sizing controls, 533
and previewing, 533
and publishing, 536Ð537, 537
renaming pages, 532
and saving as a template, 536
setting field properties, 533Ð534, 533
steps in, 528
and troubleshooting, 538
types of/uses for, 528
validating data entry, 534Ð536, 534Ð536

creating in Word
adding borders, 510
adding calculated fields, 507, 514
adding controls, 511, 511
adding space/shading, 509
check box controls, 508, 513, 513
controls, defined, 508, 508
and distributing, 516
drop-down list controls, 508, 513, 513
enabling/disabling fields, 512
field codes and, 517
formatting layout, 509Ð511, 510Ð511
frequently used fields, 517
inserting Fill-in fields, 516Ð517, 516
using macros for navigation, 514Ð515

and modifying, 527
naming field bookmarks, 512
overview of, 506
problems with, 506Ð507
and protecting, 514Ð515
steps in, 507
for structured data, 507
using table layouts, 508Ð509, 509
text form field controls, 508, 511Ð512, 511
types of, 506
for unstructured data, 516Ð517, 516

creating in Word web pages
adding Submit/Reset buttons, 361
using built-in controls, 358Ð359
entering list values, 361, 361
overview of, 358, 358
setting field properties, 360Ð361, 360Ð361
using table layouts, 359Ð360, 359

overview of, 505
Formula Auditing toolbar in Excel, 477, 477, 482, 482
frames in Word web pages

adding, 362, 362
frames pages

creating, 362, 362
removing frames from, 364
renaming, 363
saving, 362Ð363, 363
warning, 364

setting properties, 363Ð364, 364
free/busy status

contact schedule URLs, 107
of others, checking, 77Ð79, 78
setting, 67

Freeform tool, 150, 223
FrontPage 2003 Savvy (Crumlish and Chase), 344
FrontPage

creating input forms, 506
setting options, 613
web design tools

CGI scripts and, 361
managing published sites, 349
overview of, 342, 343, 344

Function Arguments dialog box in Excel, 418, 418
functions. SeeExcel functions

G
global address lists, 31, 101, 101
Go menu in Outlook, 20
Go To Special dialog box in Excel, 383, 383
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Goal Seek analysis tool in Excel, 558Ð560, 558Ð560
graphic objects. Seemultimedia; Powerpoint; web design
graphics tablets, 663
Greeting Line dialog box in Word, 302, 302
grids for aligning objects, 159Ð160, 160, 208Ð209, 211
group box option buttons in Excel, 519, 521Ð522, 523, 526, 526
Group Schedules feature in Outlook, 81Ð82, 82
grouping

contact activities, 108, 108
graphic objects, 161
pivot table data, 582Ð583, 582Ð583

H
handouts

creating in Powerpoint, 232Ð233, 232Ð233
creating in Word, 235Ð236, 236

handwriting recognition tools
correcting mistakes, 663
Drawing Pad, 661Ð662, 661Ð662
finding help for, 664
graphics tablets, 663
on-screen keyboards, 660Ð661, 660Ð661
overview of, 649, 656, 660
Write Anywhere, 663Ð664, 664
Writing Pad, 662Ð663, 662

header rows in data sources, 289
headers/footers, See alsofooters

in calendars, 84Ð85
in contact directories, 118, 118
macros for applying, 628
in Powerpoint slides, 195, 196, 233, 233

help
context-based SQL help, 19, 19
for data entry, 477, 479, 479, 480
for speech/handwriting recognition, 664

hidden pages in Outlook forms, displaying, 531, 531
hiding, See alsoshowing

Access form features, 554
comments in Excel templates, 497Ð498, 498
default pages in Outlook forms, 532
Excel formulas, 382Ð383
slides, 230
underlying pivot table data, 589
worksheets in Excel templates, 498Ð499

HLOOKUP function in Excel, 425, 426, 428
holidays, 74
HTML (Hypertext Markup Language), 39, 40, 364
hyperlinks, See alsolinking

adding to Powerpoint slides, 230Ð232, 231, 239

assigning to custom commands, 643
base options for web publishing, 347
creating in Word web pages, 351Ð353, 352
hyperlinked cross-references, 327Ð328
inserting in e-mail messages, 47Ð48, 47
inserting in Word documents, 328Ð331, 331
using instead of macros, 636
troubleshooting in Word web pages, 353
verifying in web pages, 349

I
identity theft, 402
IF functions, See alsological functions

concatenating names with, 419Ð421, 420Ð421
nested, using with values/dates, 422Ð424, 423
nesting, 421Ð422
when and how to use, 417Ð419, 417Ð418

If...Then...Else fields in data sources, 304Ð305
images. Seemultimedia; Powerpoint
importing, See alsoexporting

clips, 133
contacts, 96
data into Access

from Excel or Lotus, 594Ð595, 594
versus linking, 593, 596Ð597
other Access data, 595
from Outlook or Exchange, 596
overview of, 593
troubleshooting, 595

data into Excel
external data, 597Ð598, 597
and parsing, 598Ð599
refreshable text, 599
using Text Import wizard, 598Ð599
warning, 597

data into Word, 591Ð592, 592
data sources, 451Ð452
files into Outlook, 600Ð601, 600
slides, 181, 181
Word outlines, 181Ð182

INDEX function in Excel, 425, 426, 429Ð431, 431
Index and Tables dialog box in Word, 333Ð334, 334, 

335Ð337, 336
indexes, See alsoWord documents, complex

concordance files and, 332Ð333
editing, 334Ð335
generating, 333Ð334, 334
marking entries, 331Ð333, 332
overview of, 331
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showing/hiding entries, 335
updating, 335

InfoPath, 343, 506
information, defined, 555
information functions in Excel

defined, 415, 417, 436
ISBLANK, 435Ð436
trapping errors with, 435Ð436, 435

Insert Address Block dialog box in Word, 301, 301
Insert Function dialog box in Excel, 418, 418
Insert Hyperlink dialog box, 47Ð48, 47, 351Ð353, 352
Insert Merge Field dialog box in Word, 303, 303
Insert Postal Bar Code dialog box in Word, 311, 311
Insert Word Field:IF dialog box in Word, 304Ð305, 305
interfaces, 365
international features in Word, 10Ð11
IRM (Information Rights Management)

defined, 6
overview of, 374
protecting Outlook e-mail, 406Ð407, 407
protecting Word/Excel/Powerpoint documents, 

408Ð410, 409
ISBLANK function in Excel, 435Ð436
items. SeeOutlook items

J
junk e-mail, See alsoOutlook Mail

global filing options, 20Ð21, 52Ð53, 52
individual message options, 53
reclaiming mail filed as, 53Ð54
reducing amount of, 54

K
keyboard shortcuts. Seeshortcut keys
keyboards on-screen, 660Ð661, 660Ð661
keywords, assigning to clips, 131Ð133, 131Ð132

L
labels, as mail merge documents, 309Ð310, 310
Language bar, 659, 661
layouts

for Access forms, 540Ð541, 540Ð541
for Excel pivot tables, 579, 579Ð580, 580Ð583, 

582Ð583
for organizational charts, 163
table layouts

for slide shows, 189Ð190

in Word forms, 508Ð509, 509
in Word web pages, 359Ð360, 359

for Word forms, 509Ð511, 510Ð511
letters, writing to contacts, 119, See alsohandwriting
line art. Seemultimedia
line color, 156, 156, 157
Line tool, 152, 152, 223
linking, See alsohyperlinks

Access tables to external data, 593, 596Ð597
data sources, 451Ð452
Excel lists to SharePoint Services, 281Ð283, 282Ð283
Excel range names to other workbook ranges, 444

list box controls in Excel forms, 520, 521, 521, 525, 525
List and XML toolbar in Excel, 469Ð470, 469
lists. Seedata sources; Excel lists
live attachments, 46
local range names in Excel, 444, 445Ð446
logical functions, See alsoExcel functions

AND function, 424
defined, 414, 416
IF functions

concatenating names with, 419Ð421, 420Ð421
nested, using with values/dates, 422Ð424, 423
nesting, 421Ð422
when and how to use, 417Ð419, 417Ð418

OR function, 424
Outlook and, 422
trapping errors with, 435Ð436, 435

lookup functions, See alsoExcel functions
avoiding duplicate values, 427
complex, creating quickly, 431Ð435, 432Ð434
defined, 414, 416, 424Ð425
errors, 427
HLOOKUP, 425, 426, 428
INDEX, 425, 426, 429Ð431, 431
LOOKUP, 425, 426, 428Ð429, 429
MATCH, 425, 426, 429Ð431, 431
usefulness, 425Ð426
VLOOKUP, 425, 425, 426Ð428, 428

M
macros, 619Ð647

assigning shortcut keys to, 625Ð626
custom menu/toolbar commands

adding in Excel, 638Ð640, 638Ð640
adding in Powerpoint, 641
adding in Word, 640Ð641, 641
assigning hyperlinks to, 643

677INFOPATH • MACROS

4228Index.qxd  1/5/04  4:27 PM  Page 677



assigning macros to, 640, 640
choosing button images, 642
creating items/buttons, 637Ð638
creating menus, 643Ð644
editing button images, 642
menu item options, 639Ð640
modifying, 641Ð643
naming, 642
overview of, 636Ð637

deleting, 633
designing user interface, 636
using hyperlinks instead of, 636
making easy to use, 636
naming, 622
navigational macros, 636
opening documents containing, 630Ð631
organizing, 633
overview of, 619Ð620
recording in Excel

absolute cell references and, 626
for conditional formats, 622Ð625, 623, 625, 

634Ð635, 634
and deleting, 629
overview of, 620, 622
relative cell references and, 626
and storing, 624
versus in Word, 626

recording in Powerpoint, 620Ð622, 621
recording in Word

to apply headers/footers, 628
assigning to toolbars, 626Ð627, 626Ð627
and deleting, 628Ð629
versus in Excel, 626
for listing shortcut keys, 611
for navigating forms, 514Ð515
overview of, 620, 626
stopping/pausing, 628
text selection shortcut keys, 628

running
from buttons, overview, 644
from Excel form buttons, 644Ð645, 645
from Macro dialog box, 631, 631, 636
overview of, 629, 636
from Powerpoint control buttons, 645Ð647, 646
stopping while, 631Ð632

securing in Access, 18Ð19
security levels, changing, 629Ð631, 630
storing, 633, 636

troubleshooting, 631Ð632
Visual Basic code in

comments, 634, 634
editing macros, 635
overview of, 619, 633
selecting lists, 634, 635
setting conditional formats, 634Ð635
subroutines, 634, 634
unpacking, 633Ð635, 634
VB Editor, 632Ð633, 632

Mail Merge tool in Word, 285Ð318
Access data validation problem, 487
data sources (recipient lists)

comparison operators and, 296Ð297
creating in Word, 291Ð293, 292
defined, 286
editing records, 293Ð294, 306, 306289
using Excel lists as, 290
using existing lists as, 288Ð290, 289Ð290
fields in, 286, 289
filtering records, 289, 295Ð297, 296
finding records to edit, 297Ð298
header rows in, 289
If...Then...Else fields, 304Ð305
using Outlook as, 119, 122, 298Ð299, 299
records in, 286, 289
removing fields from, 300
selecting, 288
sorting records, 289, 294Ð295, 294Ð295
validating recipient data, 298
warning, 300
using Word tables as, 299Ð300, 299

defined, 285Ð286
Mail Merge Recipients dialog box, 289, 290, 294Ð295, 295
Mail Merge task pane, 286Ð287, 287
main documents

adding merge fields to, 300Ð305, 301Ð304
creating directories as, 306Ð307, 307
creating e-mail messages as, 312Ð313
creating envelopes as, 309, 310Ð312, 312
creating from templates, 312
creating labels as, 309Ð310, 310
creating, overview of, 286Ð288, 287
defined, 286
editing, 306, 306
inserting Fill-in fields, 516Ð517, 516
inserting greetings, 302, 302
naming, 288
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regular text in, 300, 301, 304
shading merge fields, 302, 304, 304
variable text in, 300, 301, 304
warnings, 302, 310

merge documents
defined, 286
editing, 313
merging, 313Ð314, 315
previewing, 305Ð306, 306
troubleshooting merges, 314Ð315

overview of, 306Ð307
mail merging contacts from within Outlook, 120Ð121, 120Ð122
mail. SeeOutlook Mail
Manage Fields dialog box in Word, 300, 300
Mark Index Entry dialog box in Word, 331Ð332, 332
Master Category List in Outlook, 105
master slides. SeePowerpoint
master and subdocuments, See alsoWord documents, complex

creating, 338Ð340
defined, 338
master, printing, 340

Mastering Access 2002 Premium Edition (Simpson and
Robinson), 554

Match Fields dialog box in Word, 301Ð302, 301
MATCH function in Excel, 425, 426, 429Ð431, 431
math & trig functions in Excel, 414
media clips. Seemultimedia; sound
meetings, online, 75, 76, 270Ð271, 271, 277Ð279, 278
meetings, scheduling, See alsoOutlook Calendar

and canceling, 79
checking othersÕ free/busy status, 77Ð79, 78
group schedules, 81Ð82, 82
overview of, 74
responding to meeting requests, 76Ð77
sending meeting requests, 75Ð76, 75
tracking responses, 77, 77

menus
custom command macros, See alsomacros

adding in Excel, 638Ð640, 638Ð640
adding in Powerpoint, 641
adding in Word, 640Ð641, 641
assigning hyperlinks to, 643
assigning macros, 640, 640
choosing button images, 642
creating items/buttons, 637Ð638
creating menus, 643Ð644
editing button images, 642
menu item options, 639Ð640
modifying, 641Ð643

naming, 642
overview of, 636Ð637

customizing, See alsoOffice 2003, customizing
adding commands, 607Ð608, 607
adding shortcut menu options, 611Ð612, 612
creating shortcut keys, 610Ð611, 610
overview of, 605
rearranging commands, 608, 608, 609
restoring defaults, 609
warning, 611

merging changes. Seecollaborating
merging mail. SeeMail Merge
Message Options dialog box in Outlook, 34, 34Ð35
messages. SeeOutlook Mail
microphones, 650Ð651
Microsoft Accessibility features, 659Ð660
Microsoft Clip Organizer. Seemultimedia
Microsoft Document Imaging, 146
Microsoft Draw. Seemultimedia
Microsoft Exchange, 24, 596
Microsoft Graph, 125, 228
Microsoft NetMeeting, 106Ð107, 270Ð271, 271
Microsoft Office Online, 134Ð136, 135
Microsoft Office. SeeOffice
Microsoft Org Chart, 162, 162Ð165, 164
Microsoft Picture Manager. Seemultimedia
Microsoft Project 2002 (Miller et al), 93
Microsoft queries, using in Excel tables, 587
Microsoft websites

DeveloperÕs Network, 647
DRM and IRM, 406
licensing, 2
Rights Management Service, 410
smart tags, 17

Miller, Michael, 93
mixed cell references in Excel, 416
MONTH function in Excel, 438Ð439, 439
multimedia, 125Ð170, See alsocharts

AutoShapes
defined, 149
floating toolbars of, 149Ð150, 150
flowcharts using, 150Ð151, 151
formatting, 157
inserting, 149
resizing, 149
types of, 150

Drawing Canvas
adding objects to, 148
aspect ratio options, 149
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circumventing, 148
defined, 147, 147Ð148
deleting objects from, 148
resizing, 148

Drawing toolbar
3-D button, 158Ð159, 158Ð159
Arrow button, 152, 152
Arrow Style button, 157, 157
AutoShapes button, 149Ð150, 150
Dash Style button, 157, 157
Draw button, 157, 157, 159Ð161, 160
Drawing Canvas, 147Ð149, 147
Fill Color button, 156, 156, 157
Font Color button, 156Ð157, 156
Insert Diagram Or Org Chart button, 162Ð165, 

162, 164
Insert WordArt button, 154Ð155, 154
Line button, 152, 152
Line Color button, 156, 156, 157
Line Style button, 157, 157
Oval button, 152, 152
overview of, 146Ð147
Rectangle button, 152, 152
Select Objects button, 156, 156
Shadow button, 158, 158
Text Box button, 153Ð154, 153

formatting objects
3-D effects, 158Ð159, 158Ð159
arranging/aligning, 159Ð161, 160
AutoShapes, 157
using Draw menu, 157
using Drawing toolbar, 156Ð161
fill, line, font color, 156Ð157
grid options, 159Ð160, 160
grouping/ungrouping, 161
line, dash, arrow styles, 157
overview of, 156
shadow effects, 158, 158
text wrapping, 157

inserting
AutoShapes, 149Ð151, 150
clips from Clip Organizer, 128
digital photos, 146
graphical bullets, 145Ð146
graphical lines, 145
graphics in Word web pages, 353Ð355, 354
page borders, 146
pictures from files, 144Ð145, 144Ð145

scanned graphics, 146
WordArt, 154Ð156, 154Ð156

line art objects
arrows/lines, 152
circles/ovals, 152
closed, adding text in, 152
copying and pasting, 152
overview of, 152
squares/rectangles, 152
text boxes, 153Ð154, 153

Microsoft Clip Organizer
accessing clips, 126
adding clip captions, 132, 132
adding shared clip catalogs, 134
animated clips, 130
assigning clip keywords, 131Ð133, 131Ð132
cataloging media files, 129
changing views, 130
clip catalog maintenance, 136
Clip Options button, 128
creating collections, 131, 131
defined, 126, 126
exploring collections, 128Ð130, 129
finding clips on Office Online, 134Ð136, 135
finding similar clip styles, 128
importing clips into, 133
improving collections, 133Ð136, 135
inserting clips, 128
launching, 129
organizing clips, 128Ð129, 129Ð130, 130Ð131, 133
removing clips from, 134
searching for clips in, 127Ð128, 127

Microsoft Document Imaging, 146
Microsoft Draw

AutoShapes, 149Ð151, 150
diagrams, 162Ð165, 162, 164
Drawing Canvas, 147Ð149, 147
Drawing toolbar, 146Ð147, 149Ð165
flowcharts, 150Ð151, 151
formatting objects, 156Ð161, 158Ð160
line art objects, 152Ð154, 153
organizational charts, 162Ð164, 162, 164
overview of, 146
text boxes, 153Ð154, 153
WordArt, 154Ð156, 154Ð156

Microsoft Picture Manager
changing image size, 138Ð139
compressing images, 139
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defined, 136
editing photos, 136Ð138, 137
exporting images, 138Ð139
launching, 136, 137
sharing pictures via e-mail, 138, 138

movie clips in Word web pages, 356Ð357, 357
Optical Character Recognition, 146
overview of, 125Ð126
picture options for web publishing, 346, 346
Picture toolbar

defined, 143Ð144
Insert Picture button, 144, 145, 145
Text Wrapping button, 140, 142, 143, 144

in Powerpoint slide shows
adding CD soundtracks, 166
adding video clips, 212Ð214
animating video clips, 230
music copyrights and, 167
overview of, 165
using photos as backgrounds, 165Ð166
recording audio comments, 168
recording narration, 168Ð170, 169
warning, 166

working with art after insertion
changing insertion mode, 141
editing pictures, 143Ð144
layout options, 140, 140
repositioning art, 140, 141Ð142, 141
resizing art, 141
rotating images, 143
text wrapping options, 140, 140, 142Ð143, 142Ð143

N
N/A error in Excel, 435, 435Ð436
Name menu in Outlook Contacts, 123Ð124, 124
naming, See alsoExcel range names

custom command macros, 642
fields in data sources, 450
frames pages in Word, 363
macros, 622
Outlook form pages, 532
Word form field bookmarks, 512

navigating to bookmarks, 325, 325
Navigation Pane in Outlook, 20, 20
navigational macros, 514Ð515, 636
NetMeeting, Microsoft, 106Ð107, 270Ð271, 271
NETWORKDAYS function in Excel, 438, 439, 440
New Address List dialog box in Word, 292, 292

New Range dialog box in Excel, 384Ð385, 384
New Search Folder dialog box, 56, 56
Normal view. SeePowerpoint
NOW function in Excel, 437, 438

O
Object Dependencies task pane, 14Ð15, 15
objects. Seemultimedia; Powerpoint
OCR (Optical Character Recognition), 146
Office 2003, customizing, 603Ð618

adding shortcuts
overview of, 603
to Quick Launch bars, 603Ð604
to Start menus, 604Ð605

menus/toolbars
adding commands, 607Ð608, 607
adding shortcut menu options, 611Ð612, 612
adding Work menu to Word menu, 608Ð609
changing toolbar options, 605Ð607, 606
creating shortcut keys, 610Ð611, 610
creating toolbars, 609Ð610
overview of, 605
rearranging commands, 608, 608, 609
restoring defaults, 609
warning, 611
in Word 2003, 610

overview of, 603
setting options

for Access, 613
for Excel, 613Ð615
for FrontPage, 613
for Outlook, 613
overview of, 612Ð613, 618
for Powerpoint, 613, 617
for Word, 612Ð613, 613, 615Ð616

Office 2003 new features, 1Ð24
in Access

auto error checking, 15Ð16, 16
context-based SQL help, 19, 19
field property propagation, 16Ð17
macro security, 18Ð19
object dependency views, 14Ð15, 15
overview of, 14
smart tag support, 17Ð18, 18
Windows SharePoint Services, 18

in all Office applications
Information Rights Management, 6
new look and feel, 4
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overview of, 4
Research Pane, 4Ð5, 4Ð5
tablet PC support, 4
Windows SharePoint Services, 5
XML support, 5Ð6

editions
Basic Edition, 3
overview of, 1
Professional Editions, 2
Small Business Edition, 2
stand-alone products in, 3
Standard Edition, 2
Student and Teacher Edition, 3

enhanced virus security, 629
in Excel

AutoFilters, 462Ð463, 462
enhanced lists, 11, 11, 467Ð470, 468Ð469
enhanced statistical functions, 12
overview of, 11

in Outlook
adding contact photos, 23, 24
cleaner interface, 19Ð20, 20, 25Ð26, 26
Desktop Alerts, 23, 38
Exchange enhancements, 24
external web content blocking, 29
Go menu, 20
Group Schedules, 81Ð82, 82
junk e-mail filter, 20Ð21
Live Attachments, 46
message arrangements, 22Ð23
message flags, 23, 55, 55
Navigation Pane, 20, 20, 25Ð27, 26
overview of, 19
quick message flags, 23
Reading Pane, 20, 20, 25, 26
Search folders, 21, 55Ð59, 56Ð59
Select Names dialog box, 23, 23
Side-by-Side Calendar view, 21, 21, 80Ð81, 80
Smart Date groups, 28, 28

overview of, 1
in Powerpoint

digital photo slide shows, 182, 182
full screen movies, 13
overview of, 12
Package for CD, 12, 243Ð245, 243Ð244
saving slide show ink annotations, 14
Slide Show toolbar, 14

smart tags support, 13Ð14
updated viewer, 13

Rearrange Commands, 608, 608
in Word

comparing documents side by side, 7
enhanced document protection, 8Ð10
more international features, 10Ð11
overview of, 6
Reading Layout view, 6Ð7, 6Ð7
XML support, 7Ð8

Office Internet Free/Busy Service, 78
Office Online, finding clips on, 134Ð136, 135
Optical Character Recognition (OCR), 146
Options dialog boxes

in Access, 613
in Excel, 411Ð412, 412, 613Ð615
in FrontPage, 613
in Outlook, 39Ð44, 41Ð43, 396Ð397, 397, 613
overview of, 612Ð613, 618
in Powerpoint

overview of, 613, 617
Package for CD, 244Ð245, 244
View tab, 497Ð498, 498

in Word
File Locations tab, 500, 500
overview of, 612, 613, 615Ð616
View tab, 613, 613

OR function in Excel, 424
Or option in filtering Excel lists, 464, 464Ð465
organizational charts, See alsocharts; multimedia

applying styles, 163, 164
changing layout/size, 163
creating, 162Ð163, 162
defined, 162
selecting sections of, 163
wrapping text, 164

Outlook 2003, See alsoOffice 2003
AutoDate feature, 86Ð87
Categories feature, 105
exporting data to Access, 596
exporting data to files, 601
file management, 26
files versus items, 45
importing files into, 600Ð601, 600
new features

adding contact photos, 23, 24
cleaner interface, 19Ð20, 20, 25Ð26, 26
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Desktop Alerts, 23, 38
Exchange enhancements, 24
external web content blocking, 29
Go menu, 20
Group Schedules, 81Ð82, 82
junk e-mail filter, 20Ð21
Live Attachments, 46
message arrangements, 22Ð23
message flags, 23, 55, 55
Navigation Pane, 20, 20, 25Ð27, 26
overview of, 19
Reading Pane, 20, 20, 25, 26
Search folders, 21, 55Ð59, 56Ð59
Select Names dialog box, 23, 23
Side-by-Side Calendar view, 21, 21, 80Ð81, 80
Smart Date groups, 28, 28

protecting folders
avoiding identity theft, 402
delegate permissions, 402, 403Ð404, 403Ð404
folder permissions, 402, 404Ð406, 405
IRM permissions, 406Ð407, 407
overview of, 402
warning, 406

resizing panes, 28
setting options, 613
user profiles, 30
vCard options, 44
web design tools, 343
working with Excel data in, 422

Outlook Calendar, 61Ð94
AutoDate feature, 86Ð87
customization options

Add Holidays, 74
overview of, 72Ð74, 72
Planner Options, 72, 78, 79, 82
Show Calendar Details in the Grid, 79, 82
Show Popup Calendar Details, 78, 82

Date Navigator, 62Ð64, 62
overview of, 61Ð62
printing calendars

defining print styles, 85
headers/footers, 84Ð85
Page Setup options, 83Ð84, 83
previewing, 84

scheduling appointments
using Appointment forms, 65, 65
and changing, 64Ð65, 69Ð70
and color-coding, 71Ð72, 71

events, 70Ð71, 70
free/busy options, 67
overview of, 64
recurring appointments, 68Ð70, 68
reminder options, 65Ð67, 66

scheduling meetings
and canceling, 79
checking othersÕ free/busy status, 77Ð79, 78
group schedules, 81Ð82, 82
overview of, 74
responding to meeting requests, 76Ð77
sending meeting requests, 75Ð76, 75
tracking responses, 77, 77

shared, accessing in WSS, 279Ð281
sharing calendars, 80Ð81, 80
sharing schedules, 81Ð82, 82
views

multiple months at once, 63, 64
side-by-side, 21, 21, 80Ð81, 80
switching, 62Ð63, 62

Outlook Contacts, 95Ð124
AutoDialer, 119
AutoPreview mode, 107Ð108
Contacts form

Activities tab, 107Ð108, 107Ð108
All Fields tab, 108Ð109, 109
Details tab, 106Ð107, 106
General tab, 96Ð106, 97Ð102, 104
opening, 96

creating using Name menu, 123Ð124, 124
deleting, 109
dialing, 118Ð119
distribution lists of

adding names to, 317
addressing mail to, 317
creating, 315Ð317, 316
deleting, 318
e-mailing as attachments, 317
removing names from, 317
updating, 318

e-mail message formats, 102Ð103
e-mailing as attachments, 122
entering

addresses, 99Ð100, 100
associations between, 103Ð104, 104
categories, 104Ð105, 104
certificates/Digital IDs, 108
comments, 103
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companies, 98
in Contact forms, 96Ð97, 97
details, 106, 106
e-mail addresses, 100Ð103, 101
free/busy schedule URLs, 107
instant messaging addresses, 103
job titles, 98
names, 97Ð98, 97
NetMeeting addresses, 106Ð107
phone numbers, 98Ð99, 98
photos, 23, 24, 100
from same companies, 109
warning, 99
web page addresses, 103

finding contact data
using Advanced Find, 111Ð112, 112
using custom views, 114Ð115, 115Ð116
using Find, 110
using predefined views, 112Ð113, 113

using folders of as address books, 33
grouping activities, 108, 108
importing, 96
mail merging from within, 120Ð122, 120Ð121
mail merging using Word, 119, 122, 298Ð299, 299
overview of, 95Ð96
printing phone lists/directories, 116Ð118, 117
Private setting, 106
saving, 109
shared, accessing in WSS, 279Ð281
sharing, 122Ð123
sorting activities, 108
tracking activities, 107Ð108, 107
writing letters to, 119

Outlook folder access, avoiding identity theft, 402
Outlook items

categorizing, 105
creating tasks from, 94
defined, 45
inserting into e-mail, 48
organizing, See alsoprotecting

in Outlook folders, 389Ð391, 390, 397Ð398
overview of, 388
public folders and, 389Ð390
in Windows folders, 388Ð389

searching for, 110Ð112, 112
Outlook Mail, 25Ð59, See alsoOutlook 2003

accessing blocked content, 29
accessing Mail folders, 26
addressing

using address books, 31Ð34, 32, 34

AutoComplete and, 30
AutoResolve and, 30Ð31
to Bcc recipients, 33
using global address lists, 31, 101, 101
new contacts and, 31

delivery receipts, 35Ð36, 39
e-mail accounts, 30
editors, 39, 40
flagging, 23, 55, 55
inserting files/items into

contacts as attachments, 122
copies of files, 46, 46
hyperlinks to files, 47Ð48, 47
live attachments, 46
Outlook items, 48
overview of, 45
text-based files as text, 46Ð47
warning, 46

junk e-mail
global filing options, 20Ð21, 52Ð53, 52
individual message options, 53
reclaiming mail filed as, 53Ð54
reducing amount of, 54

as mail merge documents, 312Ð313
organizing

using arrangements, 22Ð23
using auto-replies, 399Ð400, 400
using colors, 50Ð51, 50Ð51
using folders, 49
junk mail, 52Ð54, 52
overview of, 49
in Search folders, 55Ð59, 56Ð59
using views, 51Ð52, 51
using Ways to Organize Inbox pane, 49Ð52, 49Ð51

organizing using rules
auto-reply rules, 395Ð399, 398
creating message folders for, 397Ð398
creating rule templates, 396Ð397
creating rules from scratch, 398Ð399, 398
creating rules from templates, 391Ð394, 392Ð394
out-of-office rules, 400Ð401, 401
overview of, 50
sharing rules, 395

Out of Office Assistant, 399Ð401, 400Ð401
overview of, 25, 29
previewing in Reading Pane, 28Ð29
protecting with IRM permissions, 406Ð407, 407
read receipts, 35Ð36, 38, 39
reviewing Inbox messages, 28, 28
saving as e-mail in Windows folders, 388Ð389
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Search folders for
creating, 56Ð57, 56
creating criteria for, 57Ð59, 58Ð59
overview of, 21, 55Ð56
removing conditions, 59
warning, 59

sending documents for review as attachments
and comparing/merging changes, 269Ð270
overview of, 266Ð267
using routing slips, 267Ð269, 267
security measures, 266, 268
turning off revision tracking, 267
warning, 266

sending, overview of, 48Ð49
sending to distribution lists, 315Ð318, 316
setting current message options, 34Ð37, 36
setting global message options

advanced options, 37Ð38, 38
custom signatures, 43Ð45, 43
Desktop Alerts, 38
format options, 39Ð42, 41Ð42, 102Ð103
overview of, 37, 37
stationery options, 42Ð43
tracking options, 38Ð39, 39

using as voting tool, 36Ð37, 36
Outlook Tasks, 85Ð94

categorizing, 89, 89
completing, 94, 94
creating from other Outlook items, 94
delegating, 90Ð92, 91, 92Ð93
entering details about, 87, 87
entering quickly, 86Ð87, 86
making private, 89Ð90
overview of, 61, 85
owning, 88
receiving assignments, 92Ð93
recurring, 90, 90
sending status reports, 93
setting priorities, 88
setting reminders, 87Ð88
shared, accessing in WSS, 279Ð281
TaskPad, 64
team tasks, 93
tracking completed tasks, 94, 94
updating status of, 88

Outlook user input forms, 527Ð539, See alsoforms
assigning default folders for, 537Ð538, 538
changing item message classes, 538Ð539
creating membership forms example

adding field controls, 532

displaying hidden pages, 531, 531
hiding default pages, 532
members folders, 529Ð530, 529
members forms, 530Ð536, 530Ð531, 533Ð536
placeholder fields and, 532
positioning controls, 533
and previewing, 533
and publishing, 536Ð537, 537
renaming pages, 532
and saving as templates, 536
setting field properties, 533Ð534, 533
sizing controls, 533
steps in, 528
validating data entry, 534Ð536, 534Ð536

overview of, 506, 527Ð528
permissions and, 538
troubleshooting, 538
types of/uses for, 528

ovals, drawing, 152

P
Pack and Go. SeePackage for CD
Package for CD in Powerpoint, 12, 243Ð244, 243Ð245
Page area in Excel pivot tables, 580, 581
Page Setup dialog box in Outlook

Format tab, 83Ð84, 83, 117, 117
Header/Footer tab, 84Ð85, 118, 118
Paper tab, 84, 118
Print button, 118
Print Preview button, 84, 118
print styles, 83, 85, 116Ð117
two-sided printing, 118

password-protecting, See alsoprotecting
Access databases, 387Ð388
Excel workbooks, 260
overview, 374
Powerpoint presentations, 378Ð380, 378
Word documents, 378Ð380, 378

passwords, troubleshooting, 380
Paste Names dialog box in Excel, 442Ð443, 443
pasting. Seecopying
permissions

in Excel, 385, 385
in Office, 408Ð410, 409
Outlook forms and, 538
for Word documents, 378, 378

phone numbers of contacts, 98Ð99, 98, 118Ð119
photos, See alsomultimedia

of contacts, 23, 24, 100
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editing, 136Ð138, 137, 143Ð144
inserting in documents, 146
photo-album slide shows, 182, 182
as slide backgrounds, 165Ð166, 199Ð200

pivot tables. SeeExcel data analysis
placeholder fields in Outlook forms, 532
placeholders for objects in slides, 208, 208, 210
plain text e-mail format, 40Ð41, 41
post office (global) address lists, 31, 101, 101
Powerpoint 2003, See alsoOffice 2003

file format compatibility, 591
macros in

adding to custom commands, 641
recording, 620Ð622, 621
running from control buttons, 645Ð647, 646

new features
digital photo slide shows, 182, 182
full screen movies, 13
overview of, 12
Package for CD, 12, 243Ð245, 243Ð244
saving handwritten annotations, 14
Slide Show toolbar, 14
smart tags support, 13Ð14
updated viewer, 13

setting options, 613, 617
Powerpoint presentations, 171Ð245, See alsocollaborating

adding animation
adjusting effects, 225Ð226, 226
adjusting sequence, 220Ð221
adjusting speed/timing, 223, 226Ð227, 226
custom animation, 218Ð221, 219Ð220
emphasis effects, 220, 224
entrance effects, 219, 219Ð220, 220
exit effects, 220
motion path effects, 220, 221Ð223, 222
multiple animations per object, 221, 222
overview of, 215Ð217
preset animation schemes, 217Ð218, 218
and previewing, 221
simultaneous animations, 223Ð224
and sound, 225
to sound/video clips, 230
to text frames, 224Ð225
triggered effects, 226Ð227, 226
warnings, 218, 225

adding hyperlinks, 230Ð232, 231, 239
adding objects

and aligning, 208Ð209, 211
using Clip Art task pane, 209Ð210, 209
defined, 207

and distributing, 211
using grids, 208Ð209, 211
and recoloring, 212, 212
and rotating, 211
using Select Picture dialog box, 210, 210
using slide layouts with object placeholders, 208, 

208, 210
sound/video clips, 212Ð214
supported graphic file formats, 211
without placeholders, 208Ð209, 210

adding sound
and animating, 230
CD tracks, 166
checking computer settings, 213
music copyrights and, 167
recording audio comments, 168
recording narration, 168Ð170, 169

adding transitions, 215Ð217, 216
using charts in

and animating, 228Ð230
Excel charts, 228
Microsoft Graph charts, 228
overview of, 227

creating
applying slide layouts, 174Ð176, 174, 176
using AutoContent Wizard, 178Ð180, 179Ð180
from blank presentations, 174Ð176, 174, 176
from design templates, 176Ð178, 177Ð178
using existing content, 180Ð182, 180Ð181
handouts in Powerpoint, 232Ð233, 232Ð233
handouts in Word, 235Ð236, 236
importing slides, 181, 181
importing Word outlines, 181Ð182
overview of, 173Ð174
photo-album slide shows, 182, 182
steps in, 172Ð173
warning, 175

customizing backgrounds
with color, 198
with fill effects, 198Ð199, 199
overview of, 197Ð198
with photos, 165Ð166, 199Ð200

customizing bullets, 214Ð215
customizing design templates

adjusting line spacing, 202
adjusting tabs/indents, 202Ð203, 203
aligning text, 201
backgrounds, 165Ð166, 197Ð200, 199
checking consistency/style, 204Ð205, 204
color schemes, 196Ð197, 196Ð197
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formatting text/fonts, 200Ð201
overview of, 196
replacing fonts, 201Ð202

customizing to audiences, 238Ð239
hiding slides, 230
inserting comments in, 265Ð266, 265
master slides

adding/editing footers, 195, 196
copying, 195
displaying, 193, 193
handout masters, 232Ð233, 232Ð233
modifying, 193Ð195, 194
overview of, 192
toolbar, 194Ð195, 194

Normal view
checking spelling, 188
collapsing/expanding outlines, 187
cutting/pasting text, 188Ð189
defined, 183Ð184, 184
deleting points/slides, 189
entering text, 186
font size, 186Ð187, 187
inserting new slides, 176, 187
moving between slides in, 185
moving points/slides, 188, 188
multi-object slides/placeholders, 190
Notes pane, 184, 185
Outline pane, 184, 185Ð189, 186Ð188
promoting/demoting text levels, 186
resizing panes, 185Ð186
restoring panes, 186
selecting text, lines, slides, 187
Slide pane, 184, 189Ð190
table layouts, 189Ð190
warning, 188
zoom options, 185Ð186

overview of, 165, 171Ð172, 207
packaging on CDs, 243Ð245, 243Ð244
password-protecting, 378Ð380, 378
printing, 234Ð235, 234
protecting with IRM permissions, 408Ð410, 409
showing

adjusting show settings, 240Ð241
capturing screen shots, 243
drawing on slides while, 242Ð243
online presentations, 242
setting up for, 239Ð240, 240
specific slides, 241Ð242, 242
on two screens, 239Ð240, 240

Slide Design task pane, 217Ð218, 218

Slide Sorter view, 183, 190Ð191, 191
slide timings

automated vs. manual advance, 236
editing, 237
overview of, 236
rehearsing, 238, 238
setting automatic timings, 236Ð237

templates for
applying, 494
deleting color schemes, 494, 494
modifying, 493Ð494, 494
overview of, 492
protecting from modification, 494
saving with custom names, 493, 494

troubleshooting, 240Ð241
views

defined, 183
Normal, 183Ð190, 184, 186Ð188
Slide Master, 192Ð196, 193Ð194, 196
Slide Show, 183, 191Ð192, 192
Slide Sorter, 183, 190Ð191, 191

warning, 166
for the Web

overview of, 343
publishing as web pages, 369Ð371, 369Ð370
saving as web pages, 369
troubleshooting, 371

Preview pane. SeeReading Pane
primary keys in Access tables, 472
printing

Access forms, 542Ð543
calendars

defining print styles, 85
headers/footers, 84Ð85
Page Setup options, 83Ð84, 83
previewing, 84

contact phone lists/directories, 116Ð118, 117
master Word documents, 340
Powerpoint presentations, 234Ð235, 234
tracked changes in Word documents, 255

private contacts, 106
Protect Document task pane, 376Ð378, 376Ð378, 515, 515
Protect Sheet dialog box in Excel, 386Ð387, 386
protecting documents, 373Ð410

in Excel
allowing users to edit ranges, 384Ð385, 384Ð385
calculated fields, 459
data analysis scenarios, 567
hiding formulas, 382Ð383
using IRM permissions, 408Ð410, 409
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overview of, 380
unlocking ranges, 382, 382
and unprotecting, 387
user input forms, 527
workbooks, 260, 381
worksheets, 381Ð382, 386Ð387, 386

using Information Rights Management
in Outlook, 406Ð407, 407
overview of, 374
in Word, Excel, Powerpoint, 408Ð410, 409

organizing Outlook items
out-of-office replies and, 399Ð400, 400
in Outlook folders, 389Ð391, 390, 397Ð398
overview of, 388
public folders and, 389Ð390
in Windows folders, 388Ð389

organizing Outlook mail using rules
auto-reply rules, 395Ð399, 398
creating message folders for, 397Ð398
creating rule templates, 396Ð397
creating rules from scratch, 398Ð399, 398
creating rules from templates, 391Ð394, 392Ð394
example, 394Ð395
out-of-office rules, 400Ð401, 401
sharing rules, 395

Outlook folder access
avoiding identity theft, 402
delegate permissions, 402, 403Ð404, 403Ð404
folder permissions, 402, 404Ð406, 405
using IRM permissions, 406Ð407, 407
overview of, 402
warning, 406

overview of, 373Ð374
password-protecting

Access databases, 387Ð388
Excel workbooks, 260
overview, 374
Powerpoint presentations, 378Ð380, 378
Word documents, 378Ð380, 378

Powerpoint presentations
with IRM permissions, 408Ð410, 409
from modification, 494
with passwords, 378Ð380, 378

using read-only access, 374Ð376, 374Ð375, 379
in Word

using IRM permissions, 408Ð410, 409
with passwords, 378Ð380, 378
permissions setup, 378, 378
restricting editing, 376, 376, 377
restricting formatting, 376Ð377, 376

using task pane, 376Ð378, 376Ð378
user input forms, 514Ð515

public folders, 389Ð390
Publisher web design tools, 343
publishing, See alsoweb design

active Excel worksheets, 366Ð368, 366Ð368
Excel lists to SharePoint Services, 281Ð283, 282Ð283
Outlook forms, 536Ð537, 537
overview of, 364Ð365
Powerpoint presentations, 369Ð371, 369Ð370
versus saving, 348Ð349, 349
setting options

browser options, 344Ð345, 345
encoding options, 346
file options, 345Ð346, 345
font options, 347, 347
general options, 344, 344
hyperlink base options, 347
overview of, 344, 344
picture options, 346, 346

Q
queries

defined, 295
filtering mail merge data, 295Ð297, 296
Microsoft, using in Excel pivot tables, 587
troubleshooting, 297

Quick Launch bars, adding shortcuts, 603Ð604

R
range names. SeeExcel range names
read receipts for e-mail, 35Ð36, 38, 39
read-only document protection, 374Ð375, 374Ð376, 379
Reading Layout view in Word, 6Ð7, 6Ð7
Reading Pane in Outlook

defined, 20, 20, 25, 26
previewing messages in, 28Ð29
turning on/off, 28Ð29

recipient lists. SeeMail Merge
Recolor Picture dialog box in Powerpoint, 212, 212
records in data sources, 450, 450, See alsorows
rectangles, drawing, 152
recurring appointments, 68, 68Ð70
recurring tasks, 90, 90
relational databases, 451, 543
relative cell references in Excel, 415, 415, 626
reminders, appointment, 65Ð67, 66
reminders, task, 87Ð88
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reports, task status, 93
Research Pane, 4, 4, 5, 5
resizing. Seesizing
Reviewing Pane in Word, 254, 254
Reviewing toolbar in Word, 251, 251
Revisions pane in Powerpoint, 261, 261Ð262
Robinson, Celeste, 554
rotating images, 143, 211
routing slips, 267, 267Ð269
Row area in Excel pivot tables, 580, 580Ð581
rows in data sources, header, 289
rows in Excel lists, 469Ð470, See alsorecords
RTF (Rich Text Format) for e-mail, 40Ð41, 41, 102
rules

for color-coding appointments, 72
for Excel data entry validation, 477Ð482, 478Ð479, 481
organizing Outlook mail using

auto-reply rules, 395Ð399, 398
creating message folders for, 397Ð398
creating rule templates, 396Ð397
creating rules from scratch, 398Ð399, 398
creating rules from templates, 391Ð394, 392Ð394
example, 394Ð395
out-of-office rules, 400Ð401, 401
overview of, 50Ð51, 51
Rules Wizard, 391Ð394, 392Ð394, 398Ð399, 398
sharing rules, 395

S
Save Version dialog box in Word, 249, 249
saving

contacts, 109
documents as web pages

as filtered web pages, 348
overview of, 347Ð348, 348
Powerpoint presentations, 369
versus publishing, 348Ð349, 349
as single page web files, 345, 348
and verifying hyperlinks, 349

Excel templates, 495
Outlook forms as templates, 536
Outlook mail in e-mail format, 388Ð389
presentations with custom names, 493, 494
versions of Word documents, 247Ð250, 248Ð249
Word frames pages, 362Ð363, 363

scanned graphics, inserting, 146
scenarios. SeeExcel data analysis
scheduling. SeeOutlook Calendar
schemas, 8

Scribble tool, 150, 223
scroll bar controls in Excel forms, 520, 523Ð524, 523
Search folders in Outlook, See alsoOutlook Mail

creating, 56Ð57, 56
creating criteria for, 57Ð59, 58Ð59
defined, 21
overview of, 55Ð56
removing conditions, 59
warning, 59

searching, See alsofinding
for clips in Clip Organizer, 127Ð128, 127
for Outlook items, 110Ð112, 112

Section 508 accessibility law, 354
security, See alsoprotecting

for macros in Access, 18Ð19
for macros, changing levels, 629Ð631, 630
in sending documents for review, 266, 268
virus security, 629
for Word documents, 378Ð379, 378

Select Contact List Folder dialog box in Word, 298Ð299, 299
Select Contacts dialog box in Outlook, 103Ð104, 104
Select Name dialog box in Outlook

changing address book order, 33Ð34, 34
enhancements to, 23, 23, 32, 32
entering contact addresses using, 101, 101

Select Picture dialog box in Powerpoint, 210, 210
Select Table dialog box in Word, 289, 289
sending

documents for review
and comparing/merging changes, 269Ð270
overview of, 266Ð267
using routing slips, 267Ð269, 267
security measures, 266, 268
turning off revision tracking, 267
warning, 266

e-mail messages, 48Ð49
mail to distribution lists, 315Ð318, 316
meeting requests, 75Ð76, 75
pictures via e-mail, 138, 138
task status reports, 93

Set Up Show dialog box in Powerpoint, 238, 238
shading in Word forms, 509
shadow effects, 158, 158
sharing, See alsocollaborating

calendars, 80Ð81, 80
clip catalogs, 134
contacts, 122Ð123
pictures, 138, 138
rules, 395
schedules, 81Ð82, 82
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shortcut keys
assigning to macros, 625Ð626
creating in menus, 610Ð611, 610
Excel AutoFilters, 463
macros for listing in Word, 611
text selection in Word, 628

shortcuts
adding to Quick Launch bars, 603Ð604
adding to Start menus, 604Ð605
shortcut menu options, 611Ð612, 612

showing in Excel
comments in templates, 497Ð498, 498
data analysis scenarios, 568
data entry error messages, 476Ð477, 477, 479Ð480, 479

showing/hiding, See alsoenabling; hiding; turning
index entries, 335
Outlook form pages, 531, 531
Word document changes, 251Ð253, 252

shows, slide. SeePowerpoint presentations
Side-by-Side Calendar view, 21, 21
signatures, e-mail, 43, 43Ð45
Simpson, Alan, 554
sizing

Access form controls, 549, 551
AutoShapes, 149
Drawing Canvas, 148
Excel lists, 469
images, 138Ð139, 141
organizational charts, 163
Outlook form controls, 533
Outlook panes, 28
Powerpoint panes, 185Ð186

Slide Finder dialog box, 181, 181, See alsoPowerpoint
smart tags support in Access, 17Ð18, 18
smart tags support in Powerpoint, 13Ð14
Solver. SeeExcel data analysis
Sort dialog box in Excel, 460Ð461, 460
Sort dialog box in Word, 455Ð456, 455Ð456
sorting

contact activities, 108
Excel list data, 460Ð461, 460
mail merge records, 289, 294Ð295, 294Ð295
Word data tables, 455Ð456, 455Ð456

sounds, See alsomultimedia; Powerpoint; speech
adding to slide shows

and animating, 230
CD tracks, 166
checking computer settings, 213
music copyrights and, 167

recording audio comments, 168
recording narration, 168Ð170, 169
to slide animations, 225
steps in, 212Ð214

adding to Word web pages, 355Ð356
as appointment reminders, 66Ð67
removing from Word web pages, 357
voice comments in Word documents, 263, 264

source data entry, 476, See alsodata sources
speech recognition system, 649Ð660, See alsosounds

adding/deleting words, 653Ð654
creating user profiles, 657, 658
Dictation mode, 652Ð654
finding help for, 664
hardware/software requirements, 649Ð650
Language bar options, 659
making corrections, 653
microphone setup, 650Ð651
overview of, 649, 656
removing from Office 2003, 658, 658
Text To Speech feature in Excel, 659Ð660
training the, 651Ð652, 651
troubleshooting command use, 656
tweaking settings, 656Ð657, 657
uninstalling, 658
Voice Command mode, 652, 654Ð656
versus voice recognition, 650
Word 2003 commands in, 655Ð656

spell-checking slide shows, 188
spinner controls in Excel forms, 519, 520, 523Ð524, 523
SQL (Structured Query Language) context-based help, 19, 19
squares, drawing, 152
Standard keyboard, 660, 660, 661
Start menus, adding shortcuts, 604Ð605
stationery, e-mail, 42Ð43
statistical functions in Excel, 12, 414
storing macros, 624, 633, 636
storing Word document templates, 500, 500
strings, 464
styles

checking in Powerpoint, 204, 204
line/dash/arrow styles, 157
org chart styles, 163, 164
print styles, 83, 85, 116Ð117
for table of contents headings, 335

subdocuments. Seemaster and subdocuments
subtotaling Excel list data, 570Ð572, 571
Symbol keyboard, 660, 661, 661
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T
tab order, rearranging in Access forms, 552
table of contents (TOCs), See alsoWord documents, complex

adding as frames, 362, 362
creating, 335Ð337, 336
heading styles, 335
modifying, 337Ð338
updating, 337

table layouts, See alsolayouts
for slide shows, 189Ð190
in Word forms, 508Ð509, 509
in Word web pages, 359Ð360, 359

Table Wizard in Access, 472Ð474, 473
tables. Seedata sources; forms
tablet PCs support, 4
tabular Access forms, 540, 540, 541
task panes

Clip Art, 209Ð210, 209
Mail Merge, 286Ð287, 287
Object Dependencies, 14Ð15, 15
Protect Document, 376Ð378, 376Ð378, 515, 515
Slide Design, 217Ð218, 218

tasks. SeeOutlook Tasks
telephone numbers of contacts, 98Ð99, 98, 118Ð119
templates, 491Ð503

creating rule templates, 396Ð397
creating rules from, 391Ð394, 392Ð394
in Excel

borders, 496
creating for ease of use, 496Ð499, 498
creating from scratch, 495
creating from workbooks, 495
editing, 496
editing comments, 498
fill color, 496
hiding comments, 497Ð498, 498
hiding worksheets, 498Ð499
inserting comments, 496, 497
printing comments, 498
saving, 495
showing comments, 497Ð498, 498
view options, 498

finding online, 501Ð503, 502
overview of, 491Ð492
for Powerpoint presentations

applying, 494
deleting color schemes, 494, 494
modifying, 493Ð494, 494
overview of, 492

protecting from modification, 494
saving with custom names, 493, 494

saving Outlook forms as, 536
for Word documents

applying, 501, 501
creating, 499
creating mail merge documents from, 312
storing, 500, 500
viewing, 499, 499

Templates and Add-ins dialog box in Word, 501, 501
Templates dialog box in Word, 499, 499, 592, 592
text

adding to graphic objects, 152
converting handwriting to, 662Ð663, 662
formatting in Access form controls, 549
in Outlook Mail

inserting text-based files as, 46Ð47
plain text format, 40Ð41, 41
Rich Text Format, 40Ð41, 41, 102

in Powerpoint presentations
adding animation to, 224Ð225
aligning, 201
cutting/pasting, 188Ð189
entering, 186
formatting, 200Ð201
promoting/demoting levels of, 186
selecting, 187

regular/variable, in mail merge documents, 300, 301, 304
strings, as number values in Excel, 436, 436, 439
in Word web pages

alternative text, 354
scrolling text, 357
wrapping, 354, 354

wrapping around art, 140, 140, 142Ð143, 142Ð143, 157
wrapping in org charts, 164

text box controls in Access forms, 541
text boxes, drawing, 153Ð154, 153
text comments in collaboration, 262Ð263
text controls in Excel, 520Ð522, 521Ð522
text form field controls in Word, 508, 511Ð512, 511
text functions in Excel, 414
Text Services and Input Languages dialog box, 658, 658
Text To Speech feature in Excel, 659Ð660
Text Wrapping button on Picture toolbar, 140, 142, 143, 144
themes, applying to Word web pages, 350Ð351, 350Ð351
3-D effects for objects, 158Ð159, 158Ð159
3-D range names in Excel, 444, 445
time. Seedate and time
titles in Access forms, 549
TOC. Seetable of contents
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TODAY function in Excel, 423Ð424, 438
toolbars, See alsomultimedia, Drawing

AutoShapes, 149Ð150, 150
custom command macros, See alsomacros

adding in Excel, 638Ð640, 638Ð640
adding in Powerpoint, 641
adding in Word, 640Ð641, 641
assigning hyperlinks to, 643
assigning macros, 626Ð627, 626Ð627, 640, 640
choosing button images, 642
creating items/buttons, 637Ð638
creating menus, 643Ð644
editing button images, 642
menu item options, 639Ð640
modifying, 641Ð643
naming, 642
overview of, 636Ð637

customizing, See alsoOffice 2003, customizing
adding commands, 607Ð608, 607
changing options, 605Ð607, 606
creating shortcut keys, 610Ð611, 610
creating toolbars, 609Ð610
overview of, 605
rearranging commands, 608, 608, 609
restoring defaults, 609
to specific Word documents, 610
warning, 611

Diagram, 164Ð165, 164
in Excel

Formula Auditing, 477, 477, 482, 482
List and XML, 469Ð470, 469
PivotTable, 580, 580, 581

Frames, 362
Language bar, 659
Picture, 140, 142Ð145, 143, 145
Print Preview, 235, 235
Slide Master View, 194Ð195, 194
Slide Show, 14
Text Box, 153Ð154, 153
in Word

Database, 299Ð300, 299
document-specific toolbars, 610
Forms, 508, 508
Mail Merge, 121, 121
Outlining, 337
Reviewing, 251, 251
Web, 328
Web Tools, 355Ð357, 355, 357
WordArt, 155Ð156, 155Ð156

Top 10 AutoFilters, 462, 463

Track Changes tool. Seecollaborating
tracking

completed tasks, 94, 94
contact activities, 107Ð108, 107
e-mail messages, 38Ð39, 39
meeting request responses, 77, 77

troubleshooting
Access mail merge data problems, 487
database relationships, 543
date and time functions, 437
duplicate records in Excel, 467
graphics positioning, 355
hyperlinks in Word web pages, 353
importing data into Access, 595
macros, 631Ð632
mail merges, 314Ð315
Outlook forms/permissions, 538
passwords, 380
Powerpoint presentations, 240Ð241
Powerpoint web presentations, 371
queries, 297
speech recognition command use, 656

turning off revision tracking, 267
turning on/off in Outlook, See alsoenabling; showing

AutoComplete, 31
AutoPreview, 107Ð108
AutoResolve, 31
Reading Pane, 28Ð29
Show Popup Calendar Details, 78

U
unlocking cells in Excel forms, 519
unlocking Excel list ranges, 382, 382
updating

contact distribution lists, 318
cross-references, 327
document changes, 257
Excel pivot tables, 587
indexes, 335
tables of contents, 337
task status, 88

V
validating data entry, See alsodata sources

in Access tables
creating lookup field lists for, 487Ð489
with field comparisons, 485Ð486, 486
via field validation, 483Ð484
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mail merge data problems, 487
overview of, 483
setting data type properties, 484Ð485

in Excel lists
creating drop-down lists with, 481Ð482, 481
creating rules for, 477Ð482, 478Ð479, 481
marking invalid data, 477, 477, 482, 482
offering input message help, 477, 479, 479, 480
overview of, 476
selecting cells with rules for, 480
showing error messages, 476Ð477, 477, 479Ð480, 479

in Outlook forms, 534Ð536, 534Ð536
VB (Visual Basic), 619, See alsomacros
verifying web page hyperlinks, 349
video clips. Seemultimedia
views, See alsoPowerpoint

of clips, changing, 130
for Excel templates, 498
finding contact data using custom, 114Ð115, 115Ð116
finding contact data using predefined, 112Ð113, 113
organizing e-mail using, 51Ð52, 51
in Outlook Calendar

multiple months at once, 63, 64
side-by-side, 21, 21, 80Ð81, 80
switching, 62Ð63, 62

virtual folders, 21, See alsoSearch folders
virus security, 629
Visual Basic. SeeVB
VLOOKUP function in Excel, 425, 425, 426Ð428, 428
voice. Seesounds; speech
volatile functions in Excel, 423Ð424
voting tool, e-mail as, 36, 36Ð37

W
Ways to Organize Inbox pane in Outlook, 49Ð51, 49Ð52
web design tools, 341Ð371

in Access, 342
Component Object Model and, 365
creating web pages with Excel

adding web components, 368
overview of, 342, 365Ð366, 366
publishing active sheets, 366Ð368, 366Ð368

creating web pages with Word
adding content, overview, 351
adding frames, 362, 362
adding movie clips, 356Ð357, 357
adding scrolling text, 357
adding sounds, 355Ð356
applying themes, 350Ð351, 350Ð351

creating forms, 358Ð361, 358Ð361
creating frames pages, 362
creating hyperlinks, 351Ð353, 352
inserting alternative text, 354
inserting graphics, 353Ð355, 354
overview of, 343, 350
previewing in browsers, 358
removing frames from frames pages, 364
removing movie clips, 357
renaming frames pages, 363
saving frames pages, 362Ð363, 363
setting frame properties, 363Ð364, 364
troubleshooting hyperlinks, 353
viewing/editing HTML, 364
using Web Tools toolbar, 355Ð357, 355, 357
wrapping text, 354, 354

in FrontPage
CGI scripts and, 361
managing published sites, 349
overview of, 342, 343, 344

in InfoPath, 343
in Outlook, 343
overview of, 341Ð342
Powerpoint presentations for the Web

overview of, 343
publishing as web pages, 369Ð371, 369Ð370
saving as web pages, 369
troubleshooting, 371

in Publisher, 343
publishing websites, 364Ð365
saving documents as web pages

as filtered web pages, 348
overview of, 347Ð348, 348
versus publishing, 348Ð349, 349
as single page web files, 345, 348
and verifying hyperlinks, 349

setting web publishing options
browser options, 344Ð345, 345
encoding options, 346
file options, 345Ð346, 345
font options, 347, 347
general options, 344, 344
hyperlink base options, 347
overview of, 344, 344
picture options, 346, 346

web page addresses of contacts, 103
Web Tools toolbar, 355, 355Ð357, 357
website addresses

accessibility test, 354
ePolicy Institute, 402
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HostSearch, 365
Microsoft

DeveloperÕs Network, 647
DRM and IRM, 406
licensing, 2
Rights Management Service, 410
smart tags, 17

RealPlayer, 356
Section 508-compliancy, 354
Sonia Coleman templates, 503
Sybex, 624
Triad Consulting, 624
W3C, 8
WACOM Graphire tablets, 663
XML, 8

Windows folders, saving Outlook items in, 388Ð389
Windows Rights Management client software, 406Ð407, 407
Windows SharePoint Services, See alsocollaborating

in Access, 18
accessing shared contacts/calendars/tasks, 279Ð281
defined, 5, 272Ð273, 272
lists and libraries in, 273Ð274
Live Attachments feature, 46
Meeting Workspaces, 75, 76, 277Ð279, 278
permission levels, 273
publishing/linking Excel lists to, 281Ð283, 282Ð283
shared Document Workspaces, 274Ð277, 275Ð277
Web Parts in, 273Ð274

Word 2003, See alsoMail Merge; Office 2003
adding Work menu to Word menu, 608Ð609
Batch Conversion wizard, 592, 592
creating web pages with

adding content, overview, 351
adding frames, 362, 362
adding movie clips, 356Ð357, 357
adding scrolling text, 357
adding sounds, 355Ð356
applying themes, 350Ð351, 350Ð351
creating forms, 358Ð361, 358Ð361
creating frames pages, 362
creating hyperlinks, 351Ð353, 352
inserting alternative text, 354
inserting graphics, 353Ð355, 354
overview of, 350
removing frames, 364
removing movie clips, 357
renaming frames pages, 363
saving frames pages, 362Ð363, 363

setting frame properties, 363Ð364, 364
troubleshooting hyperlinks, 353
and viewing in browsers, 358
viewing/editing HTML, 364
using Web Tools toolbar, 355Ð357, 355, 357
wrapping text, 354, 354

Database toolbar, 299Ð300, 299
file format compatibility, 591
importing/exporting in, 591Ð592, 592
new features

comparing documents side by side, 7
enhanced document protection, 8Ð10
more international features, 10Ð11
overview of, 6
Reading Layout view, 6Ð7, 6Ð7
XML support, 7Ð8

recording macros in
adding to custom commands, 640Ð641, 641
to apply headers/footers, 628
assigning to toolbars, 626Ð627, 626Ð627
and deleting, 628Ð629
versus in Excel, 626
for listing shortcut keys, 611
for navigating forms, 514Ð515
overview of, 620, 626
stopping/pausing, 628
text selection shortcut keys, 628

setting options, 612Ð613, 613, 615Ð616
speech recognition commands, 655Ð656

Word data tables, See alsodata sources
converting tabbed data to, 454Ð455, 454
converting to Excel worksheets, 457
using as mail merge data, 299Ð300, 299
sorting, 455Ð456, 455Ð456
versus tabbed data, 453Ð454, 453

Word documents, See alsocollaborating
converting to/from other formats, 591Ð592, 592
copying/pasting Excel pivot tables into, 582
creating directories, 308Ð309
creating document-specific toolbars, 610
creating Powerpoint handouts as, 235Ð236, 236
inserting databases into, 308Ð309
mail merging contacts with, 119Ð122, 120Ð121
protecting

with editing restrictions, 376, 376, 377
with formatting restrictions, 376Ð377, 376
with IRM permissions, 408Ð410, 409
with passwords, 378Ð380, 378
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permissions setup, 378, 378
using task pane, 376Ð378, 376Ð378

templates for
applying, 501, 501
creating, 499
creating mail merge documents from, 312
storing, 500, 500
viewing, 499, 499

writing letters to contacts, 119
Word documents, complex, 319Ð340

bookmarks
defined, 323Ð324
deleting, 324
displaying, 324
inserting, 324, 324
navigating to, 325, 325

cross-references
defined, 325Ð326
field codes and, 326Ð327
grammatical errors and, 326
hyperlinking, 327Ð328
inserting, 326, 326
updating, 327

footnotes and endnotes
converting, 322Ð323
deleting, 323
formatting, 322
inserting, 319Ð322, 320, 322
revising, 323

indexes
concordance files and, 332Ð333
editing, 334Ð335
generating, 333Ð334, 334
marking entries, 331Ð333, 332
overview of, 331
showing/hiding entries, 335
updating, 335

inserting hyperlinks, 328Ð331, 331
master and subdocuments

creating, 338Ð340
defined, 338
master, printing, 340

overview of, 319
table of contents

creating, 335Ð337, 336
heading styles, 335

modifying, 337Ð338
updating, 337

Word user input forms, See alsoforms
controls

adding, 511, 511
check box controls, 508, 513, 513
defined, 508, 508
drop-down list controls, 508, 513, 513
text form field controls, 508, 511Ð512, 511

creating
adding borders, 510
adding calculated fields, 507, 514
adding space/shading, 509
formatting layouts, 509Ð511, 510Ð511
inserting Fill-in fields, 516Ð517, 516
naming field bookmarks, 512
overview of, 506
steps in, 507
for structured data, 507
using tables in, 508Ð509, 509
for unstructured data, 516Ð517, 516
in web pages, 358Ð361, 358Ð361

distributing, 516
enabling/disabling fields, 512
field codes and, 517
frequently used fields, 517
using macros for navigating, 514Ð515
modifying, 527
problems with, 506Ð507
protecting, 514Ð515
types of, 506

WordArt, inserting, 154Ð156, 154Ð156
Work menu, adding to Word menu, 608Ð609
workbooks. SeeExcel workbooks
WORKDAY function in Excel, 438, 439Ð440
writing letters to contacts, 119, See alsohandwriting

X
XML Complete (Sybex, 2001), 8
XML (eXtensible Markup Language), 5Ð8
XML toolbar in Excel, List and, 469, 469Ð470

Z
zoom options in Powerpoint, 185Ð186
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