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applications windows – borders

 

applications windows, 

 

139

 

, 

 

139

 

parts of, 

 

139–141

 

, 

 

140

 

working with, 140
applying Word styles, 

 

292–293

 

, 

 

293

 

archive attribute, 155
area charts, 666, 

 

666

 

arguments in Excel functions, 432, 442–444, 

 

442

 

, 

 

444

 

arithmetic and logic unit (ALU), 12
arithmetic formulas, 

 

432–434

 

, 

 

433–434

 

cell referencing in, 

 

436–440

 

, 

 

438–440

 

symbols in, 

 

434–435

 

, 

 

435

 

ARPANet, 711
arranging icons, 

 

117–118

 

, 

 

117

 

arrow keys in Word, 253
.asc extension, 157, 190
ascending order sorting

in Access, 551
in Excel, 416

aspect ratio for images, 327
asterisks (*)

in Access
in queries, 566
in searches, 554

in file searches, 178
asymmetric digital subscriber line (ADSL), 

44, 708
At Least option in Word spacing, 280
at signs (@) for e-mail addresses, 772
attachments, e-mail

launching, 210
receiving, 

 

790–791

 

, 

 

790–791

 

removing, 

 

800–801

 

, 

 

801

 

sending, 796, 

 

796

 

size of, 774
attributes

file, 155
text

in Excel, 456
in PowerPoint, 642

auctions, online, 59
audio

file extension for, 159
output devices for, 

 

23–24

 

Auto Disconnect dialog box, 728, 

 

728

 

, 
782, 

 

782

 

AutoComplete feature, 180, 

 

180

 

AutoCorrect feature
in spell checking, 264
for symbols, 249

AutoFill feature, 

 

403–406

 

, 

 

403–406
AutoFit feature, 316
AutoForm feature, 580–582, 581–582
AutoFormat feature

in Access
for forms, 583
for reports, 596

in Word
for styles, 294
for tables, 319–320, 319

Automatic Updates tab, 100, 100
AutoNumber data type, 530
AutoReport feature, 598
autorun feature, 146
AutoShapes

in PowerPoint
for drawn objects, 670–671, 671, 

674, 675
for slides, 642, 644, 644

in Word, 322
AutoSum icon, 437
AutoText feature, 299, 300
auxiliary storage, 6
AVERAGE function, 444–445

B
Back button

on desktop windows, 131
in Internet Explorer, 720, 721

background, Desktop, 92
background colour

in Excel charts, 477
in PowerPoint

in charts, 664, 664
in slides, 631–633, 631–632

Background window, 631, 632
backups

copying files for, 168, 168
file, 110–111
in security, 69

backward compatibility of upgrades, 30
banking applications, 52
Bar alignment, 285
bar code readers, 17
baud rate, 46
Before option for paragraph spacing, 279
benchmarks, 8
bespoke software, 36–37
beta testing, 38
Between operator in queries, 567
binding margins, 303
bitmaps in Word, 321–322, 321
bits, 15
blank presentations, 628, 628, 656, 656
blank slide layouts, 666, 667
blank Table Design window, 536, 537
Blank Workbook option, 371, 372
blind carbon copies, 794, 794
bookmarks, 743–747, 744–747
boot sector viruses, 70
booting up process, 14
Border tab, 461–463, 462
borders

for Excel cells, 461–463, 462–463
in Word

adding, 287–290, 288–290
for tables, 320–321, 320
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Borders And Shading window, 288–289, 
289–290, 317

bound controls in forms, 576, 577
brackets () in Excel, 434–435
Bring To Front option in PowerPoint, 677, 677
broadband, 708
Browse For Folder window, 122, 123
browsers, web, 714–715, 715, 719

home pages for, 722–723, 722
Internet Explorer. See Internet Explorer (IE)
opening, 719–721, 720, 722
Stop and Refresh buttons in, 724, 724–725
working for, 723

bubble printers, 22
Build Expression option, 570
bulleted lists

in slides, 648–649, 648–649
in Word, 286–287, 286

Bulleted tab, 648, 649
Bullets And Numbering window, 648, 649
burn-in effects, 104
buses, 12
business applications, 51–52

for databases, 512
e-commerce, 58–59

buttons in Excel, 360–362, 360–362
Byte data type, 532
bytes, 15

C
cable modems, 708
cables, injuries from, 66
cache memory, 14
caches, purpose of, 713
CAL (computer-aided learning), 56
calculations

in Access queries, 563, 570–571, 570–571
in Excel, 434–435

cameras, 19
campus networks, 41
Caption option, 539
capturing screen images, 145
carriage returns, inserting and deleting, 247
cartridges, 26
case, changing

in PowerPoint, 645, 645
in Word, 274, 274

case-sensitivity in file searches, 178
cathode ray tube (CRT) monitors, 20–21
CBT (computer-based training), 55–56
Cc box for e-mail, 794, 794
CDs (compact discs), 25–26
Cell Options window, 318, 319
Cell tab, 318, 318
cells

in Excel, 386
alignment in, 459–461, 459–461
borders for, 461–463, 462–463

copying, 399–402, 399–402
deleting, 402, 403
editing, 395–398, 395–398
filling, 403–406, 403–406
finding, 407–408, 408
formatting, 455–459, 456–459
height and width of, 410–411, 410–412
inserting data in, 387–391, 388–391
navigating, 386–387, 386
referencing, 436–440, 438–440
replacing, 408–409, 408–409
selecting, 391–395, 392–394

in Word tables, 314
central processing units (CPUs), 6

functions in, 12
performance of, 12–13

Centre box in desktop windows, 138
centred text in Word, 276, 276
certificates in Internet security, 716
chain letters, 774
Change Case dialog box

in PowerPoint, 645, 645
in Word, 274, 274

Change Icon dialog box, 125–126, 125–126
Change option in Word

in grammar checking, 266
in spell checking, 264

changing case
in PowerPoint, 645, 645
in Word, 274, 274

character spacing in Word, 273–274, 273
Character Spacing tab, 273, 273
characters, 15
Chart Location dialog box, 470, 470, 480, 480
Chart Options window, 469, 469, 

472–473, 472
Chart Source Data dialog box, 469, 469
Chart Sub-Type window, 478, 479
Chart toolbar, 476, 476
Chart Type dialog box

in Excel, 478, 479
in PowerPoint, 665, 665

Chart Wizard
in Access

for forms, 581
for reports, 598

in Excel, 466–471, 467–471
charts

in Excel, 466
Chart Wizard for, 466–471, 467–471
copying, moving, and resizing, 480–

482, 480–482
deleting, 483
formatting elements in, 474–479, 

474–479
modifying, 472–474, 472–473

in PowerPoint, 662
copying and moving, 678–680, 678–680
creating and modifying, 662–666, 

663–666
organisation charts, 666–669, 667–669
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824 circles in PowerPoint – control bus

in Word
cropping, 335, 336
moving, 334
pasting, 333–334, 333–334
sizing, 334–335, 335

circles in PowerPoint, 671–672, 672
Classic view, 99, 129, 130
clip art images

in slides, 636–637, 636–637
in Task Pane, 652, 652

Clipboard
for Access data entry, 548
for copying and moving files, 166–168, 167
for e-mail, 798–800, 799
in Excel

for copying and moving cells, 399–402, 
399–402

for search and replace, 407
in PowerPoint

for drawn objects, 678–680, 678–680
for images, 658
for presentations, 655–656

for web pages, 756–757, 756–757
for Word text, 256–257, 256

clones, 86
Close application icon

in applications windows, 140
in desktop windows, 130–131, 130

Close button in Excel print preview, 500
closing

in Access
databases, 523
forms, 579
reports, 602

Excel, 382
Internet Explorer, 728, 728
Notepad and WordPad, 196
PowerPoint presentations, 616
Word, 230

Code option for forms, 583
collating in Word, 340
Colors dialog box, 646, 646
colour

in Desktop, 103, 103
in Excel

in cells, 456–457
of chart background, 477

in PowerPoint
of chart background, 664, 664
of slide background, 631–633, 631–632
of text, 646, 646

in Word text, 273, 273
Column tab, 318
Column Width dialog box, 411, 411, 

460–461, 460–461
columns

in Access
deleting, 564
rearranging, 550–551

in Excel
deleting, 412–413, 412–413
headings, 494–497, 494, 496–497
inserting, 409–410, 409–410
selecting, 393, 393
width of, 410–411, 410–412, 

460–461, 461
in Word

numbering, 218
selecting, 314, 315

command buttons in Access, 576, 577
command-line interfaces, 32, 91
compact discs (CDs), 25–26
comparisons in queries, 567
Complete the merge step in mail merge, 351
compressing files, 170
computer-aided learning (CAL), 56
computer applications, 50–51

business, 51–52
education, 55–56
government, 53–54
hospitals and healthcare, 54–55
teleworking, 56–57

computer-based training (CBT), 55–56
Computer Name tab, 100
computer viruses. See viruses
computers

main parts of, 6–7, 6–7
performance of, 7–8
shutting down, 89–90, 89
starting, 86–89, 87–88
types of, 5–6

concept keyboards, 18
Conditional Formatting worksheet, 370, 370
conditional tests, 446
Confirm File Delete window, 747, 747
connections

to Internet, 708–711, 710–711
to telephone networks, 45–46

constants in Excel, 434, 440
contacts

in address books, 806
deleting, 807, 807
groups for, 807–809, 808–809

Contacts window, 805, 805, 809, 809
contents

of files and folders, 153–156, 153–155, 157
in Word, 270

Contents And Index option, 725
Contents tab

in Excel, 367, 367
in Internet Explorer, 726, 726
in Outlook Express, 780, 780
in PowerPoint, 618, 618
in Word, 242, 242

context-sensitive help
F1 key for, 112, 112
in Word, 241, 241

control bus, 12
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Control Panel entry – defragmentation tools 825

Control Panel entry, 98
control registers, 12
controls in forms, 576, 577
cookies, 713
copies in printing

in Excel, 498
in PowerPoint, 696

Copy To button, 132
copying

Access data entry values, 548
e-mail, 794, 794, 798–800, 799–800
in Excel

cells, 399–402, 399–402
charts, 480–482, 480–482
worksheets, 423–425, 424–426

files, 166–168, 167–168
in presentations, 654–657, 654–657

charts, 678–680, 678–680
drawn objects, 678–680, 678–680

web information into Word, 754–757, 
755–757

in Word
formats, 282
from other applications, 329–330, 329
text, 254–257, 254–256

copyrights
in downloading files, 762
protecting, 71–74, 73

cordless input devices, 16
COUNT function, 442–443, 442–444
CPUs (central processing units), 6

functions in, 12
performance of, 12–13

crackers, 184
Create Folder dialog box, 811, 811
Create From File tab, 332, 332
Create Mail button, 784, 785
Create New Folder dialog box, 746, 746
Create New tab, 331–332, 332
Create Shortcut window, 122, 122
Create Table Toolbar button, 308–309, 

308–309
credit card payments, 59
criteria in queries, 566–568, 568
cropping in Word

charts, 335, 336
images, 327–328, 328

crosshairs cursor, 16, 16
Crosstab Query Wizard, 561
CRT (cathode ray tube) monitors, 20–21
.csv extension, 381
Ctrl key for shutting down applications, 144
Ctrl+Alt+Del keys for shutting down 

applications, 144
Currency data type in Access, 530
currency formats in Excel, 454
cursors

shapes of, 16
in Word

position of, 218
text, 246, 253

Customize Address List window, 345, 346
Customize Toolbar dialog box, 785, 785
cut sheet feed paper, 22

D
data buses, 12
data cartridges, 26
data entry in Access tables, 518, 546–550, 

546, 548
Data Form window, 345, 346
Data Labels tab, 473, 473
data packets, 41
Data Protection Act, 74–75
data sources for Word mail merge, 344
data types for Access tables, 529–533
data vs. information, 4
database management systems (DBMSs), 34, 

511–512
database packages, 34–35
databases in Access, 510–511

closing, 523
creating, 526–527, 535–537, 536–537
Design View for, 555–558, 557
forms for. See forms
opening, 516–517, 517
queries for. See queries in Access
relational, 512–513, 513, 548
reports for. See reports in Access
saving, 519
tables in. See tables
uses of, 512

Datasheet View, 546, 546
datasheets

in Access, 578, 578
in PowerPoint, 662, 663

Date And Time properties dialog box, 101, 
102

Date/Time data type, 530
dates

in Access, 530–532
in Excel

entering, 390–391, 390–391
formatting, 453–455, 453, 455

in PowerPoint slides, 638–639, 639
searching for files by, 178–179, 178
setting, 101, 102

.dbf extension, 382
DBMSs (database management systems), 34, 

511–512
Decimal Places option, 454
decision support systems (DSS), 51
default Desktop background, 92
default directory in Word, 238
default formatting for charts, 479, 479
default printers, 202
Default Value option, 539
default view for desktop windows, 129, 130
defragmentation tools, 153
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826 Delete button – drag and drop

Delete button
on desktop windows, 132
in Outlook Express, 784, 785

Delete option in Word in spell checking, 264
Deleted Items folder, 813, 813
deleting

in Access
columns, 564
data, 550
form records, 579
forms, 579
queries, 571
relationships, 545
reports, 602
tables, 554

contacts, 807, 807
e-mail

flags from, 789
messages, 804, 813–814, 813
text, 800, 800

in Excel
cell contents, 402, 403
charts, 483
columns and rows, 412–413, 412–413
worksheets, 423–425, 424–426

files and folders, 168–170, 169
in Internet Explorer

files, 747, 747
history contents, 733, 733

in PowerPoint
charts, 678–680, 678–680
drawn objects, 678–680, 678–680
images, 637
text and images, 659

print jobs, 200
in Word

images, 328
page breaks, 281
tab stops, 285
text, 247, 247, 257

delimited text files, 342
departmental LANs, 41
derived data, 528
descending order sorting

in Access, 551
in Excel, 416

design
of Access forms, 580
in Word, 270

design templates for slides, 633–634, 633–634
Design View in Access, 555–558, 557

for forms, 581–587, 582–587
for queries, 561, 563, 563
for reports, 597–600, 597–600

Desktop, 92–93, 92
colour and font settings for, 103, 103
wallpaper for, 103–104, 103

desktop aliases, 120
creating, 120–124, 121–123
editing, 124–126, 125–126

Desktop Print Manager, 200, 200
desktop publishing (DTP), 35–36
Desktop windows

parts of, 128–138, 129–131, 133–136, 138
printing from, 198

Details view
in desktop windows, 136, 136
for folders, 162, 163

Detect And Repair option, 243
Dial-up Connection window, 719–720, 720
Dial-Up Networking (DUN) utility, 719
diamond symbols in Excel, 435, 435
Dictionary Language option, 264
.dif extension, 381
digital cameras, 19
digital certificates, 716
digital signals, 45, 45
digital signatures

for e-mail, 775–776
purpose of, 716

digital versatile disks (DVDs), 25–27
directories. See folders
disinfecting files, 71, 185
disks, 7–8, 25–26

copying files to, 168, 168
formatting, 27, 108–110, 109–110
system information for, 107–108, 107–108

display
in Internet Explorer, 729–732, 730–731
settings for, 102, 102

Display As Icon option, 332
display modes in Word, 230–233, 231–233
displaying non-printing characters, 250–251, 

250–251
distance learning, 56
distribution lists, 796, 807
#DIV/O error value, 436
division in Excel, 434
.doc extension, 157, 227
docked toolbars, 236, 236
Document Map feature, 233, 233
document templates in Word, 294
documents, 172

in Word
closing, 230
creating, 222, 222
formatting, 297–301, 298, 300
images in. See images
opening, 219–222, 220
saving, 223–230, 223, 225, 228–229

dollar signs ($) in Excel, 439
Don’t Hyphenate option, 281
.dot extension, 227, 295
dot matrix printers, 22
Double data type, 532
downloading

files, 760–762, 760–762
in Internet Explorer, 721, 730

drag and drop
for copying and moving files, 166
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dragging – Excel 827

for icons, 117
for Word text, 254–255, 254–255

dragging, 16
Drawing toolbar, 622, 622
drawing Word tables, 310–312, 312–313
drawn objects in presentations, 669–670

adding and modifying, 670–672, 670–672
appearance of, 672–676, 673–676
copying and moving, 678–680, 678–680
overlapping objects, 676–677, 676–677

drivers, 33
drives, disk, 7–8, 25–26

copying files to, 168, 168
formatting, 27, 108–110, 109–110
system information for, 107–108, 107–108

DSS (decision support systems), 51
DTP (desktop publishing), 35–36
DUN (Dial-Up Networking) utility, 719
DVDs (digital versatile disks), 25–27
dynasets, 560, 560

E
e-commerce, 58–59
e-mail, 57–58, 770

accounts for, 771, 771
address books for

groups in, 807–809, 807–809
working with, 805–807, 805–807

addresses for, 772
advantages of, 773
attachments for

launching, 210
receiving, 790–791, 790–791
removing, 800–801, 801
sending, 796, 796
size of, 774

creating and sending, 793–797, 793–797
deleting, 804, 813–814, 813
digital signatures for, 775–776
editing, 798–800, 799–800
etiquette for, 773–774
finding, 810, 810
flagging, 788–789, 788–789
folders for, 811–812, 811–812
forwarding, 797–798, 798
hoaxes in, 187
managing, 804–805
organising, 809
printing, 814–817, 815–816
reading, 778–779, 779, 788–789, 788–789
replying to, 791–792, 792
security considerations for, 774–776
sorting, 812, 812
unsolicited, 774–775
viruses in, 70–71, 775, 790

Edit menu
in Access, 515
in Notepad, 191

Edit Relationships window, 543–544, 544

editing
in Access

data, 550–551
form records, 579
queries, 564
records, 519
toolbars, 522

e-mail, 798–800, 799–800
in Excel

cells, 395–398, 395–398
chart titles, 478, 478
charts, 472–474, 472–473
toolbars, 374–375, 374–375

in PowerPoint
charts, 662–666, 663–666
drawn objects, 670–672, 670–672
images, 657–659, 658–659
organisation charts, 666–669, 

667–669
slide transitions, 686–688, 687
text, 646–649, 647–649

shortcut icons, 124–126, 125–126
text files, 191–195, 192–195
in Word, 270

for mail merge, 346, 346
tables, 312–319, 312–319

education applications, 55–56
effects

in PowerPoint
for drawn objects, 673
pre-set animation for, 684–686, 

684–686
for text, 645, 645
transitions, 686–688, 687

in Word, 273
Effects window, 118, 118
electronic mail. See e-mail
em spaces, 249
embedded charts, 468, 471, 483
embedded hyperlinks, 757
en spaces, 249
encryption, 716–717
End key in Word, 247, 253
end-user licenses, 72
Energy Star programme, 66
envelope icons, 789
environment, 66–67
equal signs (=)

in Access, 567
in Excel, 433–434

ergonomics, 63–64
Error Checking dialog box, 492, 493
errors in Excel

in formulas, 435–436, 435–436
in worksheets, 491–493, 491–493

Esc key for shutting down 
applications, 143

etiquette for e-mail, 773–774
Exactly option in Word spacing, 280
Excel, 358

buttons and images for, 360–362, 
360–362
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828 exclamation points (!) in Excel – files

cells in. See cells
charts in, 466

Chart Wizard for, 466–471, 467–471
copying, moving, and resizing, 480–

482, 480–482
deleting, 483
formatting elements in, 474–479, 

474–479
modifying, 472–474, 472–473

closing, 382
columns in

deleting, 412–413, 412–413
headings for, 494–497, 494, 496–497
inserting, 409–410, 409–410
selecting, 393, 393
width of, 410–411, 410–412, 460–461, 

461
formulas in, 432

arithmetic, 432–436, 433–436
cell referencing in, 436–440, 438–440

freezing panes in, 375–377, 376–377
functions in

AVERAGE, MINIMUM, and 
MAXIMUM, 444–445

COUNT, 442–443, 442–444
IF, 446–447, 446–447
SUM, 440–441, 441

help in, 365–369, 365–369
preferences in, 377–378, 377–378
review questions for, 503–505
rows in

deleting, 412–413, 412–413
headings for, 494, 494
inserting, 409–410, 409–410
selecting, 392, 393

saving options for, 378–382, 379
settings

adjusting, 371, 371
zooming and magnification for, 

372–374, 372–374
sorting data in

alphabetically, 415–417, 415–416
numerically, 413–415, 414–415

starting, 358–360, 359
toolbars in, 374–375, 374–375
workbooks in, 359–360

creating, 362–365, 362–365
moving worksheets between, 

427–429, 428
moving worksheets within, 

426–427, 427
worksheets in. See worksheets

exclamation points (!) in Excel, 435, 435
.exe extension, 157
expert knowledge, 54
Explain option in grammar checking, 266
expressions in queries, 566–568, 568
EXT operating mode in Word, 218
Extended Graphics Array (XGA) 

resolution, 21

extranets, 43
eyestrain, 65

F
FAT (file allocation table), 27
favorites

in help, 114
in Internet Explorer, 720, 721, 727, 728, 

743–747, 744–747
Field Size option, 538
fields, 15

in Access, 518
adding, 537–538, 538
indexes for, 533–534
options for, 538–540, 540
in queries, 563–564
spell checking, 555
validation rules for, 541

in packets, 41
in Word

for mail merge, 345, 346, 347–348
for page numbers, 298

file allocation table (FAT), 27
File Download dialog box, 761–762, 762
File menu

in Access, 515
in Word, 222

File New Database window tool, 535, 536
file servers, 6
file size and type in folders, 156
File Transfer Protocol (FTP)

for downloading files, 760
purpose of, 713

filenames
in folders, 156
in URLs, 714

files, 15. See also documents
attaching. See attachments, e-mail
backing up, 110–111
compressing, 170
contents of, 153–156, 153–155, 157
copying and moving, 166–168, 167–168
deleting, 168–170, 169
downloading, 760–762, 760–762
inserting in Word, 330–331, 330–331
printing web pages to, 765, 765
recently used, 181, 181
renaming, 164
review questions for, 203–204
searching, 171

advanced searches, 174–180, 174–180
standard searches, 171–173, 171–174

selecting, 164–165, 165
structure of, 152–153
text

creating and editing, 191–195, 
192–195
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opening, 190–191, 190, 193, 194
saving, 225–226, 225

types of, 157–160, 158–160
Fill Effects dialog box, 474, 475
fill handles, 404–405, 405
filling cells, 403–406, 403–406
Filmstrip view, 137
Filter tool, 535
filters

in Access, 554–555, 554, 571, 587
monitor, 64

financial applications, 52
Find All Word Forms option, 260
Find button in Outlook Express, 784, 785
Find Duplicates Query Wizard, 561
Find Message dialog box, 810, 810
Find tool in Access, 535
Find Unmatched Query Wizard, 562
Find Whole Words Only option, 259
finding

Access data, 552–553
e-mail, 810, 810
Excel data, 407–408, 408
files and folders, 171

advanced searches, 174–180, 174–180
standard searches, 171–173, 171–174

help information, 112, 113
Internet information. See search engines
PowerPoint help, 618, 618
Word text, 258–260, 258–260

firewalls, 44, 718
first line Word indents, 278–279, 279
first-time Internet connections, 709–711, 

710–711
fixed bitmap resolution, 322
flagging e-mail, 788–789, 788–789
flames in e-mail, 774
Flip To Table Datasheet tool, 535
flipping PowerPoint objects, 674
floating-point numbers, 531–532
floating toolbars, 236, 237
floppy disks, 25–26
Folder Options window, 159, 159
folders, 15

contents of, 153–156, 153–155, 157
creating, 161–163, 161–163
deleting, 168–170, 169
e-mail, 804, 811–812, 811–812
options for, 101
renaming, 164
searching for, 171

advanced searches, 174–180, 174–180
standard searches, 171–173, 171–174

structure of, 152–153
for Word documents, 224

Folders icon button, 132
folios in Word, 297–299, 298
Font dialog box

in PowerPoint, 643–644, 643
in Word, 272–274, 272–273

Font tab, 456, 456
fonts

for Desktop, 103, 103
in Excel, 456, 456
in PowerPoint slides, 643–644, 644
in Word, 248

changing case, 274, 274
character spacing, 273–274, 273
Format menu for, 272–273, 272–273
formatting, 271–274, 271–274
selecting, 271–272, 271
styles of, 272, 272

footers
in Excel worksheets, 488–490, 488–490
in PowerPoint, 638–640, 638–640
in Word, 299–301, 300

footlines in Word, 299
Form Wizard, 580–582, 581–582
Format AutoShape dialog box

for drawn lines, 670–671, 671
for drawn objects, 672–675, 674–675
for slides, 644–645, 644

Format Axis dialog box, 474
Format Cells dialog box

for alignment, 457–461, 457
for borders, 461–463, 462
for fonts, 456, 456
for numbers, 453–454, 453

Format Chart Area dialog box, 476, 477
Format Data Series dialog box

in Excel, 474, 474
in PowerPoint, 665

Format menu in Word
for fonts, 272–273, 272–273
for tabs, 284–286, 285–286

Format option
in Access, 538
in Word, 260

Format Picture window, 326–327, 326
formatting

Access forms, 577, 577
disks, 27, 108–110, 109–110
in Excel

cells, 455–459, 456–459
chart elements, 474–479, 474–479
numbers and dates, 453–455, 

453, 455
in PowerPoint

drawn lines, 670, 671
in saving, 614–615, 614
text, 642–645, 643–645

text, 208
in Word, 270

borders, 287–290, 288–290
copying, 282
documents, 297–301, 298, 300
fonts, 271–274, 271–274
headers and footers, 299–301, 300
lists, 286–287, 286
page numbers, 297–299, 298
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page setup, 301–305, 302–304
paragraphs, 274–282, 275–281
styles for, 290–294, 291–294
tables, 319–320, 319
tabs, 283–286, 283, 285–286
templates for, 294–297, 295–296

formatting marks, 251, 251
Formatting toolbar

in Access, 586, 586
in Excel, 375, 375
in PowerPoint, 622, 622
in Word, 215, 215

forms
in Access, 576–577

creating, 580
for databases, 513–514
Design View for, 581–587, 582–587
designing, 580
filters for, 587
Form Wizard and AutoForm for, 

580–582, 581–582
images for, 576, 577, 587
printing, 588
types of, 577–578, 577–578
viewing, 520
working with, 578–579

web-based, 740–742, 741–743
Formula Bars, 395–396, 396
formulas in Excel, 432

arithmetic, 432–436, 433–436
cell referencing in, 436–440, 438–440

Forward button
on desktop windows, 131
in Internet Explorer, 720, 721
in Outlook Express, 784, 785

forwarding e-mail, 797–798, 798
four-stage computer model, 6
fragmented files, 153
frames in web pages, 766
fraud in Internet, 717–718
Free Rotate handle, 674, 674
freeware, 74
freezing Excel panes, 375–377, 376–377
friction feed printers, 21
FTP (File Transfer Protocol)

for downloading files, 760
purpose of, 713

full stops, 284
Function Arguments dialog box, 442, 442, 

444, 444, 446, 446
function keys

for help, 112
in Word, 254

functions in Excel
AVERAGE, MINIMUM, and 

MAXIMUM, 444–445
COUNT, 442–443, 442–444
IF, 446–447, 446–447
SUM, 440–441, 441

G
General Date format, 533
General tab

in Excel, 378
in PowerPoint, 623, 623
for system information, 99, 99

.gif extension, 158, 614
Go To option, 407, 407
Go To tab, 262
government applications, 53–54
grammar

in e-mail, 774
in Word, 265–268, 265–267

Grammar Settings window, 267, 267
graphical user interfaces (GUIs)

development of, 91
working with, 31–33, 32

graphics. See images
graphics cards, 8
graphics tablets, 18
graphs. See charts
greater than signs (>) in Access queries, 567
Greek characters and symbols, 250
Greeting Line dialog box, 348, 348
grids

in Access forms, 583, 583
in Excel, 494, 494

group information in Access in reports, 
600–601, 601

Group Properties dialog box, 807, 807
groups in address books, 807–809, 807–809
GUIs (graphical user interfaces)

development of, 91
working with, 31–33, 32

gutters in Word, 303

H
handles for Word images, 327, 327
handouts in PowerPoint, 693–694, 694
hanging indents, 278–279, 279
hard copy output, 21
hard drives, 7–8, 25–26
hardware, 4

CPUs, 12–13
input devices, 16–20, 17, 19
input/output devices, 24, 24
memory, 13–17
output devices, 20–24, 23
storage devices, 25–27

Hardware tab for system information, 100
Header And Footer window, 638, 638
Header/Footer tab, 488
headers and footers

in Excel, 488–490, 488–490
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in PowerPoint, 638, 638
in Word, 299–301, 300

headings in Excel, 494–497, 494, 496–497
headlines in Word, 299
health and safety issues

environment, 66–67
ergonomics, 63–64
health issues, 65
information security, 67–71
safety precautions, 65–66

healthcare applications, 54–55
height

of Excel cells, 410–411, 410–412
of Word tables, 317

help
in Access, 522–523
in Excel, 365–369, 365–369
in Internet Explorer, 725–728, 726–728
in Outlook Express, 780–782, 780–782
in PowerPoint, 616–619, 616–619
in Windows operating system, 111–114, 

111–113
in Windows XP, 88–89, 88
in Word, 239–244, 240–243

Help And Support option, 98, 111
Help button, 500
Help menu, 516
hertz (Hz), 8, 13
Hibernate option, 90
hidden attribute, 155
hidden slides, 700, 700
hiding

non-printing characters, 250–251, 250–251
toolbars, 375, 622

Highlight Merge Fields option, 349
highlighted windows, 141
history features in Internet Explorer, 732–733, 

732–733
History option

in help, 114
in Internet Explorer, 720, 721

hoaxes, 187
Home key in Word, 247, 253
Home option

in help, 114
in Internet Explorer, 720, 721

home pages, 722–723, 722
hospital applications, 54–55
.htm extension, 158, 380, 615
HTML (Hypertext Markup Language), 

229–230, 714
HTTP (Hypertext Transfer Protocol), 712
HTTPS (Hypertext Transfer Protocol 

Secure), 713
hyperlinks

embedded, 757
purpose of, 713

hypertext, 42

hypertext links, 736–739, 737–739
Hypertext Markup Language (HTML), 

229–230, 714
Hypertext Transfer Protocol (HTTP), 712
Hypertext Transfer Protocol Secure 

(HTTPS), 713
hyphenation, 281, 281
Hz (hertz), 8, 13

I
I-beam cursor, 16, 16
icons, 116–117, 116

on Desktop, 92, 92
mousing over, 94
selecting, moving, and arranging, 

117–118, 117
shortcut, 120

creating, 120–124, 121–123
editing, 124–126, 125–126

size of, 118, 118
types of, 119–120, 119

Icons view in desktop windows, 134, 135
ICT (information and communication 

technology), 4
IE. See Internet Explorer (IE)
IF Function, 446–447, 446–447
Ignore All option, 263
Ignore Once option

in grammar checking, 266
in spell checking, 263

Ignore Rule option, 266
illustrations. See images
images

in Access
in forms, 576, 577, 587
in reports, 601

in Excel, 360–362, 360–362
in Internet Explorer

for links, 739, 739
placeholders for, 731, 731

in PowerPoint, 652–654, 652–654
deleting, 659
for drawn objects, 669–677, 669–677
editing, 657–659, 658–659
for pre-set animation, 685–686, 

685–686
for Slide Masters, 636–637, 637–638

searching for, 172
in Word, 321–322

adding, 322–325, 323–324
deleting, 328
moving and placing, 325–327, 325–326
sizing and cropping, 327–328, 327–328

impact printers, 22
Inbox, 777, 778
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Indent From Left option, 317
indentation in Word

paragraphs, 277–279, 277–279
text, 276, 277

Indents And Spacing tab, 277, 277
Index tab for help information, 113, 113

in Excel, 367, 368
in Internet Explorer, 726, 727
in Outlook Express, 781, 781
in PowerPoint, 618, 618
in Word, 243

Indexed option in Access, 539
indexes for Access tables, 533–534
infections, virus, 71
information

from data, 511
vs. data, 4
security for, 67

backing up data and software, 69
computer viruses, 70–71
copyrights, 71–74, 73
Data Protection Act, 74–75
privacy and access issues, 68–69
security policies, 67–68
theft, 69–70

information and communication technology 
(ICT), 4

information networks, 40
Internet, 41–43
intranets and extranets, 43
LANs and WANs, 40–41
telephone, 43–46, 45

information technology, 4
ink-jet printers, 22
input devices

keyboard, 16
miscellaneous, 17–18
mouse, 16

Input Mask option, 539
input/output devices, 24, 24
Insert Address Block window, 347, 347
Insert And Link option, 324
Insert Attachment dialog box, 796, 796
Insert Clip Art options

in PowerPoint, 636, 636
in Word, 323, 323

Insert Date icon, 300
Insert Fields window, 348
Insert File window, 330–331, 330
Insert Function dialog box, 441, 441, 444, 

444, 446, 446
Insert menu in Access, 515
Insert Number Of Pages icon, 300
Insert Page Number icon, 300
Insert Picture menu, 323, 323
Insert Picture window

in PowerPoint, 653, 653
in Word, 324, 324

Insert Table command, 309–310, 
309–310

Insert Table window, 309, 309
inserting

in Excel
columns and rows, 409–410, 409–410
data into cells, 387–391, 388–391
worksheets, 421–422, 421

PowerPoint images, 636, 636
in Word

clip art, 323, 323
files, 330–331, 330–331
objects, 331–333, 332–333

Install Program From Floppy Disk Or 
CD-ROM window, 148, 148

installing
applications, 145–148, 146–148
printers, 201–202, 201–202

insurance company applications, 52
Integer data type, 532
integers in Access, 531–532
Integrated Services Digital Network (ISDN), 44
integrated software packages, 36–37
intermediate LANs, 41
Internet, 41–43, 708

connections to, 708–711, 710–711
downloading files from, 760–762, 760–762
e-mail. See e-mail; Outlook Express
printing web pages, 763–767, 763–767
review questions for, 818–819
search engines for. See search engines
security considerations in, 715–718
terminology for, 712–713
web addresses in, 713–714
web-based forms in, 740–742, 741–743
web browsers for, 714–715, 715, 719

home pages for, 722–723, 722
Internet Explorer. See Internet 

Explorer (IE)
opening, 719–721, 720, 722
Stop and Refresh buttons in, 724, 

724–725
working for, 723

and WWW, 711–712
Internet Accounts window, 771
Internet Connection Wizard, 771–772
Internet Explorer (IE), 93, 715

bookmarks in, 743–747, 744–747
closing, 728, 728
general display in, 729–732, 730–731
help in, 725–728, 726–728
history features in, 732–733, 732–733
home pages for, 722–723, 722
navigating, 736–740, 737–740
opening, 719–721, 720, 722
search engines in. See search engines
Stop and Refresh buttons in, 724, 724–725
toolbars in, 729, 729

Internet Options dialog box, 722–723, 722
Internet service providers (ISPs)

browsers from, 35
for Internet connections, 709
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intranets, 43
inverse video in Word, 253, 253
ISDN (Integrated Services Digital Network), 44
ISPs (Internet service providers)

browsers from, 35
for Internet connections, 709

J
JoinTable queries, 573, 573
joysticks, 18, 19
.jpg extension, 159, 614
junk e-mail, 774–775
justified text, 276, 276

K
Keep Lines Together option, 280
Keep With Next option, 280
Kerning option, 274
keyboard shortcuts

creating, 124
vs. shortcut icons, 120
in Word, 214

keyboards, 16
concept, 18
in ergonomics, 64

keys in Access
establishing, 527–529
for relationships, 542, 543, 544

keywords
in Internet Explorer searches, 726, 727
in Outlook Express, 781, 781

kilobytes, 15

L
Label Options window, 350, 350
Label Wizard, 598
labels

for Access forms, 576, 577
for Excel charts, 473, 473
for PowerPoint charts, 662, 663
for Word mail merge, 350–351, 350–351

landscape orientation
in Excel worksheets, 487, 487
in PowerPoint slides, 691, 691
in Word, 303

language options, 104–106, 105
LANs (local area networks), 40–41
laptops, 5–6
large files, downloading, 762
laser printers

borders with, 289
characteristics of, 22

launching e-mail attachments, 210
layout

PowerPoint slides, 631–633, 631–632
in Word, 304–305, 304

Layout tab, 326, 326
LCD (liquid crystal display) panels, 21
leader characters, 285
leased lines, 44
LEDs (light-emitting diodes), 7
left aligned Word text, 275, 275
Left-hand box in desktop windows, 137
left-hanging organisation charts, 668, 668
left indents, 277, 277
Legend tab, 472, 472
legends for Excel charts, 472, 472
less than signs (<) in Access queries, 567
licenses, 72
light-emitting diodes (LEDs), 7
light pens, 18
lighting in ergonomics, 64
Line And Page Breaks tab, 280–281, 280
line breaks in Word, 280–281, 280–281
line numbers in Word

for page breaks, 281
on status bar, 218

line spacing
in PowerPoint, 651, 651
in Word paragraphs, 279

Link To file option, 324–325, 332
Link toolbar, 729
links

hypertext, 736–739, 737–739
for relationships, 545, 545

liquid crystal display (LCD) panels, 21
list boxes in Access forms, 576, 577
List view in desktop windows, 135, 135
lists

in PowerPoint, 646–649, 647–649
in Word

formatting, 286–287, 286
for mail merge, 342–343

local area networks (LANs), 40–41
logical operators in searches, 753, 753
logical tests in Excel, 446
Long Date format, 533
Long Integer data type, 532
Long Time format, 533

M
macros

viruses in, 70
in Word, 210–211

magnetic strips, 18
magnification

in Excel, 372–374, 372–374
in PowerPoint, 621, 621
in Word, 233–235, 234–235

mail. See e-mail
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Mail button in Internet Explorer, 720, 721
mail folders, 804
mail merge, 342

address labels in, 350–351, 350–351
lists for, 342–343
main documents for, 346–350, 346–349
options for, 351–352, 352
setting up, 343–346, 343–346

Mail Merge Recipients window, 344, 345
Mail Merge toolbar, 343, 343
Mail Merge Wizard

for address labels, 350–351
for main documents, 346–350, 346, 349
options for, 351–352, 352
for setting up mail merge, 343–346, 344

mail viruses, 70–71
main mail merge documents, 346–350, 346–349
main storage, 25
mainframe computers, 5
management information systems (MIS), 51
margins

in e-mail, 816
in Excel, 486–487, 487
in Word, 303–304, 303

Margins button, 500
Margins tab, 487, 487
marquees in Excel, 400
Match Case option, 259
Match Fields window, 347, 347
material distribution, 72–73
Maximise icon

in applications windows, 140
in desktop windows, 130–131, 130
in Word, 213

MAXIMUM function, 444–445, 445
.mdb extension, 157
Media button, 720, 721
Medium Date format, 533
Medium Time format, 533
megahertz (MHz), 8
Memo data type, 530
memory, 13

for performance, 8
size of, 14–15
types of, 14

menu bars, 131
menus

in Access, 515–516
in applications windows, 140
in desktop windows, 131
in Word, 213–215, 214

Merge Cells option, 313
merging Word cells, 313–315
message rules for e-mail, 804
.mht extension, 380, 615
MHz (megahertz), 8
microphones, 19–20
microprocessors, 6

functions in, 12
performance of, 12–13

Minimise icon
in applications windows, 140
in desktop windows, 130–131, 130
in Word, 213

MINIMUM function, 444–445, 445
MIS (management information systems), 51
mixed cell referencing, 439–440, 440
modems, 45, 709
modified date of files

in folders, 156
searching by, 178–179, 178

Modify Location window, 238, 239
modifying. See editing
moles, 184
monitor filters, 64
monitors, 20–21

in ergonomics, 63
settings for, 102, 102

monochrome monitors, 20
motherboards, 7, 12
mouse, 16
mouse cursor, 246
mousing over icons, 94
Move dialog box, 811, 812
Move icon in Word, 213
Move Or Copy dialog box, 424, 424, 

427–428, 427–428
Move To button, 132
moving

e-mail, 804, 811, 812
in Excel

charts, 480–482, 480–482
worksheets between workbooks, 

427–429, 428
worksheets within workbooks, 

426–427, 427
files, 166–168, 167–168
icons, 117–118, 117
in PowerPoint, 654–657, 654–657

charts and drawn objects, 678–680, 
678–680

images, 659, 659
windows, 138–139, 138
between windows and applications, 

141–143, 142–143
in Word

charts, 334
column boundaries, 315
images, 325–327, 325–326
indent markers, 278, 278
text, 254–257, 254–256

MS-DOS operating system, 31
multi-tasking systems, 141
Multiple option in Word spacing, 280
multiple tables in Access queries, 571–573, 

572–573
multiplication in Excel, 434
multiscan monitors, 21
multisync monitors, 21
multitasking, 8
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music, searching for, 172
My Computer, 97, 98

on Desktop, 93
for disk information, 107, 107

My Documents folder, 93, 95, 96
My Music folder, 97, 97
My Pictures folder, 96, 96–97
My Recent Documents option, 181

N
#N/A error value, 436
#NAME? error value, 436
names

for files, 164
for folders, 162, 164
for shortcut icons, 123–124, 123
in Word

for documents, 224
for users, 237

for worksheets, 422–423, 422–423
navigating

in Access
forms, 579
tables, 518–519

Excel, 386–387, 386
WWW, 736–740, 737–740

Netiquette, 773–774
network computers, 6
network etiquette, 773–774
networks, 40

Internet, 41–43
intranets and extranets, 43
LANs and WANs, 40–41
telephone, 43–46, 45

New Address List window, 345, 346
New Connection Wizard, 709–711, 710–711
New Document window, 295, 295
New icon, 222
New Message dialog box, 795, 795, 

797–798, 797
New Query window, 561, 561
New Report dialog box, 592, 592, 597, 597
Next button, 499
Next Sentence option, 266
nibbles, 15
No Formatting option, 260
non-breaking spaces, 249
non-impact printers, 22
non-responsive applications, shutting down, 

143–144, 144
Normal display mode in Word, 230, 231
normal.dot template, 295
Normal view in PowerPoint, 624–625
normalisation in tables, 531
Not operator in queries, 567
notebooks, 5–6
Notepad application

closing, 196

creating and editing text files in, 
191–193, 192

opening text files in, 190–191, 190
printing from, 198–199, 199

notes in slide shows, 693, 693
Notes Page view, 627, 627, 693, 693
notification area, 94
#NUM! error value, 436
Number data type, 530
number signs (#)

in Access
in queries, 566
in searches, 554

in Excel, 436
Number tab, 453–454, 453
numbered lists

in PowerPoint, 649, 649
in Word, 286–287, 286

Numbered tab, 649, 649
numbers

in Access, 530–532
in Excel

entering, 388, 388
formatting, 453–455, 453, 455

in PowerPoint
in lists, 649, 649
in slides, 638–639, 639

numerical sorting in Excel, 413–415, 414–415

O
Object Linking and Embedding (OLE), 328
Object window, 332, 332
objects

drawn. See drawn objects in presentations
in Word, inserting, 331–333, 332–333
in worksheets, 470

Office Assistant
in Access, 522–523
in Excel, 365–369, 365–369
in PowerPoint, 616–618, 616–618, 620
in Word, 239–241, 240

Office On The Web option, 243
OLE (Object Linking and Embedding), 328
OMRs (optical mark readers), 17
one-to-many relationships, 542
one-to-one relationships, 544
online banking applications, 52
online forms, 741–742, 742
online shopping, 58–59
onscreen control buttons, 699
Open dialog box

in Access, 517, 517
in PowerPoint, 611, 611
for web pages, 758, 758
in Word, 219–220, 220
in WordPad, 193, 194

Open File dialog box, 362–363, 363
Open Toolbox option, 583
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Open With window, 160, 160
Open Worksheet window, 330, 330
opening

in Access
databases, 516–517, 517
forms, 578
reports, 602

Outlook Express, 776–777, 777–778
PowerPoint presentations, 610–613, 

610–613
text files, 190–191, 190, 193, 194
web browsers, 719–721, 720, 722
Word documents, 219–222, 220

operating modes in Word, 218
operating systems (OSs), 30–31, 90–91

GUIs, 31–33, 32
history of, 91–92
Windows. See Windows operating system

optical mark readers (OMRs), 17
optional hyphens, 249
Options dialog box

for e-mail, 792, 792, 806
in Excel, 377–378, 377–378
in PowerPoint, 622–623, 623–624
in Word, 237, 238, 250, 251, 266, 267

Options tab for web pages, 766, 766
Or operator in queries, 567
order

in Access queries, 563
of Excel calculations, 434–435
of PowerPoint drawn objects, 677, 677

organisation charts, 666–669, 667–669
Organize Favorites dialog box, 746, 746
orientation

in Excel
of text, 457–458, 457–458
of worksheets, 487–488, 487–488

in PowerPoint
of drawn lines, 670, 670
of slides, 691, 691

in Word, 303
outlines

in PowerPoint, 647, 647
in Word, 232, 232

Outlook Express. See also e-mail
help in, 780–782, 780–782
opening, 776–777, 777–778
setting up, 770–772, 771
settings in, 782–785, 782–784
toolbar in, 785, 786

output devices, 20
audio, 23–24
CRTs, 20–21
LCD panels, 21
printers, 21–22, 23
VDUs, 20

ovals in PowerPoint, 671, 672
overlapping objects in presentations, 676–677, 

676–677

Overstrike mode in Word, 218, 247, 247
OVR operating mode in Word, 218, 247, 247

P
packets, 41
Page Border tab, 289, 289
Page Break Before option, 280
Page Break Preview option, 500
page breaks in Word, 281–282, 282
Page Down key in Word, 247
Page Number Format window, 298, 298
page numbers in Word, 218, 297–299, 298
Page Numbers window, 297–298, 298
page setup and Page Setup dialog box

in Access, 555
in Excel

for headers and footers, 488–490, 
488–490

for margins, 486, 487
for orientation, 487–488, 487, 499
for worksheets, 494, 494, 496, 497

in Notepad, 191, 193
in PowerPoint

for handouts, 693, 694
for orientation, 690, 691

for web pages, 764, 764
in Word, 301–304, 302

for layout, 304–305, 304
for margins, 303–304, 303
for paper size and source, 

301–303, 302
Page Setup icon, 300
page size in Word, 233–235, 234–235
Page Up key in Word, 247
palmtops, 5
panes, freezing, 375–377, 376–377
paper

printer, 22
in Word, 301–303, 302

Paper tab, 301–303, 302
Paragraph dialog box, 276, 276
paragraph marks, inserting and deleting, 

247–248
paragraph styles, 290
paragraphs in Word, 274–275

aligning, 275–276, 275–277
indenting, 277–279, 277–279
line breaks in, 280–281, 280–281
page breaks in, 281–282, 282
spacing, 279–280

parentheses () in Excel, 434–435
passwords, 68–69, 716
Paste Special window, 332–333, 333
pasting

files, 166–168, 167–168
in PowerPoint, 654–657, 654–657
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screen images, 145
in Word

charts, 333–334, 333–334
from other applications, 329–330, 329
text, 256–257, 256

patches, 30
Pattern tab in Excel, 474–475, 475
Patterns tab

in Excel, 456
in PowerPoint, 664–665, 664

pausing print jobs, 200
PC-cillin software, 186
PCs (personal computers), 5
PDAs (personal digital assistants), 5
.pdf extension, 158
PDF (Portable Document Format) files, 236
percentages

in Excel, 454
for Word page size, 235

performance
of computers, 7–8
of CPUs, 12–13

peripherals, 7
personal computers (PCs), 5
personal digital assistants (PDAs), 5
picture elements

in bitmaps, 321
in monitors, 20
settings for, 102

Picture tab, 326, 326
Picture toolbar, 325, 325
pictures. See images
pin area, 94
PivotTable Wizard, 581
pixels

in bitmaps, 321
in monitors, 20
settings for, 102

placeholders, image, 731, 731
placing Word images, 325–327, 325–326
plotters, 22, 23
Plug and Play feature, 86
.png extension, 615
pointer cursor, 16, 16
points in Word, 271–272
policies, security, 67–68
port numbers in URLs, 714
portable computers, 5–6
Portable Document Format (PDF) files, 236
portrait orientation

in Excel, 487–488, 487
in PowerPoint, 691, 691
in Word, 303

Position option in Word, 274
.pot extension, 615
PowerPoint application, 608–609

help in, 616–619, 616–619
magnification/zoom for, 621, 621
presentations in. See presentations
review questions for, 702–704

settings in, 620–624, 620–624
slides in. See slides in PowerPoint
starting, 609–610, 609
toolbars in, 621–622, 621–622
Undo and Redo in, 650–651, 650–651

.pps extension, 615

.ppt extension, 158, 614–615
pre-set slide animation, 684–686, 684–686
preambles in RTF files, 227
preferences in Excel, 377–378, 377–378
Preferred Width option in Word, 317
presentation packages, 36
presentations, 608

charts in, 662
copying and moving, 678–680, 678–680
creating and modifying, 662–666, 

663–666
organisation charts, 666–669, 667–669

closing, 616
copying and moving elements in, 654–657, 

654–657
creating, 628–630, 628–630
editing text and adding lists, 646–649, 

647–649
images in, 652–654, 652–654

deleting, 659
for drawn objects, 669–677, 669–677
editing, 657–659, 658–659
for pre-set animation, 685–686, 685–686
for Slide Masters, 636–637, 637–638

opening, 610–613, 610–613
saving, 614–616, 614–616
slides in. See slides in PowerPoint
text input and formatting in, 642–645, 

643–645
views for, 624–627, 625–627

Preview Pane, 782, 783
Preview your letters step in mail merge, 349, 349
previewing

Access reports, 591, 591, 600
in Excel

printing, 499–502, 499–502
worksheets, 493–494, 494–495

in Outlook Express, 782, 783
slide shows, 695, 695
for web pages, 763–764, 763
Word printing, 338–339, 339

Previous button, 499
primary keys in Access

establishing, 527–529
for relationships, 542, 543, 544

primary storage, 25
Print button

in Excel, 500
in Internet Explorer, 720, 721
in Outlook Express, 784, 785

Print dialog box
for e-mail, 814–816, 815–816
in Excel, 498, 498
in Notepad, 199
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in PowerPoint, 695, 696
for web pages, 764–766, 765–766
in Word, 340–342, 340–341

Print Layout view, 231, 232
Print Manager screen, 200, 342
Print Preview

in Access, 555
in Excel, 499
for web pages, 763–764, 763
in Word, 338–339, 339

Print To File dialog box
in Excel, 498, 498
in PowerPoint, 696, 697
in Word, 341

printers
default, 202
installing, 201–202, 201–202
types of, 21–22

Printers And Faxes entry, 98
Printers and Faxes window, 201–202, 201
printing

in Access
forms, 588
query results, 573
reports, 602
tables, 555

from applications, 198–199, 199
e-mail, 814–817, 815–816
pausing, restarting, and deleting print 

jobs, 200
progress of, 200, 200
slide shows, 694–697, 695–697
web pages, 763–767, 763–767
from windows, 198
in Word, 338

options, 340–342, 340–341
previewing, 338–339, 339

worksheets
column headings, 494–497, 496–497
options for, 497–500, 498–500
part of, 500–502, 501–502

Printing Preferences dialog box, 199, 199
priorities for e-mail, 797, 797
privacy issues, 68–69
.prn extension, 381
product ID numbers, 73–74, 73
Professional Memo template, 296, 296
progress of printing, 200, 200
proofreading, 270
properties of shortcut icons, 124–125, 125
Properties window

for e-mail, 806, 806
for folder, 154–155, 154–155

protocols
Internet, 712–713
in URLs, 714

public domain software, 73
public switched telephone networks 

(PSTNs), 44
Publish as Web Page

in Excel, 382
in PowerPoint, 615, 616

Q
QBE (Query By Example), 561
queries in Access, 513–514

based on multiple tables, 571–573, 572–573
calculations in, 570–571, 570–571
creating, 560–562, 560–561
criteria and expressions in, 566–568, 568
deleting, 571
filters in, 571
printing results of, 573
Query Design toolbar for, 569–570, 569
saving, 571
simple, 562–566, 563, 565
Simple Query Wizard for, 562–564, 562
viewing, 520

Query By Example (QBE), 561
Query Design toolbar, 569–570, 569
question marks (?)

in Access
in queries, 566
in searches, 554

in file searches, 178
Quick Launch bar, 94
QUIKANIM.PPT file, 611–612
quote characters in Word, 249

R
RAM (random access memory), 7, 15
ranges

of cells
copying, 400–401, 401
filling, 403–406, 403–406
selecting, 392, 392

in e-mail printing, 815–816, 815–816
in Excel printing, 498
in PowerPoint printing, 696
in web page printing, 766, 766

raw data, 4
RDBMS (relational database management 

systems), 511
read-only attribute, 155
read-only memory (ROM), 7, 14
reading e-mail, 778–779, 779, 788–789, 

788–789
rearranging Access columns, 550–551
REC operating mode in Word, 218
recently used files, 181, 181
record locking, 52
records, 15. See also databases in Access
recovery disks, 111
rectangles in PowerPoint, 671, 672
Recycle Bin

for deleted files, 169–170, 169
on Desktop, 93

Redo feature
in PowerPoint, 650–651, 650–651
in Word, 251–252, 252
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#REF! error value, 436
referencing Excel cells, 436–440, 438–440
referential integrity in relationships, 544–545
Refresh buttons in web browsers, 720, 721, 

724, 724–725
refresh rate of monitors, 21
regional options, 104–106, 105
registers, 12
registration cards, 73–74
registration process on websites, 741, 741
relational database management systems 

(RDBMS), 511
relational databases, 512–513, 513, 548
relationships in Access

clarifying, 542–544, 543–544
deleting, 545
links for, 545, 545
referential integrity for, 544–545
setting up, 541–542
in tables, 557, 557

Relationships window, 545, 545
relative cell referencing, 437–438, 438
Remote tab for system information, 100, 101
removable disks

copying files to, 168, 168
formatting, 108–110, 109–110

removing. See deleting
renaming

files and folders, 164
worksheets, 422–423, 422–423

repeated words in spell checking, 264
repetitive strain injury (RSI), 65
replacing

Access table data, 552–553
Excel cells, 408–409, 408–409
files, 168, 168
Word text, 261–262, 261

Reply button, 784, 785
Reply All button, 784, 785
replying to e-mail, 791–792, 792
Report Design Toolbar, 596, 597
Report Wizard, 592–596, 592–596
reports in Access, 590

for databases, 513–514
Design View for, 597–600, 597–600
examples of, 590–591, 591
images in, 601
opening and closing, 602
printing, 602
Report Design Toolbar for, 596, 597
Report Wizard for, 592–596, 592–596
saving and deleting, 602
sequence and group information in, 

600–601, 601
viewing, 520

Required option in Access, 539
resizing

Excel charts, 480–482, 480–482
in PowerPoint

drawn lines, 670, 670
images, 658, 658

windows, 138–139, 138
Word images, 327–328, 327

resolution
in bitmaps, 322
of monitors, 20–21

restarting
computers, 90
print jobs, 200

Restore icon, 213
Restore Down icon

in applications windows, 140
in desktop windows, 130, 130

Reveal Formatting window, 291–292, 292
reverse video in Word, 253, 253
Rich Text Format (RTF)

in Word, 226–227
in WordPad, 193

right aligned Word text, 275, 276
Right-hand box in desktop windows, 138
right indents, 278, 278
ROM (read-only memory), 7, 14
room lighting, 64
rotating PowerPoint objects, 673, 674
Row Height dialog box, 411, 411
Row tab, 317, 317
rows

in Access
filtering, 554–555, 554
in simple queries, 563

in Excel
deleting, 412–413, 412–413
headings for, 494, 494
inserting, 409–410, 409–410
selecting, 392, 393
size of, 411, 411

in Word, selecting, 313–314, 314
RSI (repetitive strain injury), 65
RTF (Rich Text Format)

in Word, 226–227
in WordPad, 193

.rtf extension, 615
ruler

in applications windows, 141
in Word, 216, 285–286

Run entry on Start menu, 98
Run Installation Program window, 148, 148
Run option in Access, 570
Run Window, 146, 146
running heads and running feet, 299
running tasks, 94

S
safety. See health and safety issues
Same As Previous icon, 300
SAMPLES workbook file, 363–364, 363
sans-serif fonts in Word, 274
Save As dialog box

for downloaded files, 761–762, 761
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840 Save As Type option – Set Primary Key tool

in Excel, 364, 364, 379, 379, 382, 382
in PowerPoint, 612, 615, 615
in Word, 223–225, 223, 225

Save As Type option
in Excel, 379, 379
in PowerPoint, 614, 614

Save As Web Page option, 382, 382
Save Attachments dialog box, 790–791, 791
Save Picture window, 759, 760
Save tab in PowerPoint, 623, 624
Save Web Page dialog box, 757–758, 758
saving

in Access
databases, 519
forms, 579
queries, 571
reports, 602

downloaded files, 760–762, 760–762
e-mail attachments, 790–791, 791
Excel options for, 378–382, 379
PowerPoint presentations, 612, 614–616, 

614–616
search engine results, 757–759, 758–760
searches, 180
text files, 192, 192, 225–226, 225
Word documents, 223–230, 223, 225, 

228–229
scalable images in Word, 322
Scale option in Word, 273
Scale tab in Excel, 474
scaling in Excel

charts, 474
worksheets, 488, 488

scan rate of monitors, 21
scanners, 17
screen

capturing and pasting, 145
monitors, 20–21
settings for, 102, 102

screensavers, 104, 104
scroll bars

in applications windows, 141
in desktop windows, 137
in Word, 216–218, 217

Search button in Internet Explorer, 720, 721
Search drop-down list in Word, 259
search engines, 35, 42, 750

copying web information into Word, 
754–757, 755–757

initiating and refining searches in, 
750–754, 751–753

for Internet, 715
saving results from, 757–759, 758–760

Search entry on Start menu, 98
Search tab

in Internet Explorer, 727, 727
in Outlook Express, 781, 781

searching
in Access, 552–553
e-mail, 810, 810

in Excel, 407–408, 408
for files and folders, 171

advanced searches, 174–180, 174–180
standard searches, 171–173, 171–174

for help information, 112, 113
for Internet information. See search engines
for PowerPoint help, 618, 618
in Word, 258–260, 258–260

secondary storage, 25
section numbers in Word, 218
security, 67

for e-mail, 774–776
for information, 67

backing up data and software, 69
computer viruses, 70–71
copyrights, 71–74, 73
Data Protection Act, 74–75
privacy and access issues, 68–69
security policies, 67–68
theft, 69–70

in Internet, 715–716
access control, 716
digital certificates, 716
encryption for, 716–717
firewalls for, 718
for fraud, 717–718
viruses, 717

security policies, 67–68
Select document type step for mail merge, 

343, 344
Select Field option, 583
Select Group Members dialog box, 807, 808
Select recipients step for mail merge, 344, 344
Select Top Values option, 570
Select Type Of Query option, 569
selected item in folders, 153
selected text for e-mail, 799, 799
selecting

Access toolbars, 522
e-mail text, 799
Excel cells, 391–395, 392–394
files, 164–165, 165
icons, 117–118, 117
in Word

fonts, 271–272, 271
styles for, 292–293, 293
table elements, 313–314, 313–314
templates, 295–297, 295–296
text, 253–254, 253

send/Recv button, 784, 785
Send tab for e-mail, 806
Send To Back option in PowerPoint, 677, 677
sending e-mail, 793–797, 793–797
sequence information in Access reports, 

600–601, 601
series in Excel, filling, 405–406, 405–406
serif fonts, 274
server names in URLs, 714
servers, 6
Set Primary Key tool, 535
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Set Up Index tool, 535
Set Up Show dialog box, 698–699, 698
Setup button in Excel, 500
shading in Word

borders, 290, 290
tables, 320–321, 320

shadow effects in PowerPoint
for drawn objects, 673
for text, 645, 645

shareware, 74
Sheet tab, 496, 497
shopping, online, 58–59
Short Date format, 533
Short Time format, 533
shortcut icons, 120

creating, 120–124, 121–123
editing, 124–126, 125–126

shortcut keys, 120
creating, 124
in Word, 214, 249

shouting in e-mail, 774
Show Table window, 564
Show The Available Tables option, 570
shutting down

computers, 89–90, 89
non-responsive applications, 143–144, 144

signatures
for e-mail, 775–776
purpose of, 716

Simple Mail Transfer Protocol (SMTP), 713
simple queries, 562–566, 563, 565
Simple Query Wizard, 561–564, 562
simple text files, 225–226, 225
single-column forms, 577, 577
Single data type, 532
single-user licenses, 72
size

of Access fields, 538
of e-mail attachments, 774
in Excel

cells, 410–411, 410–412, 460–461, 461
charts, 480–482, 480–482

of files
in folders, 156
searching by, 179, 179

of icons, 118, 118
of memory, 14–15
in PowerPoint

drawn lines, 670, 670
images, 652–653, 652, 658, 658
slides, 637, 637

of windows, 138–139, 138
in Word

charts, 334–335, 335
fonts, 271–272, 271
images, 327–328, 327
pages, 233–235, 234–235
paper, 301–303, 302
windows, 213

Size icon, 213

Slide Masters
footers on, 638–640, 638–640
images for, 636–637, 637–638
working with, 634–636, 635

Slide Navigator, 699–700, 699–700
Slide Show view, 624, 626–627, 626
slide shows, 608

notes in, 693, 693
preparing, 690–691, 691
previewing, 695, 695
printing, 694–697, 695–697
setup for, 693–694, 694
spell checking, 691–692, 692
starting, 697–700, 698–700

Slide Sorter view
for miniatures, 694, 694
for presentations, 624–625, 626
for printing, 697–698, 698

Slide tab in PowerPoint, 638, 638
slides in PowerPoint, 627

adding, 628–630, 628–630
design templates for, 633–634, 633–634
drawn objects on, 670–672, 670–672
layout and background colour of, 631–633, 

631–632
pre-set animation for, 684–686, 684–686
Slide Masters for

footers on, 638–640, 638–640
images for, 636–637, 637–638
working with, 634–636, 635

transitions in, 686–688, 687
sliding boxes in scrollbars, 137
smart quotes, 249
smart tags, 435, 435
SMTP (Simple Mail Transfer Protocol), 713
snail mail, 58
software, 4, 30

application, 33–37. See also applications
operating systems, 30–33, 32
systems development, 37–38

Sort Ascending option
in Access, 551
in Excel, 416

Sort Descending option
in Access, 551
in Excel, 416

Sort Rows tool, 535
Sort Warning dialog box, 414, 414
sorting

in Access
form data, 579
in reports, 593, 593, 601, 601
table data, 551

e-mail, 812, 812
in Excel

alphabetically, 415–417, 415–416
numerically, 413–415, 414–415

sound, volume setting for, 106, 106
sound cards, 23
Sounds Like option, 260
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spacing
between PowerPoint lines, 651, 651
in Word

characters, 273–274, 273
paragraphs, 279–280

Spacing option, 273
spam, 58, 185, 774–775
speakers, 23
special characters in Word, 248–250, 248–249
Special option, 260, 260
specialised application software, 37
Specify Height option, 317
speech synthesisers, 23–24
spell checking

in Access, 555
in e-mail, 774, 795–796, 796
in Excel, 491–493, 491–493
in PowerPoint, 691–692, 692
in Word, 262–264, 263–264

Spelling dialog box
for e-mail, 795–796, 796
in Excel, 491, 491
in PowerPoint, 692, 692

splitting in Word
cells, 314, 315
tables, 320

spreadsheet packages, 34
spreadsheets. See worksheets
squares in PowerPoint, 671–672, 672
Stand By option, 90
standard file searches, 171–173, 171–174
Standard toolbar

in Excel, 374, 374
in Internet Explorer, 729
in Outlook Express, 784, 784
in PowerPoint, 621, 621
in Word, 215, 215

Start button
in Excel, 358, 359
on Taskbar, 93, 93

Start menu, 88, 88
for icon size, 118
items on, 94–98, 95–98
for PowerPoint, 609, 609

starting computers, 86–89, 87–88
startup disks, 109
status bars

in applications windows, 141
in Word, 218–219

Stop buttons in web browsers, 720, 721, 724, 
724–725

storage devices, 25–27
stress, 65
strings, searching for, 177–178, 177
Style Gallery window, 294, 294

styles
in Access

for forms, 582
for reports, 595, 595

for Excel borders, 462, 462
in PowerPoint

for bullets, 648–649, 649
for drawn lines, 670, 671

in Word, 208, 290–292, 291–292
applying to selections, 292–293, 293
of fonts, 272, 272
themes for, 293–294, 294

Styles And Formatting window, 291, 291
subfolders, 161–163, 161–163
subjects

of certificates, 716
in e-mail, 774

subordinates in organisation charts, 668, 668
subscripts in slides, 644–645
subtraction in Excel, 434
suites, 36
SUM function, 437, 440–441, 441
Super Video Graphics Array (SVGA) reso-

lution, 21
supercomputers, 5
superscripts in slides, 644–645
Suppress Line Numbers option, 281
SVGA (Super Video Graphics Array) reso-

lution, 21
Switch Between Header and Footer icon, 300
switching between worksheets, 369–371, 

369–371
Symbol window, 248–249, 248–249
symbols

in arithmetic formulas, 435–436, 435–436
in Word, 248–250, 248–249

syntax of Excel functions, 432
system information, 99–100, 99–101

for disks, 107–108, 107–108
retrieving and setting, 101–107, 102–107

System Restore tab, 100
System Tray, 212
systems development software, 37–38
systems life cycle, 37

T
tab stops, 283
Table AutoFormat window, 319–320, 319
Table Datasheet toolbar, 534–535, 535
Table Design Toolbar, 534–535, 535, 537
Table Options window, 317, 317
Table Properties window, 316–318, 316
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Table tab, 316–317, 316
Table Wizard, 536–537
tables

in Access, 520–522, 521–522
creating, 535–537, 536–537
data entry in, 546–550, 546, 548
data types for, 529–533
deleting, 554
deleting data in, 550
editing data in, 550–551
fields in. See fields
filtering in, 554–555, 554
finding and replacing data in, 552–553
indexes for, 533–534
navigating, 518–519
primary keys in, 527–529
printing, 555
queries. See queries in Access
rearranging columns in, 550–551
in relational databases, 512–513, 513
relationships between. See relationships 

in Access
in simple queries, 563
sorting data in, 551
viewing, 517–518, 518

in Word, 308
borders and shading, 320–321, 320
creating, 308–312, 308–312
editing, 312–319, 312–319
formatting, 319–320, 319
splitting, 320

Tables And Borders toolbar, 288, 289, 310, 
310, 320, 320

tablets, graphics, 18
Tabs dialog box, 286
tabs in Word

Format menu for, 284–286, 285–286
markers for, 283–284, 283
ruler for, 285–286

tabular forms, 578, 578
tailor-made software, 37
tape cartridges, 26
Task Manager window, 144, 144
Task Pane

in Excel, 370–371, 370
in PowerPoint, 613, 613, 628–630, 628, 

630
in Word, 291

Taskbar, 93–94, 93
for applications, 141
in Excel, 371, 371

taxation applications, 54
TCP/IP (Transmission Control Protocol/

Internet Protocol), 712
telecommuting, 56
telephone lines, 708–709

telephone networks, 43–44
analogue vs. digital signals in, 45, 45
connecting to, 45–46

teleworking, 56–57
templates

for PowerPoint slides, 633–634, 633–634
in Word, 294–295

saving documents as, 227–228, 228
selecting, 295–297, 295–296

Templates window, 296, 296
text

in Excel, 389, 389
aligning, 457–458, 458
attributes for, 456
formatting, 456

in files, searching for, 177–178, 177
in PowerPoint

adding, 642–645, 643–645
aligning, 645, 645
colour of, 646, 646
deleting, 659
editing, 646–649, 647–649
line spacing in, 651, 651
for pre-set animation, 685–686, 685–686
shadow effects for, 645, 645
in slide footers, 639, 639

in Word, 246–247
adding, 247, 247
copying and moving, 254–255, 254–255
deleting, 247, 247, 257
finding, 258–260, 258–260
grammar checking, 265–268, 265–267
non-printing characters in, 250–251, 

250–251
replacing, 261–262, 261

in Word. See also Word application
selecting, 253–254, 253
spell checking, 262–264, 263–264
symbols and special characters, 

248–250, 248–249
Undo and Redo for, 251–252, 252

text attribute, 642
Text Box tab, 644, 644
text boxes

in Access forms, 576, 577
in PowerPoint slides, 642, 644, 644

text cursor, 246
Text data type, 529
text files

creating and editing, 191–195, 192–195
opening, 190–191, 190, 193, 194
saving, 225–226, 225

Text Wrapping options, 317
theft, 69–70
themes for styles, 293–294, 294
thousands separators, 454
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thumbnails
in desktop windows, 132, 133–134
for slides, 631

Thumbnails view, 132, 133–134
Tiles view

in desktop windows, 134, 134
for folders, 162, 163

time
in PowerPoint slides, 638–639, 639
setting, 101, 102

Time icon in Word, 300
title bars, 130–131
Title Slide layout, 629
titles

in Access reports, 595, 595
in Excel charts, 472, 472, 478, 478
in PowerPoint slides, 643, 643

To box for e-mail, 794, 794
toggle commands in Word, 272
toolbars

in Access
selecting and modifying, 522
Table Design Toolbar, 534–535, 535

in applications windows, 140, 140
in desktop windows, 137
in Excel, 374–375, 374–375
in Internet Explorer, 729, 729
in Outlook Express, 785, 786
in PowerPoint, 621–622, 621–622
in Word

displaying, 235–237, 236–237
working with, 215–216, 215

Toolbars window, 235
Tools menu in Access, 516
touch screens, 24, 24
touchpads, 18
trackballs, 17, 17
traction-feed printers, 22
transferable skills, 32
transitions in slides, 686–688, 687
Transmission Control Protocol/Internet 

Protocol (TCP/IP), 712
tray feed paper, 22
TRK operating mode in Word, 218
Trojan horses, 184, 186
turning off computers, 89–90, 89
two-table queries, 572, 572
.txt extension, 157, 190–191, 193, 208, 381

U
Undo feature

in Access, 569
in Excel, 397–398, 398
in PowerPoint, 650–651, 650–651
in Word, 251–252, 252

Undo icon button, 132
Uniform Resource Locators (URLs), 713–714
uninstalling applications, 148–150, 149
uninterruptible power supplies (UPSs), 14
unsolicited e-mail, 774–775
Up button, 132
Update Automatically option, 639
updating anti-virus software, 187
upgrades, 30
uploading files, 730
UPSs (uninterruptible power supplies), 14
URLs (Uniform Resource Locators), 713–714
Use Wildcards option, 259
user IDs, 68
user interface, 31
usernames

in Internet security, 716
in Word, 237

V
Validation Rule option, 539, 541
Validation Text option, 539
#VALUE! error value, 436
values in presentation charts, 662, 663
VDUs (visual display units), 20
vector graphics, 321, 321
versions

in spell checking, 262
in Word, 226, 228–229, 228–229

VGA (Video Graphics Array) resolution, 21
video

file extension for, 159
searching for, 172

Video Graphics Array (VGA) resolution, 21
View menu in Access, 515
View Merged Data option, 349
View tab

in PowerPoint, 623, 623
in Word, 250, 251

viewing Access tables, 517–518, 518
views

in Access, 519–522, 522
in desktop windows, 132–137, 133–136
for PowerPoint presentations, 624–627, 

625–627
Views button, 132
viruses, 70–71, 184

anti-virus software for, 186–187
in downloading files, 762
in e-mail, 775, 790
effects of, 184–185
in Internet security, 717
sources of, 185
in Word, 210–211

visual display units (VDUs), 20

4308Index.fm  Page 844  Wednesday, March 17, 2004  5:00 PM



volatile memory – Word application 845

volatile memory, 14
volume setting for sound, 106, 106
voting applications, 54

W
walkthroughs, 88
wallpaper, 103–104, 103
WANs (wide area networks), 40–41
WAP (Wireless Application Protocol), 46
web addresses, 713–714
web-based forms, 740–742, 741–743
web browsers, 714–715, 715, 719

home pages for, 722–723, 722
Internet Explorer. See Internet Explorer (IE)
opening, 719–721, 720, 722
Stop and Refresh buttons in, 724, 724–725
working for, 723

web-browsing packages, 35
Web Layout view, 231, 231
web pages, printing, 763–767, 763–767
websites, 42
What’s This? option, 241, 241
whole tables in Word, selecting, 314
wide area networks (WANs), 40–41
Widow/Orphan Control option, 280
width of Excel cells, 410–411, 410–412, 

460–461, 461
wildcards

in Access
in queries, 566
in searches, 553

in file searches, 178
in Word text searches, 260

WIMP environment, 32
Window Layout Properties dialog box, 782
Window menu in Access, 516
windows, 128

in Access, 515–516
application, 139, 139

parts of, 139–141, 140
working with, 140

desktop
parts of, 128–138, 129–131, 

133–136, 138
printing from, 198

moving and resizing, 138–139, 138
moving between, 141–143, 142–143
in Word, 211–213, 212

Windows operating system, 90–91
Desktop, 92–93, 92
formatting disks, 108–110, 109–110
help functions in, 111–114, 111–113

Start menu, 94–98, 95–98
system information in, 99–100, 99–101

for disks, 107–108, 107–108
retrieving and setting, 101–107, 

102–107
Taskbar, 93–94, 93

Windows Task Manager window, 144, 144
Windows XP desktop, 87, 87
Wireless Application Protocol (WAP), 46
wireless input devices, 16
wizards for Access, 534
.wk4 extension, 381
.wks extension, 382
.wmf extension, 614
Word application, 208–209

closing, 230
copying web information into, 754–757, 

755–757
display modes in, 230–233, 231–233
documents in

closing, 230
creating, 222, 222
formatting, 297–301, 298, 300
opening, 219–222, 220
saving, 223–230, 223, 225, 228–229

fonts in. See fonts
formatting in. See formatting
help in, 239–244, 240–243
images in, 321–322

adding, 322–325, 323–324
deleting, 328
moving and placing, 325–327, 325–326
sizing and cropping, 327–328, 327–328

mail merge in, 342
address labels in, 350–351, 350–351
lists for, 342–343
main documents for, 346–350, 346–349
options for, 351–352, 352
setting up, 343–346, 343–346

menus in, 213–215, 214
options and preferences in, 237–238, 

238–239
page magnification in, 233–235, 234–235
printing in, 338

options, 340–342, 340–341
previewing, 338–339, 339

review questions for, 353–354
ruler in, 216
scroll bars in, 216–218, 217
starting, 209–211
status bar in, 218–219
tables in, 308

borders and shading, 320–321, 320
creating, 308–312, 308–312
editing, 312–319, 312–319
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formatting, 319–320, 319
splitting, 320

text in. See text
toolbars in

displaying, 235–237, 236–237
working with, 215–216, 215

windows in, 139–141, 139, 211–213, 212
word processing, 208–209

packages for, 33
in Word. See Word application

WordPad application
closing, 196
creating and editing text files in, 193–195, 

194–195
opening text files in, 190–191

WordPerfect Help option, 243
workbooks, 359–360. See also Excel; 

worksheets
creating, 362–365, 362–365
moving worksheets between, 

427–429, 428
moving worksheets within, 

426–427, 427
workgroups, 41
works packages, 36
worksheets, 360, 420. See also Excel

deleting and copying, 423–425, 424–426
exporting into Word, 329–334, 329–334
headers and footers for, 488–490, 

488–490
inserting, 421–422, 421
margins for, 486–487, 487
moving

between workbooks, 427–429, 428
within workbooks, 426–427, 427

navigating, 386–387, 386
orientation of, 487–488, 487–488
previewing, 493–494, 494–495
printing

column headings, 494–497, 496–497
options for, 497–500, 498–500
part of, 500–502, 501–502

renaming, 422–423, 422–423
sample, 450–453, 452

spell checking, 491–493, 491–493
switching between, 369–371, 369–371

World Wide Web (WWW), 42, 711–712
navigating, 736–740, 737–740
saving presentations for, 615–616, 

615–616
saving Word documents for, 229–230

.wq1 extension, 382
Write Your Letter step in mail merge, 346, 346

X
XGA (Extended Graphics Array) 

resolution, 21
.xlc extension, 381
.xlm extension, 381
.xls extension, 157, 380–381
.xlt extension, 380
.xlw extension, 380
.xml extension, 380

Y
Yes/No data type, 530

Z
Zip disks, 26

formatting, 110, 110
vs. zip files, 169

.zip extension, 158, 158
zip files, 170
Zoom window, 234, 235
zooming

in Excel, 372–374, 372–374, 500
in PowerPoint, 621, 621
in Word, 233–235, 234–235
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