
Symbols and Numbers
3-D Effects AutoFormat (Excel), 196

A
absolute references in formulas (Excel), 238–239
Access

AutoForm, 437
calculations, 474–475, 481
columns, width, 401
database window, 378–379
Database Wizard, 369, 372–377
databases

AutoNumber data type, 390
benefits of, 366
calculations, 474–475
cells, 397, 399–400
change data types, 408
create, 5
criteria, 470–472
currency data type, 390
data selection, 396–397
data types, 390, 408
Database Wizard, 372–377
date/time data type, 390
Details option, 378
edit data, 398–399, 441
exclusive rights, 381
filter by form, 458–459
flat file, 366
indexes, 427
List option, 378
memo data type, 390
modules, 367
move through, 394–395
new, 370–371
number data type, 390
OLE Object data type, 390
open, 380–381
plan, 368
relational, 366
rows, height, 401
save, 380–381
searches, 452–453

Datasheet view, 404, 415
datasheets, subdatasheets, 429
Design view, 404

forms and, 438–439
queries, 464–467
switch to Datasheet, 404

fields, 367, 368, 382
add, 414–415
add description, 407

add to form, 444
captions, 416
decimal places, 413
default values, 417
delete, 414–415, 385
format, 412
forms, 435
freeze, 403
hide, 402
indexes, 427
length strings, 418–419
lookup columns, 424–425
properties, 406
rearrange, 405
rename, 409
require entry, 418–419
select, 396
size, 410–411
sort records by, 454–455
text, 390
uses, 366
validation rules, 420–421
Yes/No, 422–423

filter, 456–459
flat file, 366
Form view, 438–439
format, 412
forms, 367, 442–443

AutoFormat, 445
color, 450–451
Columnar layout, 436
controls, 446–447
Datasheet layout, 436
fonts, 448–449
Form Wizard and, 434–437
Justified layout, 436
open, 438–439
print, 489
rename, 437
resize, 447
save, 439
styles, 437
Tabular layout, 436

Hyperlink data type, 390
icons, 378
indexes, 427
installation, 381
Label Wizard, 490–493
length strings, 418–419
lookup columns, 424–426
macros, 367
mailing labels, Label Wizard, 490–493
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memo data type, 390
new, 370–371
New File task pane, 369
number data type, 390
Object list, 378
objects, 379
Objects bar, 378
OLE Object data type, 390
open, 380–381
pages, HTML templates, 367
passwords, 29
plan, 368
primary key

set, 383, 428
Table Wizard, 386

print, reports, 483
print data, 488–489
properties, 406
queries, 367

Design view, 464–467
open, 468
Simple Query Wizard, 460–463
sort results, 473
view, 469

rearrange, 405
records, 367

add, 392–393, 442–443
delete, 392–393, 442–443
filter data, 456–457
forms, 393
move through, 394–395, 440
print, 488
Report Wizard and, 480
restore, 443
select, 396
sort, 454–455
symbols by, 389
table creation, 382

relational, 366
Relationship window, 430–433
reports, 27, 367, 478–489
save, 380–381
searches, 452–453
select, 396
Simple Query Wizard, 460–463
size, 410–411
start, 369
subdatasheets, 429
summarize data, groups, 476–477
table relationships, 368, 430–433
Table Wizard, 384–387

tables, 367
add records, 392–393
column insert, 389
create, 382–383
data entry, 388
delete, 389
delete records, 392–393
open, 391
plan and, 368
referential integrity, 432
relationships, 387, 430–433
select all records, 397
spell check, 399

text, 390
uses, 366
Yes/No data type, 390

Accounting AutoFormat (Excel), 196
active cell (Excel), 173
address book (Outlook), 504–505, 534–535
Address Cards view (Outlook), 536
addresses

e-mail (Outlook), 502, 505
Word, 154, 166–167

Align Left layout, groups (Access), 482
alignment

Access, 482
Excel, 190–191
FrontPage text, 560
PowerPoint text, 301
Word

images, 141
indent paragraphs, 74–75
margins, 98–99
page numbers, 102–103
tables, 123
tabs, 77
text, 72–73
vertical, 100

All Programs menu, Office installation and, 7
animate slides (PowerPoint), 332–335
Answer Wizard (Help), 16
appointments (Outlook). See Calendar (Outlook)
archive e-mail messages (Outlook), 518
area charts (Excel), 242, 248
arguments in functions (Excel), 232
arithmetic operators (Excel), 232
At least option, spacing, 79
attributes, HTML tags, 587
AutoArchive (Outlook), 518
AutoCalculate (Excel), 235
AutoComplete (Excel), 170, 217

INDEX
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AutoContent Wizard (PowerPoint), 282, 286–289
transitions, 348–349

AutoCorrect
PowerPoint, 359
Word, 40, 56–57

AutoFilter (Excel), 228–229
AutoFit (Word), 129
AutoFlow (Publisher), arrange text, 608–609
AutoForm (Access), 437
AutoFormat

Access, 445
Excel, 196–197
Word, 93, 125, 128–129

AutoNumber data type (Access), 390
AutoShapes

Excel, 171, 256–257
PowerPoint, 326–327
Word, 130–131

AutoSum (Excel), 234–235
AutoText (Word), 40, 64–65
axes in charts (Excel), 243

B
bar charts (Excel), 242, 248
Bar Tab (Word), 76–77
Basic Shapes

AutoShapes, 256–257
Word AutoShapes, 130

blank documents
program startup, 6
task pane, 14

Blinds Vertical transition (PowerPoint), 348
Block Arrows, Word AutoShapes, 130
Block layout, Access groups, 482
.bmp files (Windows Bitmap), 324, 657
bold text

Excel, 180
FrontPage, 558
PowerPoint, 283, 300
Word, 68

borders
Excel, 192–193, 259
windows, 8
Word, 124–125

bottom margin (Word), 98
Broken Hyperlinks report (FrontPage), 580
broken links (FrontPage), 581
bubble charts (Excel), 242
bulleted lists

FrontPage, 562
PowerPoint, 304–305
Word, 80–81

C
calculations (Access)

databases, 474–475
reports, 481

Calendar (Outlook)
appointments, 530–531
display today, 529
holidays, add, 529
introduction, 5, 497
Outlook Today and, 498
print, 532–533
styles, 533
window, 528–529

Callouts, Word AutoShapes, 130
Canvas, Word AutoShapes, 130
capitalization (Word), 41
Caps Lock (Word), 41
captions, fields (Access), 416
carbon copies, e-mail (Outlook), 502
Carnegie Coach presentations (PowerPoint), 286
category names (Excel), 243
cells

Access, 397, 399–400
Excel. See Excel
PowerPoint, 314, 315
Word tables, 116, 126–127

center alignment
Excel titles, 190–191
Word, 72–73, 102–103

Center Tab (Word), 76–77
character styles (Word), 84–85
chart sheets (Excel), 246
Chart toolbar (Excel), 247
Chart Wizard (Excel), 244–246
charts. See Excel; PowerPoint
Checkerboard Across transition (PowerPoint), 348
circular references (Excel), 233
clear formats (Excel), 195
Click and Type (Word), 72–73
clip art

browsing, 261
Excel, 260–261
FrontPage, 564–565
Internet, 261
PowerPoint, 322–323
Publisher, 610–611
Word, 132–133

Clipboard, 634–635
Clipboard toolbar

Excel, 179
Word, 47

close documents, 22–23
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closing tags (HTML), 586
Code view (FrontPage), 588
color

Access form controls, 450–451
Excel, 186–187
FrontPage, 559, 567
Outlook, 541, 543
Word, 125–126
PowerPoint, 283, 302, 306–307

Color Scheme task pane (PowerPoint), 306–307
Colorful AutoFormat (Excel), 196
column charts (Excel), 242, 248
Columnar layout (Access forms), 436
columns

Access
insert, 389
lookup columns, 424–425
width, 401

Excel, 173, 200–207, 271
FrontPage tables, 566
Outlook, 513
PowerPoint, 314, 316–317
Publisher, 619
Word, 110–111, 114–115, 118–120

Comma style (Excel), 181
comments (Word), 108–109
Compare and Merge Documents, 657
comparison operators (Excel), 232
complete tasks (Outlook), 540–541
Connect Text Boxes toolbar (Publisher), 595
Contacts (Outlook), 496–497, 534–537
controls, forms (Access), 446–451
copy

between documents, 632–633
formats (PowerPoint), 303
text (PowerPoint), 296

Corporate presentations (PowerPoint), 286
count words (Word), 63
criteria (Access), 470–472
currency data type (Access), 390
Currency format (Excel), 182–183
Currency style (Excel), 181

D
data entry

Access
edit data, 398–399
lookup columns, 426
tables, 388–389

Excel, 170, 174–175, 216, 236–241
data forms (Excel), 224–225
data lists (Excel), 224–231

data markers in charts (Excel), 243
data series in charts (Excel), 243, 246, 254
data source, Mail Merge (Word), 148–149, 152–153
data types (Access), 390
Database Wizard (Access), 369, 372–377
databases. See Access
Datasheet layout (Access), 391, 436
Datasheet view (Access), 404, 415
datasheets (Access), 429
date and time

Excel, 216
Word, 66, 151

Date format (Excel), 182–183
date/time data type (Access), 390
Decimal Tab (Word), 76–77
Decrease Decimal style (Excel), 181
Deleted Items (Outlook), 513, 515
Design Checker (Publisher), 622–623
Design Gallery (Publisher), 620–621
Design view (Access)

database creation, 383
description, 404
forms and, 438–439
queries, create, 464–467
reports, 485
tables, open, 391

desktop publishing (Publisher), 5
destination files (OLE), 640–641
Detailed Address Cards view (Outlook), 536
Details option (Access), 378
Detect and Repair, 656
diagrams (Word), 138–139
Dissolve transition (PowerPoint), 348
#DIV/O! error (Excel), 233
docking toolbars, 13
document area (Word), 39
documents

close, 22–23, 23
cut/paste between, 632–633
format (Word), 36
names, 22
new, 18–19
open, 19–21, 30
save, 22–23, 26–29
searches, 32–33
share, 23
switch between, 30
Web hyperlinks, 646–647
Word (See Word)

doughnut charts (Excel), 249
Drafts folder (Outlook), 512–513

INDEX
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drag and drop
embed information, 637
PowerPoint AutoShapes, 329
Word, turn off/on, 47

Drawing toolbar
Excel, 256–257, 260–261
PowerPoint, 285
Word, 130

E
e-mail (Outlook)

addresses, 502, 505
archive messages, 518
attach file to message, 506–509
carbon copies, 502
check messages, 501
create messages, 502–503
delete message, 515
Deleted Items, empty, 513
Drafts, open, 512–513
find messages, 521
folders, 512–513, 516–517
format message, 519
forward message, 511
Inbox, open, 512–513
introduction, 5, 496
message priority, 503
move message, 517
Outbox, open, 512–513
print message, 514
quote message, 510
read messages, 500–501
reply to message, 510
Sent Items, open, 512–513
sort messages, 520, 522–525
spam filter, 526–527
spelling, 503
viruses, 509

e-postage, mailing labels (Word), 167
electronic mail. See e-mail (Outlook)
embed information, 636–637
.emf files (Enhanced Metafile), 324
encryption passwords, 28
endnotes (Word), 106–107
enter data. See also enter text

Access
lookup columns, 426
tables, 388–389

Excel, 170, 174
date/time, 216
formulas, 236–237

functions, 240–241
numbers, 175

enter text
PowerPoint, table cells, 314
Word, 36, 40–41

bullets, 81
correct errors as you type, 58
numbered lists, 83
tables, 116

envelopes (Word), 166–167
erase table lines (Word), 118
Exactly option, spacing, 79
Excel

alignment, 190–191
AutoCalculate, 235
AutoComplete, 170, 217
AutoFilter, 228–229
AutoFormat, 196
AutoShapes, 171, 256–257
AutoSum, 234–235
borders, 192–193
cells, 172

active cell, 173
alignment, vertical, 191
AutoFormat, 197
background, 187
groups, insert, 201
lock/unlock, 222
names, insert using menu, 219
notes, 259
passwords, 29
print, 279
protection, 222–223
range names, 218–219
ranges, 218–221
ranges, select, 220–221
#REF!, 203
references, 236–237
replace data, 177, 179
rotate data, 191
text, display, 174
vertical alignment, 191
width/height, 197

charts, 171
add to PowerPoint, 319
area, 242
axes, 243
bar, 242
bubble, 242
category names, 243
chart sheets, 246
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column, 242
create, 244–247
data, add, 254
data markers, 243
data series, 243, 246
delete, 253
doughnut, 249
elements, format, 250–251
gridlines, 246
insert in Word documents, 139
legend, 243, 246
line, 242
move, 252
pie, 242
plot area, 243
print, 255
radar, 242
resize, 252
titles, 243
types, 242, 248–249
XY, 242

clip art, add image, 260–261
color, 186–187
columns, 173, 200–207
copy data, 178–179
Cut button, 178–179
data forms, 224–225
data lists, 224–231
date and time, 216
delete data, 176–177
edit data, 176–177
fill, color, 186–187
fonts, 171, 184–189
footers, 272, 274–275
formats

clear, 195
columns, 201
copy, 194
rows, 201

Formatting toolbar, 173
formulas, 170

absolute references, 238–239
cells, insert using menu, 219
circular references, 233
copy, 238–239
edit, 236–237
enter, 236–237
errors, 233
introduction, 232–233
relative references, 238–239

functions, 170
enter, 240–241
introduction, 232–233

graphics, 171, 262–263
gridlines, Print Preview, 265
headers, 272–275
indent data, 190–191
lists, 170
margins, 266–267
move data, 178–179
Name box, 173
numbers

enter, 175
format, 182–183
negative, red, 187
styles, 181

operators, 232
page breaks, 268–269
passwords, 29
Paste button, 178–179
print, 171, 267, 276–279
#REF!, 203
rows, 173

delete, 202–203
headings, repeat, 271
height, 206–207
hide/unhide, 205
insert, 200–201

searches, 212–213
series, fill, 214–215
spelling, 198–199
spreadsheets, creating, 4
start, 172
sums, 234–235
text

bold, 180
entering, 170, 174
footers, 273
header/footer format, 275
headers, 273
italic, 180
text boxes, 258–259
underline, 180

workbooks, 170, 174, 262
worksheets

AutoShapes, 256–257
borders, 192–193
chart sheets, 246
copy, 211

continued

INDEX
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Excel, worksheets (continued)
copy data between, 179
delete, 208–209
fit to page, 270
format, 171
graphics, move, 262
gridlines, 193
headings display, 177
hide/unhide, 205
insert, 208–209
margins, 266–267
move, 211
move data between, 179
order, 209
passwords, 29
print, 278–279
Print Preview, 264–265
protect, 205, 223
protection, 205, 223
rename, 210
save as Web page, 27
tabs, 173
text boxes, 258–259

Exciting animation schemes (PowerPoint), 334
exit programs, 6–7
expressions (Access)

calculations in databases, 474
validation rules, 421

F
field codes, Mail Merge (Word), 149
fields. See also Access

data source, Mail Merge (Word), 148
file attachments, e-mail messages, 506–509
file hyperlinks, Office documents, 644–645
File Search task pane, 32–33
filenames

special characters, 22
Web pages, documents saved as, 26

filters
data lists (Excel), 228–229
databases (Access), 453–459
spam filter (Outlook), 526–527

find and replace. See searches
fit to page, worksheets (Excel), 270
flat file databases, 366
floating palettes, toolbars as, 13
folders

Access databases, 371
creation, 25

FrontPage Web pages, 578–579
location, change, 23
Outlook, 512–513, 516–517, 524

fonts. See also text
Access forms, 448–449
Excel, 171, 184–189
FrontPage, 556–557
installation, 69
PowerPoint, 283, 298–299
printers and, 69
Publisher, 603
Word, 69–70, 167

footers
Excel, 272–275
PowerPoint, 288, 312–313
Publisher, 624–625
Word, 103–105

footnotes (Word), 106–107
forgotten passwords, 29
Form view (Access), 438–439
Form Wizard (Access), 434–437
Format Painter tool (PowerPoint), formats, copy, 303
formats

Access, 412, 475
Excel

chart elements, 250–251
charts, 320–321
clear, 195
columns, 201
copy, 194
dates, 216
numbers, 182–183
rows, 201
time, 216
worksheets, 171

FrontPage text, 557
Outlook

e-mail addresses, 505
e-mail messages, 519

PowerPoint
AutoShapes, 327
bulleted lists, 304–305
copy, 303
numbered lists, 304–305
slides, Slide Master and, 342–343
table text, 315
tables, 316–317

Word
bullets, 80–81
comments, 109
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compare, 91
copy, 90
documents, 36
endnotes, 107
footnotes, 107
reveal, 91
text, 36

Formatting toolbar
Excel, 173
move, 10
PowerPoint, 285
Publisher, 595
resize, 10
Word, 39

align text, 72–73
bullets, 80–81
Line Spacing option, 79

forms (Access)
AutoForm, 437
AutoFormat, 445
Columnar layout, 436
controls, 446–451
databases and, 367
Datasheet layout, 436
edit data, 441
fields, add, 444
filter data by, 458–459
Form Wizard and, 434–437
Justified layout, 436
open, 438–439
print, 489
records, 393, 440, 442–443
rename, 437
resize, 447
save, 439
styles, 437
Tabular layout, 436

Formula bar (Excel), 173, 177
formulas (Excel), 170

arithmetic operators, 232
cell names, insert using menu, 219
circular references, 233
comparison operators, 232
copy, 238–239
edit, 236–237
enter, 236–237
errors, 233
introduction, 232

forward e-mail message (Outlook), 511

freeze fields (Access), 403
FrontPage

bulleted lists, 562
clip art, 564–565
Code view, edit HTML, 588
Folder List, 578–579
fonts, 556–557
headings, 563
HTML code, edit, 588–589
hyperlinks, 568–569, 581–583
Navigation view, 584–585
network connectivity, 659
New Page task pane, 548
numbered lits, 562
publish, reasons for, 546
reports, 580–581
spelling check, 572–573
Split view, edit HTML, 589
start, 547
tables, 566–567
text, 555, 557–561, 567
themes, 574–576
Views bar, startup, 547
Web pages

create, 546, 550–551
creation, 5
delete, 579
folders, 578–579
hit counters, 576–577
open, 554
pictures, add, 564–565
preview, 570–571
print, 570–571
publish, 546
save, 552–553
title, 553

Web sites
add page to navigation, 584–585
create, 548–549
navigation check, 584–585
publish, 590–591

Web task pane, 548
Webs, rename, 579
wizards, select, 549

functions (Excel), 170
arguments, 232
enter, 240–241
introduction, 232–233

INDEX
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G
General presentations (PowerPoint), 286
.gif files (Graphics Interchange Format), 324, 657
Grammar checker (Word), 60–61
graphics. See also images

Excel, 171, 262–263
FrontPage, add to Web page, 564–565
Publisher, 615–617
Word, 37, 140–143

gridlines (Excel)
charts, 246
print, 277
Print Preview, 265
worksheets, 193

groups
Access

layouts, 482
reports, 479
summarize data, 476–477

Excel cells, insert, 201

H
Handout Master (PowerPoint), 343, 363
hanging indents (Word), 74–75
hard breaks (Word), 40
hard copy, 488
Header and Footer toolbar (Word), 104–105
headers

Excel, 272–275
PowerPoint, 312–313
Publisher, 624–625
Word, 103–105

headings
Excel, 177, 271
FrontPage, 563

Help
Answer Wizard, 16
index, 17
questions, 16
toolbar buttons, 17
window, display, 16

highlight text (Word), 71
History folder, recently used folders, 24–25
hit counter, Web pages (FrontPage), 576–577
HTML format, e-mail messages (Outlook), 519
HTML (Hypertext Markup Language)

case sensitivity, 586
edit code, 588–589
elements, 586
introduction, 586

tags, 586–587
XHTML and, 586

HTML templates, Access pages, 367
Hyperlink data type (Access), 390
hyperlinks

file hyperlinks, 644–645
FrontPage

broken, 581
create, 568–569
delete, 583
print diagram, 583
URLs, 546
view, 582–583
Web pages, 546

Office documents, 646–647

I
icons

Access database window, 378
shortcuts, 7

images. See also graphics
Excel, 260–261
FrontPage, add to Web page, 564–565
PowerPoint, 322–325
Publisher, add clip art, 610–611
Word

alignment, 141
clip art, 132–133
insert picture, 136–137

Inbox (Outlook)
introduction, 497
messages, read, 500–501
open, 512–513

Increase Decimal style (Excel), 181
indents

Excel, 190–191
FrontPage text, 561
paragraphs (Word), 74–77

index, Help, 17
indexes (Access), 427
information management (Outlook), 5
insertion point (Word), 38, 48–49
installation

All Programs menu listing and, 7
fonts, 69
Office 2003

CD-ROM, 648–649
Minimal installation, 649
repair option, 651
stop, 651

668

47_749389 bindex.qxd  6/9/05  11:42 PM  Page 668



system requirements, 649
troubleshooting, 658–659
Typical install, 649

Word, 113
italic text

Excel, 180
FrontPage, 558
PowerPoint, 283, 300
Word, 68

J
.jpg files (JPEG), 327, 657
justified alignment (Word), 72–73
Justified layout (Access forms), 436

L
Label Wizard (Access), 490–493
landscape orientation, 101, 360
Language Settings, 657
Layout Preview (Access), reports, 485
left alignment

Excel data, 190–191
Word, 72–73, 102–103

left margin (Word), 98
Left Tab (Word), 76–77
legend in charts (Excel)

Chart Wizard and, 246
description, 243

length strings (Access), 418–419
letters, Word Mail Merge, 148–159
line charts (Excel), 242, 248
line spacing (Word), 78–79
Lines, AutoShapes (Word), 130, 256–257
lines, tables (Word), 115
link information in Office documents, 640–643
List option (Access), 378
lists

Excel, 170, 224–231
Word, 80–83

log files, 658–659
lookup columns, fields (Access), 424–425
Lookup Wizard (Access), 424–425

M
macros (Access), 367
magnification, Print Preview (Word), 144–145
Mail Merge (Word)

address lists, 154
data source creation, 148–149, 152–153

date and time insert, 151
field codes, 149
letter creation, 150–159
mailing labels, print, 160–165
main document creation, 148
merge fields, 156–157
merge main doc and data source, 149
preview documents, 159

mailing labels
Access, Label Wizard, 490–493
Word

E-postage, 167
Mail Merge, 148–149
print, 160–165
printer specification, 161

main document, Mail Merge (Word), 148, 149
margins

Excel, 266–267
Print Preview (Excel), 265
Word, 98–99, 144–145

mark complete tasks (Outlook), 540–541
match case, searches (Excel), 213
maximize windows, 8–9
Meeting Minder (PowerPoint), 355
memo data type (Access), 390
Menu bar

Excel, 173
PowerPoint, 285
Publisher, 595
Word, 39

menu options, Office, 654–655
menus

All Programs, installation and, 7
Start menu, 6–7
Word, alignment and, 72–73

merge fields, Word, Mail Merge, 156–157
Microsoft Access. See Access
Microsoft Clip Organizer, clip art (PowerPoint), 322–323
Microsoft Excel. See Excel
Microsoft FrontPage. See FrontPage
Microsoft Graph (PowerPoint), 318–319
Microsoft Office Language Settings, 657
Microsoft Outlook. See Outlook
Microsoft Photo Editor, 657
Microsoft PowerPoint. See PowerPoint
Microsoft Publisher. See Publisher
Microsoft Word. See Word
Minimal installation, 649
minimize windows, 8–9
Moderate animation schemes (PowerPoint), 334

INDEX
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modification passwords, 28
modules (Access), 367
Multiple option, spacing, 79
My Network Places, folders, 25

N
#N/A error (Excel), 233
Name box (Excel), 173
#NAME? error (Excel), 233
negative numbers (Excel), red, 187
nested tags (HTML), 587
network connectivity, FrontPage problems, 659
New File task pane (Access), 369
New Page task pane (FrontPage), 548
Normal view

PowerPoint, 336
slides, 282
speaker notes, 356–357

Word, 94
columns, 110–111
comments, 108–109

Notes Master (PowerPoint), 343
Notes (Outlook), 542–543

description, 497
introduction, 5

Notes Page view (PowerPoint), 357, 363
Notes pane (PowerPoint), 285
#NULL! error (Excel), 233
number data type (Access), 390
numbered lists

FrontPage, 562
PowerPoint, format, 304–305
Word, 82–83

numbers
Excel

entering, 175
format, 182–183
negative, red, 187
series, 215
styles, 181
sum, 234–235

PowerPoint slides, 344
Word, 102–103

O
Object list (Access), 378
Objects bar (Access), 378
Objects toolbar (Publisher), 595
Office, upgrade, 4

Office 2003
add/remove features, 652–653
installation

CD-ROM, 648–649
Minimal, 649
repair option, 651
stop, 651
system requirements, 649
troubleshooting, 658–659
Typical, 649

menu options, 654–655
Office Assistant, 16, 17
Office Clipboard

cut/copy between documents, 632–633
Smart Tag, 634

OLE Object data type (Access), 390
OLE (Object Linking and Embedding), 636–637
one-to-many relationships (Access), 432
one-to-one relationships (Access), 432
open documents, list, 30
opening tags (HTML), 586
operators (Excel)

arithmetic, 232
comparison, 232

order of worksheets (Excel), 209
orientation

Excel, print, 276
PowerPoint, presentations, 360
Word, 101

Outbox (Outlook), open, 512–513
Outline layout, Access groups, 482
Outline tab, Normal view (PowerPoint), 336
Outline Tab/Slides Tab (PowerPoint), 285
Outline view

PowerPoint
browse presentation, 339
slides, 282

Word, 94, 96–97
Outline view toolbar (Word), 97
Outlook

address book, 504–505
AutoArchive, 518
Calendar, 5, 496, 528–533
Contacts, 496, 534–537
Deleted Items, empty, 513
Drafts, open, 512–513
e-mail, 5

address format, 505
addresses, 502
archive messages, 518
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attach file, 506–507
carbon copies, 502
check messages, 501
create messages, 502–503
delete message, 515
find messages, 521
format message, 519
forward message, 511
message priority, 503
move message, 517
open folder, 512–513
print message, 514
quote message, 510
read messages, 500–501
reply to message, 510
sort messages, 520
sort messages using rules, 522–525
spam filter, 526–527
spelling, 503
viruses, 509

folders, 516–517, 524
Inbox, open, 512–513
information management, 5
introduction, 496
Notes, 5, 542–543
Outbox, open, 512–513
Rules Wizard, 522–523
Sent Items, open, 512–513
start, 497
Tasks, 5, 538–541
to-do lists, 496
window, change, 498

Outlook Today
appointments, 498
task list, 498

P
Page area (Publisher), 595
page breaks

Excel, 268–269
Word, 40, 51

page numbering
Excel, headers/footers, 275
Word, 102–103

page preview
Access, 449, 484–489
Excel, 255, 264–265
FrontPage, 570–571
PowerPoint, 354–355
PowerPoint, presentation as Web page, 351

Publisher, 626–627
Web pages, 27
Word, 144–145, 159

page ranges, Word, print, 146
Page Width setting, zoom in Word, 95
pages, Access, HTML templates, 367
pagination (Word), 41
paragraph styles (Word), 84–85
paragraphs (Word), 74–79, 92
passwords, 28–29
Pen color (PowerPoint), 353
Percent style (Excel), 181
Percentage format (Excel), 182–183
Photo Editor, 657
pictures

Microsoft Photo Editor, 657
Publisher, insert, 612–613
Scanner and Camera Add-In, 656
Word, 136–137

pie charts (Excel), 242, 248
placeholders (PowerPoint)

restore, 343
size, 341
slide layout and, 340–341
text, 294

Places bar, documents
location change, 24–25
open, 20–21

Plain Text format, e-mail messages (Outlook), 519
plot area in charts (Excel), 243
.png files (Portable Network Graphics), 324
portrait orientation, 101, 360
position, toolbars, 13
PowerPoint

alignment, text, 301
AutoContent Wizard, 282, 286–289

footers, 288
transitions, 348–349

AutoCorrect, 359
AutoShapes, 326–327
bulleted lists, format, 304–305
bullets, select, 292
charts, 318–321
clip art, 322–323
color

change, 306–307
Pen color, 353
text, 302

delete objects, 330–331
fonts, 298–299
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PowerPoint (continued)
footers, 288, 312–313
Format Painter tool, format copy, 303
formats, copy, 303
Handout Master, 343, 363
headers, 312–313
images, 324–325
Meeting Minder, 355
mouse, browse presentation, 339
move objects, 330–331
Notes Master, 343
numbered lists, format, 304–305
outlines, print, 363
Pen color, 353
placeholders, 340–341, 343
presentations

add slide, 290–291
browse, 338–339
creation, 5
description, 282
installation and, 287
new, 284
orientation, 360
preview as Web page, 351
print, 362–363
print setup, 360–361
speaker notes, browse, 339

print, 362–363
resize objects, 330–331
Slide Show button, 337
slide shows

end, 355
manual advance, 351
monitors, multiple, 353
pause, 355
preview, 354–355
rehearse, 350–351
setup, 352–353
speaker notes, 355

SlideMaster, 342–343
slides

add, 290–291
animate objects, 332–333
animation, 332–335
animation schemes, 334–335
charts, add, 318–319
clip art and, 322–323
create, 282
delete, 345
draw on, 355

edit, 282
hide, 346
layout, 340–341
numbers, 344–335
objects, 282–283
placeholders, 341, 343
properties, 333
rearrange, 344
Slide Master and, 342–343
speed, 333
summary slides, 347
tables, 314–315, 317
transitions, 348–349

Slideview, browse presentation, 338–339
speaker notes, 355–357, 363
spelling, 358–359
tables, 315–317
task pane, Slide Layout, 291
templates, 308–311
text

add, 294–295
alignment, 301
bold, 300
color, 302, 329
copy, 296
delete, 295
edit, 294–295
italic, 300
move, 296
replace, 295
select, 292–293
tables, 314–315
underlined, 300
wrap, 314

text boxes, 297
views, 336–337
WordArt, 328–329

presentations. See PowerPoint
preview pages. See page preview
primary key (Access)

setting, 383, 428
Table Wizard, 386

print
Access, 483, 488–489
Excel, 171

cells, 279
center on page, 267
charts, 255
footer location, 273
gridlines, 193, 277
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header location, 273
margins, 266–267
multiple copies, 279
options, 277
orientation, 276
Print Preview, 264–265
worksheet area, 279
worksheets, 278–279

FrontPage
hyperlink diagram, 583
Web pages, 570–571

hard copy, 488
Outlook, Calendar, 532–533
PowerPoint, presentations, 360–363
publications (Publisher), 628–629
Word

documents, 37
endnotes, 107
envelopes, 166–167
highlighted text, 71
mailing labels, 160–165
margins, 98–99
multiple copies, 146
page ranges, 146
Print Preview, 144–145
stop print job, 147

Print button (Word), 147
Print Layout view (Word)

AutoShapes, 130
columns, 110–111
comments, 108–109
diagrams, 138–139
introduction, 94

Print Preview
Access, reports, 485–489
Excel, worksheets, 264–265
Publisher, 626–627
Word, 144–145, 147

Print Preview window (Word), 144–145
printers

fonts and, 69
mailing labels (Word), 161
select for print job (Word), 146
settings (Excel), 267

program maintenance, 656
programs, switch among, 31
Projects presentations (PowerPoint), 286
protection (Excel)

cells, 222–223
worksheets, 205, 223

Publications Gallery (Publisher), 597

publish, Web pages
FrontPage, 546, 590–591
to server, 26

Publisher
clip art, add image, 610–611
Clip Art task pane, 610–611
color schemes, 598
Connect Text Boxes toolbar, 595
Design Checker, 622–623
Design Gallery, 620–621
footers, 624–625
Formatting toolbar, 595
graphics, 614–615
grayscale preview, 627
headers, 624–625
introduction, 5
Menu bar, 595
Objects toolbar, 595
Page area, 595
pictures, insert, 612–613
preview, 626–627
publications, 596–601, 628–629
Publications Gallery, 597
rulers, 595
Scratch area, 595
Standard toolbar, 595
start, 594
tables, create, 618–619
text

AutoFlow, 608–609
delete, 607
fonts, 603
insert, 606
insert in text box, 602–603
resize, 603
wrap around graphic, 616–617

Title bar, 595
Zoom toolbar, 595
Zoom tools, 604–605

Q
queries (Access)

create from existing, 465
Design view, 464–467
introduction, 367
open, 468
results, sort, 473
Simple Query Wizard, 460–463
tables, add, 465
view, change, 469

questions (Help), 16
quote messages (Outlook), 510
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R
radar charts (Excel), 242
ranges (Excel), 218–221
recently used documents, 21, 24
records

data lists (Excel), 224–225
databases (Access), 367, 382

add, 442–443
calculations, 474–475
delete, 442–443
filter, 456–457
filter by input, 457
forms, 393
hide with filter, 457
move through, 394–395, 440
print, 488
Report Wizard and, 480
restore, 443
select, 396
sort, 454–455
symbols by, 389

Mail Merge documents (Word), 152
tables (Access), 392–393

recurring appointments (Outlook), 531
recurring tasks (Outlook), 539
#REF! error (Excel), 203, 233
referential integrity (Access), 432
Rehearsal toolbar (PowerPoint), 350–351
relational databases, 366
Relationship window (Access), 430–433
relationships (Access)

one-to-many, 432
one-to-one, 432
tables, define, 430–433

relative references (Excel), formulas, 238–239
Report Wizard (Access), 478–483
reports

Access
calculations, 481
description, 367
groups, 479
open, 484
preview, 484, 486–489
print, 483, 489
Report Wizard, 478–483
save, as Web page, 27
view, 485
zoom, 486–489

FrontPage, 580–581
Restore button, windows, 9
reveal formats (Word), 91

Rich Text Format, e-mail messages (Outlook), 519
right alignment

Excel data, 190–191
Word, 72–73, 102–103

right margin (Word), 98
Right Tab (Word), 76–77
Roman numerals, page numbering (Word), 103
rotate, graphics (Excel), 263
rows

Access, 401
Excel, 173, 200–205, 271
FrontPage tables, 566
PowerPoint tables, 314–317
Publisher tables, size, 619
Word tables, 114–120

Ruler (Word)
indents, 75
introduction, 39
margins, 98–99

rulers, Publisher, 595
rules, e-mail message sort (Outlook), 522–525
Rules Wizard (Outlook), 522–523

S
Sales/Marketing presentations (PowerPoint), 286
save documents

folder location, change, 23
generally, 22–23
location change, 24–25
passwords, 28–29
rename, 23
resave, 23
as Web pages, 26–27

Scanner and Camera Add-In, 656
Scientific format (Excel), 182–183
Scratch Area (Publisher), 595
ScreenTips, toolbar buttons, 11
scroll bars

Access, 395
Excel, 173
PowerPoint, 338–339
windows, 9
Word, 39

searches
Access, 452–453
e-mail messages (Outlook), 521
Excel, 212–213
for documents, 32–33
Outlook, Notes, 543
text (Word), 52–53
Windows, 33
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Send to Back, PowerPoint, images, 325
Sent Items (Outlook), open, 512–513
servers, Web pages, publish to, 26
shapes (Word). See AutoShapes
shared documents, file format, 23
Shared Workspace, 657
SharePoint server, 657
shortcut icons, 7
Simple Query Wizard (Access), 460–463
Site Summary report (FrontPage), 580
Slide Design task pane (PowerPoint), 306–309
Slide Layout task pane (PowerPoint), 291, 340–341
slide layouts (PowerPoint), 290–291
Slide Master (PowerPoint), 342–343
Slide Master View toolbar, 342–343
Slide pane (PowerPoint), 285
Slide Show button (PowerPoint), 337
Slide Sorter view (PowerPoint), 336, 344–345
Slide Transition task pane (PowerPoint), add transitions, 348–349
slides. See PowerPoint
Slides tab, Normal view (PowerPoint), 336
Slideview (PowerPoint), browse presentations, 338–339
software suites, 4
sort

Access
query results, 473
records, 454–455

Excel data lists, 226–227
Outlook

e-mail messages, 520, 522–525
Tasks, 540–541

Word tables, 117
sound, transitions (PowerPoint), 349
source files (OLE), 640–641
spacing (Word)

line spacing, 78–79
margins, 98–99
paragraph spacing, 78–79
points, 78
text and graphics, 143

spam filter (Outlook), 526–527
speaker notes (PowerPoint)

browse, 339
create during slide show, 355
Normal view, 356–357
Notes Page view, 357
print, 363

special characters
filenames, 22
Word, 67

spelling
Access, tables, 399
AutoCorrect (Word), 56–57
e-mail (Outlook), 503
Excel, 198–199
FrontPage, 572–573
PowerPoint, 358–359
Word, 58–59

Split view (FrontPage), edit HTML code, 589
spreadsheets (Excel), creation, 4
Standard toolbar

Excel, 173
move, 10
PowerPoint, 285
Publisher, 595
resize, 10
Word, 39

Stars and Banners, Word AutoShapes, 130
Start menu, 6–7
Status bar

Excel, 173
PowerPoint, 285
Publisher, 595
Word, 39

Stepped layout, Access groups, 482
strikethrough text (Excel), 188–189
styles. See also Word

Access forms, 437
Excel, numbers, 181
FrontPage, fonts, 556–557
PowerPoint fonts, 298

subdatasheets (Access), display, 429
subscript text (Excel), 188–189
Subtle animation schemes (PowerPoint), 334
subtotals, Excel, data lists, 230–231
sum number (Excel), 234–235
summarize data (Access), 476–477
summary slides (PowerPoint), 347
superscript text (Excel), 188–189
switchboard (Access), 376
symbols (Word), 67
system requirements, Office 2003, 649

T
Table Wizard (Access), 384–387
tables

Access databases, 367
add records, 392–393
add to queries, 465
column insert, 389
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tables, Access databases (continued)
column width, 401
copy data, 399
delete, 387, 389
delete records, 392–393
enter data, 388–389
open, 391
plan, 368
plan relationships, 368
referential integrity, 432
relationships, 387, 430–433
remove from queries, 465
row height, 401
select all records, 397
spell check, 399
Table Wizard, 384–387

FrontPage
color, 567
columns, 566
insert, 566–567
rows, 566

PowerPoint
cells, delete contents, 315
column width, 316
columns, 317
delete, 317
format, 316–317
row height, 316
rows, 317
text, format, 315
text and, 314–315

Publisher, create, 618–619
Word, 37

alignment, 123
AutoFit, 129
AutoFormat, 125, 128–129
blank cells, 116
borders, 124–125
cell color, 126
cells, insert, 121
column width, 118
columns, 114
delete, 121
erase lines, 118
insert row/column, 120
lines, 115
move, 122–123
resize, 122–123
row height, 118
rows, 114

sort, 117
text delete, 121
text entry, 116
text position, 127

Tables and Borders toolbar (Word), 114
tabs (Word), 76–77
Tabular layout (Access forms), 436
tags (HTML), 586–587
task list (Outlook), Outlook Today, 498
task pane

blank documents, 14
Clipboard, 635
close, 15
documents, new, 18
File Search, 32
list, 14
New Page (FrontPage), 548
options, 14
PowerPoint, 285, 291
Publisher, 595–599, 610–611
redisplay, 15
resize, 15
switch between, 14–15
Theme (FrontPage), 574–575
Web (FrontPage), 548
Word, 39, 86–87

taskbar
program close, 31
switch among documents, 30
Word, 38

Tasks (Outlook)
color, 541
comments, 541
complete, mark, 540–541
delete, 541
edit task, 539
introduction, 5
list, create, 538–539
recurring, 539
reminders, 539
sort, 540–541
view, 541

templates
creation, 19
documents, new, 18
FrontPage, 550–551
HTML, Access pages, 367
installation, 113
PowerPoint, 287, 308–311
Word, 112–113
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text. See also fonts
Access

databases, 390
form controls, 450–451

Excel
AutoShapes, 257
bold, 180
footers, 273
header/footer formats, 275
headers, 273
italic, 180
select range, 220–221
series, 214–215
strikethrough, 188–189
subscript, 188–189
superscript, 188–189
text boxes, 258–259
underlined, 180

FrontPage
alignment, 560
bold, 558
color, 559
indent, 561
italic, 558
remove formats, 557
tables, 567
underlined, 558
Web pages, 555

PowerPoint
add, 294–295
alignment, 301
bold, 300
color, 283, 302, 329
copy, 296
delete, 295
edit, 294–295
format, tables, 315
italic, 300
move, 296
placeholders, 294
replace, 295
select, 292–293
tables, 314–315
underlined, 300
WordArt, 328–329

Publisher
AutoFlow, 608–609
delete, 607
insert, 606
insert in text box, 602–603

Word
alignment, 72–73
AutoShapes, 131
bold, 68
copy, 46–47
delete, 44–45
diagrams, 139
font style changes, 69
highlight, 71
insert, 44–45
italic, 68
move, 46–47
move in columns, 111
replace, 54–55
searches, 52–53
selection, print and, 146
size, 70
tables, 127
underlined, 68
vertical alignment, 100
WordArt, 134–135

text boxes
Excel, 258–259
PowerPoint, 293, 297
Publisher, insert text, 602–603

text converters, 656–657
text format (Word), 36
text selection (Word), 42–43
Text Width setting, zoom in Word, 95
text wrap

PowerPoint, 314
Publisher, graphics, 616–617
Word, graphics, 142–143

textures, AutoShapes (PowerPoint), 327
Theme task pane (FrontPage), 574–575
themes (FrontPage), 547–576
Thesaurus (Word), 62
.tif (Tag Image File), 657
time, Word, 66. See also date and time
Time format (Excel), 182–183
Times New Roman font (Word), 70
Title bar

Excel, 173
PowerPoint, 285
Publisher, 595
Word, 39

titles, charts (Excel), 243
to-do lists (Outlook), 496
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toolbars
buttons, 10–11, 655
Chart, position, 247
Clipboard (Word), 47
create, 655
display, 12
dock, 13
Drawing, 130, 256–257
as floating palettes, 13
Formatting, 10
Header and Footer, 104–105
Help window, 17
hide, 12
options, set, 654–655
Outline View (Word), 97
position, 13
PowerPoint, Rehearsal, 350–351
Publisher, 595
reset, 655
shared, 10
size, 13
Slide Master View, 342–343
Standard, 10
Tables and Borders, 114
WordArt, 328–329

top margin (Word), 98
Track Changes, 657
transitions (PowerPoint), 343, 348–349
type text. See enter text
Typical installation, 649

U
underlined text

Excel, 180
FrontPage, 558
PowerPoint, 283, 300
Word, 40, 68

Undo
Excel, 177
sorts (Word), 117
Word, 45, 50

upgrade Office, 4
URLs (Uniform Resource Locators), Web pages, 546
Usage menu (FrontPage), 580

V
validation rules (Access), 420–421
#VALUE! error (Excel), 233
VBA (Visual Basic for Applications), modules (Access), 367
vertical alignment (Word), 100

view buttons
PowerPoint, 285
Word, 39

views
Access

Datasheet, 404
Design, 404, 438–439, 464–467
Form view, 438–439
queries, 469
reports, 485
switch between, 404

FrontPage
Code view, 588
Reports, 580–581
Split view, 589

Outlook
Contacts, 537
tasks, 541

PowerPoint, 336–337
Word, 94–95

comments, 109
documents, 37
Normal, 94
Outline view, 94, 96–97
Print Layout, 94
Web Layout, 94

Views bar (FrontPage), startup, 547
viruses, e-mail file attachments, 509

W
W3C (World Wide Web Consortium), HTML and, 586
Web Layout view (Word), 94

AutoShapes, 130
diagrams, 138–139

Web pages
Access reports, 27
definition, 546
documents, save as, 26–27
Excel worksheets, 27
FrontPage (See FrontPage)
HTML and, 586
page preview, 27
presentations, preview as (PowerPoint), 351
publish, to server, 26

Web server, 590–591
Web sites

definition, 547
FrontPage (See FrontPage)
introduction, 5

Web task pane (FrontPage), 548
whole word searches (Word), 53
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wildcards, criteria (Access), 472
Windows, searches, 33
windows

borders, 8
Excel, 173
Maximize button, 9
Minimize button, 9
move, 8
resize, 8
restore, 8–9
scroll bars, 9
size, 8
switch between, 9
Word, 38, 39, 144–145

.wmf files (Windows Metafile), PowerPoint, 324
Word

alignment
images, 141
indent paragraphs, 74–75
margins, 98–99
page numbers, 102–103
tables, 123
tabs, 77
vertical, 100

AutoCorrect, 40, 56–57
AutoFit, 129
AutoFormat, 93

tables, 125, 128–129
AutoShapes, 130–131
AutoText, 40, 64–65
bullets, 80–81
capitalization, 41
Caps Lock, 41
charts, from Excel, 139
Click and Type, 72–73
clip art images, 132–133
Clipboard toolbar, 47
columns, 110–111
comments, 108–109
count words, 63
date and time, 66, 151
diagrams, 138–139
document area, 39
documents

creation, 4
display next/previous, 49
format, 36
navigation, 48–49
print, 37
templates and, 112–113
view, 37

drag and drop, turn off/on, 47
Drawing toolbar, 130
endnotes, 106–107
fonts, 69–70
footers, 103, 104–105
footnotes, 106–107
formats, 90–91
Formatting toolbar, 39
Grammar checker, 60–61
graphics, 37, 140–141
hard breaks, 40
headers, 103, 104–105
images, alignment, 141
insertion point, 38, 48–49
landscape orientation, 101
letters, Mail Merge, 148–149
line spacing, 78–79
Mail Merge, 148–149

address lists, 154
data source creation, 148–149
date and time insert, 151
field codes, 149
letter creation, 150–159
main document creation, 148
merge fields, 156–157
merge main doc and data source, 149
preview documents, 159

mailing labels
e-postage, 167
Mail Merge, 148–149
print, 160–165

margins, 98–99
Menu bar, 39
numbered lists, 82–83
orientation of page, 101
page breaks, 51
page numbering, 102–103
pagination, 41
paragraph marks, display/hide, 92
paragraph spacing, 78–79
pictures, 136–137
portrait orientation, 101
print

envelopes, 166–167
highlighted text, 71
multiple copies, 146
page ranges, 146
stop print job, 147

Print button, 147
Print Preview, 144–145, 147
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Word (continued)
printers

mailing labels, 161
select, 146

Ruler, indents and, 75
ruler, 39
scroll bars, 39
searches, for text, 52–53
spelling check, 58–59
Standard toolbar, 39
start, 38
Status bar, 39
styles

apply, 86–87
bullets, 81
character, 84–85
create, 84–85
delete, 89
fonts, 69
keyboard shortcuts, 85
lines in tables, 124
modify, 88–89
numbered lists, 83
paragraph, 84–85
tables, 115
update automatically, 85

symbols, 67
tables, 37, 114–115

alignment, 123
AutoFormat, 125
blank cells, 116
borders, 124–125
cell color, 126
cells, insert, 121
column width, 118
delete, 121
erase lines, 118
insert row/column, 120
move, 122–123
resize, 122–123
row height, 118
sort, 117
text delete, 121
text entry, 116
text position, 127

Tables and Borders toolbar, 114
tabs, 76–77
task pane, 39
text

alignment, 72–73
bold, 68

copy, 46–47
delete, 44–45
diagrams, 139
edit, 36
enter, 36, 40–41
format, 36
highlight, 71
insert, 44–45
italic, 68
move, 46–47
move in columns, 111
position in tables, 127
replace, 54–55
selection, 42–43, 146
underlined, 68
vertical alignment, 100

Thesaurus, 62
Title bar, 39
type text, 40–41
underlined words, 40
Undo, 50
view buttons, 39
views, 94–97
window, 38, 39
word wrap, 40
WordArt, 134–135
zoom, 95

word count (Word), 63
word wrap (Word), 40
WordArt

PowerPoint, 328–329
Word, 134–135

Workflow reports (FrontPage), 581
worksheets. See Excel
wrap text

PowerPoint, 314
Publisher, graphics, 616–617
Word, graphics, 142–143

X–Y–Z
XHTML, 586
XY charts (Excel), 242
Yes/No data type (Access), 390
Yes/No field (Access), 422–423
zoom

Access, 400, 486–489
PowerPoint, Normal view, 337
Publisher, 604–605
Word, 95

Zoom toolbar, Publisher, 595
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