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Who This Book Is For © Icons and Buttons

This book is for the reader who has never used this Icons and buttons show you exactly what you need to
particular technology or software application. It is click to perform a step.
also for readers who want to expand their knowledge. e Tips

The Conventions in This Book Tips offer additional information, including warnings
and shortcuts.

© Steps
This book uses a step-by-step format to guide you e Bold
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or

optional feature; and indented steps give you the @ Italics

result. Italic type introduces and defines a new term.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

Bold type shows command names or options that you
must click or text or numbers you must type.

CHAPTER

OFFICE FEATURES
Arrange Windows Working with Files

ou can simultaneously view multiple files. For example, you might view two versions of a Word @ You can click the Maximize
document side by side to compare their contents or view two Excel workbooks to compare data. If button (5 ) to restore a
the files you want to compare are particularly long, you can enable the Synchronous Scrolling option window to its full size.

to scroll both files at the same time. () You can click the

butt ).
In addition to viewing multiple files simultaneously, you can split the window of one long file into utton ()
scrollable panes to view different portions of it. For example, you might split a document to compare

how portions of it are formatted.

‘ Arrange Windows ‘

View Multiple Files Ly

o Open two or more files. &)
& @ Click the View tab.
© Click the View Side by Side

button.

Split a Window
@ To split the window displaying a single
file into scrollable panes, click the

View tab.

@ click the Split button.

@ Horizontal and vertical bars appear. : . T

e Drag the bar up, down, right, or left to
resize the panes, and click to set the

bar in place when the panes are the ;. :
desired size. K l | l I I I 6 i
o h L

© Both files appear on-screen
side by side.

© To scroll both files at the
same time, click the Window
button and then click the
Synchronous Scrolling
button.

To return the page to a full document,
click the Split button again.

What does the Switch Windows Can I display two Excel files one on top of the other?
button do? Yes. Click the View tab and then click the Arrange All

If you have two or more files open, click the | button. The Arrange Windows dialog box opens, and

Switch Windows button to view a list of all | you can select how you want to display multiple files: {
open files in the current Office program. You | horizontally, vertically, tiled (where each window appears

can then choose a file in the list to view it. | in a square pane), or cascaded (where windows appear one
behind another).
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The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln
Delivered on November 19, 1863

TOURSCORE and seven years ago our fathers brought forth upon this continent a new na-
tion, coneeived in [iberty, and dedicated to the proposition that all men are created equal.
o, conertver IR0, and fediee®

| rwe are engaged in a great civil war, testing whether

nation, or any nation so conceived and so dedicated,
arty long endure, We are met on a great battle-feld of that
We have come Lo dedicale a portion of thal field as a
vesting-place for those who here gave their lives that
nation might live. It is altogether fitting and proper
we should do Uhis.

ate—we can not consecrate—we can not hallew this

L growmarmcorave mem g mrarwead, who struggled here, have consecrated it far above
our poor power to add or detract. The world will litle note, nor long remember, what we
sy here, buliLean never forgel whal they did here. [Lis fir us, The living, rather, lo be dedi-

cated here to the unfinished work which they who fought here thus far so nobly advanced. It
is rather for us to be here dedicated to the great task remaining before us—that from these
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Elocked Senders | International

Junk E-mail Options - Marmel Enterprises

Options | Safe Senders | Safe Recipients

LZ‘—4 Outlook ran mowe messages that appear to be junk e-mail into a
_6 spedal lunk E-mail folder,

Choose the level of junk e-mail protection you want:

-.::.w Mo Automatic Filtering, Mail fram blocked senders is still moved
to the lunk E-mail folder,
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PART I

Office Features

The Office 2013 applications share a common look and feel. You can
find many of the same features in each program, such as the Ribbon,
Quick Access Toolbar, program window controls, and File tab. Many of
the tasks you perform, such as creating and working with files, share
the same processes and features throughout the Office suite. In this
part, you learn how to navigate the common Office features and
basic tasks.

Word

Recent

Gettyshurg Address.docx

My Docurnents » Word Stuff » New possible dat] S|gn |n ‘to Oﬁ|ce

2013-Move or Resize Picture-final doc
My Docurments » Word Stuff

When you sign in, your documents and settings are
2013 Text Box-Final.docx available everywhere that you are - even if the device you
My Dacurments » Word Stuff are using doesn't have Office.
2013-Move or Resize Picture.docx
My Documents = Word Stuff

Microsoft account

Sign in with the account you use for SkyDrive, Xbox
LIVE, Qutlook.com, or other Microsoft services.

2013-Dog Agility Classes-Picture-final
My Documents » Word Stuff

2013-picture.docx
My D 5 » Word Stuff I

e e Organizational account
2013-Graphic.doox ﬂ Sign in with the account provided by your work or
My Documents = Word Stuff school to use with Office 365 or other Microsoft

services.

Graphic.docx
My Docutnents » Word Stuff » Word Data Files

Graphic.doc
My Docurments » Word Stuff » Word Data Files

2013-Author Bio with logo.docx
My Documents » Word Stuff

2013-Author Bio-most complete-can.. Learn more | Privacy statement
My Documents » Word Stuff

ﬁ Open Other Documents
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Start and Exit Office Applications

ffice 2013 runs on a 1-gigahertz (GHz) or faster x86- or x64-bit processor with 1 or 2 gigabytes

of RAM, based on your processor speed. Your system must be running Windows 7, Windows 8,
Windows Server 2008 R2, or Windows Server 2012. For additional requirements, visit http://technet.
microsoft.com/en-us/library/ee624351%28v=office.15%29.aspx.

This section uses Access to demonstrate how to open a program from the Windows 8 Start screen. Once
an Office program opens, its Start screen appears, helping you to find a document on which you recently
worked or to start a new document. For other ways to open or start a new document, see Chapter 2.

\ Start and Exit Office Applications

9 On the Windows Start screen,
click = to zoom. Elaine Marmel &

Note: You can start typing the
name of the program and then
skip to Step 3.

Windows zooms out so that
you can see tiles for all Elaine Marmel &
installed programs.

9 Click any program tile on the
right side of the Start screen.

€8 b @ £ anam

H] m Je T RE 2
A B em®
NE @ s -



http://technet.microsoft.com/en-us/library/ee624351%28v=office.15%29.aspx
http://technet.microsoft.com/en-us/library/ee624351%28v=office.15%29.aspx
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Windows zooms in and
enlarges all tiles to their
regular size.

9 Click the tile of the program
you want to open.

Elaine Marmel &

Note: This example uses
Access 2013. [ x5

Excel 2013

- | =

RoboForm Start
Publisher 2013 Page

o
Windows switches to the
Desktop and opens the program,
displaying the program’s Start

screen, which helps you open

1< Search for online templtes Elaine Marmel
new or existing documents; see Access i E{’ X somiin
Chapter 2 for other ways to AN Recont
open documents.

() You can use this panel to open
an existing document.

@%ﬁﬁ

Custom web app Blank desktop database

o
=

=
&=
i

™ = 5

() You can use this area to start a
new document.

(@ This area indicates whether you
have signed in to Office Online.

(@ Open Other Files

() To exit from the program, click
the Close button (=) after
closing all documents.

TIP

Can I create a shortcut to open an Office application?

Yes. You can create a shortcut icon that appears on the Windows Desktop;
however, pinning the program to the Windows taskbar is easier and just as
effective because you can then click the taskbar button to start the program.
On the Windows Start screen, right-click the tile of the program that you
want to pin to the Windows taskbar. The program’s App bar appears; click Pin
to taskbar. Windows 8 pins the program to the Windows taskbar. To open the
program, display the Desktop and click the program’s tile on the taskbar.

®» @

Unpin from Start  Pin to taskbar




Navigate the Program Windows

(L Office programs share a common appearance and many of the same features, and when you
learn your way around one Office program, you can easily use the same skills to navigate the
others. These common features include scroll bars, a Ribbon, and a Quick Access Toolbar (QAT). The
Ribbon contains commands that Microsoft Office determines that users use most often, and the QAT

contains frequently used commands; you can customize both of these elements.

Take a moment to familiarize yourself with each program’s various on-screen elements so that you
can learn to work quickly and efficiently while you create documents.

O Title Bar

?

Displays the name of the
open file and the Office
program.

O Quick Access
Toolbar

Displays quick access
buttons to the Save,
Undo, and Redo
commands.

O Ribbon

Displays groups of related
commands in tabs. Each
tab offers buttons for
performing common tasks.

O Program Window
Controls

These buttons enable you

to view the program in a full
screen, with only scroll bars but
no other controls. They also allow
you to minimize the program
window, to maximize or restore
the window including program
controls, or to close the window.

O Office Online Indicator

If you see your name, you are
signed in to Office Online. You
can click = to display a menu

Past tB

Clipboard

1

a 5o T ﬂ
HOME INSERT DE

[BELayout-

) Reset
Side~ O Secti

Slides

" B I U Saci-Aa- A

Presentation? - Powerfoi ﬂ
TRANSITIONS  ANIMATIONS SLIDE SHOW REVIEW

Font Paragra

7 @ - X

&EI e Mamel - [} @
e Find

. Kﬂpl

Iy Select

Editing - G

i rﬁD

- Shu 5 Arras g :-:m
tyles

Click to add title

Clickto add subtitle

that enables you to change your
photo, manage your Microsoft

account, or switch to a different
Microsoft account. If you are not
signed in, this area shows a Sign

In link. See Chapter 4 for details.

@ Scroll Bars

The vertical and, if available,
horizontal scroll bars let you
scroll through the item shown in
the work area, such as a
document or worksheet.

O Status Bar

Displays information about the
current Office document.

O View Shortcuts

These shortcuts switch to a
different view of your document.
O Zoom Controls

This feature changes the
magnification of a document.




CHAPTER

Work with Backstage View 1

You can click the File tab to display Backstage view, which resembles a menu. Backstage is the
place to go when you need to manage documents or change program behavior. In Backstage view,
you find a list of actions — you can think of them as commands — that you can use to, for example,
open, save, print, remove sensitive information, and distribute documents as well as set Word program
behavior options. You can also use Backstage to manage the places on your computer hard drive or in
your network that you use to store documents and to manage your Office Online account.

Work with Backstage View

© Ciick the File tab to display 1 e F1 &
Backstage view. SR T P R 3 B -

Pate ¢ B I Uvaxx.x A-¥- A

e Replace
[} select~
Styes 5 Edting
B g . B B f . T

T | saBocee aaBbCobe AR AaBbCcl
THormal | Tho Spac.. Heading1 Heading2 |=|

Clipboard = Font.

Dfie

() Commonly used file and
program management
commands appear here.

Docurment 1 - Ward 7 - x

() Buttons you can click appear e %

here. Open

(@ Information related to the
button you click appears
here. Each time you click a
button, the information
shown to the right changes.

Dl

Recent Documents
(L) Recent Documents
% On the Federal Constitution by John Marshall-theme.dock
My Documents » Word Stuff
&&, Elaine Marmel's SkyDrive E Letter Absencedock
Word Stuff

= L Onth I Constitution by John Marshall-page bord,
L3 computer O] e eron

E On the Federal Constitution-John Marshall-theme.docx
+ Add aPlace My Dacuments » Word Stuff
% On the Fedleral Constitution by John Marshall.docx

=] 1y Documents » word stufe
'E Watermark. docx
My Dacuments » Word Stuff
E Watermark.doox B

My Dacuments » Ward Stuff » Ward Data Files

Note: The New, Close, and
Options commands do not display
buttons or information, but take
other actions. See Chapter 2 for
details.

9 Click here to return to the
open document.

% Business Plan-table of contents.docx
My Bocuments » Ward Stuff

'E Busingss Plan-tacdocx
My Dacuments » Word Stuff

‘,% On the Federal Constitution-John Marshall-endnotes and.,
My Dacuments » Word Stuff

% On the Federal Constitution-lohn Marshall-footnate.docx
My Documents » Word Stuff

E 0On the Federal Constitution-John Marshall-endnote.docx
My Docurments » Word Stuff

'% Business Plan-odd and even headers.docx
My Dacuments » Word Stuff -




Work with the Ribbon

In Office 2013, you use the Ribbon to select commands. On each Ribbon tab, you find groups of
related command buttons. Each button performs a common task. Some tabs appear only when
needed. For example, if you select a picture, the Ribbon displays the Picture Tools tab.

In all Office programs, you can customize the Ribbon. You can create your own Ribbon tab that
contains the buttons you use most often; that way, you do not need to switch tabs to use a
particular command.

Work with the Ribbon

USing the Ribbon % ‘:OM:—) "\TSERT PAGE LAYOUT DATA RE\B/\U;;‘VEXT/:‘EW z
@ Click the tab containing the command SEC I o | 2
N o s e ’
you want to use. s A ﬁ . .
Fr gumer =
9 Click the command. e e o - Sk ww e =
() Buttons with arrows () display e
additional commands. I s
Header 0.3" Footer: 0.3"

() You can click the dialog box launcher

(=) to display a dialog box of :
additional settings.
Create a Ribbon Tab
@ Click the File tab. s

@ Click Options to display the Options 2 i
dialog box.

e Click Customize Ribbon.

Excel Options ?
e Click the tab you want to appear to the . [ customie e msor.
left of the new tab. Profng e —— Erra— o
Save
© Click New Tab. e LT — a
Advance, d Mew Group (Custorn)
= [¥] Home
( Word creates a new tab and a new &’;j:‘;:fj:‘fjjﬂ”w , .
group on that tab. To reposition the T Comcor
tab, click it and click the arrows. st b o Bt
% Delete Sheet Calumns & [ Insert
. @ IE];::;E Sheet Rows Add >> ® (] Page Layaut -
@ Click New Tab (Custom). 2 o X e =
Filter
Font L=
o Click Rename to display the Rename Ao s 6
. =] FormatCells...
dialog box. 5 pomnr , :
A Increase Font Size ® [ Design v
e Type a name for your tab and click OK. i i @wew b me
B T et Customizations: | Reset = |0
0 Click New Group (Custom) and repeat ST - [raswponjo
Steps 7 and 8 to rename the group. :

8



Add Buttons

CHAPTER

|
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Office Basics

. General
0 Click the group on the tab you S
created. prestna
Save
9 Click a command. e

Customize Ribbon

() If the command you want does not
appear in the list, click the list box
arrow (|v]) and select All Commands.

Quick Access Toolbar
Add-Ins

Trust Center

E-Tg Custornize the Ribbon.

Choose commands fram; (0 Customize the Ribbon; (&)

[Popular Cammands w [Main Tabs [v]
11 All Chart Types.. - [Main Tabs ~
- Borders I» E [¥]Elaine's Tab (Custom)
Calculate Now B Cells (Custorn)
= Center £= Insert Sheet Ry
FZ Conditional Farmatting » 2% Delete Sheet Rowrs
=] Connections U8 Insert Sheet Columns
B Copy # [¥]Home
Custom Sort.. Insert
X cut
- | P L it
A Decrease Font Size =9¢ tavou

[+ Ll Formulas

x 3 E
© Click Add. e ;
Filter
Fant i [¥] Add-Ins
(® The command appears below the A for ol L
group you created. g Farme i .
Freeze Panes » il
A Increase Font Size ‘ NewTab ‘ mngmup‘ ‘ Rename.. ‘
e Repeat Steps 2 and 3 for each button 5 i, Cusemtaions: [ fge= ]0
B Insert Shest Columins - .
you want to add to the group. 2 nn et o . [
© click ok. =)
3 BHS & = Bookl - Bucel 2 @ - x
O The new tab appears On the R]bbon. E Elaine's Tab QNSERT PAGE LEYOUT FORMULAS DATA REVIEWY WIEW E\am:Marme\'H o
ul £ X Delete Sheet Rows EHswe [Calbi - |abeStikethrough | Find & Select~ B2 Copy - @ =5 =
If you p051t1oned your tab as the EM “;\nsthh:ttCn\umm open 4 Clese & Fonat Painter (14 Paste QBclmv fo e ﬁM&z
first tab, it will appear each time you Scion, Kot et pucasie Moper | L+ Bromwcas | Kow - By i N
open the program. PR 5 .
1ﬁ A I B C D E F G H 1 K L M N o ]
3
:
8
El

o -———+ 100%

How do I assign keyboard shortcuts to the buttons I add to
my group?

You do not need to assign keyboard shortcuts; the program
assigns them for you, based on the keys already assigned to
commands appearing on the tab where you placed your group.
Be aware that you can place the same button on two different
tabs, and if you do, the program assigns different keyboard
shortcuts to that button on each tab.

What can I do if I decide that I do not
want a custom tab on the Ribbon?
Reopen the program’s Options dialog box
and deselect the check box beside the
tab you created ([#] changes to []).
Click OK. When the program redisplays
the Ribbon, your tab will not appear.




Customize the Quick Access Toolbar

he Quick Access Toolbar, or QAT, is located in the top-left corner of the program window above

the File and Home tabs. It offers quick access to the frequently used Save, Undo, and Redo
commands. If you want, you can customize this toolbar to include other commands you use often,
such as the Quick Print command or the Print Preview command, or any other command you want.

You can also reposition the QAT so that it appears below the Ribbon instead of above it; and, if you
change your mind, you can put the QAT back above the Ribbon.

Customize the Quick Access Toolbar

@ click -

(D You can click any of the
common commands to add
them to the toolbar.

() You can click Show Below the
Ribbon if you want to display
the toolbar below the Ribbon.

o Click More Commands.

The Options dialog box
appears.

e Click the Choose commands
from [v].

e Click a command group.

10

PG
Il Customize Quick Acces

Mew
Open
Save
Quick Print

Print Preview

s Toolba) REWIEW VIEW
=R E 13 Bring Forward
& A v A EE R
3 ;

Publication - Publisher

T Send Backward = 7't Ung e Replace
Stles | Draw . Wop :
TextBox &7 Text- [E Mign~ A Rotate [3 Select~
FParagraph Styles Objects Arrange Editin
b B BB B B B B o B B 800 B =

General
Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@E Customize the Quick Access Toolbar.

Choase commands fram: Custamize Quick &Access Toolbar:
File Tab v [For all docurnents (default) v
Popular Commands "

Comtands Not i the Ribban H swe
A1l Compman ds € Undo |»

Macras & Redo |»

Home Tab
Insert Tab

Page Layaut Tab
Farmulas Tabs
Data Tab

=

Developer Tab
Add-Ins Tab

POWER VIEW Tab

DESIGN Tab

TEXT Tab

LAYOUT Tab

SmartArt Tools | Design Tab
Srartart Tools | Format Tab Modify.

Customizations: | eset ¥ |0
Impart/Export | 0

Chart Toals | Design Tab v
[ Show Quick Access Taolbar below the
Ribbarn




e Click the command that you
want to add to the toolbar.

O click Add.
(@ Office adds the command.

You can repeat Steps 3 to 6
to move additional buttons
to the toolbar.

© click ok.
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General 1 ]
e E-HE Custornize the Quick Access Toolbar.
Formulas
Choase commands fram: Custamize Quick &Access Toolbar:
Prasfing [File Tab [v] [For all docurnents (default) v
Save
Language <Separator> - H save

@ Accessibility Checker € Undo |»

Atanced [% Add 3 Digits! Signature & Redo h
Customize Ribbon [B Checkin Close

[ Check Out
Quick Access Toolbar

BE] Compatibility 4

Add-Ins
B Convertto an Office Open XM..,

Trust Center & Discard Check Out

[EZ Document Management Server

[ Edit Links ta Files

i i 6 B

@3 E-mail as PDF Attachment
U3 E-mail as XPS Attachment -
[ Enable Editing

J Encrypt Document

Excel 97-2003 Warkboak

B Excel Binary Workbook

B5 Excel Macro-Enabled Warkbook
B Excel Workbook

x Bt

[ Inspect Docurnent

IS0 Intemnet Fax Modify.
Mark as Final e

[ Show Quick Access Toolbar below the ustamizations
Ribbon Import/Export + | ©

(7 |

on the Quick Access Toolbar. %

NTSE . = q e}, @ % 19 Bring Forward - (B Group #iFind -

=] Send Backward = [ Ungroup | 23 Replace
Styles  Draw U LUngroup | acRepl

0 The new Command appears (jHOMEC) i ‘ RT; PAGE DESIGN MAILINGS REVIEW P“\:‘E‘:;UDM g Elaine Ma:‘!me\j ?f
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E
Paste
»
Clipsoard &

Pages

A Wrap o
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Font Paragraph sties | ojects arange wting |~
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How do I remove a button from the Quick
Access Toolbar?

To remove a command, reopen the program’s
Options dialog box by following the steps in this
section, click the command name in the list on
the right, click the Remove button, and click
OK. The button no longer appears on the toolbar.

Are there other ways to customize the Quick Access
Toolbar?

Yes. You can add commands to the toolbar directly from
the Ribbon. Simply click the tab containing the command
that you want to add, right-click the command, and then
click Add to Quick Access Toolbar. The command is
immediately added as a button on the toolbar.
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Using an Office Program on a Tablet PC

f you are using Office 2013 with Windows 8 on a tablet PC, you need to know some basic touch
gestures. Using a tablet PC is a different experience than using a computer with a keyboard and
mouse, but Windows 8 was built with the tablet PC in mind, so the touch gestures are intuitive and

easy to learn.

On a tablet PC, you use your fingers (or sometimes a stylus, if your tablet comes with one) to run
applications, select items, and manipulate screen objects. This might seem awkward at first, but just
a little practice of the gestures in this section will make your experience natural and easy.

Using an Office Program on a Tablet PC

Start a Program

Note: This section uses Word to
demonstrate gestures.

o Position your finger or the stylus
over a blank spot toward the
bottom of the Windows 8 Start
screen.

e Quickly move your finger or the
stylus across the tablet screen —
called swiping — from the right

edge to the left edge of the tablet.

Windows 8 displays the tiles on
the right side of the Start
screen.

e Tap the Word tile to switch to
the Desktop and open Word to
the Word Start screen.

12
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Swipe the Screen

o Click E to switch to Word’s
Read Mode view.

Note: See Chapter 8 for details.

e Swipe left from the right
edge of the tablet to read
the next page.

e Swipe right from the left
edge of the tablet to read
the previous page.

Move an Object

o Position your finger or the stylus over
the item you want to move.

9 Tap and hold the item and begin
moving your finger or the stylus.

() The object moves along with your
finger or the stylus, and an alignment
guide helps you find a position for the
object.

e When the object appears where you
want it, lift your finger or the stylus
off the screen to complete the move
and hide the alignment guide.
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2013-0n the Federal Constitution by John Marshall-color.docx - Word & = - X

[ Tools VW

what are the favorite maxims of democracy? A strict observance of justice and public

faith and a steady adherence to virfue. These, sir, are the principles of a good govern-

ment. No mischief, no misfortune, ought to deter us from a strict observance of justice

and public faith. Would to heaven that these principles had been observed under the

present government! Had this been the case the friends of liberty would not be so willing

now to part with it. Can we boast that our government is founded on these maxims2

Can we pretend to the enjoyment of political fresdom or secutity when we are fold that

a man has been, by an act of Assembly, struck out of existence without a frial by jury,

without examination, without being confronted with his accusers and withesses, without

the benefits of the low of the land? Where is our safety when we are fold that this act

was justificble because the person was not a Socrates? What has become of the worthy
(f> memier’s maxims? Is this one of them?2 shallit be a maxim that a man shall be de- (’)

prived of his life without the benefit of lawe shall such o deprivation of life be justified by

answering that a man’s life was not taken secundem artem, because he was a bad

man? Shallit be a maxim that government ought not to be empowered to protect wvir-

fue?

The honorable member, after attempting to vindicate that tyrannical legislative act to
which | have been alluding, procesded to take a view of the dangers 1o which this
country is exposed. He fold us that the principal danger arose from o government

which, if adopted, would give away the Mississipp.
e»—

—

SCREEN 2 OF 10

250 - 2013-The Give Me Liberty or Give Me Death speech-online videa.docx - Héard
HOME INSERT DESIGN PAGE LEYOUT REFEREMCES MEILINGS REVIEWY VIEW FORMAT

"1 Bring Forward

::-‘ Cormections+  [&. ‘J L2 picture Border~ -
= & color- =] | | ol | |l L'J Q@ Picture Effects~
Remove = = Pasition Wiap
Ssckoround | DD Aristic Effects - 21~ T BL PictureLayout=  +  Terrs Hls Selection Pane

PICTURE TOOLS

0 Send Backward

Adjust Ficture Styles 5 mange size 5 -~

Y The “Give Me Liberty or Give Me Death” Speech

of Virgiaia, in the old church in Richmond.

NO man thinks mors highly than [ do of the patriotisr, as well as abilit

neco the
& B -—+——+ oo

How do I close a program using gestures?

Position your finger or the stylus at the top edge of the
tablet and then slide it down the screen. At first you see
the Windows 8 application bar for the program, so keep
sliding. When you get about halfway, the application
becomes a small window. Keep dragging that small window
to the very bottom of the screen, and then lift your finger
or the stylus. Windows 8 shuts down the application.

After I tap the Desktop tile, how do I
return to the Start screen?

You can do this in a couple of ways. Because
the Desktop is an application, you can close
it using the technique described in the
preceding tip. Alternatively, swipe left from
the right edge of the tablet to display the
Charms bar, and then tap the Start icon.
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Create a New File

hen you open an Office program (except Outlook), the program’s Start screen greets you; see

Chapter 1 for details. If Word, Excel, PowerPoint, Access, or Publisher are already open and you
want to create a new document, workbook, presentation, database, or publication, you create a new
file using Backstage view. When you do, you have the option of creating a blank file or basing the file
on a template. Outlook opens by default to the Inbox, and, to create a new item in Outlook, whether it
is an e-mail message, a calendar appointment, a contact, or a task item, you use the Ribbon.

Create a New File

Create a New Word, Excel, FHS ¢ - Fublcation’ - Publsher e x
. HOME INSERT PAGE DESIGN MAILINGS REWIEW WIEN Elaine Marmel ~ H o
PowerPoint, Access, or Ty Py LR L Lt
- : 14 DDEB - :5‘? ; m- W: T Send Backward - [F{Ungroup | 3¢ Replace
Publisher File T BT U R s S M Game | At | Bl
Clipboard Font Paragraph Styles Objects Arrange Editing
. o BB B B, B B B B B B B B9 0 B, B, B
N L
o Click the File tab. Pages
u

. Publication1 - Publisher ? - x
Backstage view appears. s -] @ @

© Click New. New

The New screen appears.

e Click the type of file that you
want to create.

Search for enline termplates o

Suggested searches:  Brochuresand booklets  Lsbels  Cards  Cetificates  Fiyers

FEATURED  BLILT-IN

If you click a template, a
preview appears; if you like
what you see, click Create

and the new ﬁle opens Blank 8.5 x 11" Blank 11 x8.5" More Blank Page Sizes

. o
If you click a blank I
document, no preview - i
appears; instead, a new Iake a e 0

r b e
blank document appears. ou
Welcometo Publisher Graduation phato albu.. -
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[PEEE Inbos - Marmel Enterprises - Outlook 2 @ - x

Create a New OUtIOOk Item : HOME  SEND/RECEWE  FOLDER  VIEW ®

. . o @ lanore =2 Meetin ove tor 7 YiMover  OUneod/Read |SearchPeople | [T
@ 1n the Navigation bar at the =8 2, X ORI (3 mwen Q) G Mew Dames L)

Er\::‘ ‘t:n;v:v P Delete  Reply R;PH‘Y Forward B More  |E3 Team Email 5| Monenote ™ rollowips W FiterEmails ) porers
bottom of the OQutlook e e sespond kg 5 e - Fnd e o
. . A Favorites | [ search Cument ailbox (e E) O | Curent Moo v € Reply B Reply il Forward
W]ndOW, Cl.]Ck the type Of inbox 40 Al Unread < Hewest 4 H Sun 121272012 507 At
. Sent leerns 4 Today Microsott < @e-mail.microsoft
item you want to create — ettt s 12 fine Wtees Offce rfssins s 201 Do
More!

. Microsoft Office Professional Plus . 907 A
Mail, Calendar, People, or et e P
T k Inbox 45 b Jan Eastin ) b =
More dogs and cats 03 AM
asks. brfs 1 e e oo
Sent lkems et B2 Microsoft
b Deleted ltems 12 Gy
Junk E-mail Carla West
Outbox SHOCKER POLL FOR NBC Sat 9:55 AM TEChN et Software Evalua
—— It5 anly 2 shock to those who want

Microsoft
Micrasoft Office Professional Plus ..~ Sat 9:10 AM

Search Folders
R
] Office o
2(

Dear Elaine

Jirn Marrel 0 We hope you enjoyed your first couple

5::5:’5‘3:‘;'::'2:";';’(“ - Sal £:06 AM Professional Plus 2013 and have had a
basics. We want o remind you of the ( _

MORGAN STANLEY 1 — — e - S|

Growth Fund Update  Sat 3:5 AM
*

Eun
Yo

harcholder Wicrosat Notems E M -

| Chase Home Loan Services .
1

Mail Calendar Pecple Tasks -

MEMS: 51 LMREAD: 49 - REMINDERS: 7

C[' k h . e Calendar - Marmel Enterprises - Outlook
]C t e appropr.late New HOME SEMD / RECEIVE FOLDER WIEW o
> = 3 ek ™ [ Share Calend; Search People
button. For example, if you TRk EEREBI [ [y Do Lomree ]
. .. Mew New  MNewlync Today Mext7 & Day  SWork I Schedtle v Open  Calendar  E-mail 28 Catendarp
Appointment Mesting Items~  Meeting Days Week chedule View  Calendar~ Groups » Calendar = ColenderPermissions
are creating a Mail item, the B I ot ISR |
button is labeled New Email. : Bl ma oo - T T e - o x|_2]
. 25 2 27 @ APPOINTMENT  INSERT  FORMATTEXT  REVIEW e
If you are creating a Calendar B 2x R Do gy G o3 © ¢ Q
o h b - l b l d PR ] e Dt chMyQ BS Scheduling Lyg Mesting \n\'/.\t: Options Tags | Zoom
]tem, t e Utton 1S labele R Y Colendar Meeting Notes  Attendees ¥ -
. CHMC IS Actions Show Lyne Mesting Mesting otes Attendees Zoom - =
New Appomtment, New 2 | [opnersorsporemers |
. amu P I
Meeting, and so on. 12 [stme [sunzzaon T s et
S8 9 i, [sunon B
() The new item opens. 02>
-

Next Appaintment

4 My Calendars

Calendar

F

Mail Calendar Pecple Tasks

MEMS:Q % REMINDERS: 7

What is a template? Where can I find more templates to use
A template is a file containing predefined settings that serve | with my Microsoft Office programs?

as the foundation for your document, saving you the effort of | At Office Online. At the top of the
manually creating the settings. Word, Excel, PowerPoint, program Start screen or on the New
Access, and Publisher 2013 display a variety of templates on screen, click in the Search online

the program Start screen and also when you start a new templates box, describe the type of
document while working in the program. template you want, and click .
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Save a File

You save files so that you can use them at another time in Office programs. When you save a file,
you can give it a unique filename and store it in the folder or drive of your choice.

After you save a document for the first time, you can click the Save button on the Quick Access
Toolbar (QAT) to save it again. The first time you save a document, the program prompts you for a
document name. Subsequent times, when you use the Save button on the QAT, the program saves the
document using its original name without prompting you.

o Before you save a document’ (-:OVMEG ;\NSERT DESIGN  PAGELAYOUT  REFERENCES D”““’“:‘;L'XW””RMEW VIEW E\zm‘gMzrmg\V e
the program displays a x i ] ,6 .

=2 i
O e oo [t oA A Aae e S asBhCeDr | AsBbCeDe AaBbCC AaBDCCl o o
. . . Pasts B I U-sx,x A-¥-A- = 1= THormal | Tho Spac.. Heading1  Heading2 |+ N
eneric name in the title bar. *
g Clippoard Font Paragraph i Styles
L f = wr— } 2 i 1 A 3 .. 7

@ Click the File tab. :

September3, 2012

Jane smith
- nemarial Sprinklers, LLG
4816 Memorial Hvry,, Suite 200

Dear Ms. Smith:

Thank youfar selecting Marmel Enterprises, LLC ta assist you in using some of your Office products,
specifically word 2013 and Excel 2013,

As weagreed,

Class 1 October 15
Class 2 October 29)

& B -—+—+ o

Docurment 1 - Ward

Backstage view appears.
e Click Save As.
e Click Computer.
() If the folder in which you 2

? -
EIameMavm:\'H L=
Save As

£, Flzine Marmel's SkyDrive E;l Computer

Recent Folders 4:’
EI‘:I Computer 0 Word Stuff N
s My Documents » Word Stuft

Word Data Files

want to save the document ol AddaPlace My Documents » Ward Stuff » Word Data Files
. . Templates
appears here, click it and T et Agpts - Rosring it Tepios
New possible data files

Ward Stuff » New possible data files

skip to Step 5.
e Click Browse.

My Documents
Desktop

-
Browse
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The Save As dialog box appears.

e Type a name for the document
here.

(@ You can click here to select a
location on your computer in
which to save the document.

() You can click the New Folder
button to create a new folder in
which to store the document.

e Click Save.

(@ Word saves the document and
displays the name you supplied
in the title bar.

(® For subsequent saves, you can
click the Save button (FH) on
the Quick Access Toolbar to
quickly save the file.

P
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2

T L« MyDocuments » Word Stuff v & Search Word Stuff »r
Organize v Nmfulder@ =
[ Whicrosoft ord ~ Marne Date rmodified Type (o]
L Temp 982012 110 P File folder
ﬁ Favorites L WWord Data Files 9/10/2012 12:24 P File folder
B Desktop ZUTEText Box.docx 9/8/2012 2:08 Ak Micrasoft Ward D,
|18 Downloads 2013 Text Box-Final.docx B2 12T AM  Microsoft Word D,
i Recent places 2013-Author Bio with loga.docs YE2M21TAEAM  Micrasoft Ward D..,
‘@ SkyDrive 2013-clipart.docx 9/5/2012 %47 Ak Micrasoft Ward D...
2013-Coreeert from Compatibiliy mode..,. 22420121027 40 Microsoft Ward D,
& [ Libraries 2013-Diagrams.docx 0/8/2012 3:46 PM Microsoft Word D,
@ Docurnents 2013-Dag Agility Classes-Picture.doc /82012 1:51 PM Micrasoft Ward Dn..,
$ Music 2013-Dog Agility Classes-Picture-final.do..  9/&/2012 .50 i Micrasoft Ward D...
&) Pictures M5 2013-Dog Agility Classes-Word Artdocs  W/6/2012 1144 &M Microsoft Ward D..,
B videos wla B
File name: | Class Schedule Letted v
Save as type: ‘Wald Document (*.docx) v|
Authors:  Elaine Marmel Tags: Addatag
[ Save Thumbnail
EH S O-= Class Schedule Letter.docx - Ward 7 @ - x
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MaLMGS  REVIEW  VIEW Elai

Erm R

[eptembers, 2012

Jane Smith

Memarial Sprinklers, LLC

4816 Memorial Hwy., Suite 200
Phoenix, AZ85000

Dear Ms. Smith

spedifically Waord 2013 and Excel 2012,
As we agreed,

Class 1
Class 2

T

4aBhCoDe 4aBbCoDe AaBblc AaBch[ﬁ

October 15
October 13

Thank youfor selectingMarmel Enterprises, LLS to assist you in using some of your Office products,

il B

pa B I U-~acx,x A~¥«p- Thormsl | Mo Spac.. Heading1 Heading2 |=
Clipboard & Font o = Styles o
. e R E RN SRR SRR T R

A

e Marmel - O @

i Find -
% Replace
[y select~

Editing

Dfie

-—————+ 1o0%

Can I save a file using a different file type?

Yes. Each Office program saves to a default file type. For example, a Word document uses the DOCX file

format and Excel uses the XLSX file format. If you want to save the file in a format compatible with

previous versions of Office, you must save it in the appropriate format, such as Word 97-2003 Document for
previous versions of Word. To save a file in a different format, click the Save as Type [~ in the Save As

dialog box and choose the desired format from the list that appears.
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Open a File

ou can open documents that you have created and saved previously in order to continue adding
data or to edit existing data, regardless of where you store the files. If you are not sure where
you saved a file, you can use the Open dialog box’s Search function to locate it.

New to Word 2013, you can open and edit PDF files. However, editing a PDF file in Word works best if
you used Word to create the original PDF file. If you used a different program to create the PDF file,
you will find that Word has difficulty maintaining the file’s formatting.

Open a File

@ Click the File tab.
Backstage view appears.
9 Click Open. 2

() Recently opened documents
appear here. If you see the
file you want to open, you
can click it to open it and
skip the rest of these steps.

Class Schedule Letter,docx - Word 2= X

Open

Recent Documents 0 =

v% Class Schedule Letterdoox
Wy Documents » Word Stuff

@ Recent Documents

&  Elaine Marmel's SoyDrive E 2013-Dangers of a Salaried Bureaucracy by Benjamin Fra

Wy Dacuments » WWard Stuff

T 5| 2013-The Give Me Liberty or Give Me Death speech-onli
E;I Computer v% My Dacuments »Ward Stuff

v% On the Federal Constitution by John Marshall docx
dh AddaPlace My Docurnents » Word Sttt

.% On the Federal Constitution by John Marshall.doc

= My Documents » Ward Stuf

v% 2013-On the Federal Constitution by John Marshall. docx
Wy Docurments » Word Stuff

V% 2012-On the Federal Constitution by John Marshall-color.... B
Wy Documents » Word Stuff

v% On the Federal Constitution by John Marshall-theme.docx
Wy Documents » Word Stuff

v% Letter-School Absence.docx

My Documents » Ward Stuff

v% Qn the Federal Constitution by John Marshall-page bord,
My Documents = Word Stuff

v% On the Federal Constitution-John Marshall-theme.docx
My Documents » Word Stuff

v% Watermark.docx
My Documents » Word Stuff

v% Watermark docx
My Documents » Word Stuff » Word Dits Files

Class Schedule Letter.doc - Word S x

e Click the place where you s - 0| @ ®

believe the document is
stored. This example uses
Computer.

Open

@ Recent Documents E;I Computer

Current Folder

£ Elaine Marmel's SkyDrive word Stuff
My Docurnents » Word Stuff

E;l Computer 0 Recent Folders 0

Word Stuff

My Documents » Word St
s AddaPlace

Word Data Files

My Documants » Word Stuf » Word Data Files

Note: If you choose the wrong
place, you can search for the file.

() If the folder containing the
document appears here, click
it and skip to Step 5.

e Click Browse.

Templates
5o Users » Elaine Marmel » AppData » Roaming » Micrasoft » Templates

New possible data files
My Docurments »Ward Stuff » bew possible data files

My Documents
Desktop

. <O
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The Open dialog box appears.

. h . h < Users + Elaine Marmel » My Documents + Word Stff » v ¢ | | SearchWiard Suff r
1 r navi
e CI' Ck ere tO a gate tO t € Organize New folder =~ [0 @
folder containing the A N : Datemodified  Type Sie -
30 Favorites . .
#uthar Bia.do BA13/2010 840 AN Microsaft Word 9. 28KB
document you want to open. B Dt
- thor Bio.dorx /201 BAAM  Microsaft Word D.. 15 KB
. g Downloads L Author Bio pdf S/2/2012 84480 PDF File FIKB
Cth the document you want L Recent places Buthor Bio-mast complete.dac 8132010 B508M  Microsoft Word 0., 28KE
to open & SkyDrive 1Y BreedReport on Jack,pdf 6/20/2011 449 P PDF File 5,028 KB
. ] Class Schedule Letter.dacx 911/2013 FEAAM  Microsaft Word D.. 12KB
. & Libraries Dangers of 3 Salaried Bureaucracy by Ben...  0/6/2012 111586 Microsoft Word D.. 17KE
o C|_]Ck open, Documents ettysburg Address.dacx 3/6/2012 1046 AWM Micrasaft Word D, 14K
Music 1 Harmony Rermote.pdf FAAA0526 P PDF File 785 KB
y P
) Pictures On the Federal Constitution by lohn Mar..  0/6/2012 1115 &6 Microsoft Word D.. 20KE
B video: DF Converter Info from MS.dacx B24/2012 12:00PK Microsoft Word D... 13 K8
1| POF Corverter Infi frarm MS.POF B/24/2013 BE3 &M PDF File 239KB
% Homegroup . X
The Give Me Liberty or Give Me Deathsp. /62012 1115 A0 Micrasoft Word D, 17KB
L Etaine tamel B Use live layout and alignment guides.pdf  8/24/2012 3194M  PDF Fie 304 KB
L) wirmwiare-tonls-installstion-ronfigurstion...  £/24/2012 110440 POF File 751KB
1 Computer \ . N
- L) vmware-view-reference-architecture.pdf  5/24/2012 1103 A0 PDF File 1,250 KB
ia Local Disk (C) 1] Vhhware-Workstation-7-DS-EM,pdf 8/24/2012 11:04 &M PDF File 162KB
[ Elaine Marmel (optiplex3010) 5
File name:  Dangers of a Salaried Bureaucracy by Benjarmin Franklindocx v | word Documents ¢docgtc |

. : BHS O- Dangers of a Salaried Bureaucracy by Berjamin Franklin.doce - Word N X

The ﬁ le Opens 1 n the program E HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Elaine Marrmel = n o
1 gt X — : #iFind -
window. [ g [omors =z ] & & 2ar 209 | aapbeer| AaBbC AaBbCcl AaBbOI | 4 R‘:p‘m
Pajt: o BT U-aex, X A-W-4A- - Thormal | Heading1  Heading2  Heading3 |+ gcsam-

3 3 3 Clipboard Font ] P3 h n Sty ] Editi ~

Note: To close a file, click x in e i e e e e :

the upper-right corner. If you i
have not saved the file, the :
program prompts you to save it. '

Dangers of a Salaried Bureaucracy
4 Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787

IT is with reluctance that I rise to express a disapprobation of any one article of the plan for
wrhich we are so much obliged to the honorable gentlemen who laid it before us. From its
first reading | have borne a good will to it, and, in general wished it success. In this

] particular of salaries to the executive branch, 1 happen to differ; and, as my opinion may

. appear new and chimerical, it is only from a persuasion that it is right, and from a sense of
b duty, that | hazard it. The committee will judge of my reasons when they have heard them,
. and their judgment may possibly change mine. I think I see inconveniences in the
appointment of salaries; I see none in refusingthem, but, on the contrary, great advantages.

Sir, there are two passions which have a powerful influence in the affairs of men. These are
M ambition and avarice—the love of power and the love of money. Separately, each of these

B has great forcs in prompting men to action; but, when united in wiew ofthe same object,

] they have, in many minds, the most violent effects, Place before the eyes of such men a post
ofhonor, that shall, at the same time, be a place of profit, and they will move heavenand
earth to obtain it. Thevast number of such places it is that renders the British government
so tempestuous. The struggles for them are the true source of all those factions which are
perpetually dividing the nation, distracting its councils, hurrying it sometimes into fruitless

and mischievous wars, and often compelling a submission to dishonorable terms of peace.

What if I cannot find my file?

You can use the Search box in the upper-right corner of the Open dialog box to locate files. Complete Steps
1 to 4 to display the Open dialog box. Locate and open the folder in which you believe the file was saved
and type the file’s name in the Search box. Files containing the search term appear highlighted along with
files containing a close match.
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Print a File

f a printer is connected to your computer, you can print your Office files. For example, you might
distribute printouts of a file as handouts in a meeting.

When you print a file, you have two options: You can send a file directly to the printer using the
default settings or you can open the Office application’s Print screen to change these settings. For
example, you might opt to print just a portion of the file, print using a different printer, print multiple
copies of a file, collate the printouts, and so on. (Printer settings vary slightly among Office programs.)

. .
Print a File
. . BHS @ - 2013-Table with chart sheetuds - Excel
0 cl']Ck the F.Ile tab. w HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elzine Marmel
alibri M A A - M B sHng ™
‘aste o E ”

g
=
Sort & Find &
L Filter+ Select~
diting -~
219 - b3 v
E F G H J K L Mo [+
1 0 d Q1 5 [oF 5
2 | A Datum Corporation  Ted $ § 746,
3 | Adventure Warks Travel § 123721 § 733396
4 Blue Yonder Airlines Travel § 034763 § 246,554
5 | City Power & Light Utilities § 200203 § 674,205
& | Coho Vineyard Beverage § 228,783 § 659,385
7 | Contoso, Ltd Misc § 239213 § 287389
8 | Contoso Pharmaceuticals Medical ~ § 371570 § 644,368
9 | Consolidated Messenger  Tech § 579,825 § 448300
101 Fabrilam, Inc. Utilities § 630,630 § 635474
11| Fourth Coffee Beverage $ 876740 $§ 567,216
12| Graphic Design Institute ~ Education ~ § 788,390 § 540262
13| Humongous Insurance  Financial  § 662,545 § 577,509
14| Litware, Inc. Tech § 002,264 § 206331
15| Lucerne Publishing Misc § 005006 § 443552
16 Margie's Travel Travel $ 289570 § 843,834,
17
18]
19 1
20/
21
22
23
24 -
25 =
Sheetl | chatl | @ P 1 D

2013-Table with chart sheet.xls - Excel A x

Backstage view appears.
@ click Print.

() You can specify the number
of copies to print using the
Copies spin box.

o
I
0]

Frinter Properties

() You can choose a printer
from the Printer drop-down
list.

( You can choose to print a
selection from the file or
specific pages using the
available settings in the
Settings Llist.

Dl print shects ot their actual size

Page Setup

20 a1 Jer2 > ol
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2013-Table with chart sheet.xls - Excel A x

() You can select additional ssnciama -] @ @

print options under Settings.

- Print
For example, you can click e N
A % opies: |1 - [2]
here to choose from various
paper sizes and to print in :
Printer

landscape or portrait
orientation.

| Erother MFC-BAS00N Printe
ﬁ Reacy

Frinter Properties

Settings

Print Entire Workbook

Print the entire warkbook

I B

Print One Sided

Only print on one side of th..

Callated
133 123 133

Landscape Orientation -

Letter

85" % 11" M

Normal Margins .

Left 07" Fights 0.7
No Sealing

S = EER

Print sheets at their actual size

Page Setup

a1 Jer2 > aE

2013-Table with chart sheet.xs - Excel it x

( You can page through a preview of ssnciama - [ @ @

your printed file by clicking here.
© click Print.

The Office program sends the file
to the printer for printing.

Print

o] e 7 =
=

4
Print.

Printer

/ Brather MFC-BAB00M Printe.,
] e

Printer Properties

Settings

@ Print Entire Workbook .
Prini the entire workback
ol

Print One Sided

Only print on one side of th..
Collated
123 123 123

Landscape Oriertation -

M

Letter
85" x 11"

Olo| D] glms

Normal Margins
Left: 0.7 Fight: 07"

Page Setup ?

a2 Js2w [

How do I print using default settings?

If you do not need to change any of your default print settings, you can simply click the Quick Print
button (#2) on the Quick Access Toolbar. If the Quick Print button does not appear on your QAT, you can
add it. To do so, click 5] to the right of the QAT and click Quick Print in the list of commands that appears.
You can also add a Print Preview and Print button (& ) to the QAT; clicking that button opens the Print
screen.
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Check Your File for Hidden or Personal Data

You can remove any personal information that an Office program stores in a document. For issues
of privacy, you may want to remove this information before you share a document with anyone.

Depending on the Office program, the Document Inspector searches your document for comments,

revision marks, versions, and ink annotations. It searches document properties for hidden metadata
and personal information. It inspects for task pane apps saved in the document as well as
information like hidden rows, columns, or worksheets. If your document contains custom XML data,
headers, footers, watermarks, or invisible content, the Document Inspector alerts you.

9 In the document you want to
check for sensitive
information, click the File
tab.

Backstage view appears.
@ click Info.
e Click Check for Issues.
e Click Inspect Document.

Note: If you have unsaved
changes, Word prompts you to
save the document, which you do
by clicking Yes.
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R

Paste

o BT U-axx, X A-¥-4p

Clipboard &

1

INSERT

DESIGN

Font

2013-Author Bio-FL docx - Word
PAGE LAYOLT

REFERENCES

MAILINGS  REVIEW  VIEW

? @ - 8 X

aine Marmel ~ [ &

== 3l T
e

Ermphasis  Heading 1 | WNormal

# Find -

Az8kCe AaBbC AaBbCe AaBbCc a
25 Replace
Strong  [=

[} Select~

Styies
2 . B s . : O

About the Author

Elaine Marmel is President of Marmel Enterprises, LLC, an organization
which specializes in technical writing and software training. Elaine spends
most of her time writing: she has authored and co-authored over 50 books
about Microsoft Project, Microsoft Excel, QuickBooks, Peachtros, Quicken
for Windows, Quicken for DOS, Microsoft Word for Windews, Microsatt
Word for the Mac, Windows 83, 1-2-3 for Windows, and Latus Notes,
From 1994 to 2006, she also was the contributing editor to monthly
publications Peacliree Extra and QuickBooks Extra.

Elaine left her native Chicago for the warmer climes of Florida (by way of
Cincinnati, OH Jerusalem, Israel Ithaca, MY and Washingten, D.C.) where
she basks in the sun with her PC, her dog Josh, and her cats, Cato, Watson

and Buddy, and sings barbershop harmony with the 1994 International
Championship Toast of Tampa
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2013-Author Bio-FL docx - Ward

Info

2013-Author Bio-FL

My Dacuments » Ward Stuff

Protect Document

Control what types of changes people can make to this document. Size

Tih
Inspect Document e

Related Dates
LastMadified

-0

this file,

Created

Last Printed

contentthat people
it find difficult t .
ind dlficultto rea Related People

pparted by earlier Buthor

/1172012 1:43 PM
/112012 1:15 P
5/5/1993 11:11 &M

H Elaine J. Marmel

Add an author

Last Modified By
H Elaine Marmel

Related Documents

J OpenfFile Location
Show Al Properties




The Document Inspector
window appears.

() You can deselect check marks
([¢] changes to []) to avoid
inspecting for these
elements.

e Click Inspect.

The Document Inspector looks for
the information you specified and
displays the results.

() You can remove any identified
information by clicking Remove
All beside that element.

(@ You can click Reinspect after
removing identifying information.

@ click Close.

To check the document for the selected content, click Inspect,
~
Comments, Revisions, Yersions. and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations,
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.
Task Pane Apps
Inspects for task pane apps saved inthe document,
Collapsed Headings
&‘ Inspects the document for text that has been collapsed under a heading,
Custom XML Data
Inspects for cuskom XML data stored with this document.
Headers, Footers, and Water marks
Inspects the document far information in headers, footers, and watermarks.
Invisible Content
Inspects the document for objects that are notvisible because they have been formatted
as ihwisible, This does not include objects that are covered by other objects, ~
5
o
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Review the inspection results,

0 Comments, Revisions, Yersions, and Annotations
Ma items were found,

I Document Properties and Personal Information
The following document information was found:
* Document properties
*&uthor
* Related dates

Rermone A1

@ TaskPane Apps
Mo document taskpane web extensions found,

@ Collapsed Headings
Mo collapsed headings were found.

I Custom XML Data Remove All
Custom XML data was found.

@ Headers, Footers, and Walermarks
Mo headers, footers, or watermarks were found.

Invisible Content v

1 Mote: Some changes cannot be undone,

(! s | [ o]

Can I review the information that the Document
Inspector displays before I remove it?

No. The only way to review the information before you
remove it is to close the Document Inspector without
removing information, use the appropriate Word
features to review the information, and then rerun the
Document Inspector as described in this section.

What happens if I remove information and then
decide that I really want that information?

You cannot undo the effects of removing the
information using the Document Inspector.
However, to restore removed information, you can
close the document without saving changes and
then reopen it.
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E-Mail a File

You can share a file with others via e-mail. For example, suppose that you have a colleague who
must present a project for approval at an upcoming meeting. Your colleague approaches you,

asking for guidance concerning what to discuss. You put together a skeleton PowerPoint presentation
and you want to e-mail it to your colleague.

You could create a new e-mail message in Qutlook and add the file as an attachment, as discussed in
Chapter 19. Or, you can send a file from the program you used to create the file, as described here.
Note that, to open the file, recipients must have the appropriate software on their computer.

E-Mail a File
o With the document you want wm = %

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEWS WIENY Elaine Marmel ~ H o
3 3 X, =) Eayout~ < ay = = = Ul D 0O —y Drshaperil d Find
to share via e-mail open, Do, o s mE G L e e -
. . Pate o Mew Lo B I U SsA-A- A P Shapes Arrange SQA:\ck @ Shape e 5 St
click the File tab. e e

Slides Fant Faragragh Drawing Editing ~

‘ ]

PROJECT OVERVIEW

.| Clickto add notes

Backstage view appears.
@ Click Share.
© Click Email.

() Options for e-mailing the file
appear here.

e Click Send as Attachment.

Note: If you are sending a file
that you do not want anyone to
edit, click Send as PDF or Send
as XPS.

Sample Project Presentation,ppt - PowerPaint 7 - x

E\am:Marme\'H L o=n
Share

Sample Project Presentation Email

My Dacuments » PowerPoint Stuff .

8 Everyone receives separate copies of this presentation

Attachment

&5 Ivite People

0
ot S
=" mail
Send a Link
E?® Present Online

(55 Publish Sides Send a5 .

=

= Hofaxmacl
!
(] = Youllneed
d
ot
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Office launches an Outlook New
Message window.

() The name of your file appears in
the New Message window's
Subject line.

(@ The file is attached to the
message.

e Type the message recipient’s
e-mail address in the To field.

G Type your text in the body of the
message.

© Click Send.

Office places the message in your
e-mail program’s outbox.

P

OFFICE FEATURES

Working with Files

CHAPTER

2

BH®r = Sarnple Project Presentation,ppt: - Message (HTML) B - X
MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW e
o, Y S .2 - -
D X - _A_ -A_ EE ',?“@ il attach File |> Follow Up
Eg B T U = == 0 pttachltem~ ! High Importance
Paste N - Address Check Zoom
. W E-A | =S=E= |4 Book Mames L4 Signature = & Low Importance
Clipboard ra Basic Text Mames Include Tags & Zoom ~
: \ \
=il |
Subject  [Sample Project Presentation.ppbx |
attached |0 sample project P o (64 K ]
@ oo matinatans n -
B2H®O+ v s Sample Project Presentation.pptc - Message (HTML) T.H - O x
MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW &
a e el a— . > .
B * Goltbri o= [11 < A & o [EE é‘@ 0 swachFile ™ Follow Up
. By s Checr 05 fttach lkem = ! High Importance N
aste P iz 5= Address Checl 0om
Sty BIU ¥-A-ES == Thack Names L Signatwres 8 Lowlmportance
Clipboard Basic Text ) Names Include Tags & Zoom -~

a | Diane Koers;

L=1
-2 |

juices.

Elaine

Subject | Sample Project Presentation.pptx
Aftached |ﬁ'ﬁsamme Project Py i (64 KE)
Hi, Diang, M

Here’s a sam ple presentation to help you sell your projest in the upcoming meeting, Hope this helps you kick start the ereative

(@) 5e= more sbout Eine Mammel.

AR -

What if my recipient does not have the necessary software to open the file?
You can send the file in PDF or XPS format, which maintains the appearance of your file, but the file cannot
easily be changed — meaning your recipient cannot edit the file. Alternatively, you can suggest that the
recipient download an Office program viewer from http://office.microsoft.com; a viewer can, for example,
help an Office 2007 user open an Office 2013 file. Finally, you can suggest that the recipient use the
appropriate Office Web App, available in SkyDrive; see Chapter 4.
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Select Data

You can select data in your file to perform different tasks, such as deleting it, changing its font
or alignment, applying a border around it, or copying and pasting it. Selected data appears

highlighted.

Depending on the program you are using, Office offers several different techniques for selecting data.
For example, in Word, PowerPoint, Outlook, and Publisher, you can select a single character, a word,
a sentence, a paragraph, or all the data in the file. In Excel and Access tables, you typically select
cells. In One Note, use the technique appropriate to the type of data you want to select.

Select Data

Select Data in Word,
PowerPoint, or Publisher

Note: You can use this technique
to select characters, words,
sentences, and paragraphs.

9 Click to one side of the word
or character that you want to
select.

9 Drag the mouse pointer
across the text that you want
to select.

() The program highlights the
characters to indicate that
they are selected.

To cancel a selection, click
anywhere outside the text or
press any arrow key on your
keyboard.
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3 BHS & Q- 2013-Table example.dsx - Excel TABLETOOLS ? &3 - E3
SeleCt Cell‘s n Excel‘ or E HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DESIGN aine Marmel ~ [ @
Access AD X _— . = 2 Conditional Formatting = &= Insert ~ 3 = AY H
B~ o

[ Farmat as Table - BX Delete - [¥]~ Z

. . Pt e BT M- =3 $-% 0 U Hesyle- [ Format- &~ §ﬁ?ff ;‘.”ifi
o Click the cell representing A ot T s cas g .
the upper-left corner of the e £ | ey :
A B 4 D E F G H 1 K L M [4]
cells you want to select. gl Coro: B Jnuary B FebruanD
2 Adventures Ahoy ravel $ 123,721 § 733,396
3 | Alyssa's Travel Travel § 289570 § 843834
4 | Anya Vineyard Beverage  § 226,782 § 650,385
5 Blue Airlines Travel $ 934,763 § 246,554
1 Coffee 'n Cream Beverage $§ 876,740 § 567,216
7 Ct Answers Tech $ 579,825 $ 448,393
& | CPL Company Utilities § 299,293 § 674,295
0 | Fabricators, Inc. Utilities § 630,630 § 635474
10 Juieph Corporation Tech § 195443 § 746,907
11 Karen Puhhshmg Misc $ 005906 § 443552
12 | Rice, Inc. Tech $ 502,264 $ 206,331
13| Ryan Pharmaceutical. Medical § 371570 § 644,368
14| Ryan, Ltd Misc § 230210 § 287,080
15 Safety First Insurance Financial $ 682,545 § 577,509
16 | Technical Design Institute  Education § 788,300 § 540282
17
18
19
20
21
22
23
24 L

Mo-————+ %

. BHS & Q- 2013-Table example. s - Excel TRBLE TOOLS 2 @ - x
Drag the Cel.l. p01ntel’ across HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  DESIGN Eaine Marmel - [ @

= X .o = = F) Conditionsl Formatting = £ Insert ~ 3. -
the CellS you Want to Sel-ect' DE@' = [P Format as Table - X Delete ~ [3~ QY Hi

S NTE RS om0 U G Brama. - Gt I
. . Clipboard Font I Alignment I} Number 17 Styles Cells Editing ry
() The program highlights the
L6Rx4C 7 i fe | Company v
characters to indicate that A 8 c b & s & L w
ill| company Industrig January [ Februay)
they are Selected 2 | Adventures Ahoy Travel § 123,721 § 7333% %
* 3 Alyssa's Travel ‘Trave\ $ 289570 $ 843,834
4 | Anya Vineyard [Beverage | § 228,783 § 659,385
: : 5 Blue Airlines. Travel § 034,763 § 246554
To cancel a selection, click ¢ [T W W
. 7| c Answers Te(h\ § 570,825 § 448300
anywhere OutS]de the text or 8 | CPL company Utiities | § 293,293 § 674,295
9 Fabricators, Inc. Utilities 639,630 § 635474
10| Joseph Corporation Tech 105440 § 746,007
press any arrOW key on your n Karezl’ubhfﬁmg Mizc $ 206 § 443552
12| Rice, Inc. Tech $ 90 $ 206,331
keyboard. 13| o phammacesictseceal |5 971 g 64469
14 Ryan, Ltd Misc $ 239,219 287,989
15| Safety First Insurance Financial § 682545 § 999
16 | Technical Design Institute Education | § 788,390 § ﬁ}@
17
18
19
20
21
22
23

How can I use my keyboard to select text?

To select text or cells to the left or right of the insertion point or cell pointer, press (£)+E00+E or (B0 +
(ET+E3. To select a paragraph or cells above or below the insertion point or cell pointer, press (Z1)+E00+
or (E0+ET)+(D. To select all text or cells from the insertion point or cell pointer location onward, press
(ET0+ET0+EDD. To select all of the text or cells above the insertion point or cell pointer location, press
(ED+E10+CED. To select all the text or cells containing data in the file, press (Z10+().
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Cut, Copy, and Paste Data

You can use the Cut, Copy, and Paste commands to move or copy data. For example, you might
cut or copy text or a picture from a Word document and paste it elsewhere in the same Word
document, in another Word document, or in a PowerPoint slide or a Publisher file.

When you cut data, it is removed from its original location; when you copy data, the selected data
is duplicated, leaving it in its original location. You can move or copy data using two methods:
drag-and-drop or buttons on the Ribbon. This section uses Word to drag-and-drop, and Excel to
demonstrate Ribbon buttons.

Cut, Copy, and Paste Data

Cut or Copy in Word, PowerPoint, LR .

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW E\amaMarme\'H o

.
2, . e . i
Publisher, or Outlook T4 N PP e eIl Ll
Paste o B I U-axx X A-¥-p- Tiiormal | Mo Spac.._Heading 1 Heading (=] qoe

@ select the data that you want to cut D e s - o |

or copy. This example cuts text. : ‘ . ' z ) ' ' e
9 Click and drag the data to a new
location. september, 012

() As you drag, [y changes to k.

- Mernarial Sprinklers, LLC
4816 Memorial Hwy., Suite 200
Phaenix, 4285000

To copy the data, you can press
Dear Ms. Smith:
and hold as you drag, and : koot slcinghrmelErr s 4o sty g ety rost e

products, specifically Microsoft Word 2013 and Microsoft Excel 2013. Marmel Enterprises, LLC looks
% Ch a nges tO %ﬁ . forwardto helpingyou choose how best to use these programs to meet your neads and tapossibly
provide support for Microsoft Project as well

A we agreed, trainingdasses will be held s follows:

(@ A bold insertion point marks where - N
the text will appear as you drag. a2 Septembers

Class 3 Septermber 21

& that these programs are multi-faceted andcan be used in different ways by different
% people ise each user can use each program differently, pleaseunderstand the followingin

A retaining MarmelEnterprises, LLC:

& I —

H - O+ Select Text.docx - Word 2 @ - x

e Rel.ease the mouse to drop E HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEWY WIEW E\aszarme\'H ®
] % e S G| & A Aa- | e Tz 5

the data in place. Do i v E-ET

Pt o BT U-mxx A-¥-A-

% Find
2L 9 | aapocene | asmbcene AaBbC AaBchlH -

=
e Replace
= S-E. THormal | TNo Spac..  Heading 1 Heading2 |5 I Select~

Clipooard m Font [ Faragraph 5 Styles 5 Editing -~

(® The data appears in the new : i g s . . . : coe
location. S

Jane Smith

- Memarial Sprinklers, LLG
4816 Mearorial Hwy., Suite 200
Phoenix, AZ85000

Dear Ms. Smith

Thank youfor selectingMarmel Enterprises, LG to assist youin using some of your Microsoft Office
products, spesifically Microsoft Word 2013 and Misrosoft Excel 2013,

A5 we agreed, trainingclasses will be held as follows:

Class 1 September17
Class 2 september 18
Class 3 September 71
MarmelEnterprises, LL¢ looks forward to helping youchoose how best to usethese programs to meet
N your needsand to possibly provide support for Microsoft Projest as well, Please be aware that these

programs are multi-faceted and can beused in different wayslby different people. Because each user
can use each program differently, please understand thefallowingin retaining M armel Enterprises, LLC:

e Becauseyouare hest qualifiedta assess your business and your needs, itis your responsitility to
decide whatinformation youdesire from these programs and how these programs shouldbe used
i your officeto suit your purposesbest, The accuracy of the information you receive from these
programsis entirely dependent on the accuracy of the data that you enterinto them.
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BH © ¢ &~ 2013-Industry values.xlsx - Excel B 3

CUt or Copy in Excel or Access 2 HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEY WIEW E\a\HEMaYMA\'H v
= % o KA = .= [canem <] BB Conditional Formatting ~ ~ B=nsert = 3. v
0 Select the cell(s) that you want to cut DE@- > | T e m oY

Pate o B IO . M A- S==&EE BH- $-% WY Sort & Find &
[

- . -l [ Cell Styles - [EFormat~ | € itar~ Select
or copy. This example copies a formula. | e - A R s .
E2 vz Jfe || =SUM(CZD2) v

@ Click the Home tab. L P . . . .

. : . ary Tota
2 Adventures Ahoy Travel $ 123721 $§ 733,396 |% 857117
M 3 | Alyssa's Travel Travel § 289570 § 843834
€ Click the Cut button () to move data | toomee 1o = e
= 5 Blue Airlines Travel $ 034763 § 248554
or the Copy button (E=) to copy data.  |¢ comencem sz s w0 s saran
T Consolidated Answers Tech $§ 579,825 § 448,399
& | CPL Comparny Utilities § 299,293 § 674,295
. 9 | Fabricators, Inc. Utilities § 630,630 § 635474
NOte' You can al'so press Ctrl +n to CUt 10| Joseph Corporation Tech § 105440 § 746,007
11 Karen Publishing Misc $ 0050906 §$ 443552
data or (21J+(%] to copy data. 12| e ne Te [+ swroes s gouom
13| Ryan Pharmaceuticals Medical § 3571570 § 644,368
. 14 | Ryan, Ltd Misc § 230219 § 287,080
The Outhne around the Selected ceu(s) 15 | Safety First Insurance Financial  § 682,545 $ 577,598
16 | Technical Design Institute  Education $ 788,390 § 540282

changes to an animated dashed box i
and the data is stored in the Office 2
Clipboard. 2

i M o-————+ 10w

e Select the cells where you want

H S ¢ @ - 2013-Industry values.xisx - Excel T m - x
the cut or Copied data to appear. HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW ummmmwvﬂ ¢
(5 bl il oS
Note: You can also open another file Mt R EAr SESESEC %0 W8 goas S e O
. . p Clipboard & Font = Alignment 17} Number 1 Styles Cells. FE:anS‘ * "
into which you can paste the data. R RETCT 0 .
A B C D E F G H 1 J K L M [«
] 1 B Industry J Febi Total
o On the Home tab, click the Paste [ hertreesiey o s o 5 Tsasse b 5_7,_‘_‘10
. . 3 lyssa's Travel ravel $ ), $ 2 $ 1,133,
button. Alternatively, to preview S T ETMOETOORCET
. 5 | Blue Arlines ravel $ 034763 § 246554 | $1,181;
how the text will look before you ¢ [[cotes e rrTRINTIORGR
7 Consolidated Answers Tech $ 579,825 § 448,300 | §1,028,224
paste it, click the down arrow o e e+ o s o st <alD))
10| Joseph Corporation ech $ % $ 3 $ %
below the Paste button and 1] oo i3 om0t To sinsss RN
12| Rice, Inc. Tech $ 002,264 $ 206,331|%1,108595
posit'ion your mouse pointer over 13| Ryan Pharmaceuticals Medical $ 371,570 § 644,366 | $1,015938
14| Ryan, Lltd Misc § 239,215 § 287,989 | § 527208
each button that appears. T e e oo e oo T+ soesss s sutrss | H
17 3 (et -
18
Note: You can also press (E1)+(7 to s
paste data. 2
23

() The data appears in the new s =

location. = e T o=
TIPS
When I paste cut or copied data, an icon appears. Can I cut or copy multiple selections?

What is it? Yes, you can, using the Office Clipboard, which
This is the Paste Options button (®«w-). You can use it | holds up to 24 items that you can paste in any
to view Paste-formatting choices; the options that order you choose. To display the Office

appear depend on the program you are using and the Clipboard, click the dialog box launcher (I.) in
location where you want to paste. You can click one of the Clipboard group on the Ribbon’s Home tab.
these options or ignore ®wuw-; eventually, it disappears. | Then select and cut or copy.
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Arrange Windows

ou can simultaneously view multiple files. For example, you might view two versions of a Word
document side by side to compare their contents or view two Excel workbooks to compare data. If
the files you want to compare are particularly long, you can enable the Synchronous Scrolling option

to scroll both files at the same time.

In addition to viewing multiple files simultaneously, you can split the window of one long file into
scrollable panes to view different portions of it. For example, you might split a document to compare

how portions of it are formatted.

Arrange Windows

View Multiple Files
0 Open two or more files.

@ Click the View tab.

© Click the View Side by Side
button.

() Both files appear on-screen
side by side.

() To scroll both files at the
same time, click the Window
button and then click the
Synchronous Scrolling
button.
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(@ You can click the Maximize
button (& ) to restore a
window to its full size.

() You can click the Close
button (%) to close a file.

Split a Window

0 To split the window displaying a single
file into scrollable panes, click the
View tab.

@ Click the Split button.
( Horizontal and vertical bars appear.

e Drag the bar up, down, right, or left to
resize the panes, and click to set the
bar in place when the panes are the
desired size.

To return the page to a full document,
click the Split button again.
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What does the Switch Windows
button do?

Can I display two Excel files one on top of the other?
Yes. Click the View tab and then click the Arrange All

If you have two or more files open, click the
Switch Windows button to view a list of all
open files in the current Office program. You
can then choose a file in the list to view it.

button. The Arrange Windows dialog box opens, and

you can select how you want to display multiple files:
horizontally, vertically, tiled (where each window appears
in a square pane), or cascaded (where windows appear one
behind another).
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Insert a Picture

You can illustrate your Office files with images that you store on your computer. For example,

if you have a photo or graphic file that relates to your Excel data, you can insert it onto the
worksheet. If you have a photo or graphic file that relates to the subject matter in your document,
you can insert it into the document to help the reader understand your subject. After you insert a
picture, you can resize, move, or modify the graphic in a variety of ways, as described in the section
“Understanding Graphic Object Modification Techniques” later in this chapter.

Insert a Picture

0 Click in your document where e ﬁw - .
you want to add a picture. D @B-EnT Epn. Bhmgson

Note: You can move the image to Pages B0 TP AT AYYPYPS YATIYA YPEIYR YYTRYPS TPTPYR YPCIYR YITPPR NYTPYR PR OISO I

a different location after ’ =

inserting it onto the page. See =] »

the section “Resize and Move : 3 Dog Agility Clagses Start Soon! ’

Graphic Objects.” E 0

@ Click the Insert tab. E Bt

e Click Pictures. E ““m:f"m;"ﬁ_w

The Insert Picture dialog box

appears. ®© = 1 [El« Pictures » Wy Pictures » Search My Pictures p
Organize v Newfolder = 0 @
() The folder you are viewing appears Q8 Microsot s . ‘
here. o Faveres
B Desktop
Note: Image files come in a variety of R reeees parerl
formats, including GIF, JPEG, and PNG. = St
‘*» (4 Libraries
() To browse for a particular file type, | e
you can click [v| and choose a file LT
format. > :
File name; | Al Pictures (“emf*wmf* jpg;* ¥
(@ You can click here to navigate to Tl |

commonly used locations where
pictures may be stored.
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e Navigate to the folder containing the
picture you want to add to your
document.

e Click the picture you want to add.
@ Click Insert.
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Search Persanal

G]

Organize

* 1 L« MyPictures » Persanal ¢
New folder

@3 Microsoft Publisher

S Favorites
B Desktop
|l Downloads
%l Recentplaces
G SkyDrive

Buddy on the
deskPG

Busldy
sleeping-adjuste
dipg

403p-Barder_col
lie_weave_poles.j

[ Libraries
[ Documents
! Music
=) Pictures
B Videos

Cato,pg Flowers.png

Cato & the
Shoes-adjusted,j

™ T _ = - BN

File ame: | 405px-Border_collie_wesve_poles) v| | Al Pictures (emf wmfrjpgs ¥

6
: s FHS & = Dag Agility.pub - Publisher PICTURE TO0LS 7 - x
0 The p]Cture appears 1n your E HOME INSERT PAGE DESIGN MAILINGS REWIEW WIENY FORMAT E\amaMarme\'M o
document, selected and surrounded i " s T A ED BRI e
g - srd - Fngovs e Replace
Paste B I UGXXHnaa- M. A Styles  Draw Wrap :
- Hes D D TP Ehpoer Iy Selece
by handles (= and ). |
Pages « (I T Y T A M M W [
4

(@ Drag i to rotate the picture
(21 changes to ¢).

(® On the Home tab, click Wrap Text to
control text flow around the picture.

( Picture Tools appear on the Ribbon;
you can use these tools to format
pictures.

To remove a picture that you no
longer want, you can click the
picture and press (0.

Dog Agility Classes Start Soon!

[ofers you the opporturity o particpate n agilty classes in the hot summer manthsin

we.

seginner and Novics Com petition Obedience Casses
[ Fum runs & RunThroughs for gty and obesience
- Open practcs for agiity and Obssience

w, obe e
ouerthe nexthurdis.

If I am sharing my file with others, can I
compress the pictures to save space?

Yes. You can compress image files that you add to
any file. To do so, click the image, click the Format
tab on the Ribbon, and click the Compress Pictures
button (=) in the Adjust group. In the Compress
Pictures dialog box, fine-tune settings as needed
and click OK to compress the pictures.

I made changes to my picture, but I do not like
the effect. How do I return the picture to the
original settings?

You can click the Reset Picture button (“Z] -),
located in the Adjust group on the Format tab, to
restore a picture to its original state. This command
removes any edits that you applied to the image.
Activating this command does not restore the
original size of the image.
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Insert an Online Picture

n addition to pictures stored on your computer’s hard drive, you can add interest to your Office

files by inserting a picture or clip art image from an online source into a Word, Excel, PowerPoint,
Publisher, Outlook, or OneNote document. Be careful when choosing online pictures and make sure
that they fall into the public domain or that you have written permission to use the picture.

The pictures and clip art found at Office.com are all public domain art and you can freely use any of
these images. None of the Office 2013 applications come with any preinstalled clip art as previous

versions did.

Insert an Online Picture

Note: If you are working in Word or Excel,
switch to Print Layout view.

o Click in your document where you
want to add a picture.

Note: You can move the graphic to a
different location after you insert it. See
the next section, “Resize and Move Graphic
Objects.”

@ Click the Insert tab.
e Click Online Pictures.

Note: In some Office programs, Online
Pictures does not appear directly on the
Insert tab. In this case, click Illustrations.

The Insert Pictures window appears.

e Click here and type a description of
the kind of image you want.

@ Click the Search button (,0).
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The results of your search appear. B
() You can click here (A and W) to o

u Office.com Clip Art )
. 1000 search results for ca
navigate through the search results. e

() You can click here to return to the
Insert Picture window and search for
a different image.

0 Click the picture you want to add to
your document.

0 Click Insert.

AiIa At o lattere it el :
el Lo 1 nav Insert Cancel

o The piCture appears in your % e:{;M:” :\NSERT DESIGN PAGELAVOuTDBCuF::;E":EéI:/E:d MAILINGS REVIEW WIEW p‘iz::::uﬂ E\a-!
document, selected and : R R & e s~ 37 - R
Remove = & =] (= \gl [ @ pes Position Wrap e - 1
surrounded by handles (D—). ;rmtwciffectxv - - SME—‘EP\(tumuyuut"— o E[:Xe\emunpxne . : R
B ) = F T 2 s R R S (SRS =
() Drag ¢ to rotate the picture. -

( You can click Wrap Text or =
to control text flow around the
picture.

(? Picture Tools appear on the
Ribbon; you can use these tools
to format the picture.

When you finish working with
your online picture, click
anywhere else in the work area.

] B -——h——+ 1o0%

Why must I make sure that the image I
choose falls into the public domain?

Images that are privately owned are often
available for use only if you agree to pay a fee
and/or give credit to the owner of the image.

What happens when I search for images using Bing?
Like the results of a search of Office.com, the search
results appear in a window. A message states that
search results are licensed under Creative Commons and
that you need to review the specific license for any

To use a public domain image, you do not need image you want to use to ensure that you can comply
to pay a royalty and you do not need permission | with the license. Bing searches do not exclude pictures
from an image owner to use the image. outside the public domain.
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Resize and Move Graphic Objects

Pictures and other types of images are also called graphic objects. If a graphic object is not
positioned where you want it or if it is too large or too small, you can move or resize it. When
you select a graphic object, handles appear on each side of the graphic object; you can use these
handles to resize it. Alignment guides — green lines — appear as you move a graphic object to
help you determine where to place it. Once you have picked the spot for the graphic, the alignment

guides disappear.

Resize and Move Graphic Objects

Move a Graphic
o Click a graphic object.
() Handles (+) surround the
graphic.
Note: In Publisher, & and O
surround the graphic.

e Position the mouse pointer over
a graphic object or the edge of a
text box (I=, I, or .p changes

+

to “it).

e Drag the graphic object to a
new location.

@ In Word, green alignment
guides help you position the
graphic object.

e Release the mouse button.

The graphic object appears in
the new location and, in Word,
the alignment guides disappear.

o Click outside the graphic object
to cancel its selection.
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Resize a Graphic
o Click a graphic object.

(@ Handles (+) surround the
graphic.

Note: In Publisher, &+ and )
surround the graphic.

o Position the mouse pointer
over one of the handles
(I=, 1, or op changes
to By, I, @, or o=p).

6 Drag the handle inward or
outward until the graphic
object is the appropriate size

(%, I, ", or 4= changes
to +).

e Release the mouse button.

The graphic object appears in
the new size.

o Click outside the graphic
object to cancel its selection.
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Can I control how text wraps around
an object?

Yes, if you insert the object into a
Word or Publisher file. Click the
object, click the Wrap Text button on
the Format tab, and choose a wrap
style. In Word, you also can click =.

Does it matter which handle I use to resize a graphic?

Yes. If you click and drag any of the corner handles, you maintain
the proportion of the graphic as you resize it. The handles on the
sides, top, or bottom of the graphic only resize the width or the
height of the graphic, so using one of them can make your
graphic look distorted, especially if you resize a picture, video,
or screenshot using any handle except a corner handle.
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Understanding Graphic Object Modification

Techniques

In addition to inserting, moving, and resizing pictures as described in this chapter, you can
insert and modify other types of graphic objects — shapes, screenshots, SmartArt, WordArt, and
charts — in all Office programs except Access. The available graphic objects vary from program to
program; the specific types of available graphic objects appear on the Insert tab of the program.
You insert these objects using basically the same techniques you use to insert pictures.

You can modify an object’s appearance using a variety of Ribbon buttons that appear on a Tools tab
specific to the type of graphic object you select.

Crop a Picture

You can use the Crop tool to create a better fit, to omit a portion of the image, or to focus the
viewer on an important area of the image. You can crop a picture, screenshot, or clip art image.
When you crop an object, you remove vertical and/or horizontal edges from the object. The
Crop tool is located on the Format tab on the Ribbon, which appears when you click the object
you want to crop.

Rotate or Flip a Graphic

After you insert an object such as a piece of clip art or a photo from your hard drive C ] —
into a Word document, you may find that the object appears upside down or inverted. P
Fortunately, Word makes it easy to flip or rotate an object. For example, you might flip a [< riverica
clip art image to face another direction, or rotate an arrow object to point elsewhere on |, /="
the page. Or, for dramatic effect, you can rotate or flip pictures, clip art images, and
some shapes. Keep in mind that you cannot rotate text boxes.

More Ratation Options..

Correct Images

You can change the brightness and contrast of a picture, clip art, or a screenshot to
improve its appearance, and you can sharpen or soften an image. Suppose, for example,
the image object you have inserted in your Word, Excel, or PowerPoint file is slightly
blurry, or lacks contrast. You find the image-correction tools on the Picture Tools Format
tab on the Ribbon, which appears when you click to select the object to which you want
to apply the effect.

Make Color Adjustments

You can adjust the color of a picture, screenshot, or clip art image by increasing or
decreasing color saturation or color tone. You can also recolor a picture, screenshot, or
clip art image to create an interesting effect.

Color saturation controls the amount of red and green in a photo, while color tone
controls the amount of blue and yellow.
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Remove the Background of an Image

You can remove the background of a picture, screenshot, or clip art image. BACKGROUND REMOVAL | ViEw
For example, suppose that you inserted a screenshot of an Excel chart in a Q o Q( T Vv
Word document; the screenshot would, by default, include the Excel Mark Areas Mark Aveas Delets | Discard &ll  Keep
Ribbon. You can use the Remove Background tool in the Adjust group on fokiep o Ramous Mark | Changes Changes
the Picture Tools Format tab to remove the Excel Ribbon and focus the

reader’s attention on the chart.

Add an Effect

You can use tools to assign unique and interesting special effects to objects. For example, [Grameee- 1
you can apply a shadow effect, create a mirrored reflection, apply a glow effect, soften 0 preset ;
the object’s edges, make a bevel effect, or generate a 3D rotation effect. You can find

these tools on the Format tab of the Ribbon, which appears when you click to select the | Shadow

object to which you want to apply the effect. (Note that the Picture Effects tool is not
available in Publisher.)

Apply a Style to a Graphic

You can apply a predefined style to a shape, text box, WordArt graphic, picture, or clip art
image. Styles contain predefined colors and effects and help you quickly add interest to a
graphic. Applying a style removes other effects you may have applied, such as shadow or
bevel effects. Sample styles appear on the Picture Tools Format or Drawing Tools Format tab
when you click [=] in the Picture Styles or Shape Styles group.

Add a Picture Border or Drawing Outline

You can add a border to a picture, shape, text box, WordArt graphic, clip art image, or 5 Pictare Border~
screenshot. Using the Picture Border or Shape Outline tool, which appears on the Picture | 'hereteers
Tools Format or Drawing Tools Format tab, you can control the thickness of the border,
set a style for the border — a solid or dashed line — and change the color of the border.

Apply Artistic Effects

You can apply artistic effects to pictures, screenshots, and clip art in order to liven them i
up. For example, you can make an image appear as though it was rendered in marker, pencil, @@E@

chalk, or paint. Other artistic effects might remind you of mosaics, film grain, or glass. You 3
find the Artistic Effects button on the Picture Tools Format tab, which appears when you E[‘][ﬁ:
click to select the object to which you want to apply the effect.
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Office and the Cloud

ffice 2013 offers a completely new experience when it comes to working in a mobile environment.

Today, people are on the go but often want to take work with them to do while sitting in the
waiting room of their doctor’s office, at the airport, or in a hotel room. Office 2013 was designed to
help you work from anywhere using almost any device available because, among other reasons, it works
with SharePoint and SkyDrive, Microsoft’s cloud space. From SkyDrive, you can log into cloud space and,
using Office Web Apps — essentially, tools with which you are already familiar — get to work.

Sign In to Office Online

Office Online connects your Office programs to the world beyond your .
computer. When you sign in on any device and launch an Office program, the Elaine M@ag::lilm
program Start screen and the program window show that you are signed in.

Signing in gives you access to online pictures and clip art stored at Office.com Change photo
and enables Office to synchronize files between your computer, SkyDrive, and
SharePoint.

SkyDrive and Office 2013
The SkyDrive app is a cloud storage service from

Microsoft that comes with Office 2013; 7GB are free, rﬂ i :

%, ] e
and you can rent additional space. Office 2013 saves ‘ _':ll"Il I'lr" |:1| rl ve | W
all documents by default to your SkyDrive so that -
your documents are always available to you.

Using Office Web Apps

You can open and edit Word, Excel, OneNote, and PowerPoint documents from your [Ersswar. see o
SkyDrive using Office Web Apps, which are scaled-down editions of Office programs [ @5t s
that you can use to easily review documents and make minor changes. e

Edit in Word Web App
Make quick changes right here in
your browser,

Take Your Personal Settings with You Everywhere

Office 2013 keeps track of personal settings like your recently used files and favorite oo b
templates and makes them available from any computer. Word and PowerPoint also R
remember the paragraph and slide you were viewing when you close a document, and e

they display that location when you open the document on another machine, making it Sormaone mace changes snceyou

easy for you to get back to work when you move from one work location to another.
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Your Documents Are Always Up to Date

Office 2013 saves your Office documents by default in the SkyDrive folder that installs along
with Office. As you work, Office synchronizes files with changes to your SkyDrive in the
background. And, the technology does not slow down your work environment, because
Office only uploads changes, not entire documents, saving bandwidth and battery life as
you work from wireless devices.

Share Your Documents from Anywhere

You can share your documents both from within an Office program and from your
SkyDrive. And, from either location, you can e-mail a document to recipients you
choose, post a document at a social media site, or create a link to a document that
you can provide to users so that they can view the document in a browser. You can Geta link
also use Microsoft’s free online presentation service to present Word and PowerPoint
documents online.

Send email

postto B ¥ [

Take Advantage of the Office Store

The Office Store contains add-in applications that work with Office programs. For example, -
the dictionary you use to look up words in Microsoft Word or Excel 2013 does not |
automatically install when you install the program. But, when you need an add-on for Word
or Excel, you can download it from the Office Store. Click the Office Store button to open
your browser to the Office Store web page.

Office Store

Office 2013 on Demand

Office 2013 comes in three “traditional” editions, where you buy the program; you can install any traditional
edition on one machine. Office 2013 also comes in two “subscription” editions; essentially, you pay an
annual rental fee to use the software on five PCs or Macs.

Subscription editions include the Office on Demand feature; subscribers can run temporary instances of
Word, Excel, PowerPoint, Access, Publisher, Visio, and Project on computers where they normally would not
be able to install software. To keep the process fast, only parts of the application actually download as
needed, and it runs locally. When a program closes, it uninstalls itself.

Subscribers must be online and logged in to validate their right to use Office on Demand.
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Sign In to Office Online

ou can use Office Online to work from anywhere. Sign in to Office Online using any of your
devices and then, using one of the Office Web Apps, go to work. Office remembers some of your
personal settings such as your Recent Documents list so that you always have access to them.

When you work offline, Office creates, saves, and opens your files from the local SkyDrive folder.
Notifications appear periodically, reminding you that you are working offline. Occasionally, Office
alerts you if changed files are pending upload to the cloud. Whenever you reconnect, Office
automatically uploads your changes to the cloud.

Sign In to Office Online

9 Open an Office program.

WO rd search for online templates O & Sign in to get the most out of Office ©
Learn more &

Suggested searches:  Letters  Resume

The program’s Start screen appears.

9 Click the Sign In link. Sign in to Office

. . r Resize Picture-final

NOte: If yOU are V1eW1ng a dOCUment, " When you sign in, your documents and settings are D
Cl_'iCk the S]gn In hnk in the upper-l’ight available everywhere that you are - even if the device you 3
corner of the screen.

Recent %

O}

are using doesn't have Office.

Picture-fina H Microsoft account {
Sign in with the account you use for SkyDrive, Xbox s
LIVE, Qutlook.com, or other Microsoft services.
Organizational account
ﬂ Sign in with the account provided by your werk or
school to use with Office 363 or other Microsoft

services.

The Sign In to Office window appears.

e Click Microsoft Account or
Organizational Account, depending
on the user ID you use with Office.

Leam more | Privacy statement

(8 Open Other Documents I 1 2012 ‘ /]:‘

The Microsoft account sign-in window *
appears. (<)

Sign in

e Type your Microsoft account e-mail

address. Microsoft account What's this?

| Fomeone@example.com 0 |
| Password G |

Can't access your account?

e Type your Microsoft account password.

() If you do not have a Microsoft
account, you can click here to sign up

for one. You can establish any existing 6
e-mail address as your Microsoft 0
Don't h; Mi ft it? Si
account address. on ave a MIcrosoft accoun ign up
G Click Sign in. © 2012 Microsoft

Privacy ‘ Terms
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() This area indicates that you &H' i
Search for online templates aine arme| O
have signed in to Office Word e e L o b
Recent - o
Title =]
Blank docurnent Blog post
©
Take a
tour
Welcame to Word Thank you card
Aa Title
[@¥ Open Other Documents Heading
How do I sign out of Office Online? =
Sign in to Windows 8 using a local o
Account
account and follow these steps:
. . User Information Product Information
o Click the File tab. Oy swetie n Office
e Click Account. _
Product Activated

Note: In Outlook, click Office Account.
© Click Sign Out.

() The Remove Account dialog box
appears to warn you that continuing
removes all customizations and
synchronization might stop.

Note: In most cases, it is perfectly safe
to click Yes. If you are unsure, check
with your system administrator.

O Click Yes.

Wicrosoft Office Professional Plus 2013

@ natebasks may na langer sync to

affflog in to Windows at the next appartunity.

4@ Elaine Marmel's SkyDrive
8@gmail.com

& YouTube
Vo be user

Adda
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Share a Document from Office

You can easily share documents using Office Online. You can share an Office document by posting
it using a social network or to a blog or sending a document as an e-mail attachment. You can
also take advantage of a free presentation service Microsoft offers and share your document by
presenting it online. Or, as shown in this section, you can send a link to your SkyDrive — as part of
Office 2013, you receive free cloud space at SkyDrive — where the recipient can view and even work
on only the shared document. When you finish, you can stop sharing the document.

Share a Document from Office

Share a Document ®E S O- 2013-Dangers of a Salaried Bureaucracy by Benjarnin Franklin.doc - Word T E - X

MOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW laine Marel ~ [ @

X, — . _ h Find -
Note: The document you want to D g Comppmes-ft & i s % AT Jasbbcer AaBDC masiCe AeRbOT [ gl
Fase o B I U -aex,x A-¥-A- = - D ThNorrmal | Heading1 Heading2 Heading? |+ 3 Select~

share must be stored in the . .
cloud. See the tip at the end of
this section for details.

@ with the document you want DANGERS OF A SALARIED
. BUREAUCRACY
to share on-screen, click the
R Delivered by Benjamin Frankiin in Phil ia in the itutional ion of 1787
File tab.

Styles & Editing ~

ITis with reluetance that | rise to express adisapprobation of any one article of the plan for which we
are so much obliged to the honorable gentlemen who laid it before us. Fram its first reading | have
borne 2 good will toit, and, in general wishedit success. Inthis particular of salaries to the executive
branch, | happen to differ, and, as my opinion may appearnew and chimerical, it is anly from a
persuasion that i is right, and from a sense of duty, that | hazard it, The committee wil judge of my
reasons whenthey have heardthem, andtheir judgment may possibly change mine. | think | see
inconveniencesinthe appaintment of salaries; | see nane in refusingthem, but, on the cortrary, great
advantages.

Sir, there are two passions which have a powerfulinfluenceinthe affairs of men. These are ambition
and avarice—the love of powerandthe love of money. Separately, each of these has great force in
prompting men to action; but, whenunited in view of the same object, they have, in many minds, the
. most violert effects. Place before the eyes of such men a post of honor, that shall, at the sametime, e
Backstage view a ppears_ a place of profit, and they wil move heavenand earth to obtain t, The vast number of such places it is
that rendersthe British government sotem pestuous, The struggles forthem arethe true souree of all
thasefactions which are perpetually dividingthe nation, distracting its councils, hurryingit sametimes

o Ch’ck Share into fruitless and mischievous wars, and often compelling a submission to dishonarableterms of peace.
.
e 3 £ B B -
© Click Invite People.

e Type e-mail addresses of people
with whom you want to share
here.

2013-Dangers of a Salaried Bureaucracy by Benjamin Franklindocs - Word ? - X

Elzine Marmel - H o=
Share

2013-Dangers of a Salaried Invite People

Bureaucracy by Benjamin Type names or e-mail sdr
Franklin | @coxret %| 5 [Ganedi

Elaine Marmel's SkyDrive » Docurnents » Word D..,

. M Please take 3 look atthis and see what you think Can view
Note: If you t.ype multiple e
addresses, Office separates them
A . 2 &5 Invite People 0
W]th a Sem]COlon (;)' ("] Require user to sign in before accessing document.
@S  GetaSharing Link
e Specify whether these people " & 0
. . . Post to Social Networks -
can edit or simply view the
09 Emai

document. _
Shared with

%@ Present Online H Elaine Marmel

() You can type a personal message oo
Post to Blog

to include with the invitation.
0 Click Share.
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Office sends e-mails to the
people you listed.

() Recipients with whom you
shared the document appear
here.

Stop Sharing
o Open the document you want to

stop sharing and click the File tab.

© Click Share.
e Click Invite People.

e Right-click the recipient with whom
you no longer want to share.

o Click Remove User.

The program updates document
permissions and removes the user
from the screen.

P

2013-Dangers of a Salatied Bureaucracy by Benjamin Franklin.docs - Word

Share

2013-Dangers of a Salaried
Bureaucracy by Benjamin
Franklin

Elaine Marmel's SkyDrive » Docurnents » Word D.
Share

&% Imite People

@O Geta Sharing Link

o], Post to Social Networks

B9 Email

& Present Online

Post to Blog

Invite People

Type names or e-mail addresses

RN

taine Marmel < O] @ @

Fo| [F [Conedi ~

Include a persanal message with the invitation

&

Share

Shared with

[ Require user to sign in before accessing document.

Elaine Marmel ¢
Owner Can edit

2013-Dangers of & Salaried Bureaucracy by Benjamin Franklin doce - Word

Share

2013-Dangers of a Salaried
Bureaucracy by Benjamin
Franklin

Elaine Marmel's SkyDrive > Dacurments » Word D,

Share

&5 Invite People 0

@O Geta Sharing Link
o}, Post to Social Networks
B9 emai

E@ Present Online

Post to Blog

Invite People

Type narmes or e-mail addresses

7Y =GR

7
taineMarmel - [0 @ @

Yol B2 [Canedic -

Include a personal message with the invitation

Shared with

Elaine Marmel
Oumer

Remove User

Change permission to:

Why do I see a screen indicating I must save my document before sharing it?

If you have not previously saved your document to your SkyDrive, the Office program prompts you to do so
before starting the Share process. By default, Office saves all your documents to your SkyDrive, but, if you
changed that option, click the Save to Cloud button that appears. The program displays the Save As pane
in Backstage view; click your SkyDrive and then click a folder in the Recent Folders list or click Browse to
navigate to the SkyDrive folder where you want to place the document.
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Download Apps from the Office Store

You can use the Office Store to download add-on applications, or apps, for Word, Outlook, or Excel. For
example, the dictionary you use to look up words in Word 2013 does not automatically install when
you install the program. But, when you need an add-on, you can download it from the Office Store.

The Office Store also contains apps created by developers outside of Microsoft — apps that work with
Word and Excel. The developer can choose to charge for an app or make it available for free.

H S O- Document! - Word
InStall an App E HOME INSERT PAGE LAYOUT REFERENCES MAILINGS REVIEWY WIEWY E\E\"EMEVVWE\'H o
. 4 Cover Page ™ T Smartart Header = [~ Equation ~
@ Click the Insert tab. e BBl O w5 S @Y ree
o Click Apps for Office. oo Lo || s | smsswareom | ron .
x
The Insert App dialog box appears, prfffiiﬁglfiﬂ o
displaying the My Apps tab of
currently installed apps. oo
. Add apps to your account at the Office Store.
() You can click Featured Apps to a
view apps you may find interesting. 4
If you browse through featured
apps and do not find what you
need, click More apps.

© click office Store.
The Office Store web page appears.

& B -—+——+ o

e Search for apps using the search
box at the top of the page or

HOME MY OFFICE

simply scroll down to find and click e 5
the app you want to add.

The web page describing the app e e
appears.

Note: This section adds the Merriam-
Webster Dictionary app to Word (and
Excel) as an example.

This app requires installaleM Of the ffice Preview. If you don't have it
install now,

By dicking gree to the terms and conitions and privacy.
statement and acknowledge this app’s requirements.

VERSION 12

AVERAGE RATING =]
() You can read the information about o Py
the app. T

( The price of the app appears here.
e Click Add. &DETAILS REVIEWS REQUIREMENTS

PROVIDER DESCRIPTION

The Merriam-Webster Dictionary app for Office lets you search for definitions from within a Microsoft
Word document.

46 Simply select a word in a document you are writing o reading, right-click, and choose Define from the
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A web page appears, asking
you to sign in to the Office

) A Office Need hep? Contact support | United States
Store using your Microsoft q
account. , o
Office Store signin
O Fill in the login information. ER——
To get your app, please sign in with your Microsoft account. 6 -

Password

Dictionary - Merriam-Webster " Keep me signed in

© click Sign in.

Don't have a Microsoft account? | Sign up

©2012 Microsoft  Terms  Privacy & Cookies. Help Center  Feedback

A web page appears, asking
you to confirm that you want

to add the app. .
e Click Continue. .

Confirm that you wish to add the app

&«

83 Office

<)\ B3 hrtpi/ofic pept=MocEndhode 2 - & [ 83 purc

Dictionary - Merriam-Webster
by Meniam-Webster Inc.

Choose Continue to add this app for Office to your account,

SiteDirectory  ConfactUs  Submit Feedback  Legal  Trademarks  Privacy and Cookies  Accessibility

What should I do for add-ins for other Office 2013 programs?

OneNote, PowerPoint, and Publisher use the Add-Ins pane of the Options dialog box, as they did in earlier
editions of Office, to manage add-ins. For dictionary look-ups, these programs and Outlook use the same
Research pane that appears in earlier editions of Office. To display the Research pane, click the Review tab
(in Outlook, pop out a reply or a forward message window and the Review tab becomes visible), and then
click Research. Available research sources appear in a list in the pane. Access manages its add-ins using
the Add-In Manager, available from the Database Tools tab.

continued > 47



Download Apps from the Office Store (continued)

hen you need an app for Microsoft Word or Excel, you go to the Office Store. You visit the Office
Store from within the program to review available apps. You then choose, buy if necessary,
download, and install apps that interest you.

After you finish installing an app that you download from the Office Store, you must, in most cases,
activate the app so that you can use it in Microsoft Word or Excel. This section describes how to
activate the Merriam-Webster Dictionary app and then use it in Word to look up definitions of words.

Another web page appears,
providing directions to
activate the app.

Activate the Dictionary App

0 In Word or Excel, click the
Insert tab.

9 Click Apps for Office.

Note: If you click = on the
bottom of the Apps for Office
button, click See All.
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HOME MY OFFICE PRODUCTS SUPPORT IMAGES TEMPLATES ~STORE

Search all of Office.com Pel

Wait. There's more to do to find your app:
Go to Word

1. Goto the "Insert” tab

2. Click the “Apps for Office” button

3. Goto "MV APPS"

4. Select your app

5. Click “Insert”
INSERT E
Apps for
Office -
Apps
x
nApps for Office
T [ - | - T
OFFICE PRODUCTS nc
Docstoc Engiish Dictionary Faciva
Docstoc STANDSH LTD Fadiva
V|
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HOME INSERT PAGE LAYOUT REFEREMCES MEILINGS REVIEWY VIEW
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The Insert App dialog x

box appears, displaying Apps for Office
the My Apps page, and
the app you downloaded
appears.

e Click the app.
e Click Insert.

MY APPS FEATURED APPS Manage My Apps s Refresh

=) Dictionary - Memiam-...

: ,.,.' Merriam-Webster Inc. 40

Dictionary - Memiam-Webster

Merriam-Webster Inc. & Insert Cancel
The app loads. For L e ® - 18
the Merriam-Webster o B8 3 g DR @ L s] [ e g2k R
Dictionary app, a pane ol A Wt o ool O L Rt/ R B
opens on the rlght side A Dictionary - Merriarm-Webster = %
of the Word screen, Dictionary
enabling you to type S
a word to look up. S

-] B -——F——+ 1o

Do I need to keep the Merriam-Webster If I decide I no longer want an app that I previously
Dictionary pane open all the time to downloaded, can I remove it?

use the dictionary? Yes. Click the Insert tab and then click Apps for Office. In the
No. Click x in the pane to close it. dialog box that appears, click the Manage My Apps link in the
See Chapter 8 to learn how to use upper-right corner. A web page opens, showing your installed
the thesaurus and dictionary. apps; you can click Hide beside any app to remove it.
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Sign In to SkyDrive

You can use your SkyDrive and Office 2013 programs to work from any location in the world on
any trusted device. SkyDrive offers you online storage from Microsoft. With Office 2013, you
automatically receive a small amount of storage space for free and you can rent additional storage

space for a nominal fee.

You use a browser and a Microsoft Account to sign into SkyDrive. Once you have signed in to
SkyDrive, you can use Office Web Apps to open and edit documents. Office 2013 technology
synchronizes documents stored in your SkyDrive with documents stored on trusted devices.

Sign In to SkyDrive

o Open your browser.

e In the address bar, type
skydrive.com and press

m.

You are redirected to the
SkyDrive sign-in page.
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Web & app fesources for tracking Isaac Nursing Bachelor | Master | Doctoral

Hurricane Andrew, 20 years later

[ <] > Bk e Ad Feadiace

0 q 0 Want more sports news on your MSN homepage?
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&& SkyDrive

Mierosoft account What's this?
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[ Password |

Keep me signed in

Don't have a Microsoft account? Sign up now
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e Type the e-mail address
associated with your
Microsoft Account.

B Sign in to your Micresoft ac... %

&& S<yDrive

Microsoft account What's this?

Q Type your Microsoft Account
password.

© click Sign in.

s@gmail.com

|

" Keep me signed in

<)

Can'taccess your account?

Sign inwith 2 single-use code:

Don't have a Micrasoft account? Sign up now

©2012 Microsoft  Terms  Privacy & Cookies Help Center  Feedback

Your SkyDrive appears. .
L))l hitpsikycrive live.com, o-ac &
& SyDrive | v (¥) createv  (F) Upload laine Marmel |81
Files  iine Mamet's SkyDrive: SortbyiName v = E O
Files A
Recent docs
Shared

Documents 6 Pictures

Groups
PCs
'WIN-KGLIEDFLUIN
699 GB available
Regycle bin
Manage storage
Get SkyDrive apps ©2012Microsoft  Temms  Privacy  Developers  Report abuse  English (United States) M

How do I sign out of SkyDrive? B & conename [ A
Click your name (€») and then click Sign out (©)).

® Available

Invisible

Edit profile
Account settings

Sign out 0
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Using a Web App in SkyDrive

rom SkyDrive, you can use Office Web Apps to open and edit Office documents with the same
basic editing tools you use in the Office program.

While you cannot create or use macros, you can use these editing tools to perform basic functions
in each Office program. For example, in the Word Web App, you can apply character and paragraph
formatting, such as bold or italics, and you can align text. You can change margins, insert a table or
a picture stored on the local drive, and add clip art available from Microsoft’s Clip Art collection.

Using a Web App in SkyDrive

Open the Document
0 Sign in to SkyDrive at
https://skydrive.live.com.

o Open the folder containing
the document you want to
open.

e Click the document.

The document appears for
viewing only.
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LW (0| https: /s kydri i/ %id=FES164CABBUTA681458:cid=F631 O ~ @ € || d Word Docurnents - SkyDrive %
& SkyDive | v (¥ ceatev  (F) upload

Word DOCUments  saine wamers soorive >

Files A
Recent docs
Shared /B 2013-Dangers of a Salaried... J| & 2013-The Give Me Liberty... /B Project Notes G Project Proposal

Groups

i
A
=]

ens 2 sontbyName -

PCs

WIN-KGLIEDFLUIN

6.99 GB available
Recycle bin
Manage storage

Get SkyDrive apps ©2012 Microsoft  Tems  Privacy  Developers  Reportaouse  English (United States) M

@ O || @ 2013-The Give Me Liberty 0.,

SkyDrive  Word Documents » 2013-The Give Me Liberty or Give Me Death speech-online video.dock Baine Mamel Signout B 7 X

EDTDOCUMENT - SHARE  FIND  COMMENTS WARNING: Using Microsoft Office 2010 can be addictive, click now

|

The “Give Me Liberty or Give Me Death” Speech

By Patrick Henry,
Delivered on Mareh
| 23,1775, before the
Second

y Revolutionary
Convention of
Virginia, in the old
churchin
Richmond.

NO man thinks
more highly than I
£ 8 doofthe
patriotism, as well
asabilities, ofthe
very worthy
gentlemen who
have just a the House. But often see the same subject in different
lights; and, therefore, I hope it will not be thought disrespectful to those gentlemen, i,
entertaining as | do opinions of a character very opposite to theirs, 1 shall speak forth my

Froely and wi This is no time 5.
The question before of awful this country. For my own part, |
consider it as nothing less than. ion of fi slavery; ion to the

magnitude of the subject ought to be the freedom of the debate. It is only in this way that
'we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and

our country. Should I keep back my opinions at such a time, through fear of giving offense, 1 b
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Edit in a Web App

G hittpsiffskyclrive live. com#)fviewaspidcid=FaS ICABBOPHGEE O ~ @ € | & 2013-The Give Me Liberty 0. X

o Perform Steps 1 to 3 in the “mwm ST

Eaine Mamel  Sign out

? X

Save time by using 3 free template. Visit Office Template Library

previous subsection, “Open
the Document.”

e Click Edit Document.
€@ Click Edit in Word Web App.

~
Use the full functionality of Microsoft
.

e Meaeny or Give Me Death” Speech

Wor

Edit in Word Web App.

Make quick changes Fight here in
your browser,

By Patrick Henry,
Delivered on March
\| 23 1775, before the
Second
Revolutionary
Convention of
Virginia, in the old
churchin
Richmond.

NO man thinks
‘more highly than 1
& doofthe
patriotism, as well
as abilities, oftha
very worthy
gentlemen who
the House. But men often see th subject in different
lights; and, therefore, I hope it will not be thought disrespectful to those gentlemen, i,
entertaining as | do opinions of a character very opposite to theirs, I shall speak forth my
sentiments freely and without reserve. This is no time for ceremony.

have just

‘The question before the House is one of awful moment to this country. For my own part, I

consider it as nothing less than a question of freedom or slavery; and in proportion to the

magnitude of tha subject ought to be the freedom of the debate. It is only in this way that

we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and

our country. Should I keep back my opinions at such a time, through fear of giving offense, 1 N

PAGE1 OF 2

The document appears in the
Word Web App, where you

om/7id=F63163:

£ 2013-The Give Me Libery o.. X [ [ L1l g k23

EpineMarmel Sonout £ 2 X

SiyDrive » Word Documents » 2013-The Give Me Liberty or Give Me Death speech-online videodocx

L HOME | INSERT  PAGELAYOUT  view  [JF) OPEN IN WORD et the tools that help your kids succed in school. Click here.  *
can perform basic edits. B xcr e K wsce [ nts | papbe, Aoce mamoce | %
() The Ribbon contains only a = = =
.
few tabs.
The “Give Me
Liberty or
Give Me
g Death”
Speech|
By Patrick Henry, Delivered on March 23, 1775, before the Second Revolutionary Convention
of Virginia, in the old church in Richmond.
NO man thinks more highly than I do of the patriotism, as well as abilities, of the very
worthy gentlemen who have just addressed the House. i often see the .
same subject in different lights: and, therefore, | hope it will not be thought disrespectful to

RDS  ENGLISH (US)

How do I save my work in a Web App?

How do I close a document I opened

The answer depends on the Web App. Excel, PowerPoint, and
OneNote automatically save changes as you work. In the Word
Web App, you click the File tab and then click Save. Publisher
and Access do not have corresponding Web Apps; instead, the
appropriate Office program opens when you open one of these
file types from SkyDrive.

in the cloud?

Click the File tab and then click Exit.
Your browser reappears, showing the
SkyDrive contents of the folder
containing the document you opened.

53



Using an Office Program from SkyDrive

sing Office 2013, you can work from anywhere. For example, suppose you work on a document

from your SkyDrive and discover that you need tools not available in the Web App. If Office 2013
is installed on the computer, you can use SkyDrive tools to open the file in the appropriate Office
program.

If Office 2013 is not installed on the computer and you have a subscription to Office 2013, SkyDrive
can open the Office program you need. In just a few seconds, SkyDrive installs it on the computer
you currently use. When you close the program, SkyDrive uninstalls it.

o Open a document and edit it
using a Web App.

O - & & @ 2013-Table and chartadsx - ., %

Microsoft Excel Web App EN
0 i time Offer By Offc
ABc 3

. . T xew o n - Wizp Text N B = X 3 =
Note: See the previous section, = mow |8 1 E 2 B 4 4 e e e e e i o s e
”USing a Web App _in SkyDriVe," ftmnmm [ pros— Number Tables cois Formulas s Wb

for details. & Fle Ly R
2 § 135449 § 746907
. . 3 Advent. jor Travel $ 13721 § 733396
Note: This section uses an Excel 3| et o5 s |5 s
6 Coho Vineyard Beverage § 228783 § 659385
workbook as an example. : w s s Quartery sles

S 579825 | § 448300 Margies Travel
. $ 639630 § 635474 e, inc
o Click Open In Excel. e s a0 5 T2 — ———
§ 788390 § 540282
$ 682545 | § 577500 Feoriam, inc
§ 902264 § 206331 e——
15 Luceme Publshing Mise $ 005006 § M35%2 Cano vineyard
16 | Margie's Travel Tevel S 29570 S e43E34 Sue onder Aiines
7 .
e S 500000 SA000 SAOD0N0 SB00000 $1,000,000

mQ2Soles wa Soles

28 1 PERSON EDITING -

A security dialog box
appears.

© Click Yes.

Sorne files contain viruses that can be harrnful to your cormputer, It is
i irportant to be certain that this file is from a trustworthy source,

Do youwantta open this file?
Program: Micrasoft Excel

Address: https:/fd.docs.live.net/f6916dcabb074468/ Documents/Excel
Docurnentsf2013-Table and chart.xdsx
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The ﬁle opens -in the BHS @ [@d- 2013 -Table and chartdse - Excel ? B - X
p HOME | INSERT  PAGELAWOUT  FORMULAS — DATA  REVIEW  VIEW aine Mael + [ @
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ou cannot edit it using the web : —
y g 2 | A Datum Corporation  Tech $ 195440 § 746307
. . 3 | Adventure Works Travel $ 123721 § 733,306
app, but you can view 1t. 4| Buevonderarines  Travel S 534763 § 246554
5 | city Power & Light Utiities  § 295,203 | § 674,205
6 | Coho Vineyard Beverage  § 228783 § 659385
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What happens when I close the Office

program? e S — e e AN
. . HOME | INSERT  IEW  [EOPENINEXCEL Liited time Offer: Buy Offce now, gatthe next version fras,

Save your document in the Office program g ko | pr— Buew (0 B B S B # [

as usual; the changes you made are 570 6 B B Es Cr O e [ | T | R (O | B D |5

automatically uploaded to your SkyDrive. £

Clipbosrd For Aigemens. Number Tabies cons Formutzs Dxa s

In addition, if the program streamed to b e We-‘reopelmnwwkbomn : i
your computer using your Office 2013 D Coroain e 3w f MirosoftExel.

subscription, SkyDrive uninstalls the o e iy [D) i w

program. When you return to your browser | “o T e i e —

where SkyDrive is open, this message box | “oiis ol B cnesimntaere

appears. Click My document opened ek S @ oot ==
successfully, close Excel Web App (€)) B i P

to dismiss it. .
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Upload a Document to SkyDrive

ou can upload any document from your computer to your SkyDrive at any time. By default, Office
2013 saves all documents to the SkyDrive folder on your computer and then, in the background,
synchronizes the contents of the SkyDrive folder with your SkyDrive.

But suppose that you sign out of Office Online and choose to save documents locally on your
computer. For example, if you then find that you need a document on your SkyDrive to edit while
you travel, you can place a document into your SkyDrive folder on your computer and then use the
SkyDrive app to upload the document.

Upload a Document to SkyDrive

@ Sign in to SkyDrive using e

your browser. & skyDive | v @ ceatev (F) upload

. . FileS  gaine Mamets SeyDrive sotbyamev = B 1
Note: See the section “Sign In to s |
SkyDrive” for details. Recent docs
Shared

9 Click to display the folder Groups

where you want to place the PCs

d t 'WIN-KGLISDFLUIN

ocument.

6.99 GB available
Reqycle bin
Manage storage

Get SkyDrive apps ©2012 Microsoft  Tems  Privacy  Developers  Reportabuse  English (United States) [~

e Click Upload.

POWerPoint dOCUMENES  sine Marmel's SkyDrive » Documents > PowerPoint documents sonbynamer = B 1

Files

Recent docs
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The Choose File to Upload
dialog box appears.

e Navigate to the folder
containing the file you want
to upload.

© Click the file.

@ Click Open.

() The file appears in your
SkyDrive.
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What can I do if I forgot to upload a
file I need to use remotely?

You can access your PC remotely by
downloading and installing SkyDrive for
Windows. The SkyDrive app you get
through Office 2013 is a scaled-down
version of SkyDrive for Windows. To
download SkyDrive for Windows, sign in
to your SkyDrive account using your
browser. In the SkyDrive Navigation pane,
click PCs (€») and follow the instructions.

0» PCs

L) % hitps:/7sky drive.live.com/Tid =F 63164C ABBOTAAGE45ec =161 O ~ @ | a PCs - SkyDrive x
ive s

v
Files

Recent docs
Shared

Groups

Prope

PCS  Eieine Marmet's SkyDrive

If you forgot to put something in your SkyDrive folder, you can still get back to your PC to access al its files
and folders from SkyDrive.com.

To browse the files and folders on that PC from SkyDrive, make sure to select the *Fetch your files from
anywhere* setting when you set up SkyDrive. Get help with this

Download SkyDrive for Windows [JESTHRRS
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Share a Document Using SkyDrive

ou can use the SkyDrive app to share a document stored on your SkyDrive. Suppose that you

finish the work on a document from your SkyDrive and you are ready for others to review it. You
do not need to use the Office program installed on your local computer to invite others to review the
document; you can use commands available in SkyDrive.

SkyDrive offers three ways to share a document: you can send the document by e-mail, share it using
a social media service of your choice, or send a link to the document on your SkyDrive.

Share a Document Using SkyDrive

Open a Document to Share
o In SkyDrive, open the )
document you want to share. ~

@ Click Share.

. hittps:/#skydrive live.com/Tid=FE0164C ABBOTA46811458cid=T601 O v @ C

SkyDrive » Word Documents » 2013-On the Federal Constitution by John Marshall-color.doox

EDTDOCUMENT - SHARE  FIND  COMMENTS WARNING: Using Microsa Office 2010 can be:

On the Federal Constitution

Delivered by John Marshall, Chief Justice of the Supreme Court from 180135, on June
10, 1788, in the Virginia Cor i led to ratify the Ce the United State

MR. CHAIRMAN, | conceive that the object of the discussion now before us is whether
democracy or despotism be most eligible. | am sure that those who framed the system
submitted to our ir ton, and those who n pport it, intend thy and
security of the former. The supporters of the Consfitution claim the fitle of being firm friends

of the liberty and the rights of mankind. They say that they consider it as the bestmeans of
protecting iberty. W, sir. idolize democracy. Those who oppese it have bestowsd
eulogiums on monarchy. We prefer this system fo any monarchy because we are
convinced that it has a greater fendency fosecure our lierly and promote ourhappiness.

The Share dialog box appears,
suggesting that you share by
e-mail.

Note: Follow the steps in one of the
following subsections to share the
document.

Share via E-Mail
o Fill in the e-mail address of the

person with whom you want to
share the document.

() You can include a personal
message here.

© click Share.

E-mail messages are sent to the
recipients you supplied,
providing a link that enables
them to view the document in a
Web App.
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We admire it because we thinkit awellregulated democracy:it s recommended fo the
good people of this country: they are. through us, to declare whether it be such a pian of
g s will establish i X

Pemit me o attend towhat the honorable gentleman, Mr. Henry, hassaid, He has
expatiatad on fha nacassity of & dus attention to cartain maxims, to cartain fundamantal
principles from which  free people cught never fo depart. | concurwith himin the
propriety of the observance of such maxims. They are necessary in every govemment, but
more essential ta @ democracy than to any other.

What are madms of A strict of justice and public faith
irtue. These, sir, are agood No
mischief, no misforfune, ought fo deter us from  sirict observance of justice and public
faith. Would fo heaven that hese princip underthe p
govemment! Had thisbeen the case the fiiends of berty would not be so wiling now fo

Send email
Post to ¥ @

Get alink

Help me choose how to share

Send a link to "2013-On the Federal Constitution by John

Marshall-color.docx” in email

To

1]

Include a personal message (optional)

0

« Redipients can edit
Require everyone who accesses this to sign in

Oo-Em -




Share via Social Media
0 Click Post to.

9 Click here to add your social
media services as needed.

e Follow the on-screen
directions.

O click Post.

Share via a Link
@ click Get a link.
e Determine the type of link you

want and click its associated
button.

Note: This example shows a View
Only link.

A link is generated; provide this
link to anyone with whom you
want to share the document.

e Click Done.

P
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Send email

&Pﬂr;ﬁu,ﬂ

Get a link

Help me choese how to share

Post "2013-On the Federal Constitution by John
Marshall-color.docx” on a social netwark

Please add semcesﬁ

Facebook
o Twitter
[ Linkedin

Find more services... "

Manage my services..

& Post

Cancel

Send email

postto E3 ¥ [0

& Get a link

Help me choose how to share

Get a link to "2013-On the Federal Constitution by John
Marshall-color.docx”

& View only
Anyone with this link can see the files you share,

| https://skydrive.live.com/redir?resid=F69164CABB074468! 157 &authk|

Shorten

View and edit
Anyone with this link can see and edit the files you share.

Create

Public
Anyone can search for and view your public files, even if you don't share a link.

Make public

Done ﬂ

How do I stop sharing a document?
Open the document and click Share. A
window like this one appears. Click x
beside each type of link you want to
remove (). Then, click Done (()).

A

GO peoy

Sharing

~ @gmail.com 0
edit » @

ple with a view link *

Share with more people Done ?
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PART II

Word

You can use Word to tackle any project involving text, such as
correspondence, reports, and more. Word's versatile formatting
features enable you to easily enhance your text documents and add
elements such as tables or headers and footers. In this part, you learn
how to build and format Word documents and tap into Word's tools to
review and proofread your documents.
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Chapter 8: Reviewing Documents . . . . . . ... ... 118



Change Word’s Views

ou can control how you view your Word document in several ways. For example, you can use the
Zoom feature to control the magnification of your document with either the Zoom slider or the
Zoom buttons. You can even zoom an image separately from your document.

You can also choose from five different views: Print Layout, which displays margins, headers, and
footers; Outline, which shows the document’s outline levels; Web Layout, which displays a web page
preview of your document; Read Mode, which optimizes your document for easier reading; and Draft,
which omits certain elements such as headers and footers.

Change Word’s Views \

Using the Zoom Tool

%

- g 3% . g . A = s 4T & Find +
@ Drag the Zoom slider on the P ) el e < @ S5 419 [aanboar AaBbC aasic [mapbeat|.| He
ﬂjtﬁ v B I U -aex,x A-¥-A- Dy - TNormal  Heading 1 Heading2 | Heading2 |+ 3 Select~

Zoom bar. - R .

() You can also click a
magnification button to
zoom in or out.

(@) Click here to display the
Zoom dialog box and
precisely control zooming.

©- 0 =+
HOME

2013-Gettysburg Address-Text Wrap.doc - Word

INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

laine Marel ~ [ @

The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln

Delivered on November 19, 1863

FOURSCORE and seven years ago our fathers brought forth upen this continenta new
nation, conceived in liberty, and dedicated tothe proposition that all men are created
aqual.

Now we are engaged in a great civil war, testing whether that naticn, or any nation so
conceived and so dedicated, can leng endure. We are met on a great battle-fisld of that war.

We have cometo
dedicate a portion of that
field asa final resting-
place for those who
here gave their lives that
that nation might
live. It is altogether
fitting and proper that
we should dothis,

Butina larger sense,

e gannet

1 @ HS 0= 2013-Gettysburg Address-Test Wrap.docx - Word 7 B - x
o Word magn]ﬁes the E HOME  INSERT ~ DESIGM  PAGELAYOUT  REFERENCES ~ MAILINGS  REVEW  VIEW aine Marnel + [0 &
g ¢ A E in
document, and the degree of " o X e % 8T mnbter AdBbC A mmﬁ o
magniﬁcation appears here. Putt ¢ B I U-acxx A-¥-LA- Sy e | TNowal Hedngl Hesdng? |Hedng S|
Clipboard & Font: Styles Editing ~
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The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln

Delivered on November 19, 1863

FOURSCORE and seven years ago our fathers brought forth upon this continent a new
nation, conceived in liberty, and dedicated to the proposition that all men are created
equal.

Now we are engaged in a great civil war, testing whether that nation, or any nation so
conceived and so dedicated, can long endure. We are met on a great battle-field of that war.
We have
dedicate a

come to

portion of that

field as a final resting-

those who
their lives that

place for

here gave

that natinn micht



Switch Layout Views

o Click the View tab on the
Ribbon.

e Click a layout view button.

Word displays a new view of
the document.

In this example, Read Mode
view helps you focus on
reading a document. See
Chapter 8 for details on
Read Mode.

() You can also switch views
using the View buttons at
the bottom of the program
window.
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EHS O~ 2013-Gettysburg Address-Text Wrap.docx - Word ? B -

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW ﬂ aine Marrel + [ @
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Read Frint  Web Zoom 100% New  Arange Split Switch  Macros
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The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln

Delivered on November 19, 1863

FOURSCORE and seven years ago our fathers brought forth upon this continent a new
nation, conceived in liberty, and dedicated to the proposition thatall men are created
equal.

Now we are engaged in a great civil war, testing whether that nation, or any nationso
conceived and so dedicated, can long endure. Weare met on agreat battle-field of that war.

We have come to
dedicatea portion of that
fieldasa final resting-
place for those who
heregave their lives that
that nation might
live. Itis altogether
fitting and proper that
weshould do this.

a8 X
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2013-Gettysburg Address-Text Wrap.docx - Word & = -

The Speech at Gettysburg, Pennsylvania

By Abraham Lincoln
Delivered on November 19, 1863

FOURSCORE and seven years ago our fathers brought forth upon this continent a new na-
tion, conceived in liberty, and dedicated to the proposition that all men are created equal.

Now we are engaged in a great civil war, testing whether
that nation, or any nation so conceived and so dedicated,
can long endure. We are met on a great battle-field of that
war. We have come to dedicate a portion of that field as a
final resting-place for those who here gave their lives that
that nation might live. It is altogether fitting and proper
that we should do this.

But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this
ground. The brave men, living and dead, who struggled here, have consecrated it far above
our poor power to add or detract. The world will little note, nor long remember, what we
say here, but it can never forget what they did here. It is for us, the living, rather, to be dedi-
cated here to the unfinished work which they who fought here thus far so nobly advanced. It

is rather for us to be here dedicated to the great task remaining before u: t from these

SCREEN 1 OF 2

®

How can I zoom an image?

While in Read Mode view, double-click an image. Word enlarges the image and displays a zoom arrow (&)
in the upper-right corner of the image. When you click the zoom arrow, the image enlarges to fill your
screen. You can click the zoom arrow again to return to the first zoom level, or you can press (=3 or click
anywhere outside the image to return to Read Mode. See Chapter 8 for more on Read Mode.
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Type and Edit Text

You can use Word to quickly type and edit text for a letter, memo, or report. By default, Word is
set to Insert mode; when you start typing, any existing text moves over to accommodate the new
text. If you have set up Word to toggle between Insert mode and Overtype mode, you can press
(CE7) to switch to Overtype mode. In Overtype mode, the new text overwrites the existing text.

Word makes typing easy; you do not need to worry about when to start a new line within a paragraph
and you can easily start new paragraphs and delete text.

Type and Edit Text

Type TeXt EHS O- Erter textdocx - Word 7 @ i

0 Start typing your text. | spqerms e Egl gy
() At the end of a line, Word

D e s e x| B A-
automatically starts a new
line, wrapping text to the
next line for you. &lii”m‘i’ﬁii?iJiif[iiff;"iff!i o ] <)) W”’dﬂ

(© The insertion point marks
your location in the
document and moves to the
right as you type. Text you
type appears to the left of
the insertion point.

=27

£aBbCeDC aaBbCcDr A3RbC( AaBhCel a
vac ©
THMormal | e Spac. Heading1  Heading2 |5 h Select~

styles 5 Editing ~

B E B -

P m H S @ - Enter textdoc - Word ? -
ress to start a new HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Elsine A e
. . B i M
paragraph. - T = 8L W | asebcooe| asebceor AaBbC( AaBbCCL |
2 Replace
] THomsl | TNo Sprc.. Hending 1 Hesding2 || [ o

styles 5 Editing ~

@ You can press [E15] twice to
add an extra space between
paragraphs.

Tao enter text, just start typing, Don't worry about what to do when you reach the end of the line. Word

0 YOU can preSS m"'m autom atically wraps text to the next line for you

. . You can press Enter to start anew line,
to insert a line break and
start a new line when your
text does not fill the line. .
You often use line breaks oo oo o000
When typmg addresses. You can press the Tah key to quickly create an indent of the first line of a paragraph. When you

reach the end of the line, Word wraps, as always, but to the leftmargin, not to the indent|
@ You can press to quickly
indent the first line of text in
a paragraph.

64 g ] B -————+ 1%

Or you can press Enter twice to add more space between paragraphs,

7Y

Vou can press Shift+Enter to insert a line break. Use line breaks when you type addresses




CHAPTER

WORD
Adding Text 5

Edit Text BHS O- Enter text.doc - Word ? B3 - x

MOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ @

3 g X [cabi |11 <A A Ra- e i

o If you make a Spelhng PHEI - B I U v.ﬁxAﬁvﬂv-A‘v : = - THormal | TNo Spac..  Heading1  Heading2 [+
mistake, Word either corrects tgpons . . .
the mistake as you type or

underlines it in red.

. . To enter text, just start typing. Don’t worry about what to do when you reach the end of the line. Word
o Click to the right of a it atcally araps tx 0 gL o v
: : You can press Enter to start 3
mistake in a document.

9 Press to delete

You can press Shift+Entel

e Replace

i oa e Find ~
z 2aBbCeDC aBbCeDe A3BbC( AaBbCel

[} Select~
Editing Ps

characters to the left of the John e
. . . 123 Any Street
insertion point. e, Ui 000

“fou can press the Tab keyto quickly create an indent of the first line of a paragraph. When you
reach the end of the line, Word wraps, as always, but to the leftmargin, not to the indent,

£l B - + 110

: . B HS O~ Enter textdoc - Word 7 @ - E3

e Cth to the l-eft Of a m]Stake E HOME  IMSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ &
. g Y - o im Lt e i -
mna document. Oy fobri e[ A A Aa e B2 E0Ee == AL T smpcond assbcene AgBoC( Aatbcl E‘g::l:‘:lm
Pastt o B T U-akx, ¥ A-¥-A- = - Dy THormal | TNo Spac.. Heading1  Heading2 |+ [} Select~

e Press to delete 5 5 s 5 et
characters to the right of the
insertion point.

m?

Tao enter text, just start typing, Don't worry about what to do when you reach the end of the line. Word

Note: You can delete larger el e o
o, . . 'ou can press Enter to start 3

quantities of text by selecting

the tEXt and prESSing . Or you can press Enter {2 £0 Qidb M OF8yce between paragraphs.

You can press Shift+Entel

Jahn Dae
123 Any Street
Anywhere, UsA 00000

“fou can press the Tab keyto quickly create an indent of the first line of a paragraph. When you
reach the end of the line, Word wraps, as always, but to the left margin, not to the indent,

& B -—+——+ 1%

What is the difference between the Insert and Overtype modes?

By default, Word is set to Insert mode so that, when you click to place the insertion point and start typing,
any existing text moves to the right to accommodate new text. In Overtype mode, new text overwrites
existing text. To toggle between these modes, enable ([21) and then press it. To enable (L5217, click the
File tab, click Options, and click the Advanced tab in the window that appears. Under Editing Options,
select Use the Insert key to control Overtype mode ([ | changes to [#/]) and then click OK.
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Insert Quick Parts

uppose you repeatedly type the same text in your documents — for example, your company name.
You can add this text to the Quick Part Gallery in Word; then, the next time you need to add the
text to a document, you can select it from the gallery instead of retyping it.

In addition to creating your own Quick Parts for use in your documents, you can use any of the wide
variety of preset phrases included with Word. You access these preset Quick Parts from the Building
Blocks Organizer window. (See the tip at the end of this section for more information.)

Insert Quick Parts

. -
Create a Quick Parts Entry L R~ ric)._
B3 CoverPage = T smartart [ Header~
o Type the text that you want Do BB b g QT @ @& [ Deew
. . #=Page Break Tale. | Fictures Onine Shapes i Sereenshat - Aopf:iznf Ov‘"dh:: tinks | Comment [3) Page Mumber-
to store, including all ISHE SRR MY | N NN L
. that input fr 1d I t ing h ind and letting her; locks Organizer..
formatting that should ricfpgive vyttt 0
appear each t‘ime you 'insert Thank you for your cooperation and understanding.
i )
the entry.

Musnsei Entesprises, LEC

o Select the text you typed.
© Click the Insert tab. 2

e Click the Quick Parts
button (E -).

0 Click Save Selection to
Quick Part Gallery.

£ B -——+—+ 1%

The Create New Building

Block dialog box appears. wame [mraose <alls
Gallery: Quick Parts w
O Type a name that you want Cotegorsi | General v
to use as a shortcut for the e | 7050
entry. E
ry Save in: |Bu\|ding Blocks.dot:
() You can also assign a gallery, options: [ Insert content only B
a category, and a description 7

for the entry.

@ click ok.

Word stores the entry in the
Quick Part Gallery.
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Insert a Quick Part Entry
0 Click in the text where you

want to insert a Quick Part.
@ Click the Insert tab.

© Click the Quick Parts
button (E -).

All building blocks you
define as Quick Parts appear
in the Quick Part Gallery.

e Click the entry that you want
to insert.
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that som cinput from you would go a long way to casing hern [ Ememrise 11
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JEtine 1. Marmel
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Thank you for your cooperation and understanding. Letter closing
&) futoTet

[& Document Property

= Field...

1 Building Blacks Organizer..,

[F@ Sove Selection to Quick Part Gallery..

2013-Business Letterdoc - Word ? @ - E3
INSERT PAGELEYOUT  REFERENCES  MAILINGS  REVIEW  VIEW < vamel < O] @
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() Word inserts the entry into
the document.

B CoverPage~
[ Blank Page
= Page Break

Pages

BHS O-
HOME

2013-Business Letter.docx - Word ? B -

INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILINGS  REVIEW  VIEW
T Smartart [ Header + « [~ | T Equation ~
B EED 8 [3s T
= 10 Chart [ Foater~ cB Qsymbol
Table  Pictures Online Shapes sppsfor Online  Links  Comment
. Pictures = o Sereenshot ™ Office~ | Video [5) Page Murnber - -0~
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that som cinput from you would go a long way to asing hermind and letting her get the
rest she needs to recover.

Thank you for your cooperation andunderstanding.
Sincerely,

Maswmel Enterprises, LLC

Elaine J. Marmel
President]

Bl 5

-————+ 110%
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aine Marmel ~ [ &

How do I insert a preset Quick Part?

Click the Insert tab on the Ribbon, click the Quick
Parts button (& -), and click Building Blocks
Organizer to open the Building Blocks Organizer.
Locate the Quick Part you want to insert (they are
organized into galleries and categories), click it,
and click Insert.

How do I remove a Quick Parts entry?

To remove a Quick Parts entry from the Building
Blocks Organizer, open the Organizer (see the
preceding tip for help), locate and select the entry
you want to remove, click Delete, and click Yes in
the dialog box that appears.
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Insert Symbols

From time to time, you might need to insert a mathematical symbol or special character into
your Word document. From the Symbol Gallery, you can insert many common symbols, including
mathematical and Greek symbols, architectural symbols, and more.

If you do not find the symbol you need in the Symbol Gallery, you can use the Symbol dialog box.
The Symbol dialog box displays a list of recently used symbols as well as hundreds of symbols in a
variety of fonts. You can also use the Symbol dialog box to insert special characters.

Insert Symbols

. . . B HE S O-= Document] - Word 7 ® - X

o Cl]Ck the locat10n 1n the E HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIEW E\am:Mavma\'n O
ey ¥ P = i [ ind ~
document where you want el TS L R ESE S L IR I B et USRS
Pajta ¢ B I U-acx. x A-F . A- = Fe R Mhornal | ThoSpac.. Heading1 Heading2 [< Ecwmv

the symbol to appear. . . e o tatng |

W § B

cl. k h I b mHS - DocurnentT - Word
1C t e nsert ta . HOME | INSERT PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW
B CoverPage - T T SmartArt a Em] -y \J [ Header -
: [ Blank Page % o " ol Chart © D Footer~ —
1C ym ol. o Table  Pictures Online Shape: Appsfor Online  Links  Cormment
Erogereak - Pt Scremnshot ohee s Ve ) Page Number -
Pages Tables lustrations Apps | Media Comments  Header & Footer

@ A gallery of commonly used

symbols appears. If the !:_f ° e
symbol you need appears

in the gallery, you can
click it and skip the rest of
these steps.

It'sbeen an age since you could buy chewing gum for 5|

e Click More Symbols.
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The Symbol dialog box appears.
o Click [+ to select the symbol’s font.

The available symbols change to
match the font you selected.

() You can click » and W to scroll
through available symbols.

G Click a symbol.
0 Click Insert.

(@ The symbol appears at the current
insertion point location in the
document.

Note: You can control the size of the
symbol the same way you control the
size of text; see Chapter 6 for details
on sizing text.

The dialog box remains open so
that you can add more symbols to
your document.

© When finished, click Close.
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How do I add a special character?

to close the dialog box.

To add a special character, open the Symbol dialog box and
click the Special Characters tab. Locate and click the
character you want to add, and then click Insert. Click Close

Symbols | Special Characters

Character:

Shortcut key:

1 Dash Alt+ Ctri hum -
- EnDas Ctrl+Num -

- Honbresking Hyphen Ctrl+ Shifts_
Optional Hyphen Ctrl+-

Em Space
En Space
174 Em Space
®  Honbreaking Space Ctrl+ Shift+ Space
©  Copyight Al Ctrle
®  Registered Alt+ Ctri+ R
™ Trademark Al CtrleT
1 Section
T Paragraph
v Ellipsis Al Ctrle,
* single Opening Quote Ctrl+,
Single Closing Quote [
Double Opening Quote e
Double Closing Quate Chrl+ "

AutoCorrect,, | | Shortout Key..,

Insert Cancel

69



Create a Blog Post

f you keep an online blog, you can use Word to create a document to post on it. This enables you
to take advantage of the many proofing and formatting tools that are available in Word. You can
then post the blog entry directly from Word.

To post your blog entry, you must first set up Word to communicate with the Internet server that
hosts your online blog; the first time you post a blog entry from Word, the program prompts you to
register your blog account. Click Register Now, choose your blog provider in the dialog box that
appears, and follow the on-screen prompts.

Create a Blog Post

Note: You must be connected to the o w1 98
Internet to complete this section.
P New
@ Click the File tab. 2
Search for online templates Fe)
e Cljck New Suggested searches:  Letters  Resume  Fax  Labels Cards  Calendar  Blank
© click Blog post. e @ S
e Take a
tour
Blank docurnent t Elog pest Welcome to Ward
Aa Title
Heading
Word opens the blog post —
document.
EENEEE

Note: The first time you use the blog
feature, Word prompts you to register
your blog account. Click Register RERCEmc — %

Now, choose your blog provider in B Qﬂ E g - e L
the dialog box that appears, and & o =% y

AN v
Publish Home Insert Open Manage Paj\e o B I Uax A-%-28- Sp:!mg 0

fo I.l.OW the on-screen prompts. Blog Clipbeard & Basic Text 5 Styles & Prosfing

[Enter Post Title Here]
() You can use the buttons in the
Blog group to manage blog
entries. For example, you can
click Manage Accounts to set up
blog accounts.

Thank you card Single spaced blank) lon design {blank)

ifi
it
=

aaBbCeDe aaBbCede AaBbCo [
% | Thormal | TQuote WHeading 5|

() You can use the tools in the
other Ribbon groups to format
text as you type.

e Click the Insert tab.
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(@ Use these buttons to
incorporate tables, pictures,
clip art, shapes, graphics,
screenshots, WordArt,
symbols, and hyperlinks in &\
a blog entry.

o Click here and type a title
for your blog entry.

@ Click here and type your
entry.

o Click the Blog Post tab.
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Note: You can save your blog
entry on your hard drive the same
way you save any document.

© click Publish.

Word connects to the
Internet, prompts you for
your blog username and
password, and posts your
entry.

Blog

A message appears above the
blog entry title, identifying
when the entry was posted.

BHS O-
BLOG POST INSERT
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pubish Home et Open Mimge  Pate o B I U A-W-D- Z== & | Thomsl | Tuste THesding ! [<|

= Page Category Existing Accounts

oAl — M

aine Marmel ~ [ &

ABC

1-Blog Entry.docx - Word

B Y e x5 =

Spelling

Clipboard Basic Text & Styles & Proofing ~

My First Ever Blog Entry

I have just created my blog space and pasted my first blog entry ever, Perhaps this isthe start of som thing. |

& B -——h——+ 1%

IPS

Can I edit my blog accounts from within Word?
Yes. Click the Manage Accounts button on the Blog
Post tab when viewing a blog page in Word to open
the Blog Accounts dialog box. Here, you can edit an
existing account, add a new account, or delete an
account that you no longer use.

Can I post entries as drafts to review them before
making them visible to the public?

Yes. Click = on the bottom of the Publish button
and click Publish as Draft. When you are ready to
let the public view your entry, open it in Word and
click Publish.
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Change the Font, Size, and Color

y default, when you type text in a Word 2013 document, the program uses an 11-point Calibri
font. You can change font — also called the typeface — text size, and color to alter the

appearance of text in a document. For example, you might change the font, size, and color of your

document’s title text to emphasize it. In addition, you can use Word’s basic formatting commands —
Bold, Italic, Underline, Strikethrough, Subscript, and Superscript — to quickly add formatting to your

text. And, you can change the font that Word 2013 applies by default for the body of a document.

Change the Font

o Select the text that you want
to format.

() If you drag to select, the
Mini toolbar appears faded in
the background, and you can
use it by moving [y toward
the Mini toolbar.

9 To use the Ribbon, click the
Home tab.

e Click the Font = to display
the font.

Note: Word displays a sample of
the selected text in any font at
which you point the mouse.

e Click the font you want to use.

() Word assigns the font to the
selected text.

You can click anywhere outside
the selection to continue
working.
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Change the Size L)

o Select the text that you want to
format.

@ If you drag to select, the Mini
toolbar appears faded in the
background, and you can use it by
moving [; toward the Mini toolbar.

9 To use the Ribbon, click the
Home tab.

© Click the Font Size v .

Note: Word displays a sample of the
selected text in any font size at which
you point the mouse.
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font size to the text.
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size using the Grow Font and Shrink
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font size with each click of the button.

You can click anywhere outside the
selection to continue working.
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advantages.

Sir, there are two passions which have a powerful influence in the affairs of men. These are am bition
and avarice—the love of power and the love of money. Separately, each of these has great force in
prompting men to action; but, when urited in view of the same ohjest, they have, in many minds, the
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How do I apply formatting to my text?

To apply formatting to your text, select the
text you want to format, click the Home tab,
and click the Bold (&), Italic (1),
Underline (u -), Strikethrough ( == ),
Subscript ( x: ), or Superscript ( x* ) button.

What is the toolbar that appears when I select text?
When you select text, the Mini toolbar appears, giving you
quick access to common formatting commands. You can also
right-click selected text to display the toolbar. To use any of
the tools on the toolbar, simply click the desired tool;
otherwise, continue working, and the toolbar disappears.

continued >
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Change the Font, Size, and Color (continued)

hanging the text color can go a long way toward emphasizing it on the page. For example, if

you are creating an invitation, you might make the description of the event a different color to
stand out from the other details. Likewise, if you are creating a report for work, you might make the
title of the report a different color from the information contained in the report, or even color-code
certain data in the report. Obviously, when selecting text colors, you should avoid choosing colors
that make your text difficult to read.

K A Aa-|fe iS-izitine e

Ch th C l BHS O- 2013-Dangers of  Salaried Bureaucracy by Benjamin Franklin.docx - Word ? @A - x
ange e Lolor E ES\GN PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ @
oy Y e o Find -
o Select the text that you Want DEB Copperplste G - |24 - | 2L T lasmbee AaBbC AaBbCel AaBbeer "
Paste ) B I U -mew x B A- - Thomal | Heading 1 Heading? Heading? [5] [ o
to format. R . . ol

e Replace

() If you drag to select, the
Mini toolbar appears faded in
the background, and you can DANGERS OF A SAlg.i;, ?0
use it by moving [; toward BUREAUCRACY
the M]n] toolbar. Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787

IT i with reluctance that | rise to express a disapprobation of any one article of the plan for which we
o TO use the R'I bbon CI.iCk the are so much obliged to the honorable gentlemen who laid it before us. From its first reading | have

’ borne a good will to it, and, in general, wished it success. In this particular of salariesto the executive
branch, | hagpen ta differ; and, asmy opinion may appear new and chim erical, it is enly from a

Home tab. persuasion that it s right, and from a sense of duty, that | hazard it. The committee will judge of my

reasans when they have heard them, and their judgment may possibly change mine. | think | see

. Incomeniances in the appointment of salaries; | sea none in refusing them, but, on the contrary, great
€@ Click = next to the Font e
Color button ( E v) and Sir, there aretwo passions which have apowerful influence in the affairs of men, Thesa are ambition

and avarice—the love of power and the love of money, Separately, each of these has great force in

po-i nt the mouse at a C0|.0r prompting men to action; but, when urited in view of the same ohject, they have, in many minds, the
.

most wiclent effects. Place before the eyes of such men a post of hanar, that shall, at the same time, be

aplace of profit, and they will move heaven and earth to obtain it. The vast number of such placesit is

that renders the British government o tam pestuous, The strugglesfor them are the true souree of all <

Bl B - + 10%

0 WO rd displays a sam ple Of B H S O - 2013-Dangers of o Salaried Burcaucracy by Benjamin Franklindocs - Word 7 @ - x
MOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ &

the selected text. T X a4 e 2 =42 = 09 [ AaBbC assboo bﬁ B -

e Replace
Pﬂjtt o B I U-aex, x A-¥-A- THormal | Heading1 Heading2  Heading3 | D} select~

e Click a color. cipiona ot W 2ot 5 s 5 o -

Theme Colors

e M

Word assigns the color to
the text. 'IIIM

Standard Colors

[emc smEREESE A SALARIED

# More Colors..

This example applies a blue @ suten ' AUCRACY
color to the text.

Delivered by Benjamin Franklin in Phil adelphia inthe Constitutional Convention of 1787

. IT iswith reluctance that | riseto express a disapprobation of any one article of the plan for which we

You can click anywhere v e e ol 0 e hor bl Genteman s faid 1 before s, ram 11 i readg have

. . borne a good will to it, and, in general, wiched it success. In this particular of salariesto the executive

outside the selection to branch, | happen to ifter; and, a5 my opinion may sppear new and chimerical, it s only from 2

. . persuasion that it isright, and from a sense of duty, that | hazard it. The committee will judge of my

C0nt‘| nue W0rk'| ng . reasons when they have heard them, and their judgment may possibly change mine. | think | see
inconweniences in the appointment of salaries; | see none in refusing them, but, on the contrary, great

advantages,

Sir, there are two passions which have a powerful influence in the affairs of men. These are am bition
and avarice—the love of power and the love of money. Separately, each of these has great force in
prompting men to action; but, when urited in view of the same ohjest, they have, in many minds, the
most wiclent effects. Place before the eyes of such men a post of hanar, that shall, at the same time, be
aplace of profit, and they will move heaven and earth to obtain it. The vast number of such placesit is

that renders the Eritish government so tempestuous. The struggles for them are the true source of all

74 g ] B -————+ 1%




CHAPTER

WORD

Formatting Text

3 J BHS O- 2013-Dangers of a Salaried Bureaucracy by Benjamin Franklin.doex - Word
Using the Font Dialog Box Eg R -, R s e o T
o Select the text that you want to
[y Select~

format. 3
@ Click the Home tab on the Ribbon.

25 Replace
THormal | Heading1 Heading?  Heading3

i Find ~
aaBbCel. AaBbC 4aBbCcl AaBbGel a

. . Calibri [Bold talic 2|
e Click the dialog box launcher (I2) DANGERs ol B <] e =
in the Font group.

Seript MT
i

Cotori | 2
BUREA 0

Font colar: Underline style: Underline calori

[ awtomstic [v] | frone) ] [ actomatc 7]

The Font d1alog bOX appears. &DehveredbyBEmammFranklmmPh\\adE\ph\am( o

IT iswith reluctance that | riseto express a disappr] E:"K:mi“fih . EEEH =i
. . are so much obliged to the honorable gertlemen | |,
e — [ Hidden
O Click the font, style, size, color, e e e ey r] | S

. Lranch, | happen to differ; and, asmy opinion mayl| | praview
underline style, or effect that you praimaon shet 21,2 From 850
raasons when they have heard them, an \Detivered by Benjamin Franidin in Philadelphia in the Co|

want to apply. incorweniences in the appoinment of mlar 6 50| | T 1 Tyt o s ot b st on o prer e

advantages.

G A prev'iew Of your cho'ices appears Sir, there are two passions which have a powerful

and avarice—the love of power and the love of m

5

here. prompting men to action; but, when united in view of the same object, they have, in many minds, the

most wiclent effects. Place before the eyes of such men a post of hanar, that shall, at the same time, be

aplace of profit, and they will move heaven and earth to obtain it. The vast number of such placesit is

o Ch’ck OK. that renders the British government sa tempestuous, The struggles for them are the true source of all

+ 110%

0 Word appljes the font change‘ BHS O- 2013-Dangers of a Salaried Bureaucracy by Benjamin Franklin.docx -Word 7 @3 - X

MOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ &

X e o x s e
R

Pajt: ¢ BT U-axx, ¥ A-¥-A-

i Find ~
8L T | aaBbeer| AaBbC aaBbCel AaBch[H e

e Replace
Dy~ . THormal | Heading1 Heading2  Heading 3 B select~

Clipooard & Font [ Paragraph 5 Styles 5 Editing ~

DANGERS OF A SALARIED
BUREAUCRACY

&'\ livered by Benjamin Franklin in Phi iain the Constitutiond C jon of 1787

IT iswith reluctance that | riseto express a disapprobation of any one article of the plan for which we

are so much obliged to the honarable gentlem en who laid it before us. From its first reading | have
borne & good will to it, and, in general, wished it success, In this particular of salariesto the executive
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Can I change the default font and size?

Yes. To change the default font and size, follow these steps. Display the Font dialog box. Click the font
and font size that you want to set as defaults. Click the Set As Default button. A new dialog box appears.
Specify whether the change should apply to this document only or to all documents created with the
current template. Click OK, and click OK again to close the Font dialog box. The next time you create a
new document, Word applies the default font and size that you specified.
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Align Text

You can use Word’s alignment commands to change how text and objects are positioned horizontally
on a page. By default, Word left-aligns text and objects. You can also choose to center text and
objects on a page (using the Center command), align text and objects to the right side of the page
(using the Right Align command), or justify text and objects so that they line up at both the left and
right margins of the page (using the Justify command). You can change the alignment of all the text
and objects in your document or change the alignment of individual paragraphs and objects.

o Click anywhere in the paragraph
that you want to align or select the
paragraphs and objects that you
want to align.

@ Click the Home tab.
e Click an alignment button.

The Align Left button (=) aligns
text with the left margin, the

Center button (=), centers text
between the left and right margins,
the Align Right button (=) aligns
text with the right margin, and the
Justify button (=) aligns text

between the left and right margins.

Word aligns the text.

() This text is aligned with the left
margin.

(@ This text is centered between both
margins.

(@ This text is aligned with the right
margin.

() This text is justified between both
margins.
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NOTICE OF REGULAR DIRECTORS’ MEETING
To: John Smith, Director of Smith Corporation

Notice is now given that the regular monthly mesting of the board of directors will be held
on October 15, 2012 at 9:00 a.m. at the principal office of the corporation locatedat 1234
Main Street, Phoenix, AZ. The diresters will mest to discuss anyunfinished business from
the last mesting, held on September 4, 2012 and to address any new business that may
arise. At this time, T have teccived one item of new business for the agenda ofthe October
15 meeting.

Dated September 10, 2012

James O*Donnell, Secretary of Smith Corporation

MINUTES OF THE LAST DIRECTORS’ MEETING

Themeeting was called to order at 7:00 p.m. on Septemberd, 2012. All members of the
board were present.
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NOTICE OF REGULAR DIRECTORS’ MEETING 0

& To: JTohn Smith, Director of Smith Corporation

Notice is mow given that the regular monthly mecting of the board of dircctors will be held
on October 15, 2012 at 9:00 a.m. at the principal office of the corporation locatedat 1234
Main Sircet, Phosnix, AZ. The dircctors will mect to discuss anyunfinishedbusiness from
the last me<ting, held on September 4, 2012 and to address any new business that may
arise. At this time, Thave received one item of new business for the agenda ofthe October
15 meeting.

Dated September 10, 2012

Tames O*Donnell, Secretary of Smith Corporation 4

MINUTES OF THE LAST DIRECTORS’ MEETING

The meeting was called to order at 7:00 p.m. on Septemberd,2012. Allmembers ofthe
board were present.

Bl B

-+ 110%




Set Line Spacing

CHAPTER

You can adjust the amount of spacing that appears between lines of text in your paragraphs. You
might set 2.5 spacing to allow for handwritten edits in your printed document, or 1.5 spacing to
make paragraphs easier to read. By default, Word assigns 1.08 spacing for all new documents.

You can also control how much space appears before and after each paragraph in your document.
For example, you might opt to single-space the text within a paragraph, but to add space before and
after the paragraph to set it apart from the paragraphs that precede and follow it.

Set Line Spacing

o Click anywhere in the paragraph
that you want to format.

Note: To format multiple
paragraphs, select them.

@ Click the Home tab.
e Click the Line Spacing button
=-).
e Click a line spacing option.
() Word applies the new spacing.

This example applies 2.0 line
spacing.

o To control the spacing that
surrounds a paragraph, click the
dialog box launcher (=) in the
Paragraph group.

The Paragraph dialog box opens.

G Use the Before spin arrow (7 )
to specify how much space
should appear before the
paragraph.

o Use the After _ to specify how
much space should appear after
the paragraph.

e Click OK to apply the spacing
settings.
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By Patrick Henry, delivered on March 23, 1775, befarethe Second
Revolutionary Convention of Virginia, inthe old church in Richmond.

& NO man thinks more highly than I do of the patriotism, aswell as abilities, of the very

worthy genllew just addressed the House. But different men often see the
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to
those gentlemen, if, entertaining as I do opinions of a character very opposite to theirs, [
shall speak forth my sentiments freely and without reserve. This is no time for ceremony.
The question before the House is one of awful moment to this country. For my own part, [
consider it as nothing less than a question of freedom or slavery; and in proportion to the
magnitude of the subject ought to be the freedom of the debate. It is only in this way that

we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep back my opinions atsuch a time, through fear of giving offense, I
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Indent Text

ou can use indents as a way to control the horizontal positioning of text in a document. Indents
are simply margins that affect individual lines or paragraphs. You might use an indent to
distinguish a particular paragraph on a page — for example, a long quote.

You can indent paragraphs in your document from the left and right margins. You also can indent
only the first line of a paragraph or all lines except the first line of the paragraph. You can set
indents using buttons on the Ribbon, the Paragraph dialog box, and the Word ruler.
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o YO u can c [] Ck th e Decrease worthy gentlemen who have just addressed the House But different men often see the
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to
In d ent b utto n ( ) to those gentlemen, if, entertaining as 1 do opinions ofa character very opposite to theirs, I

shall speak forth my sentiments freely and without reserve. This is no time for ceremony.

decrease the indentation.

The question before the House is one of awful moment to this country. For my own part, [
consider it as nothing less than a question of freedom or slavery; and in proportion to the

e YO ucanc l-i Ck th e In crease magnitude of the subject ought to be the freedom ofthe debate. It is only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
In d ent b utto n ( ;E ) to our country. Should I keep backmy opinions atsuch a time, through fear of giving offense, I
- should consider myselfas guilty oftreason toward my country, and ofan act of disloyalty
-i ncrease th e -i n de ntati on. toward the Majesty of Heaven, which I revere above all earthly kings.

Mr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our
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The “Give Me Liberty or Give Me Death” Speech

By Patrick Henry, delivbred on March 23, 1775, beforethe Second

Revelutionary Convention of Virginia, inthe old church in Richmond.
NO man thinks more highly than I do of the patriotism, aswell as abilities, of the very
worthy gentlemen who have just addressed the House. But different men often see the
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to
those gentlemen, if entertaining as I do opinions ofa character very opposite to theirs, I
shall speak forth my sentiments freely and without reserve. This is no time for ceremony.

The question before the House is one of awful moment to this country. For my own part, [
consider it as nothing less than a question of freedom or slavery; and in proportion to the
magnitude of the subject ought to be the freedom of the debate. It is only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep back my opinions at such a time, through fear of giving offense, I
should consider myselfas guilty of treason toward my country, and ofanact of disloyalty
toward the Majesty ofHeaven, which I revere above all earthly kings.

Mr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our
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Formatting Text

Set Precise Indents

o Click anywhere in the paragraph
you want to indent or select e
the text you want to indent.

e Click the Home tab on the
Ribbon.

e Click the dialog box launcher
(=) in the Paragraph group.
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The e Me Liberty or Give Me Death” Speech

By Patrick Henry, delivered on March 23, 1775, before the Second Revolutionary
Convention of Virginia, in the old church in Richmond.

NO man thinks more highly than I do of the patriotism, aswell as abilities, of the very
worthy gentlemenwho have just addressed the House. But different men often see the
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to
those gentlemen, if, entertaining as I do opinions ofa character very opposite to theirs, I
shall speak forth my sentiments freely and without reserve. This is no time for ceremony.

The question before the House is one of awful moment to this country. For my own part, [
consider it as nothing less than a question of freedom or slavery; and in proportion to the
magnitude of the subject ought to be the freedom ofthe debate. It is only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep back my opinions atsuch a time, through fear of giving offense, I
should consider myselfas guilty oftreason toward my country, and ofan act of disloyalty
toward the Majesty of Heaven, which I revere above all earthly kings.

Mr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our
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The Paragraph dialog box appears.

e Type a specific indentation in the
Left or Right indent text boxes.

() You can also click a spin arrow
(7)) to set an indent measurement.

( To set a specific kind of indent,
you can click the Special [+ and
then click an indent.

(® The Preview area shows a sample
of the indent.

© click ok.

Word applies the indent to the text.
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General

aignment: | IEN v |
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Spacing

Eefaore: Line spacing: A
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D Don't add space between paragraphs of the same style
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e Ban oy, dlvred o ek 23,1775, e o seloumms
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How do I set indents using the Word ruler?

The ruler contains markers for changing the left indent, right indent, first-line indent, and hanging indent.
Click the View tab and select Ruler ([_] changes to [+/]) to display the ruler. On the left side of the ruler,
drag the Left Indent button (I"1) to indent all lines from the left margin, drag the Hanging Indent button
(™) to create a hanging indent, or drag the First Line Indent button (~.*) to indent the first line only. On
the right side of the ruler, drag the Right Indent button (™) to indent all lines from the right margin.

79



Set Tabs

You can use tabs to create vertically aligned columns of text in your Word document. To insert a tab,
simply press on your keyboard; the insertion point moves to the next tab stop on the page.

By default, Word creates tab stops every 0.5 inches across the page and left-aligns the text on each
tab stop. You can set your own tab stops using the ruler or the Tabs dialog box. You can also use the
Tabs dialog box to change the tab alignment and specify an exact measurement between tab stops.

S 1 k T b THS O - 2051 dlocs - Word 7 @ - %
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. . EE =L Ruler 3 [ one page = E L1 vieWsice by Side =
o Cth the VIew tab' I;El &D Gridlines Q [E)ﬂ OB Multiple Pages 0 E’ EB] Synchranous Scrolling £ E’l
Read  Print  Web Zoom 100% Arrange Spit Switch  Macras

Mew
Mode Layout Layout [ Mavigation Pane B Page Width Window  All B Reset Windaw Position | windows =

9 Select Ruler ([] changes to [¥])

to display the ruler.

e Click here until the type of tab
marker that you want to set
appears.

- sets a left-aligned tab.

+ sets a center-aligned tab.
= sets a right-aligned tab.
= sets a decimal tab.

+ sets a bar tab (displays a
vertical bar at the tab location).

e Select the lines to which you
want to add the tab.

o Click the ruler at the tab location
you want.

On each selected line, Word adds
a tab at the location you clicked.

o Click at the end of the text after
which you want to add a tabh.

o Press ().

e Type the text that should appear
in the next column.
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CHAPTER

WORD
Formatting Text
J BHS O- ‘tabs2 docx - Word
Set Prec]se Tabs E ES\GN PAGE LAYOUT REFERENCES MAILINGS REVIEWY WIEW E\EMAMEVME\'H o
: : R o Loy - 12 | A A Aae A =3 Horind -
o Select the lines to which you want WD fremmmn s 40 8
St ¢ BT U kX X - . A B Select-
to add the tab. o = - - P
@ Click the Home tab on the Ribbon. :
e Click the dialog box launcher (I2) e __
in the Paragraph group. Emergency Contac|
Police Left Special: B
. Bignt: e B one
The Paragraph dialog box appears. : e e oE e ME
e Click Tabs on the Indents and o B s
: Doctor Ater 12pt |5 Single
Spacing tab. - . O
W Db | [seasperu| [ ok ][ camce
The Tabs dialog box appearSO % (-:lOVMEu ;\NSERT DESIGN PAGE LAYOUT REFERENCES tah:j:li:G’SWDmRE\/\EW WIEW E\EWEMEFME\'H b2
1 2 % atno Loy [12 | A A7 Aa~ | 2 3 i Find ~
© Click here and type a new tab B gy P i o e T e AaBl Aadbe "A:E:bmﬂ i
stop measurement. oo n e - K - e = o .
e Select a tab alignment i
(2 changes to @).
() You can also select a tab leader Emergency Contact Phone List | ;"<
character (D changes to @). PONCE .e..cvecvee e e nenens 5551212 Ebsipsitobodead
W Fire. 555-3434
o Click Set. AMDUIANCE o555 S A“é"ﬂ;m Qeewe Opn
DoCtor....ovocueeicecc e ceienc e D57 872 e &
Word saves the new tab stop. - — ool o
:
© click ok. M
() Word closes the dialog box, and
you can use the new tab stops.

- | Eﬁ -

Can I remove tab stops that I no longer need? What are leader tabs?

Yes. To remove a tab stop from the ruler, drag the You can use leader tabs to separate tab columns
tab stop off of the ruler. To remove a tab stop in the | with dots, dashes, or lines. Leader tabs help readers
Tabs dialog box, select it, and then click Clear. To follow the information across tab columns. You can
clear every tab stop that you saved in the Tabs set leader tabs using the Tabs dialog box, as shown
dialog box, click Clear AlL. in this section.
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Set Margins

y default, Word assigns a 1-inch margin all the way around the page in every new document
that you create. However, you can change these margin settings. For example, you can set wider
margins to fit less text on a page, or set smaller margins to fit more text on a page. You can apply
your changes to the current document only, or make them the new default setting, to be applied
to all new Word documents you create. When you adjust margins, Word sets the margins from the
position of the insertion point to the end of the document.
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The Speech at Gettysburg, Penns ia
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the Ribbon.

e Click Margins. &

The Margins Gallery appears.
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e 075“ Right 075" By Abraham Lincoln, Delivered on November 141863
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eto dedicate a portion of that field as a final resting-place for those who here

: : : Custom Margins..
C I.] Ck d ma rg] ns ett] n g . gave wen nves that that nation might live. It is altogether fitting and proper that we should
do this.

- Butin a larger sense, we can not dedicate—wecan not consecrate—we cannot hallow this
ground. The brave men, living and dead, who struggled here, have consecrated it far above
our poor power to add or detract. The world willlittle note, nor long remember, what we
say here, but it can never forget what they did here. Itis for us, the living, rather, to be
dedicated here to the unfinished workwhich they who fought here thus far so nobly

+ advanced. It israther for us to be here dedicated to the great task remaining before us—
that from these honored dead we take increased devotion to that cause for which they gave
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The Speech at Gettysburg, Pennsylvania

By Abreham Linceln, Delivered an Noverber 19, 1863

FOURSCORE and seven years ago our fathers brought forth
upon this continent a new nation, conceived inliberty, and
dedicated to the proposition that all men are created equal.

Now we are engaged in a great civil war, testing whether that

~ nation, or any nation so conceived and so dedicated, canlong
endure. Weare met on a great battle-field of that war. We have
come to dedicate a portion of that field as a final resting-place
for those who here gave their lives that that nation might live.
It isaltogether fitting and proper that we should do this.

But in a larger sense, we can not dedicate—wecan not
consecrate—we can not hallow this ground. The brave men,
living and dead, who struggled here, have consecratedit far
above our poor power to add or detract. The world will little
- note, nor long remember, what we say here, but it can never
forgetwhat they did here. It is for us, the living, rather, to be
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Set a Custom Margin

on the Ribbon.
9 Click Margins.

The Margins Gallery appears.
e Click Custom Margins.

The Page Setup dialog box appears,
displaying the Margins tab.

e Type a specific margin in the Top,
Bottom, Left, and Right boxes.

@) You can also click a spin arrow (- )
to set a margin measurement.

e Choose a page orientation.
(@ Preview the margin settings here.

G Click [v] and specify whether the
margin should apply to the whole
document or from this point
forward.

© click ok.

Word immediately adjusts the
margin in the document.
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- But in a larger sense, we can not dedicate—wecan not consecrate—we can not hallow this
ground. The brave men, living and dead, who struggled here, have consecratedit far above
our poor power to add or detract. Theworld will little note, nor long remember, what we
say here, but it can never forget what they did here. Itis for us, the living, rather, to be
dedicated here to the unfinished workwhich they who fought here thus far so nobly
+ advanced. Itisrather for us to be here dedicated to the great task remaining before us—
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How do I set new default margins?

To establish a different set of default
margins for every new document that you
create, make the desired changes to the
Margins tab of the Page Setup dialog
box, and click Set As Default before
clicking OK.

Why is my printer ignoring my margin settings?

Some printers have a minimum margin setting and, in most
cases, that minimum margin is .25 inches. If you set your
margins smaller than your printer’s minimum margin
setting, you place text in an unprintable area. Be sure to
test the margins, or check your printer documentation for
more information.
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Create Lists

ou can draw attention to lists of information by using bullets or numbers. Bulleted and numbered
lists can help you present your information in an organized way. A bulleted list adds dots or other
similar symbols in front of each list item, whereas a numbered list adds sequential numbers or letters
in front of each list item. As a general rule, use bullets when the items in your list do not follow any
particular order and use numbers when the items in your list follow a particular order.

You can create a list as you type it or after you have typed list elements.

Create Lists

Create a List as You Type

o Type 1. to create a numbered list or
* to create a bulleted list.

© Press or 3.

() Word automatically formats the
entry as a list item and displays the
AutoCorrect Options button ('®/) so
that you can undo or stop automatic
numbering.

e Type a list item.

e Press (5] to prepare to type
another list item.

() Word automatically adds a bullet or
number for the next item.

o Repeat Steps 3 and 4 for each list
item.

To stop entering items in the list,

press (107 twice.
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WORD CHAPTER

Formatting Text

3 3 s MHS & bullets doc - Word ? &3 - x
Create a List from Existing Text Eg act o rerences s gyl s
: Calibri Body) = Horind -
0 Select the text to which you want g oo | A wmeen: AaBl AaBbt Aaabc(ﬁ
i ‘ B I U ~ab X, X - ~ Emphasis  THeading 1 WHeading 2 MTHeading 3 |5 h Select~
to assign bullets or numbers. e e . s st o
@ Click the Home tab.

e Click the Numbering button (:= -) :
or the Bullets button (:= -). ; Aunt Mamie’s Helpful Hints

Do you have any of the following stains on your carpet?

e Replace

This example uses bullets.

i Alcohol
Blood
Wine

Cigarette burns
Stainsfrom pets 4

Don't worry. Aunt Mamie’s Helpfuf Hints contains tips and tricks you can use to clean up
these stainsand more. This amazing pamphlet-style book will help you make your
carpet look like nobody has ever used it.
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o Word applies n umbers or bUllEts % (-:lOVMEu ;\NSERT DESIGN PAGE LAYOUT REFEREMNCES hu":;z?;;;WD'dREV\EW WIEW E\zm“’e Mfme\ j f
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selection to continue working. '

Emphasis  Heading 1 Heading 2 THeading 3

Aunt Mamie’s Helpful Hints/ 4

N Do you have any of the following stains on your carpet?
- & Alcohol

. Blood

Wine

Cigarette burns

Stains from pets

Don't worry. Aunt Mamie’s Helpfuf Hints contains tips and tricks you can use to clean up
these stainsand more. This amazing pamphlet-style book will help you make your
carpet look like nobody has ever used it.
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Can I create a bulleted or numbered list with more than one level, List Library

like the type of list you use when creating an outline? TR | P JN— o
Yes. Click the Multilevel List button (*:=-). Click a format (€)) from Nore 11 9 o
the menu that appears and then type your list. You can press (Z103 to

enter a new list item at the same list level. Each time you press (21,
Word indents a level in the list. Fach time you press E10+E24). Word
outdents a level in the list.
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Copy Formatting

uppose you have applied a variety of formatting options to a paragraph to create a certain

look — for example, you changed the font, the size, the color, and the alignment. If you want
to re-create the same look elsewhere in the document, you do not have to repeat the same steps
as when you applied the original formatting, again changing the font, size, color, and alignment.
Instead, you can use the Format Painter feature to “paint” the formatting to the other text in one
swift action. With the Format Painter feature, copying formatting is as easy as clicking a button.

Copy Formatting

o Select the text containing the
formatting that you want to copy.

() If you drag to select, the Mini
toolbar appears in the background,
and you can use it by moving [;
toward the Mini toolbar.

9 To use the Ribbon, click the
Home tab.

e Click the Format Painter
button (+¥).

The mouse pointer changes to AJ
when you move the mouse over
your document.

e Click and drag over the text to
which you want to apply the same
formatting.

() Word copies the formatting from
the original text to the new text.

To copy the same formatting
multiple times, you can double-
click .

You can press (Z13 to cancel the
Format Painter feature at any time.
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Main Street, Phocnix, AZ.

Dated September 10, 2012
James O'Donnell, Sceretary of Smith Corporation
MINUTES OF THE LAST DIRECTORS' MEETING

The meeting was calledto order at 7:00 p.m. on September 8, 2012. All members of the
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CHAPTER

Clear Formatting

ometimes, you may find that you have applied too much formatting to your text, making it

difficult to read. Or perhaps you simply applied the wrong formatting to your text. In that case,
instead of undoing all your formatting changes manually, you can use the Clear Formatting command
to remove any formatting you have applied to the document text. When you apply the Clear
Formatting command, which is located in the Home tab on the Ribbon, Word removes all formatting
applied to the text, and restores the default settings.

Clear Formatting

. BH S O - Notice of Directors Meeting-additional.dock - Word 2 @ - x
o Sel-ec.t the teXt from Wh]Ch you E HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAIUNBGS REVIEWY WIEW Elaine Marmel 'H o
want to remove formatting. Jap K | sa- "0 SE T emces AaBbC s Amwﬁ et
P=j" ¢ BT U-axx.x A-F-A- == - Srei Emphasis  Heading  WNomal  Swong [<| g
Note: If you do not Sel_ect text, (:_\uhuzm o - annt - n vagmuh _ ] _ Xt\/\e; . n Emtmg7 -
Word removes text formatting from K
the entire document.
o Click the Clear Formatting NOTICE OF REGULAR DIRECTORS' MEETING
button (%’ ). TO: JOHN SMITH, DIRECTOR OF SMITH CORPORA TION
| Notice is now given that the regular monthly meeting of the board of directors will be held

on October 5, 2012 at 9:00 a.m. at the principal office of the corporation located at 1234
Main Street, Phoenix, AZ.

Dated September 10, 2012

James O*Donnell, Secretary of Smith Corporation

MINUTES OF THE LAST DIRECTORS' MEETING{

The meeting was called to order at 7:00 p.m. on Scptember 8, 2012. All members of the
Board were present.
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NOTICE OF REGULAR DIRECTORS” MEETING

TO: JOHN SMITH, DIRECTOR OF SMITH CORPORATION

- Noti¢e is now given that the regular monthly meeting of the board of directors will beheld
on October 5, 2012 at 9:00 a.m. at the principal office of the corporation located at 1234
Main Street, Phoenix, AZ.

Dated September 10, 2012

James O*Donnell, Secretary of Smith Corporation

&M]NUTES OF THE LAST DIRECTORS’ MEETING

The meeting was called to order at 7:00 p.m. on September 8, 2012. All members of the
Board were present,
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Format with Styles

Suppose you are writing a corporate report that requires specific formatting for every heading. Instead
of assigning multiple formatting settings over and over again, you can create a style with the required
formatting settings and apply it whenever you need it. A style is a set of text-formatting characteristics.

These characteristics might include the text font, size, color, alignment, spacing, and more.

In addition to creating your own styles for use in your documents, you can apply any of the preset
styles that Word supplies. These include styles for headings, normal text, quotes, and more.

Format with Styles

Create a New Quick Style

o Format the text as desired
and then select the text.

9 Click the Home tab on the
Ribbon.

e Click [<] in the Styles group.
e Click Create a Style.

The Create New Style from
Formatting dialog box
appears.

o Type a name for the style.

O click ok.

Word adds the style to the
list of Quick Styles.
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Main Street, Phoenix, AZ.

Dated September 10, 2012

James O*Donnell, Scerctary of Smith Corporation
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The meeting was called to order at 7:00 p.m. on September8, 2012, All members of the
Board were present.
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CHAPTER

WORD

Formatting Text

Apply a Quick Style

o Select the text that you
want to format.

9 Click the Home tab on the
Ribbon.

e Click a style from the
Styles list.

() You can click [-] to see the
full palette of available
styles.
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Font
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Netice is now given that the regular monthly meeting of the board of directors will be held.
on October 5, 2012 at 9:00 a.m. at the principal office of the corporation located at 1234
Main Street, Phoenix, AZ.

Dated September 10, 2012

James O*Donnell, Scerctary of Smith Corporation

MINUTES OF THE LAST DIRECTORS® M:EET]NG{

The meeting was called to order at 7:00 p.m. on September8, 2012, All members of the
Board were present.
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NOTICE OF REGULAR DIRECTORS' MEETING

TO: JOHN SMITH, DIRECTOR OF SMITH CORPORATION

Netice is now given that the regular monthly meeting of the board of directors will be held.
on October 5, 2012 at 9:00 a.m. at the principal office of the corporation located at 1234
Main Street, Phoenix, AZ.

Dated September 10, 2012

James O*Donnell, Seerctary of Smith Corporation

&MINUTES OF THE LAST DIRECTORS" MEETING

The mecting was called to order at 7:00 p.m. on September 8, 2012. All members of the
Board were present.
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How do I remove a style that I no longer need?
From the Home tab, display the full Quick Styles
palette, right-click the style that you want to
remove, and click the Remove from Style Gallery
command. Word immediately removes the style from
the Quick Styles Llist.

How do I customize an existing style?

Apply the style to your text. Then, select the text,
click the Home tab, click the Change Styles button,
and click the type of change that you want to make.
For example, to switch fonts, click the Fonts option
and then select another font.
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Apply a Template

template is a special file that stores styles and other Word formatting tools. When you apply a
template to a Word document, the styles and tools in that template become available for you to
use with that document. Word comes with several templates preinstalled, and you can also create

your own.

Of course, one way to apply a template to a document is to select it from the list of document types
in the New screen that appears when you create a new Word document. Alternatively, you can attach
a template to an existing document, as outlined here.

Apply a Tem

0 With the document to which you
want to apply a template open
in Word, click the File tab.

@ click options.

The Word Options window opens.
9 Click Add-Ins.
Q Click the Manage [v!.
e Click Templates.

O click Go.
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The Speech at Gettysburg, Pennsylvania
By Abraham Lincoln, Delivered on November 19, 1863

FOURSCORE and seven ysars ago our fathers brought forth upon this continent a new nation,
conceived in lberty, and dedicatedto the proposition that all men are created equal.

MNow we are engaged in a great civilwar, testing whether that nation, or any nationso
conceived and so dedicated, canlong endure. We are met on a great battle-field of that war,
We have come to dedicate a portion of that field as o final resting-place for those who here

~ gave their lives that that nation might live. it is atogether fitting and proper that we should do
this.

Butin o largersense, we gon nof dedicate—we gannol consecrate—we ggnng hallow this
ground. The brave men. living and dead, who struggled here. have consecrated it far above
our poor power fo add or detract. The worldwil litfle note, nor long remember, what we say
here. but it can never forgetwhat they did here. It is for us, the Iiving. rather. fo be dedicated
here to the unfinished work which they who fought here thus farso nobly advanced. It is rather
for us fo be here dedicated to the great task remaining before us—that from these honared
dead we take increased devotion to that cause forwhich they gave the lost full measure of

N devotion—that we here highly resolve that these dead shall not have died in vain—ihat this
nation, under God, shall have a new birth of freedorm and that government of the people. by -

Can I create my own templates?

Yes. The easiest way to create a template is to base it on an existing Word document. Open the document
on which you want to base your template, click the File tab, and click Save As. Select a place and click a
folder, or click Browse. The Save As dialog box opens; locate and select the folder in which you want to
save the template, type a name for it in the File Name field, click the Save as Type ||, and choose Word
Template. Click Save and Word saves the template in the folder you chose.
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Insert an Online Video

You can insert a video available on the Internet into a Word document. Once you have inserted the
video, you can play it directly from the Word document.

You can insert videos you find using Bing Search or videos available on YouTube, or you can insert
a video embed code — an HTML code that uses the sec attribute to define the video file you want
to embed. Most videos posted on the Internet are public domain, but, if you are unsure, do some

research to determine whether you can use the

Insert an Online Video

video freely.

9 Click where you want the
video to appear.

[ Blank Page
= Page Break

Pages

@ Click the Insert tab. R
© click Online Video.

B HS
HOME

B CoverPage~

-0 = 2013-Give M Liberty or Give e Desth speech docx - Word ? @ - x
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& [The “Give Me Liberty or Give Me Death” Speech

By Patrick Henry, delivered on March 23, 1775, before the Second Revolutfonery
Convention of Virginia, in the old chitrch in Richmond.

NO man thinks more highly than I do of the patriotism, as well as abilities, of the very
worthy gentlemen who have just addressed the House. But different men often see the
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to
those gentlemen, if, entertaining as do opinions ofa character very opposite to theirs, I
shall speak forth my sentiments freely and without reserve. Thisis no time for ceremony.

The question before the House is one ofawful moment to this country. For my own part, I
consider it as nothing less than a question of freedom or slavery; and in proportion to the
magnitude of the subject ought to be the freedom of the debate. It is only in this way that
wecan hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep back my opinions at such a time, through fear of giving offense, [
should consider myselfas guilty of treason toward my country, and of an act of disloyalty
toward the Majesty of Heaven, which I revereaboveall earthly kings.

& &

L —

The Insert Video window
appears.

e In one of the search boxes,
type a description of the
video you want to insert.

Note: This example searches
YouTube. Initially, YouTube
appears as a button at the
bottom of the Insert Video
window. Click the YouTube
button; Word redisplays the
window with a search box as
shown here.

@ Click the Search button (,0).

Insert Video

Bing Video Search

Search the web

YouTube
The largest worldwide video-sharing commu
Remaove

y&starspangledbannerchallenge ® @
From a Video Embed Code

Paste the embed code to insert a video from a web
site
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CHAPTER

WORD
Adding Extra Touches 7

The results of your x
search appear. 4 BACK TO SITES -
YouTube
o YOU can Cljck here ﬁ 318 search results for star spangled banner star spangled banner challenge

challenge

(» and W) to navigate
through the search results.

() You can click here to
return to the Insert Video
window and search for a
different video.

G Click the video you want to
add to your document.

o Clek Insert. DnCHonqEORINE Naikel 1 item & Insert

2:15 - madisonrising Cancel
@ The video appears in your R, 7w | WOy
document’ selected and “D;’; [cambro -fio | i i nac ke LI | aaBbCel AaBbC AaBbCel AaBbGeL ‘ﬂl f::::m
surrounded by handles (c+). 0 el el e 0] e
N . m g : 2 s . ; Fa————
() Drag & to rotate the video. -

( = controls text flow around
the video as described in
Chapter 3.

elivered on March
23,1775, beforethe
Second
Revolutionary
Convention of
Virginia, inthe old
churehin
y Richmond.

(® Picture Tools appear on the
Ribbon; you can use these
tools to format the video. g

NO man thinks
more highly thanT
doofthe
patriotism, aswell
as abilities, of the
very worthy
gentlemen who

How do I play an inserted video?

From Print Layout view or Read Mode view, click the video Play button (I). The video appears in its own

window. Click the Play button again to start the video. To stop the video and return to the document, click
outside the video anywhere on the document.
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Assign a Theme

theme is a predesigned set of color schemes, fonts, and other visual attributes. Applying a

theme to a document is a quick way to add polish to it. And, because themes are shared among
the Office programs, you can use the same theme in your Word document that you have applied to
worksheets in Excel or slides in PowerPoint.

Note that the effect of applying a theme is more obvious if you have assigned styles such as
headings to your document. The effects of themes are even more pronounced when you assign a

background color to a page.

Assign a Theme

Apply a Theme
@ Click the Design tab.

9 Click the Themes button.

Note: You can point the mouse
at each theme to see its effect
on your document.

e Click a theme.

() Word applies the theme to the
current document.

() You can use these tools to
change the formatting of
the theme’s colors, fonts,
paragraph spacing, and effects.
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it because we think it a well-regulated democracy: it is recommended to the good people of this country:
they are, through us, to declare whether it be such a plan of government as will establish and secure
their freedom.

Permit me to attend towhat the honorable gentleman, Mr. Henry has said. He has expatiated on the
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How can I make the effects of my theme more obvious?

As mentioned, the effects of your theme are more obvious if you have applied page styles such as headings
and a background color to your document. To apply a background color, click the Design tab on the Ribbon,
click the Page Color button in the Page Background group, and click a color in the palette; Word applies
the color you selected to the background of the page. For help applying a heading style, see Chapter 6.
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Add Borders

ou can apply borders around your text to add emphasis or make the document aesthetically

appealing. You can add borders around a single paragraph, multiple paragraphs, or each page
in the document. (Be aware that you should not add too many effects, such as borders, to your
document because it will become difficult to read.)

Word comes with several predesigned borders, which you can apply to your document. Alternatively,
you can create your own custom borders — for example, making each border line a different color or
thickness. Another option is to apply shading to your text to set it apart.
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Delivered by John Marshall, Chief Justice of the Supreme Court from 1801-3 5, on June 10, 1788,
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MR. CHAIRMAN, | conceive that the object of the discussion now before us is whether
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How do I add shading to my text? How do I create a custom border?

To add shading behind a block of Select the text you want to add a border to, open the Borders and
text, select the text, click the Home | Shading dialog box, click the Borders tab, and click Custom.

tab on the Ribbon, click the Shading | Choose the settings you want to apply to the first line of the
button (£2 -) in the Paragraph group, | border; then click in the Preview area where you want the line to
and click a color to apply. appear. Repeat for each line you want to add, and then click OK.
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Create Columns

You can create columns in Word to present your text in a format similar to a newspaper or
magazine. For example, if you are creating a brochure or newsletter, you can use columns to make
text flow from one block to the next.

If you simply want to create a document with two or three columns, you can use one of Word’s preset
columns. Alternatively, you can create custom columns, choosing the number of columns you want
to create in your document, indicating the width of each column, specifying whether a line should
appear between them, and more.

Create Columns
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e Click the number of columns - Hamion & Assocates
that you want to assign. Cambridge, MA 12341

(555) 555-0111
We look forward to hearing from you soon.
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Create Custom Columns
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Special Workshop on E-Newsletters

On November 19, we will present a special workshop on
preparing effective newsletters for online viewing. The
workshop will run from9:00a.m. until 3:00 p.m. Please
call us to register for this workshop that will help you get
your message across. Whenpeople view information
online, they lose interest quickly and have a low tolerance
for long articles. As a result, an e newsletter ought to be
brief —typically no more than 1000 words in length. With
this sort of limitation, it's very important to choose your
content wisely and ensure that itis brief and to the point.
Headlines should be shortand clear, and eacharticle
should aimto make one major point. It mightdescribe a
new technology, highlight developing trends, or offer
suggestions for building profitability. An article should

the selected text, or to your
document if you skipped Step 1.

usat communiicate this major point in twao to five sub-points

Hamilton & Associates that are easy to understand and are clearly beneficial to

123 Atlantic Street the reader. Each article should clarify, encourage, enthuse,

Carnbridge, MA12345| provoke thought,and satisfy; it should elicit a positive
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How do I wrap column text around a picture or
other object?

Click the picture or other object that you want to
wrap, click the Format tab, click the Wrap Text
button, and then click the type of wrapping that
you want to apply.

Can I create a break within a column?

Yes. To add a column break, click where you want the
break to occur and then press [(&0)+E0+(5000. To
remove a break, select it and press (220, To
return to a one-column format, click the Columns
button on the Page Layout tab, and then select the
single-column format.
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Insert a Table

You can use tables to present data in an organized fashion. For example, you might add a table to
your document to display a list of items or a roster of classes. Tables contain columns and rows,
which intersect to form cells. You can insert all types of data in cells, including text and graphics.

To enter text in a cell, click in the cell and then type your data. As you type, Word wraps the text to
fit in the cell. Press to move from one cell to another. You can select table cells, rows, and
columns to perform editing tasks and apply formatting.

Insert a Table

Insert a Table % (-:OVMEG ;\NSERT PAGE LAYOUT REFERENCESGME;::::;XSVWD':E\/\EW WIEW
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() Word displays a table grid.
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vork. Andsome may soundse weird that you roll your ¢yes and discount
» The following tips and tricks may seem very strange to you, but they all work
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document.
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(@ Table Tools appear on the
Ribbon.

O Click in a table cell and type .
information.

o 1

() If necessary, Word expands
the row size to accommodate
the text.

You can press to move
the insertion point to the
next cell.
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Cleaning Up Weird Household Problems

You’ve heard about different tips and tricks to usc on various houschold problems. Some may
work, some don’t work. And som¢ may soundso weird that you roll your ¢yes and discount
them all together. The following tips and tricks may seem very strange to you, but they all work
wonderfully!

Problem Solution

Alcohol onyour carpet Sponge the areawith warm water as soon as

possible.
Blood onyour carpef] @ |
o
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Delete a Table
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@ Click the Layout tab.
© Click Delete. i
O Click Delete Table.

Word removes the table and its
contents from your document.

- 2% Delete Rows
[ Delete Table

Cleaning Up Weird Household Problems

You’ve heard about different tips and tricks to usc on various houschold problems. Some may
work, some don’t work. And som¢ may soundso weird that you roll your ¢yes and discount
them all together. The following tips and tricks may seem very strange to you, but they all work
wonderfully!

Problem Solution

Alcohol onyour carpet

Blood onyour carped Q

Sponge the areawith warm water as soonas
possible.
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Can I add rows to a table?

Yes. To add a row to the bottom of the table, place
the insertion point in the last cell and press (2.
To add a row anywhere else, use the buttons in the
Rows & Columns section of the Layout tab.

What, exactly, is a table cell?

A cell refers to the intersection of a row and column
in a table. In spreadsheet programs, columns are
named with letters, rows with numbers, and cells are
named using the column letter and row number. For
example, the cell at the intersection of column A
and row 2 is called A2.
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Apply Table Styles

hen you click in a table you have added to your document, two new tabs appear on the

Ribbon: Design and Layout. You can use the table styles found in the Design tab to add instant
formatting to your Word tables. Word offers numerous predefined table styles, each with its own
unique set of formatting characteristics, including shading, color, borders, and fonts.

The Design tab also includes settings for creating custom borders and applying custom shading. You
can also use check boxes in the Table Style Options group to add a header row, emphasize the table’s

first column, and more.

Apply Table Styles

9 Click anywhere in the table
that you want to format.

o Click the Table Tools Design
tab on the Ribbon.

e Click a style from the Table
Styles list.

Note: You can click 5] in the
lower-right corner of the Table
Styles Gallery to display the
entire palette of available styles.

() Word applies the style.

() You can toggle table parts on
or off using the Table Style
Options check boxes.

(@ You can click these options
to change the shading and
borders.
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Cleaning Up Weird Household Problems

You?ve heard about differenttips andtricks touse on various houschold problems. Some may
work, some don’t work. And some may soundso weird that you roll your eyes and discount
them all together. The following tips and tricks may scem very strange to you, but they all work

T wonderfully!
A Problem : Solution
Alcohol on your carpet Spongathearea with warm water as soon as
N possible.
Blood on your carpet Spongethe stain with cold water and pat dry.
Repeat until the stain fades.
Cigarette burnson your carpet Rubthemark with fine sandpaperto removethe
charred fibers. Then, make a mild detergent
M solution and drip it slowly ontothestain, rub gently
with a clean cloth. Leave for 5 minutes, then
sponge it off with a solution made of 2tablespoons
boraxto 2 cupswater.
Gilt picture frames Mix 1 egg white with 1 teaspoon bicarbonate of
- sodaand spongethe surface.
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CHAPTER

Insert an Excel Spreadsheet 7

f Excel is installed on your computer, you can insert a new Excel spreadsheet into your Word
document. You can then insert data such as text or graphics in the cells in the spreadsheet. To
add text, click in a cell and begin typing; press to move from one cell to another.

When you click in an Excel spreadsheet that you have inserted in your Word document, the Ribbon
in Word changes to display various Excel tools and features. You can use these tools and features to
work with any data you add to the spreadsheet.

Insert an Excel Spreadsheet

9 Click in the document where you
want to insert a table.

9 Click the Insert tab on the Ribbon.
e Click the Table button.
e Click Excel Spreadsheet.

() An Excel spreadsheet appears, along
with tools associated with Excel.

Note: Do not worry if the table seems
misaligned; when you click outside the
table, it will align properly.

6 Click in a cell and type the data that
you want to add.

() The Home tab displays tools for
formatting your cells and data.

( The Formulas tab offers tools for
building Excel formulas.

You can click anywhere outside of
the table to return to the Word tools
and features.
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Cleaning Up Weird Household Problems

tdifferenttips andtricks to use on varioushouschold problems. Some may

45 Table rk. And some may soundso weird that you roll your eyes and discount
B s e qullowing tips and tricks may seem very strange to you, but they all work

For example, Dawn Dishwashing Liquidis an amazing cleaner, andit’snot just for pots and
pans. Tts alm st as versatilc as baking soda for oleaning. Have you sver wondsred why Dawn
Dishwashing Liquid is the wildlife oleaner ofshoiec after an oil spill? According to the

~ Tnternational Bird Rescue Research Center, Dawn effectively removes grease but does not cause
harm to the skin ofthe birds. Tt*s also biodegradable and contains no phosphates.
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Add Headers and Footers

f you want to include text at the top or bottom of every page, such as the title of your document,
your name, or the date, you can use headers and footers. Header text appears at the top of the
page above the margin; footer text appears at the bottom of the page below the margin.

To view header or footer text, you must display the document in Print Layout view. To switch to this
view, click the View tab and click the Print Layout button. Then double-click the top or bottom of
the page, respectively, to view the header or footer.

dd Headers an

@ Click the Insert tab.

o Click the Header button to
add a header, or click the
Footer button to add a
footer.

This example adds a footer.

() The header or footer gallery
appears.

e Click a header or footer style.

Word adds the header or
footer and displays the
Header & Footer Tools tab.

(@ The text in your document
appears dimmed.

(@ The insertion point appears
in the Footer area.

(©) Header & Footer Tools appear
on the Ribbon.

( Some footers contain
information prompts.
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What are the favorite maxdms of democracy? Astrict observance of justice and public

faith and asteady adherence fo virtue. These, sir, are the principles of a good

government. No mischief, no misforfune, ought fo defer us from a stict obsenvance of

Justice and public faith. Would fo heaven that these principles had been observed

under the present government Had this been the case the friends of liberfy would not

be so wiling now fo part with it. Can we boast that our government is founded on these
maxims? Canwe prefend fo the enjoyment of political freedom orsecurity when we

are told that a man has been, by an act of Assembly, struck out of existence withouta

frial by jury, witho ut examination, without being confronfed with his accusers and

withesses, without the benefifts of the low of the lands Where is our safety when we are

told that this actwas justifiable because the person was not a Socrates? What has

becore of the worthy member’s maxims? Is this one of them? Shall it be a maxim that

aman shall be deprived of his life without the benefit of law? Shall such a deprivation of

life be justified by answering that a man’s life was not faken secundem artemn, because

he was a bad mang Shall it be a maxdm that govemnment oughtnot fo be empowered

to profect virtue?

The honorable member, affer attempting fo vindicate that tyrannical legislative act ta
which | hawve been alluding, proceeded 1o toke a view of the dangers to which this
country is exposed. He told us that the principal danger arose from a gowvernment
which, if adopted, would give away the Mississippi.
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to profect virtue®

The honorable member, affer attempting fo vindicate that tyrannical legislative act ta
which | have been alluding, proceeded 1o toke a view of the dangers to which this
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’T“:' which, if adopted, would give away the Mississippi.
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Can I omit the header or footer from the first page? How do I remove a header or footer?
Yes. Click the Insert tab, click the Header or Footer button, Click the Insert tab, click the Header or
and click Edit Header or Edit Footer. Next, select the Footer button, and click Remove Header
Different First Page check box in the Options group. If you or Remove Footer. Word removes the
want to remove the header or footer for odd or even pages, header or footer from your document.
click to select the Different Odd & Even Pages check box.
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Insert Foot

otes and Endnotes

You can include footnotes or endnotes in your document to identify sources or references to
other materials or to add explanatory information. When you add a footnote or endnote, a
small numeral or other character appears alongside the associated text, with the actual footnote or
endnote appearing at the bottom of a page or the end of the document, respectively.

When you insert footnotes or endnotes in a document, Word automatically numbers them for you. As
you add, delete, and move text in your document, any associated footnotes or endnotes are likewise

added, deleted, or moved, as well as renumbered.

\ Insert Footnotes and Endnotes \

Insert a Footnote

o Click where you want to
insert the footnote reference.

9 Click the References tab.
9 Click Insert Footnote.

() Word displays the footnote
number in the body of the
document and in the note at
the bottom of the current page.

e Type the footnote text.

You can double-click the
footnote number or press
E00+(E) to return the
insertion point to the place
in your document where you
inserted the footnote.
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failh and a steady adherence to virtue. These, sir, are the principles of a good
government. Nomischief, no misfortune, ought to deter us from astrict observance of
justice and public faith. Would to heaven that these principles had besn obsenved
under the present government! Had this been the case the friends of liberty would not
be sowiling now to part with it. Can we boast that our government is founded on these
maxims? Can we pretend o the snjoyment of polifical freedom orsecurity whenwe
are told that @ man hasbeen, by an act of Assembly, struck out of existence without a
frial by jury, without examination, without being confronted with his accusers and
witnesses, without the benefits of the law of the land? Where is oursafety whenwe are
told that this act was justifiable because the person was not a Socrates? What has
becorme of the worthy member’s maxims? k this one of them2 Shallit be a maxim that
amanshallbe deprived of his life without the benefit of law? Shallsuch a deprivati

life be jusfified by answering that a man’s life was not faken secundem artern)

he was a bad man? Shallit be @ maxim that government ought net to be empowe

to protect virtue?

The honorable member, after attempting to vindicats that tyrannical legislative act fo
which | have been alluding, proceeded 1o take aview of ihe dangsrs fo which this
country s exposed. He fold us that the principal danger aross from a government
which. if adopted, would give away the Mississippl.
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Insert an Endnote

o Click where you want to insert the
endnote reference.

© In this example, the endnote
number appears on Page 1.

e Click the References tab.
e Click Insert Endnote.

Word inserts the endnote number
in the body of your document.

( Word inserts the endnote number
at the end of your document and
displays the insertion point in the
endnote area at the bottom of the
last page of the document.

e Type your endnote text.

You can double-click the endnote
number or press E110+(5) to
return the insertion point to the
place in your document where you
inserted the endnote.
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He then told you that your continental government will call forth the virtue and talents
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How can I change the starting number for footnotes or endnotes in my document?
If you need to change the starting footnote or endnote number in your document — for example, if you are
working on a new chapter, but you want the numbering to continue from the previous one — click the
References tab and click the dialog box launcher (=) in the Footnotes group. The Footnote and Endnote
dialog box appears; click in the Start at text box and type a number or use the spin arrow () to set a new
number. Click Apply to apply the changes to the document.
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Insert Page Numbers and Page Breaks

You can add page numbers to make your documents more manageable. For example, adding page
numbers to longer documents can help you keep the pages in order after printing. You can add
page numbers to the top or bottom of a page or in the page margins or at the current location of the
insertion point.

Adding page breaks can help you control where text appears. For example, add a page break at the
end of one chapter to ensure that the next chapter starts on its own page. You can insert page
breaks using the Ribbon or your keyboard.

Insert Page Numbers and Page Breaks
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. . rsof men. These are ambition
and avarice—thelove of power andthe love of money. Separately, ach of these has great force in
prompting men to action; but, whenunitedin view of the same object, they have, inmany minds, the

o most violent effects. Place before the eyesof such men a post of honor, that shall at the sametime, be
a place of profit, and they will move heaven and earth to abtain it, The vast number of such places it is
that rendersthe British governm ent sotem pestuous. The struggles for them are the true source of all

thosefactions which are perpetually dividingthe nation, distracting its eouncils, hurrying it som etimes

] 50 = 2013-Dangers of a Salaried Bureaucracy by Benjamin Frankin.docx - Word HEADER 2 FOOTER T00LS
Word inserts the page number oH ? oo
o 0 Se ts t e a e u e HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW WIEW DESIGN
as part of the header or footer. ) Header- [y Hwerss [ ke ] Diffrent FistPge =T
[ Fagter - [ pictures 5 Next [ Different Ocd & Even Pages 105" |
Dste & Document Goto Goto Close Header
[ Page Mumber~  Tie  Info- L@ Online PICEUres  eader Footer 4. Link to Previous Show Docurnent Text and Footer
Heaces & Fostar nset Navigation options ostion cose ~
() Header & Footer Tools appear
3 : g : : iy B ; s b

on the Ribbon.

e Click Close Header and Footer !
to exit the header or footer [peraer] DANGERS OF A SALARIED
area. BUREAUCRACY

&Page\i Delivered by Benjamin Franidin in Phil ia in the Constituti ion of 1787
: “
Note: See the SeCt10n Add Headers N ITis withreluctance that | rise to express adisapprobation of any one artide of the plan for which we

are so much obliged to the honorable gentlemen who laidit before us. Fram its first reading | have

a nd FO Ote I’S" tO lea rn more borne a good will to it, and, in general, wishedit success. Inthis particular of salaries ta the exesutive

branch, | happen to differ; and, as my opinion may appearnew and chimerical, it is only from a

persuasion that it is right, and from a sense of duty, that | hazard it. The committee willjudge of my

- reasons whenthey have heardthem, andtheirjudgment may possibly change mine. | think | see
inconveniences inthe appointment of salaries; | seenone in refusingthem, but, on the contrary, great
advantages.

Sir, there are twopassions which have a powerfulinfluence inthe affairs of men. These are ambition

- and avarice—the ove of power andthe love of money. Separately, each of these has great force in
prompting men to action; but, whenunitedin view ofthe same object, they have, inmany minds, the
most violert eff ects, Place before the eyes of such men a past of honar, that shall, at the sametime, be
& place of profit, and they will move heaven and sarth to olstain it The vast number of such places it is
that renders the British government sotem pestuous. The struggles forthem arethe true source of all

thosefactions which are perpetually dividingthe nation, distracting its eouncils, hurrying it sometimes
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Insert Page Breaks
o Click in the document where

o

break.
@ Click the Insert tab.
e Click Page Break. :

EEﬁ &)

E CoverPage
[ Blank Page

= Page Break

you want to insert a page

Business Plan-page break.docs - Word

REFERENCES  MAILINGS  REVIEW  VIEW

INSERT PAGE LAYOLIT
") T Smartart
110 Chart

a e ) [ Header - B - [~ | T equation ~
B B Footer~ 4 - B Q2 Symbol~
ctures Online Shapas appsfor | Online  Links | Comment Tedt "o ¥
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approximately 29,000 school-aged children within thros miles of the planned store
location.

We believe that to attain our headquarters position, we will need to become a visible
member of the athletic community through sponsership, seminars, team and league
promotions and the development of a community running program

& £.0 Company Summary

The Athletic Shos sells quality athletic footwear for the entire family, specializing in
running shoes and accessoties. We have selected a location in a renovared shopping
center anchored by Fresh Market, Bed Bath and Beyond, Blockbuster Video, and four
restanrants. The balance of tenants caters primarily to children. The quality of our
customer service and the lack of competition in the city will allow us to quickly become
the footwear headeuarters for the local individual athlete and various teams, leagues and
schools. This Athletic Shoe store, while part of a worldwide chain, will be family owned
and operated.

2.1 Start-up Summary

The start-up costs include
* Store build out the store and operations
* Inwentory control, (computers and cash registers)
* The foot scanner and fixture

* Opening inventory

B = B -

Elaine Marmel =

oAl — M

A e

+100%

(@ Word inserts a page break
and moves all text after the
page break onto a new page.

o

BHS O- Business Plan-page break.doo: - Word
INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILINGS  REVIEW  VIEW Elaine Marmel
oy Y - P P, e Find ~
- < e T LE T
M e e e © == 50 unes AaBl Aabe Aaabmﬁ
g e
Paste . AL A = . - -
e e BT U -sex x A-¥-A =- O- Emphasis | THeading 1) THeading 2 THeading 2 B select~
<lipboard & Font n Paragraph w styles 5 Editing
I g i B 5 4 B b 7

£.0 Company Summary

The Athletic Shos sells quality athlstic Faotwear for the entirs family, specializing in
running shoes and accessories. We have selected a location in a rencvated shopping
center anchored by Fresh Market, Bed Bath and Beyond, Blockbuster Video, and Four
restavrants. The balance of tenants caters primarily to children. The quality of our
customer service and the lack of competition in the city will allow us to quickly become
the Footwear headaarters for the local individual athlete and various teams, leagues and
schools. This Athletic Shoe store, while part of a worldwide chain, will be family owned

Bl 5

-——h—+ %

oAl — M

‘A e

Is there a faster way to insert a page
break?

Yes. You can use keyboard shortcuts to quickly
insert a page break as you type in your
document. You can insert a page break by
pressing (E1)+(=17. You can also insert a

line break by pressing EL0+(E100.

Can I change the page number style?

Yes. Click the Page Number button on the Insert tab,

and then click Format Page Numbers. The Page
Number Format dialog box appears. You can change
the number style to Roman numerals, alphabetical,

and more. You can also include chapter numbers with

your page numbers.
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Mark Index Entries

f your document requires an index, you can use Word to build one. Indexes can contain main
entries and subentries as well as cross-references (entries that refer to other entries).

Before you can build an index, you must mark any words or phrases in your document that should
appear in the index. When you do, Word adds a special index field, called an XE field, to the document;
this field includes the marked word or phrase, as well as any cross-reference information you might
have added. After you mark index entries, you can generate the index (discussed in the next section).

Mark Index Entries

Mark a Word or Phrase EBHS O - Buwv:xxP\an—\/atdntx—\ﬂ/urd ? @ - x

HOME  INSERT  DESIGN  PAGELAYOLT | REFERENCES REVIEW  VIEW taine Marmel ~ [ &

. Y B et 1 [ nsert Endnate & [ Insert Table of Figures F5 B In; + [
@ select the text for which you S I i i s = &

[ Update Table 5
Table of Insert Insert 3

Insert. Mark Mark

. Contents © Footnote = Show Motes Citation + £ Bibliography ~ Caption [3] Cross-reference Entry Citation
want to create an index entry. Foomotss 5 crors & itegnoty e e ctmanentes|
L 1 g f 2 E 4 s A 7

9 Click the References tab.
© Click the Mark Entry button. 1.0 Executive Summary
The Athletic Shee store in Bay Pines Square will become the athletic feotwear
. headquarters For the City of Pinetres, FL.
The Mark Index Entry dialog box - & . ’ e

There are 35,000 school-aged children, of which over 15
structured athletic programs. There are 29 schools, with U] 1 e

a p pea rs. programs, within three miles of the proposed location P— A
There are 68,000 adults between the ages of 20 and 54 wf| Sweentyr | |

The 20to 54 age group represeats the predominant age o

() The text you selected appears in Ty s oty Mo 5 3 Mt oo
250 participats from Pinetres, Coconut Cree BT
P Ip: 3

the Main Entry ﬁEI_d. the abundance of dedicated rmaners in the co ® cuent page

which offer a collection of *scrious’ running shoWher ofi| () Page range

L runner a quality selection and education on the proper st wookmans 4]
Note- To create an entry for a person's The Athletic Shoe will focus on the above two market seg| P8¢ number format
° primary customers, the balance of residents with sports | [ JBola
. . the obvious headguarters for athletic footwear, [ alic
name, type the name in the Main ¥
The store will be located at the intersection of University || muttiple index entries.
3 1 1 . co-tenants are: Fresh Market, Bed Bath & Beyond, Bloc!
Entry field in this format: Last Name, ey S ns b o2 o B
young men's specialty clothing store, a leamning center, fo T EIEENES

First Name. K youth-oriented businesses. At the same intersection are: Kmart, Stei

McDonald's, Wendy's, three banks, six additional restaurants, and|

() Select Current Page () changes E— I
to @). ;él' HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIENY WIEW E\xszarme\'n =

B Add Text~ AB I Insert Endnote @/ ) Manage Sources [} Insert Table of Figures Tj [ Insert Index -I-_r [
o

. . [ Update Table A8 Nest Footnote ~ ER style: [ Update Table [ Update Index o
Table of Insert Insert Insert Mark Mark
(@ If you want the index to include e o Dot |l ety oy Bcocrines ey

Table of Contents Footnotes & ditations & Bibliography Captions Index Table of Authorities a

an entry for the word or phrase . ; g ; : ; . . 5 =
on this page only, click Mark.

() To mark all occurrences of the 1.0 Executive Summaryy

word or phrase in the document, e At o i By s S il bcome the S Eosi
CHCk Mark All. B There-are 35,000 school-agd Aehildren, of which over 15,%

Index

structured athletic progr: re-are-29 schools, with

programs, within three m| e-proposed location | Main gntn; | athletic Footwear headquarters
i 1 E [
G WOI’d addS an 'Index entl’y ﬁeld to Thers are- 68,000 adults between the ages of 20-and S wi| —

The 201054 age-group represents the predominant-age-of | OPHoNs

d In Tanuary's Community Marathon & 1/2 Marathon in- Orj| () {ross-reference:
your document. 250 partipant from Pinstroe, Cotonst Creele, snd Batll| @ curertpaoe
the abundance of dedicated runners in the community - Thl
which-offeracollection of 'serieus" rinning shoes, or off

3 3 3 - runner-a quality selection-andeducation on the proper st Bookae [ ]
Note: To view the field, click the iy elciion and = heproper sty

Fage number format

© Page range

The: Athletic Shoe will focus on the above two market seg | 5014

Home tabrs ShOW/Hide bUtton (1"’ ). primary customers, the balance-of esi dents with sporte sh| [y

the-cbviousheadguartersTor-athletic foctwear]

5 open 50 that you can mark
. The store will belocated at theintersection of University
Click Close. Freoh Maker, Bad Bt & Beyend,Bloc

Sports (they do not sell-athletic shoes), a 10,000 sq, £t.

young-men's specialty clothing store, aleaming center, four restaurants, an d-several other
1 10 yeuth-oriented businesses. At the same-intersection are: Kmart, Steinmart, Winn Dixie,
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. Footer -
Table  Pictures Online Shapes Appsfor Online  Links
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Select the range of text to which the EI e .
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1.2 Mission reference

. The Athletic Shoe is a retail store specializitg s v st v v us st Footwrear for the
e Click the Insert tab. atire Family. The store will cmphasic the sale of children's athletic shoes and a full
assortment of men's, women's, and children's runting shoes and aosessorics. We will

provide consumers with technical knowledge on the proper fit and style of athletic

: s footwrear for their various needs. We will be the only full-service athletic footwear store
e Ch Ck L] n kS . with quality, knowledgeable sales help in this city of 100,000 people
&Ourgoal is to be the headquarters for the Pinetree athlete. Pinetree has one of thelargest
M and most sophisticated community athletic programs in the United States. There are
O click Bookmark.
Bookmark name:
> Pinetreedthlet
e In the Bookmark dialog box, type a @
bookmark name. Do not include
spaces.

G Click Add. &appmx]mately 29,000 sshool-aged children within three mil | St % gﬂﬂm
it

Location.

[] Hidden boskmarks

Note: The Cancel button becomes the it b i o bl g gt e vl
Close button.

- and the prent of a running

orDs  [I% B 5 B -

o Cl.]Ck Close. EHS O+ Business Plan-V docx - Ward
HOME  INSERT  DESIGM  PAGELAYOLT  REFERENCES REVIEW — VIEW E\xmeMxvme\'H 7]

by 1 Add Text - 1 [Einsert Endnote B ) Manage Source [ Insert Table of Figures 0 [} - + =]

ik at th fth w ® % -l =

© Click at the end of the text you selected. | | fuww 2wl (v SUZr DT Y ST
Contents~ Footnote = Show Ntes Citation = €0 Bibliography = Caption [ Cross-reference Entry Citation

+ 100%

Table of Contents Footnotes 5 Citations & Bibliography Captions Index Table of Authorities . A

0 Click the References tab. . ; g g : : ; : 5 ;

@ Cljck Mark Entry. 1y 29,000-scho ol - childs hin th il planned store:
Location.{ XE "Pinetree: Athlete’ \r'BinetrecAthlete" mﬂ

@ In the Mark Index Entry dialog box, type X;:Eh thati‘o‘attamourheadqu‘aners‘posmon,x‘uet)v;l:;i‘i:otl;:;or:;dalev;;ﬁ;le
. ro! d the development of ‘a'community Tunnin; x
the word or phrase that should appear in ’ ) S
. . 2,0-Company - Summary ¥ it — 11
the 1ndex for th'IS entl'y. The-Athletic Shoe sells: quality athletic footwearfor the enti ey _‘

. Subentn:
b running shoes and accessories. We have-sclected e location
conteranchored by Frosh Market, Bed Bath and Beyend, BIf| OPUos

@ Select Page range (G Changes to @ ) . restaurants. The balance:of tenants caters pnmax:lg o [h‘ii; O gross-references

customer service-and the lack of ‘competition in ©) Current page
the footwear head quarters for thelocal mdmdu%cg boge ronge
. -l schools. ‘This- Athletic Shoe store, while part-of a =
Booknark
€B) Click the Bookmark v/ and choose the s e s i 13
. - 2.1-Start-up-Summary| [ soit
bookmark you just created. Tt st oot 2

- This dialog box stays open 5o that you can mark

. ~  *Store build out the store-and operations| e
€D Click Mark. BN |, TS
~  ®The foot scanner and Fixture]

(» Word adds an XE field to your document. | R —
@ Click Close. 7 o

B B -—+——+ o

Can I add a subentry? Can I add index entry cross-

Yes. Select the text and, in the Mark Index Entry dialog box, type | references?

the entry under which the text should appear in the Main entry | Yes. Click Cross-reference in the Mark
field. Then type subentry text in the Subentry field. If the text Index Entry dialog box and type the
should appear as a subentry and a main entry, add two XE fields — | index word or phrase to which the entry
one for each entry. should refer.
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Generate an Index

fter you mark the words and phrases in your Word document that you want to appear as index

entries, including main entries, subentries, and cross-references, you can generate the index.
When you generate an index, Word searches for marked words and phrases, sorts them alphabetically,
adds page-number references, and removes duplicate entries that cite the same page number.

If you do not care for the default appearance of the index, you can customize it to suit your taste.
Also, if you make a change to your document after generating the index, you can update the index to
reflect the change.

Generate an Index

Generate an Index LR T A
HOME INSERT DESIGN PAGE LAYOUT REVIEWY WIEWY Elaine M; 'H o
. . L AddTerr I st Endote : + ammm#
Q Click the spot in your document B o M e B e
. el ST e cmnes
where you want to insert the e | rosndt . ™ i ot
. & ' g fi 2 3 f s 5 7
index.

9 Click the References tab.
e Click the Insert Index button.

u Index

& B -—+—+ o

Index Table of Contents  Table of Figures  Table of ities
Print Preview
|

The Index dialog box appears.

e Click the Formats [v| and select
an index design.

L A Type: hdented (_J Run-in

. . Cal H

() Preview the selected index A aumn _ 6
. Language: |English (United States) u
design here. Aristotie s 2
Asteroid belt » See Jupiter
A h
© select Indented (O changes i v

to @).

0 Click the Columns _ to change
the number of columns per
page in the index.

@ click ok.

[ Right align page numbers
Tab leaden | |

Formats: Modern w 0
~

From template
Classic

Fancy
tMaodern

Bulleted &

| Mark Entry.. | | AutaMark. | Modi

7
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Update the Index

9 After making changes to your
document, click anywhere in the
index.

. B Add Tex -

Table of
Contents +

Table of Contents
o 1

The index entries appear
highlighted in gray, indicating
that they are fields.

9 Click the References tab.
@) Click the Update Index button.

Word updates the index to reflect
changes to the document that
have occurred since the original
index was generated.

BHS O-
HOME

INSERT

[ Update Table

oAl — M

Business Plan-gery dex.docx - Word
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Can I customize the layout of my index?

Yes. Open the Index dialog box, click the Formats
[+, choose From Template, and click Modify. The
Style dialog box opens; click the index style you
want to change, and again click Modify. Finally,
select the desired options in the Formatting section.

How do I edit index entries?

Click the Home tab, click the Replace button, type
the contents of the XE field that you need to replace
in the Find What field (for example, XE “John
Adams”), type the replacement text in the Replace
With field (for example, XE “Adams, John”), and
click Replace AlL.
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Generate a Table of Contents

ou can use Word to generate a table of contents (TOC) for your document that automatically

updates as you change your document. Word generates a TOC by searching for text that you
format using one of Word’s predefined heading styles — Heading 1, Heading 2, and Heading 3. It
then copies this text and pastes it into the TOC. You can select from Word’s gallery of TOC styles to
establish the TOC's look and feel.

You can create a TOC at any time, continue working, and update the TOC automatically with new
information whenever you want.

Generate a Table of Co

.
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@ Click the Home tab. .
e In the Styles group, click the style .
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Clear all
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Styl_e Galle ry. an example of the abundance of dedisated runners in the sommunity. There are no stores
. in Pinetree which offer a collection of "serious’ mnning shoss, of offer the novice ot Heading 6 T
"less serious" runner a quality selection and education on the proper style, fit, and sizing
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desired style from the Styles pane, Sports (they do not sell athletic shoes), a 10,000 sq ft. daycare center, a children's and options.
as shown here.
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The Athletic Shoe store in Bay Pines Square will become the athletic Pootwear FellowedByperie &

headeuarters for the City of Pinetree, FL.

]

There are 35,000 school-aged children, of which over 15,000 participate in thecity's 20

structured athletic programs. There are 23 schools, with varying degrees of athletic Heading2 1
programs, within three miles of the proposed Location .

Heading 3 T
There are 68,000 adults between the ages of 20 and 54 within three miles of the center. -

b The 20 to 54 age group represeats the predominant age of Florida's running community Heading 4 T
In Tanuary's Walt Disney Marathon & 1/2 Marathon in Otlando, there were Heading 5 o
approximately 250 participants from Pine Tree, Coconut Creek, and Parkland. That is just
an example of the abundance of dedicated runners in the community. There are no stores Heading 6 T
in Pinetree which offer a collection of "serious” nining shoes, or offer the novice or

o "less serious’ runner a quality selection and education en the proper style, £it, and sizing Heading 7 T
for their needs

Heading & L
The Athletic Shoe will focus on the above two market segments. By capturing those
primary custemers, the balance of residents with sports shoe needs will be drawnto us, Heading 8 T

- the obvicus headquarters for athletic footwear, o presiens
The store will be located at the intersection of University Drive and Wiles Road. The key [ Disable Linke Stles

co-tenants are: Fresh Matket, Bed Bath & Beyond, Blockbuster Video, Play It Again -

options,
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Can I include additional heading styles, such as Heading 4, in the table
of contents?

Yes. Complete Steps 2 to 4 in the subsection “Generate a Table of Contents,
selecting Custom Table of Contents in Step 4 to display the Table of
Contents dialog box. Click the Show levels . ({)) to change the number of
heading styles included in the TOC. Click OK. Word prompts you to replace
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Create a Bibliography

You can use Word to generate a bibliography for your document, formatting the entries using the
style of your choice: APA, The Chicago Manual of Style, GB7714, GOST - Name Sort, GOST - Title Sort,
Harvard - Anglia, IEEE, ISO 690 - First Element and Date, ISO 690 - Numerical Reference, and so on.

For Word to determine what entries should appear in the bibliography, you must cite sources in your
document as you work. Word then collects the information from these citations to generate the
bibliography. (Note that when you add a source to a document, Word saves it for use in subsequent
documents.)

Create a Bibliography
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headauarters for the City of Pinstree, FL.
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The Create Source dialog box opens.
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() Word adds a citation to your ]
document, and adds the source
to the Insert Citation menu. 1.0 Executive Summary

The Athletic Shoe store in Bay Pines Square will become the athletic footwear
headaquarters for the City of Pinetrce, FL,

There are 35,000 schosl-aged children, of which over 15,000 participate in the city's 20
structured athletic programs. There are 29 schools, with varying degrees of athletic
programs, within three miles of the proposed location, QMeGillicuddy, 2012)]

There are 68,000 adults between the ages of 20 and 54 within three miles of the center.
The 20 to 54 age group represents the predominant age of Florida's running community.
In Tanwary's Welt Disney Marathon & 1/2 Marathon in Orlando, thers were
approximately 250 participants from Pine Tree, Coconut Creek, and Parkland (Duck,
2011). That is just an example of the abundancs of dedicated runners in the community
There are no stores in Pinetree which offera collection of "serious’ running shoes, or
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primary customers, the balance of residents with sports shoe needs will be drawn to s,
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The store will be located at the intersection of University Drive and Wiles Road. The key
co-tenants are: Fresh Market, Bed Bath & Beyond, Blockbuster Video, Play It Again
1 1 6 Sports (they do not sell athletic shoes), a 10,000 sq, ft. daycare center, a children's and
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Generate the Bibliography

o Click the location where the
bibliography should appear
(typically at the end of the
document).

e Click the References tab.
© Click the Bibliography button.

e Choose one of the predesigned
bibliography gallery options.

() Word inserts the bibliography.

If you slide the mouse pointer
over the bibliography, light gray
shading appears, indicating a
Word field.

Note: To specify which style

guide you want to use, click the
References tab, click the Style

* in the Citations & Bibliography
group, and choose a style guide
from the list that appears.
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What can I do if I do not have all the information I need about a citation?
If you want to add a citation to your document but you are missing some of the required information, you
can create a placeholder. To do so, click the References tab, click Insert Citation, and choose Add New
Placeholder. The Placeholder Name dialog box opens; type a name for the placeholder. Later, add citation
information by clicking the Manage Sources button in the References tab to open the Manage Sources
dialog box, clicking the placeholder under Current List, clicking Edit, and typing the necessary information.
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Work in Read Mode View

Read Mode view optimizes your document for easier reading and helps minimize eye strain when
you read the document on-screen. This view removes most toolbars, and supports mouse,
keyboard, and tablet motions. To move from page to page in a document using your mouse, you can
click the arrows on the left and right sides of the pages or use the scroll wheel. To navigate using the
keyboard, you can press the Page Up, Page Down, space bar, and Backspace keys on the keyboard, or
press any arrow key. If you use a tablet or other touch pad device, swipe left or right with your finger.

Work in Read Mode View

Look Up Information Using

Define

o Click E to display the
document in Read Mode view.

e Select the word you want to
look up and right-click.

e From the menu that appears,
click Define.

Note: If you have not yet installed

a dictionary, a pane appears, giving
you dictionary choices. See Chapter 4
for details on downloading and
installing a dictionary.

() Word displays a balloon
containing definition
information.

To close the balloon, click
anywhere outside of it.
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long endure. We are met on a great battle-field of that ( N )
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» . We have come to dedicate a portion of that field as a
final resting-place for those who here gave their lives that
that nation might live. [t is altogether fitting and proper
that we should do this.

But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this
ground. The brave men, living and dead, who struggled here, have consecrated it far above
our poor power to add or detract. The world will little note, nor long remember, what we
say here, but it can never forget what they did here. It is for us, the living, rather, to be dedi-
cated here to the unfinished work which they who fought here thus far so nobly advanced. It
is rather for us to be here dedicated to the great task remaining befo 1 that from these
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Reviewing Documents
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Search for Information

Using Bing

o Click E to display the
document in Read Mode view.

e Select the word or phrase you
want to look up and right-click.

The Speech at Gettysburg, Pennsylvania

By Abraham Lincoln
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e From the menu that appears,
click Search with Bing.

oo . resting-place for those who here gave their lives that
that nation might live. [t is altogether fitting and proper

that we should do this.

But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this
ground. The brave men, living and dead, who struggled here, have consecrated it far above
our poor power to add or detract. The world will little note, nor long remember, what we
say here, but it can never forget what they did here. It is for us, the living, rather, to be dedi-
cated here to the unfinished work which they who fought here thus far so nobly advanced. It

Your browser opens, displaying
search results for the word you
selected in Step 2.

e Close the browser window by
clicking ¥ in the upper-right
corner to redisplay your
document in Word.
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Search within liberty.edu Search

Liberty - Wikipedia, the free encyclopedia

en.vikipedia. orghwikiLiberty -

Philosophy - Freedom as a triadic ... - Liberty and political

Liberty is the abilty of individuals to have agency (control over their own actions).
Different conceptions of liberty articulate the relationship of individuals to

Liberty - Definition and More from the Free Merriam-Webster .
W meriam-webster com/dictionary/liberty ~

Definition of LIBERTY. 1- the quality or state of being free: a* the power to do as one
pleases . b freedom from physical restraint _ ¢ freedom from arbitrary or

Liberty, Arizona - Wikipedia, the free encyclopedia

en wikipedia orghwiki/Liberty, Arizona ~

Liberty is a small unincorporated community in Maricopa County, Arizona, United
States. It s located about 30 miles (50 kilometers) vrest of Phoenix and about 6 miles .

Liberty | Define Liberty at Dictionary.com
dictionary reference com/browsefliberty ~
noun, plural lib-er-ties. 1. freedom from arbitrary or despotic government or conirol 2.
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Can I change the color of the page?
Yes. Follow these steps:

o Click View.
e Click Page Color.
e Choose a page color.
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Work in Read Mode View (continued)

Read Mode view offers more than just minimized eye strain; while you work in Read Mode view,
you can look up words in the dictionary, search the Internet for a word or phrase, highlight
important text, and insert comments in documents you are reviewing. If you are viewing a long
document in Read Mode view, you can also use the Navigation pane to move around the document.
You can open the Navigation pane from the Tools menu in Read Mode view; for details on using the
Navigation pane, see the section “Scan Document Content” later in this chapter.

Work in Read Mode View (continued)

Highlight Important Text
o Click E3 to display the

document in Read Mode view.

9 Select the words you want to
highlight and right-click.

e From the menu that appears,
click Highlight.

O Click a highlight color.

() Word highlights the selected
text in the color you chose.

You can click anywhere
outside the highlight to see
its full effect and continue
working.
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Reviewing Documents

Insert a Comment e

o Click Ea to display the
document in Read Mode view.

9 Select the words about which
you want to comment, and
right-click.

e From the menu that appears,
click New Comment.
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Now we are engaged in a great civil war, testing whether

that nation, or any nation so conceived and so dedicated,

can long endure. We are met on a great battle-field of that ( })
war. We have come to dedicate a portion of that field as a

final resting-place for those who here gave their lives that

that nation might live. It is altogether fitting and proper

that we should do this.
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() Word changes the color used s

to select the text and displays
a comment block containing
the insertion point.

e Type your comment.

o Click % to close the comment
block.

(@ This symbol represents your
comment; click it at any time
to view the comment.
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Now we are engaged in a great civil war, testing whether

that nation, or any nation so conceived and so dedicated,

can long endure. We are met on a great battle-field of that ( ’>
war. We have come to dedicate a portion of that field as a

final resting-place for those who here gave their lives that

that nation might live. It is altogether fitting and proper

that we should do this.

What are some of the different views available in
Read Mode?

To display all comments in the document, click View
and then click Show Comments. To view your
document as if it were printed on paper, click View
and then click Layout. From the menu that appears,
click Paper Layout.

Can I change the column width?

Yes. Click View and then click Column Width. From
the menu that appears, choose Narrow or Wide;
click Default to return to the original column view.
Note that on a standard monitor, Default and Wide
look the same; Wide takes effect on wide-screen
monitors.

121



Find and Replace Text

uppose you want to edit a paragraph in your document that contains a specific word or phrase.
You can use Word's Find tool to search for the word or phrase instead of scrolling through your
document to locate that paragraph.

In addition, you can use the Replace tool to replace instances of a word or phrase with other text. For
example, suppose you complete a long report, only to discover that you have misspelled the name of a
product you are reviewing; you can use the Replace tool to locate and correct the misspellings.

d and Replace Text
3 [z Letter-School Absence.doc - Word T E - 8 x
Flnd TeXt E ES\GN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIEW Elaine Marmel ~
9 Click at the beginning of your s Newr 216 [ 22- 1 2 S == T RaB| amecr smca AaBbCH B 6

=
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P““ ‘, B I U-acx x A-¥-A- - By Bordered..  Thomnsl ThoSpsc.. Heading 1 [<] gy
document. o . . s 5| ranms .
7] ' 2 i 2 5 s s N B

@ Click the Home tab. :

e Click Find. &November 14,2012

Miss Sandra Wedell
Renton Elementary School
1234 Main Street

- Skolde, IL 60076

Dear Miss Wedell

Nancy has been diagnosed with pnesmenia; ab the present time, the docter cannot
determine when Nancy will be able te return to school, but he anticipates that she will be
out of schocl for at least one month.

Nancy is very concerned about being out of school for such a long period of time; she is
afraid that she will fall so far behind her classmates that she will not be able to make up
the work. My husband and I have tried to reassure her that everything will work out, but
she continues to wony.

We would appreciate it if you could give all of us an idea of what Mancy’s class will be
studying between now and the end of the year, along with any ideas you may have on

N how Mancy might be able to catch up with her classmates once she is well again. We feel
that some input from you would go along way to easing her mind and letting her get the
rest she needs to recover,

Thank you for your cooperation and understanding
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. = Nancy has been diagnosed with We would appreciate it if you could give all of us an idea of what Nancy®
e WO rd a |.SO h sts occurrences of the pneumonia; at the present time, the studying between now and the end of the year, along with any ideas you may hal |
doctor cannot determine when = how Nancy might be able to catch up with her classmates once she is well again. We feel

. . . . that some input from yeu would go a long way to easing her mind and letting her get the
text in the Navigation pane. e N rest she meeds torecover

retun to school, but he

Thank you for your sooperation and understanding

e Click an entry in the Navigation e, (B —

time; she is afraid

p ane it 7 you could give all of us an idea of Jlcarmel Enterprises, LLC
M what Nancy's class wil be studying

between now and the.

(©) Word selects the corresponding e Blaine ] Mermel

catch up with her classmates President

text in the document. |

@ When finished, click the
Navigation pane’s x . . O _F

B B -—h——+ 0%
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Replace Text

o Click at the beginning of your
document.

@ Click the Home tab.
e Click Replace.

Pt
axe*nj

Cliptioard
o

The Find and Replace dialog box
opens with the Replace tab shown.

e In the Find what box, type the text
that you want to find.

@ H
HOME 2 DESIGN
[Times NewRo < |12 <| A &7 Aa~

Letter-School Absence docx - Word o — X
PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW aine Mael ~ [ @
dHaFind -

‘e Al I\ABl A2BBCel AaBbCeI AaBbC

a

e

- 23 Replace
U-abex, ¥ A-W-A- Bordered..  TMormal  THo Spac.. Heading1 § Select-

Fort: w Faragraph n States 5 Editing -~
i g 1 : B f B A ;

& [Movember 14, 2012

Miss Sandra Wedell
Kenten Elementary Schocl
1234 Main Street
Skokie, IL 60076

Dear Miss Wedell

Wancy has been diagnosed with pnevmondz; at the present time, the doctor cannot
determine when Nancy will be able to retum to school, but he anticipates that she will be
out of school for at least one month,

Mancy is very concemed about being out of school for such a long period of time; she is
afraid that she will fall so far behind her classmates that she will not be able to make up
the work. My husband and T have tried to reassure her that everything will work out, but
she continues toworry

We would appreciate it if you could give all of us an ideaof what Maney’s class will be
studying betweennow and the end of the year, along with any ideas you may have on
how Nancy might be able to catch up with her classmates once she is well again. We feel
that some input from yeu would go along way to casing her mind and letting her get the
rest she needs torecover.

Thank you for your cooperation and understanding

B -————+ o

e Type the replacement text in the
Replace with box.

e Click Find Next.
(® Word locates the first occurrence.

o Click Replace to replace the
occurrence.

“21

Clipbaard =
L

@ To replace every occurrence in the
document, you can click Replace AlL.

Note: When Word finds no more

occurrences, a message appears; click
0K, and the Cancel button in the Find
and Replace window changes to Close.

© click Close.

EH S O:
HOME

Letter-School Absence. docx -

Word
INSERT

Elaine Marmel - [0 @

dHiFind -
AaBbC [~ #5Rephace
Hedng =) et

Editing
& 7

Reatace | goTo

Fngwnat,  sntcpate %

[seome | [Fepieai] [Emanes ] [Sonee ]
A I A A

Dk

Reptacewith: [expect

[Movember 14, 2012

Miss Sandra Wedell
Eenton Elementary School
1234 Main Street
Skokde, IL 60076

Dicar Miss Wedell

HNancy has been diagnosed with pneumonia, at 1] ent time, the doctor cannot
determine when Nancy will be able to retum tof anticipates that she will be

out of school for at least one month.

Hancy is very concemed about being out of school for such a long period of time; she is
afraid that she will fall so far behind her classmates that she will not be able to make up
the work. My husband and I have tried to reassure her that everything will work out, but
she continues toworry.

We would appreciate it if you could give all of us an ideaof what Maney's class will be
studying betweennow and the end of the year, along with any ideas you may have on
how Nancy might be able to carch up with her classmates once she is well again. We feel
that some input from you would go along way to easing her mind and letting her get the
rest she needs torocover.

Thank you for your cooperation and understanding,

Where can I find detailed search options?
Click More in the Find and Replace dialog box to
reveal additional search options. For example, you

more. You can also search for specific formatting or
special characters by clicking Format and Special.

can search for matching text case, whole words, and

How can I search for and delete text?

Start by typing the text you want to delete in the
Find what box; then leave the Replace with box
empty. When you search and click Replace, Word
looks for the text and replaces it with nothing,
effectively deleting the text for which you searched.
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Scan Document Content

f you are working with a very long document, using the scroll bar on the right side of the screen

or the Page Up and Page Down keys on your keyboard to locate a particular page in that document
can be time-consuming. To rectify this, you can use the Navigation pane to navigate through a
document. This pane can display all the headings in your document or a thumbnail image of each
page in your document. You can then click a heading or a thumbnail image in the Navigation pane to
view the corresponding page.

Scan Document Conte

i 1 1 EHS 0= Business Plan-Views docx - Word ? @ - x
Navigate Using Headings N I |
[ View Side by Side

Note: To navigate using AEIE L Co.  QGgnz, BB O, BB
headings, your document must = LL@DB el it 0 N
contain text styled with heading : ‘ : ‘ Z Z ° E . 7 i
styles. See Chapter 6 for details - N |

on styles.

1.0 Executive Summary

o Cl'ICk the V'iew tab The Athletic Shoe store in Bay Pines Square will become the athletie Faotwear

headquarters for the City of Pinstree, FL

There are 35,000 school-aged children, of which over 15,000 participate in the city's 20

e Se lect N aV‘igat‘ion Pane structured athletic programs. There are 29 schools, with varying degrees of athletic

programs, within three miles of the proposed location

( I:l Ch anges to . ) . There are 68,000 adults between the ages of 20 and 54 within three miles of the center.

The 20 to 54 age group represents the predominant age of Flotida's running community.
Tn Taniary's Comrmunity Marathon & 1/2 Marathon in Otlando, there were approximately
250 participants from Pinetree, Coconut Creele, and Parkland. That is just an example of
the abundance of dedicated runners in the community. There are no stores in Pinetree
which offer a collection of "serious" running shoes, or offerthe novice or "less serious”
runmner a quality selection and education on the proper style, fit, and sizing for their needs

The Athletic Shoe will forus on the above two matket segments. By capturing those
primary customers, the balance of residents with sports shoe needs will be drawn to us,
the obwious headquarters for athletic footwear,

The store will be located at the intersection of University Drive and Wiles Road. The key

co-tenants are: Fresh Market, Bed Bath & Beyond, Blockbuster Video, Play It Again

Sports (they donot sell athletic shoes), a 10,000 sq, £t. daycare center, a children's and

young men's specialty clothing store, a learning center, four restaurants, and several other -

The Navigation pane appears. Eﬂm R . 5= g -

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW E\am:Marme\vH o

=01 [ outline [/ Ruler Q [‘5“ [E] One Page L—'ﬂ D [0 View Sidle by Side 0=
. = ] e
o Heading1l styles appear at the left — = S Do N L et L AEB o Blsmavonsssaonng | L0
. . Mode [Layaut Layout Navigation Pane B Page Width Window Al BB Reset Window Position  windows - ~
edge of the Navigation pane. v how Zoom Window Hseos -
o o i i s . s . 7
Navigation % 2

() Word indents Heading? styles 5o LoExecutiveSummary

The Athletic Shoe store in Bay Pines Square will become the athletic footwear

Sl.ig htly and each Subsequent HEADINGS ~ PAGES  RESULTS ] headquarters forthe City of Pinetree, FL.

. . [ 4 1.0 Executive Summsary There are 35,000 school-aged children, of which over 15,000 participate in the city's 20
headi ng 5ty|_e a bit more. 11 Objectve: structured athletic programs. There ars 20 schools, with varying degrees of athletic
1.2 Mission programs, within three miles of the proposed location.
4 7.0 Company Summary

There are 68,000 adults between the ages of 20 and 54 within three miles of the center.

o Th'iS 'iCOI’] ( | ) represents a 21 Start-up Summary “ The 20 to 54 age group represents the predominant age of Flotida's running comsmunity
ST Tn Tanuary's Community Marathon & 142 Marathon in Orlando, there were approximately

head]‘ng d-isplay-ing Subheadings; 4.0 Market Analysis Surmmary 250 participants from Pinetree, Coconut Creek, and Parkland. That is just an example of
you can click it to hide

4 47 Market Segrmentation the abundance of dedicated runners in the community. There are no stores in Pinetree
subheadings.

A
N

41, Runers which offera collection of *serious” running shoes, or offerthe novics or 'loss serious”

AR NS runner a quality selection and education on the proper style, fit, and sizing for their needs.
42 Target Market Segrment Suate.. The Athletic Shoe will Focus on the above two market segments. By capturing those
primary eustomers, the balance of resideats with sperts shoe needs will be drawnto vs,
b 50 Skategy and Implementation Su.. the obvious headquarters for athletic footwear.

60 Mansgement Summary J

70 Financial Plan The store will be located at theintersection of University Drive and Wiles Road, The key
co-tenants are: Frosh Market, Bed Bath & Beyond, Blockbuster Video, Play It Again
Sports (they do not sell athletic shoes), a 10,000 sq £t. daycare center, a children’s and
young men's specialty clothing stors, a leaming senter, Eour rostaurants, and several other
youth-criented businesses. At the same intersection are: Kmart, Steinmart, Winn Dixie,
McDonald's, Wendy's, three banks, six additional restaurants, and three gas stations. In

43 Industry Analysis

? 9

[

71 Importont Assumptions

() This icon ( I:) represents a heading
that is hiding subheadings; you can R

7.4 Projected Cash Flow ol

CliCk it to display the Subheadi ngS. 2.5 Projected Balance Sheet total, there is approximately 400,000 s £t of retail space at this intersection. University

76 Business Ratios Drive is being extended north through Boca Raton. Wiles Road is being extended east,
P through Coconut Creek. There are approximately 55,000 cars per day traveling through
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. . . BHS O- Business Plan-Views.doox - Word ? E3
e C'.]Ck any head]ng .In the E HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEWY WIEW
Navigation pane to select it. o | B Q [z omee BB

(] Gridlines MO0 Multiple Pages EB] Synchronous Scralling
Read = Print  ‘Web Zoom 100% Mew  Arrange  Split Switch Macros
Mode Layout Layout Mavigation Pane B Page Width Window  All ResetWindow Position | \yindows= ~ ~
. . Views show Zoom Window Macros -
(® Word moves the insertion 0eg , : . : ; 3 ;

Navigation

Search dacument

po.int to this heading in your 5.0 Strategy and haplementation Swummmary

The Athletic Shoe uses a strategy of providing a service tothe entire market While we
document. MEADNGS | Paces | ResuLTS will £ovus on our fwo primary custemer segments (active Families and runners), we offer
- aproductthat virtually every consumer recuires.
4 1.0 Executive Summary
1.1 Objectives We will create an atmosphere thatis appealing to the "true athletic footwear customer."
v The balancs of oustemers will come bosause they will sos this as the "place’ where

athletes buy their shoes

N

20 Company Summary

2.1 Start-up Sumrmary The store will be merchandised in an exciting, athletic atmosphere. Televisions will

20 Products continvally play tapes of sporting events and live sports broadcasts. There will be posters
44,0 Market Analysis Surnmary highlighting the top athletes and their athletic shoe choices. There will also be a section to
441 Market Segmentation pick up information about upcoming races, events, and seminars. Eventually, race sign-
705 Fre ups will occur in the store as well as presentations from shoe manufacturers, product

P “ ::&r::::tauves, nutritionists, trainers, coaches, nnners and hopefully, professional

2.2 Target Market Seqment Strate

4.3 Industry Analysis trategic Assutaptions
5.0 Strategy and Implernentation Su...
6.0 Managernent Sumrmary

7.0 Financial Plan

e o

71 Important Assumptions
7.2 Projected Profit and Loss
7.3 Break-even Analysis

74 Projected Cash Flow

75 Projected Balance Sheet
7.6 Business Ratios

4 Appendic The Athletic Shoe Business Plan |12
+ 100
Navigate by Page HIEIREEE Business Plan-Views doc - Word 7 @ - K3
HOME INSERT DESIGH PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW Elaine Marrnel = H o
. = outline [/ Ruler [ one Page r’ﬂ E Cl3Wiew Side by Side i} ==
‘ ==
o Cth Pages. = oraft [ Gridlines Q [:ﬂ BB Multiple Pages = D 2] Synchranous Seraling = o
Read Print  ‘Web Zoom  100% Mew  Arrange  Split Switch Macros
Mode Layaut Layout [/ Navigation Pane B Page Width Window Al B Reset Window Position | windows +
. . Views stow zoom window Macros ~
(» Word displays each page in g i : : . : 3 -
Navigation G [
. lcapture. The upperincome adult will till want name-brand newer styles. The middle and
your document as a thumbnail.

lower income adults will look to the discount department stores and "discount shoe
warehouse” concepts for practical athletic footwear This customer is also less concermed

I || TS about customer service and the proper fit, since they are not as hard on their athletic
. . shoes and buy less Frequently.
@ click a thumbnail.

(F o

Active Toung Adult - Twenty to twentyfour years old This is a small segment,

approximately 5,500 people, but these individuals tend to be very active. Participating in
sports is still a sorial activity For this primarily single group. Baseball, B asketbal, ]
Softball, Soccer, and Flag Football leagues are popular with this age

( Word selects that page in the
Navigation pane and moves the
insertion point to the top of
that page. In the Navigation
pane, Word surrounds the
current page with a heavy
blue border.

Adults/Participant - Twentyfive years old and above. This scgment can be divided best
by income level

An active, upper income participant will look for quality, name-brand footwear based
upon the sport that requires the purchase. These adults are willing to pay a higher price
for anew style or features they deem are important

The active middle income participant will again look for a quality shoe at a competitive
price. This group may not require the newest style, but still wants good quality withbasic
features for the sport they participate in

CLICK TO ENLARGE ©

Market Analysis (Fie)

What can I do with the Search Document box? Can I control the headings that appear?

You can use the Search Document box to find text in | Yes. While viewing headings, right-click any heading
your document; see the “Find Text” subsection of in the Navigation pane. From the menu that appears,
the section “Find and Replace Text” for details on point at Show Heading Levels and, from the

using this box and on other ways you can search for | submenu that appears, click the heading level you
information in your document. want to display (for example, Show Heading 1,
Show Heading 2, and so on up to Show Heading 9).
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Check Spelling and Grammar

Word automatically checks for spelling and grammar errors. Misspellings appear underlined with a
red wavy line, and grammar errors are underlined with a blue wavy line. If you prefer, you can
turn off Word's automatic Spelling and Grammar Check features.

Alternatively, you can review your entire document for spelling and grammatical errors all at one
time. To use Word’s Spelling and Grammar checking feature, you must install a dictionary; see
Chapter 4 for details on downloading and installing apps for Word.

Check Spelling and Grammar

correct a Mistake %ﬁv e - Spell Checking docx - Word 7 @ - E3

MOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW aine Marmel ~ [ &

. - Y - . =3 o Find ~
9 When you encounter a spelling or D "AA . N T PAB] s sameca AaBbCﬁ e
. . Pajt: ¢ BT U-mx ¥ S A - El - | Bordered.  TNommal MNoSpace. Hesding1 |3] g
grammar problem, right-click the e . . - ol ame | o
. f g i : s . < 5 ;

underlined text. .

() A menu appears, showing possible
corrections. Click one, if applicable. Hovembes 14,2012

Miss Sandra Wedell
Kenton Elementary | 1,8

(@ To ignore the error, click Ignore AllL. E 0 St

Skokie, IL 60078

>

Wendell
We dell

(@ To make Word stop flagging a word as Deardis Wesel | oo
misspelled, click Add to Dictionary. . Pt B el %iﬁiﬁ?:@iiﬁ‘iﬁﬁiﬁ“xﬁ -

for at least one mont Add to Dictionary
B, Hyperlink.
Nancy is very conce . school for such a long period of time; she is
Run the Spell CheCker afraid that she will £ oo’ 2" mates that their will be nothing she can do
to make up the work My husband and I have tried to reassure her that things will work

9 Click at the beginning of your b e oo o
We would appreciate it if you could give all of us an idea of what Nancy’s class will be
docu ment studying between now and the end of the year, along with any ideas you may have on
- how Nancy might be able to catch up with her classmates once she is well again. We feel
that some input from you would go along way to casing her mind and letting her get the
rest she needs to recover.

Note: To check only a section of your
document, select the section first.

@ HS 0= Spell Checking docx - Word 7 B - x
1 s HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEWY El M: km 19
9 CI']Ck the Rev.lew tab’ AC @ gy e £ Previous = 5 [Simple Markup -] 2 B Reject - —; [ ] = H
(3 N Nt . P g &0
A

Thank you for your cooperation and understanding

W 5 B -

Next B show Markup~ Cj Previous
Spelling & . Translate Language  Mew  Delete Tra coep Compare  Block  Restrict

e Cljck Spelling & Grammal’. P Comment 3 show Comments Chmn (3] Reviewing Pane '_ " 5 et < o - Editing

s : SE ' ' ’ ) ’ - = Spelling 0 x
() Word selects the first mistake and g
displays either the Spelling or the

Grammar pane. & Norenr 14,012 -y

Miss Sandra Wedell ours
( The spelling or grammar mistake Eenon Bty Scbool
~ Skokie, IL 60076 [ Chonge | -ChangaAU

appears here. :

Dear Miss Wedell

# oust 4

1, to remove from or dispassess of praperty

o Suggestions to correct the error . Mancy has been diagnosed with pneumonia. At the present time, the doctor cannot e e e

determine when Wancy will be able to retum to school, but he cxpects that she will be out st
appear here for at least one month. 2. to take the place of ssupplant
. See more
Mancy is very concemed about being out of school For such a long period of time; she is
afraid that she will £all so far behind her classmates that there will be nothing she can do Powered by:  Merriam-Webster

e Deﬁnitions Of the error and the | ;;A?f(“i :}}‘)Etl:znv;":rul(ﬁsl\éyvl::::;andandIhavetnedto reassure her that things will work
hlghhghted Suggestion appear here. We would appresiate it if you could give all of vs an idea of what Nency's class will be

studying betweennow and the end of the year, along with any ideas you may have on

+  how Nancy might be able to catch up with her classmates once she is well again. We Feel
that some input from you would go a long way to easing her mind and letting her get the
rest she needs torecover.

[

Englsh (United States) -

] B -—+——+ 1w
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. . EH o 0= Spel Checkingdoex - Word 7 @ - x
e Click the suggestion you want Eg vove  wsr oo sastuvour rrrs s cevrw B one s - |0 @
to use. é}c a’}, ﬁ* F 75 Do =, C[Simplebarkup < B Reject - :@ K

»
HNext [ show Markup ~ €] Previous
Spelling & o Translate Languege  MNew  Delete o Track C i A((ept:j Compare | Block Restrict
Grammar B4 - -~ Comment R show Comments  gpange; - [BReviewingPane ~ . 21 et < buthors - Editing
e CI.Ck Chan e Praofing Language Tracking o Changes Compare Protect -~
1 ge. [ S S R R e s R
Spelling X

(@ To correct all misspellings of : &
the same word, you can click : a

November 14, 2012 out

Change All. 1 sae sunarnwesan -

Renton Elementary School opus

. 1234 Main Street
@ You can click Ignore or Ignore © S L ot

All to leave the selected word or © Dergs Wl out 4

N 1 directi from th d
Naney has been diagnosed with pneumonia. Atthe present time, the doctor cannot Dy cctem sayfram e naide et

phrase unchanged. " emins s Nenes ol e s 1+ e Sen o, bt e e S e sl e T e et e

for at least one month usual or proper place

N 3. to the point of depletion, extinction, or
R t St 4 d 5 f h © Mancy s very concemed about being out of schoal for such a long period of time; she is e '
epea epS an or eac - afraidthat she will fall so far behind her classmates that there will be nothing she can do oD
to make up the work. My husband and T have tried to reassure her that things will work.

spelling or grammar mistake. Lt

We would appreciate it if you could give all of us an idea of what Naney's class will be
N studying between now and the end of the year, along with any ideas you may have on
< how Nancy might be able to catch up with her classmates once she is well again. We Feel
" that some input from you would go along way to easing her mind and letting her get the
rest she needs torecover.

Powered by: Merriam-Webster

English (United States) -

] B -——+——+ o

Word displays a dialog box when
it finishes checking for spelling
and grammar mistakes.

© ctick ok.

o Spelling and grammar check complete, You're good to go!

7

How do I turn the automatic spelling and grammar
checking off?

To turn off the automatic checking features, follow these
steps:

Advanced Spanishmodes: | Tuteoverbforms only ||

€ Click the File tab and then click Options. S ¥ S
[ Mark grammar errors as you tyué@
e In the Word Options dialog box, click Proofing. s
[] Show readability statistics

i ; ; g
9 In the When Correcting Spelling and Grammar in

Add-Ins

Word section, deselect Check spelling as you type s o, B Gt o]

| Hide spelling errors in this document only .

(¥ changes to [1). 5

e Deselect Mark grammar errors as you type
(¥ changes to []).

© ctick ok.
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Work with AutoCorrect

s you may have noticed, Word automatically corrects your text as you type. It does this using its
AutoCorrect feature, which works from a preset list of misspellings.

To speed up your text-entry tasks, you can add your own problem words — ones you commonly
misspell — to the list. The next time you mistype the word, AutoCorrect fixes your mistake for you.
If you find that AutoCorrect consistently changes a word that is correct as is, you can remove that
word from the AutoCorrect list. If you would prefer that AutoCorrect not make any changes to your
text as you type, you can disable the feature.

Work with AutoCorrect

l. k h .l b Spell Checking docx - Word oY = E3
C]C tEF'Ieta. eaine Marmel < O] @ @
Backstage view appears.
Spell Checking
. .
9 chck 0pt-|°ns My Documents » Word Stuff
.
Protect Document Properties -
Contral what types of changes people can make to this document. Size 16.9kB
Protect
uuuuuu it~ Pages !
Words. 207
Total Editing Time 27 Minutes
Title Add atitle
Ny Inspect Document
e} Tags Add atag
Before publishing this file, be aware that it contains
Check f Comment ts Add comment its
ame
s
Related Dates
= Content that people with disabilities find difficul to react Last Modified Today, 11:42 M
Created 9/27/2012 11:20.4M
. Last Printedt
2 Versions et
2 Ms’%ﬁ 7] There are no previous versions of this file Related People
Ver Author
Elaine Marmel

Add an author

Last Modified By HE‘ W |
aine Marmel

Related Documents
Ji open File Location

Show Al Froperties

The Word Options dialog box
appears‘ General [AB ~

\/CJ Change how Word corrects and formats your text.

. . . Display
e Click PTO ofi ng to di Spl‘ay > Procing AutoCorrect options
prOOﬁng Optlons. Sae Change how Word corrects and formats text as you type: 4
. . Language
e Cth Autocorrect optlonSo Advgantid When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Customize Ribbon M -
lgnore wirds that contain numbers

Quick Azcess Toolbar lgnove Internet and file addresses
Add-Ins Flag repeated words
Trust Center [] Enforce accented uppercase in French

[ Suggest frarn main dictionary only

Customn Dictionaries...
French modes:  Traditional and new spellings
Spanish modes: | Tuteo verb forms anly [v]

‘When correcting spelling and gram mar in Word

Check spelling as you type
Mark grammar errors a3 you type v
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The AutoCorrect dialog box

appearS. | AutoFormat | Actions |
AutoCorrect ‘ Math AutoCorrect | AutoFormat &5 You Type
() The corrections Word already 191 show sutoCorrect Oations buttons

makes automatically appear [¥] Correct Twio INitial Chpitals

Capitalize first letter of sentences

in this area. Capitalizaf\rstIetternftahlegells
Capitalize names of days
. orrect accidental usage o 5
o Click here and type the word ) Corrct acidental usage of 475 LK key
you typically mistype or ¥ Replace text a5 you type

R Replace: With: (@) Plain test () Formatted text
m]SSpeu. documetn Idncumenﬂ @
G cljck here and type the docusment documents ~

docuemnt dacument
correct version of the word. gocumnet | document

doe snot does not

@ Click Add. .

Automatically use suggestions from the spelling checker

() Word adds the entry to the ?
list to automatically correct. P : 2
| AutoFormat | Actions |
Disply Autocorrect | Math AutoCorrect | AutoFormat&s You Type
You can repeat Steps 5 to 7 Proofin SnowAutoCorrectOptions buttans
for each automatic correction ot T htial CApitals
s [ capitalize firstletteru?;enten(es rrect Options..,
you want to add. Lenguall | W] Capitalize first letter of table cells
Advan Capitalize pames of days
e cljck OK to C|.OS€ the - [¥] Correct accidental usage of cAPS LOCK key
AutoCorrect dialog box. Duick | | 7] Repisce tax 35 you type
s Replace: With: @ Plain text () Formatted text
@ Click OK to close the Word )| . Jeooumer
Options d]al_og box. divsion division A
docuement documents
& dacuemnt dacument
documetn document
documnet daocument
documnets | documents v
Replace
Automatically use suggestions from the spelling checker
O -
mn
How does the automatic What should I do if Word automatically replaces an entry that I
correction work? do not want replaced?
As you type, if you mistype or Position the insertion point at the beginning of the AutoCorrected
misspell a word stored as an word and click the AutoCorrect Options button (/). From the list
AutoCorrect entry, Word corrects that appears, click Change back to. To make Word permanently
the entry when you press stop correcting an entry, follow Steps 1 to 4, click the stored
[ Spacebar il Tab JlSYll Enter B AutoCorrect entry in the list, and then click Delete.
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Using Word’s Thesaurus and Dictionary

f you are having trouble finding just the right word or phrase, you can use Word's thesaurus. The
thesaurus can help you find a synonym — a word with a similar meaning — for the word you
originally chose, as well as an antonym, which is a word with an opposite meaning. When you use
the thesaurus to look up a word, you also see the word’s definition.

If you prefer, you can bypass the thesaurus and use the dictionary you download from the Office
Store; see Chapter 4 for details on how to download and install an Office app.

Using Word’s Thesaurus

o Click anywhere in the word for which
you want to find a substitute or
opposite.

Note: You can press 100+ to
display the Thesaurus pane.

@ Click the Review tab.
© Click the Thesaurus button (E2).
The Thesaurus pane appears.
() The word you selected appears here.

() Each word with an arrow on its left
and a part of speech on its right
represents a major heading.

Note: You cannot substitute major
headings for the word in your document.

(@ Each word listed below a major
heading is a synonym or antonym
for the major heading.

() Antonyms are marked.

e Point the mouse at the word you
want to use in your document and
click the = that appears.

© Click Insert.

Word replaces the word in your
document with the one in the
Thesaurus pane.
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Using Word’s Dictionary
0 Right-click the word you want to
look up.

o From the menu that appears, click
Define.
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right-clicked.

@ A pane for the installed dictionary
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4 Paste Options:

D

Eont.

Paragragh..
Define 0
Synenyms

Translate

@ 4 >

=

Search with Bing

Hyperink.

ues

Hew Comment

+100%

EHS O-
HOME INSERT DESIGN PAGE LEYOUT
ABC rey o ] x] I previous
'/ aﬁ} (T PINest
Speling & . Translate Language  New  Delete
Grammar - ~ Comment

Praofing Language Comments

For Immediate Publication

Mr. & Mrs, Martin Henry are proud to announce the
daughter, Sarah, to Mr. Donald Jefferson of Houstor
take place at &, Mark Church on Lake Street in Sedo

REFERENCES

For Immediate Publication. docx - Word

MAILINGS | REVIEWS

Tracking

ing marriage of their
edding will
nday, October 14,

[/ simple Markup

Tk Show Markup =
[ show Camments « [B]Reviewing Pane ~
Changes

oAl — M

iEw aine Marmel ~ [ &

[ Reject - @
E &«
£ Previous
Aceept Compare  Elack  Restrict
o Pl hest *  Buthors - Editing
5 Changes compare Protect ps

]

Merriarm-Webster Dictionary =~ 7%

=
& wed-ding

: a marriage ceremony usually with its
festivities : nuptials

2012 at 230 in the afterncon. A reception will

1y follow the

: an act, process, or instance of joining in
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: a wedding anniversary or its celebration
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For Examples, Synonyms, and More, see
the full Dictionary Entry at Merriam-
Webster.com.
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Yes. Follow these steps:

e Click Synonyms.

in your document.

Is there a faster way I can display synonyms?

o Right-click the word for which you want a synonym.

e Click a choice in the list that appears to replace the word

e
bridal Synoryrms
marriage Translate
nuptial Search with Bing

nuptials (Dictionary Fo

wiedding ceremony (D

marriage cerernony (Dictionary Form)

dirvorce (Sntonyrm)
rrarrying

Thesaurus...

T Hypetlink..

Mew Comment

e s

ctionary Form)
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Translate Text

You can translate a word from one language to another using language dictionaries installed
on your computer. If you are connected to the Internet, the Translation feature searches the
dictionaries on your computer as well as online dictionaries.

While the feature is capable of fairly complex translations, it may not grasp the tone or meaning of your
text. You can choose Translate Document from the Translate drop-down menu to send the document
over the Internet for translation, but be aware that Word sends documents as unencrypted HTML files. If
security is an issue, do not choose this route; instead, consider hiring a professional translator.

Translate Text

TranSlate a word or Phrase % (-:OMEU ;\NSERT DESIGMN PAGE LAYOUT REFERENCESSE‘EHV\;;I:V::VWD:E\/\EW E\aw:Mfu\t z
o Select a word or phrase to ¢ a},%; @ B =, Bfsmtevirup | [ PR s & D

B Show Markup~ £ Previous
P

Track ccept Compare  Block  Restrict
l, Grammar (23 Comment [l Shaw Camments  Changes - [B] Reviewing Pane =~ o 37 Next v Authors - Editing
translate. s | % Damtees i Ut Sttes to ol comges | come | ot R

5
1.3 Translate your document using an online translation serdce

. .
Click the Review tab.
3% Translate the selected text into a language
l- k I. L | Mini Translator [English (United States)]
c ]C Trans ate. 83| Pause onwords or selected paragraphs for a quick translation
Choose Translation Language..

0 Click Translate Selected Text. -

Memarial Sprinklers, LLC
4816 Mermorial Huy., Suite 200
Phoenix, AZ85000

Dear Ms. Smith:

&Thank yaufor selectingMarmel Enterprises, LLC to assist you in using some of your Micrasoft Office
praduts, specifically Microsaft Word 2013 and Microsoft Excel 2013, Marmel Enterprises, LLClooks
farwardto helpingyou choose how bestto use these programsta meet your needs and to possibly
provide support for Microsoft Project as well

A5 we agreed, trainingdasses will be held as follows;

Class 1 september17
Class 2 september18
Class 3 September2l

Please e awarethat these program s are multi-faceted and can be used in different ways by different
people. Because each user can use each program differently, pleaseunderstand the followingin
retaining harmel Enterprises, LLC:

U B -———+ 1o

The Research pane appears. o ST -

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES — MAILINGS  REVIEW  VIEW E\ameMavm:\vH u

ABC @ Y - 26 £7Previous G| Simple Markup - > Reject - [ ]
VB R 3 & [
e p rase you selecte appears Nest ) ShowMarkup - 2 Previous
Spelling &, Transiate Language  Mew  Delete Track Accept Compare | Block Restrict
Grammar - - Comment [ show Comments | Changes - (5] Reviewing Pane P Next N Luthars - Editing
here. Pocting Language Comments Tracking B Changes Compare | protect ~
Research T

(@ The current translation a
languages appear here. e T

4 Transiation

Translate aword or

(@ You can click # to display
available translation languages. e o e e 20 & e

Phoenix, AZ85000

() The translation appears here. e eni

Thark yai for selectingMarmel Enterprises, LLCto assist youin using som e of your Microsoft Office
products, specifically Microsoft word 2013 and Microsoft Excel 2013, Marmel Enterprises, LLC looks
farward to helping you choose how best ta use these programstameet your needs andto passibly

provide suppart for Microsoft Project as well,

Dicti
verbo
s we agreed, training classes will be held as follows eranstivo ingraziare;
thank you grazie;
no thank youno,
Class 1 September1? racie

Class 2 September1s 4 Can'tfind it?
Class 3 September 21 Try one of these
Aternatives o cee

bl fer
© Get updates to your services.

Please he aware that these programs are multi-faceted and can be used in different ways by different
penple, Because each user can use each program differently, please understandthefollowingin B) Get services on Office
retaining Marmel Enterprises, LLC! Marketplace

€8, Research aptions.
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Translate a Document o ot - @

ABC @ X £ Previous : [
o Open the document you want to V.o % - ] &0

E2 TINext Show Markup *
Spelling & oo ate Langu New  Delete Track Accept Block  Restrict
Grammar E21 - Cornment. [ show Comments  cpange; - ing Pane ~ Zuthors - Editing
tra n S l,ate . Proofing Translate Document [English (United States) to Italian (Italy)] = Protect -~
& Translate your document using an online translation service

9 Click the Review tab. By T e

35 Translate the selected textinto o different language

. Y Mini Translator [English (United States)]
CI_] Ck Translate . 835 Pause an words or selecked paragraphs for 3 quick translation
Choase Translation Language.
CI.. k 'I' D Jane smith
e 1C ranSlate ocument‘ Memorial Sprinklers, LLC
4816 NMemorial Hwy., Suite 200
Phoenix, AZ85000

Note: If the Translation Language R
Options dialog box appears, select the S—

products, specifically

translation language you want to use.

To transiate your document, Word will send it over the Intemet in an unsecured format. It will be transiated
by the Microsoft® Translator service, located at
i htt

provide support for| Do you want to sdaaue sending it?
s we agreed, trainin L i | [ oonesena |
The Translate Whole Document
Class 1 Septemberl?

dialog box appears, notifying you o S

september 71

th at yo ur docu m ent W'i |_|_ be Sent Please be aware that these programs are multi-faceted and can be used in differant ways by different

people. Because eachuser can use each program differently, please understand the followingin

over the Internet for translation. retaning amelntereriss LG
© click Send.

Your browser opens, displaying
the translated document. e —

Transiated 100%

September 3, 2012 3 Settembre 2012

( You can use these Views buttons
to display the documents side by e e e gon e

4816 Memorial Hwy., Suite 200 4816 Memorial Hwy., Suite 200
S.ide as Shown here Phoenix, AZ 85000 Bhoenix, AZ 85000
.
Dear Ms. Smith, Cara Sig. ra Smith
Thank you for selecting Marmel Enterprises, LLC to assist you in using some of your Vitingraziamo per aver Marmel Enterprises, LLC per aiutarvi nell utiizzo di alcuni dei vostri
Microsoft Office products, specifically Microsoft Word 2013 and Microsoft Excel 2013, prodotti di Microsoft Office, in particolare 2013 di Microsoft Word e Microsoft Excel 2013
Marmel Enterprises, LLC looks forward to helping you choose how best to use these Marmel Enterprises, LLC atiende per autare ch si sceglie come meglio utiizzare quest
programs to meet your needs and to possibly provide support for Mierasoft Project as well. | programmi p fornire anche il supporta
per Microsoft Project.
As we agreed, training classes will be held as follows:
corsi svolgerd
Class 1 September 17 ! &
Class 2 September 18 Classe 1 settembre 17
Class 3 September 21 Classe 2 18 settembre
Classe 3 21 settembre
Please be aware that these programere fifaceted and can be used n iferent ways by
different people. Because ead X i prega di essere consapevole che quest programmi sono molteplic < possono essere
lhclanwlngmretalmng Wormel El\lerpns:s e izt n modh diversi da Poiché ogni ogni
programma in , vi preghiamo di il seguente nella
Because you are busine: Yo ,itis your Marmel Enterprises, LLC:
responsibility to decide what information you desire from these programs and how
these programs should be used in your office o suit your purpases best. The accuracy | Perché siete meglio qualificati per valutare il tua business € e vosire esigenze, & vostra
ofthe i these programs onthe dere quali da questi programmi e come
accuracy of the data that you enter into them. quasti

scopi megl
dipende interam

 da questi programmi

How do I choose a different language when translating the entire
document?

Follow these steps. Click the Review tab. Click Translate. From the
menu that appears, click Choose Translation Language. The
Translation Language Options dialog box opens. Click the Translate
from [v| and the Translate to v and choose languages (€9). Click OK.

Choose document translation languages

Translate from: |Eng|ish (United States)

Translate to: |Ita|ian {Italy)
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Track and Review Document Changes

f you share your Word documents with others, you can use the program’s Track Changes feature to

identify the edits others have made, including formatting changes and text additions or deletions. The
Track Changes feature uses different colors for each person’s edits, so you can easily distinguish edits
made by various people. By default, Word displays changes in Simple Markup view, which indicates, in
the left margin, areas that have changes. This section demonstrates how to track and interpret changes.

When you review the document, you decide whether to accept or reject the changes.

Track and Review Document Changes

Turn On Tracking

o Click the Review tab on the
Ribbon.

e Click Track Changes to start
monitoring document
changes.

e Edit the document.

() A red vertical bar appears in
the left margin area to indicate
that changes were made to the
corresponding line.

Note: When you open a document
containing tracked changes, Simple
Markup is the default view. Red
vertical bars appear in the left
margin to indicate locations where
changes were made.
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West School PTA Minutes
Sepmber 4, 2012

The meeting was called to order by Terry Adams at 7:00p.m,

In attendance
[Uist attendess]

Approval of Minutes
The minutes were read from the August mesting and approved.

Board
“The Board, new principal, and guests were introduced. ki Ahercrombie was nominated as the new Secretary. A
motion o elect Kim was made by Tory Wang and seconded by David Jaffe Al present voted in favor, and Kim

#bercrombie was confirmed as the new Secretary,

Advisory Committee

There are & number of parent apenings on the Adviscry Committee, These apenings were listedin the mastrecent
newsletier. Three parentsindicated an interest in serving an the commitiss. Erik Andersen will folowup with tose
parents and do seme additional recruiting to fill hese operings.

Budget

‘The budget for the curent school year was distributed by Kim Ralls, PTA Treasurer, and reviewed by the board and
PTA members at the last mesting. In tonight's mesting, David Jaffe made a motion t approve the budgst which was
seconded by Rachel Valdez. &l present voted in favor of approving the budget as presented.
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B H S O-
HOME  INSERT

;:;c ] % %@ F 75 D %} 05 simele Markup_-| B Reject - [ K
Track

Minutes bd change tracking docy - Ward 7 @ - x
DESIGN  PAGELAYOUT — REFERENCES  MAILINGS | REVIEW  VIEW E\am:Marme\'H e

T Hext Show Markup = & Previous
Speling & o Translate Langusge  New  Delete Becept Cornpare  Block  Restrict
Grammar - - Comment [l how Comments | ghanges = [ Reviewing Pane ~ T Mext Suthars - Editing
Proofing Language comments Tracking 5 Changes Compare Protect -

west School PTA Minutes
Septmber M, 2012

The meeting was called to order by Terry Adams at 7:00p.m.

In attendance
[List attendess)

Approval of Minutes
The mirutes were read from the August mestirg and appraverd

Board

‘The Board, new principal, and guests were inroduced. Kim abercrombie was nominated as the new Secretary. Tony
Wang macle a moticn to elect Kim, and David Jaffe secord the maticn, All present voted in fawer, and Kim
#bercrombie was confirmed as the new Secretary |

Advisory Committee

There are & number of parent openings on the Adviscry Committse, These openings were listedin the mostrecent
newsletter. Three parents indicatied an INErestin serving an the committss. Enk Andersen wil followup with hose
parents and do some acitional recruiting to fill hese operings

Budget

The budget for the current school year was distributed by Kim Ralls, PTA Treasurer, and reviewed by the board ard
PTAmembers at the last mesting, In toright’s meeting, David Jaffe made a motion to approve the bucdget which was
seconded by Rachel valdez. &l presentvoted in favar of approving the budget as presented




CHAPTER

WORD

Reviewing Documents

Review Changes T e
G 8 G

Translate Longuage

Spelling & oo

o Click any vertical bar in the left
margin. oo

All vertical bars turn gray and Word
changes the view to All Markup and
displays all changes in the document.

() Additions to the text appear
underlined and in color.

( Deleted text appears in color with
strikethrough formatting.

e Place the insertion point at the
beginning of the document.

© Click Next.

7 @ - & X

aine Marmel ~ [ &
5 @ 7 Previous D/ CS[AMakup -] Reject - :@ D
New Dol P Next [ Show Markup ~ seeapt | Pr:vm$ St Ren
Comment [ show Cormments Changﬂ [BReviewing Pane =~ . %] Next futhers - Editing
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Pratect ~

MINUTES-changes tracked.dac - Ward
DESIGN  PAGELAYOUT — REFERENCES  MAILINGS | REVIEW  VIEW

Cammen ts Tracking 3 Changes
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Themesting was called to order by Terry Adams at 7:00 p.m.

West School PTA Minutes
Sepamber 24, 2012

Inattendance
[List attendess]

Approval of Minutes
The minutes wereread from the August meeting and approved.

Board

The Board, new principal, and gues ts were introcured. Kim Abercrombie was nominated as the new
Secretary. &-retenieelestikinwasrrees-by-Tony Wang made s moticn to elect Kim, and Da vid Jaffe
seconded by-Sawieafethe m oton. Al present voted in favor, ard Kim Abercrombie was confrmed as the
new Secretary,

Advl sory Commitiee

o the Adviscry Commitiss- listedtin the most
ettt TS I At A 25t I serving o thes commitese. Bk enciersen il folows
up with those parents ard do scme addticnal recruiting t fil these apenings

Budget

Kim Ralls, PTA Treasurer, distributed Fthe budget for the current schod year-was-sistibutesby-ir-Ralls;
PFe-Freastier, which was srereviewed by the board and PTA members atthe lastmesting. In tonight’s
meeting, David Jaffemade a motion 1o approve the budget and Rachel Valdes wivekswesseranded the
tnotioribyFrsehekatelez, Al present voted in favor of aproving the budget as presented

Principal’s Report
Prircipal Jeff Hay presented bis report,

] B -———+——+ o

() Word highlights the first change. % oo

HOME

Grammar (22

document or click Reject to revert the
text to its original state.

Note: To accept all changes in the
document, click the down arrow under the
Accept button and choose Accept All
Changes.

e Repeat Steps 3 and 4 until you have
reviewed all changes.

o When you complete the review, click
Track Changes to turn the feature off.

MINUTES-changes tracked.dac - Ward 7 @ - x

£ Previou:
New  Delete cept 3 Compare Block  Restrict
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Comment Eshow Comments | Ghanges= EERevmwmg Pane + . -[»] Hext = buthors - Editing

Comments Tracking 5 Changes Compare Pratect A
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West School PTA Minutes
Septaber 24, 2012

The meeting was called to order by Terry Adams at 7:00 p.m.

Inattendance
[List attendess]

Approval of Minutes
The minutes wereread from the August meeting and approved.

Board
Board, new principal, and gues s were introdured. Kim sbercromiie was nominaterdas the new
Tony Wang mare 2 moten 0 elect Kim, and David Jaffe
ndler bi-Basict-adethie mation, All present voted in favor, ard Kim Abercrombie was confrmed as the
new Secretary,

Advl sory Commitiee

o the Adviscry Commitiss- listedtin the most
pkviilial AT 1Nk At A 6t I serving o1 e cornittse. Ex ncorsen il folows
Upwith those parents ard do seme addticnal recruiting to il these openings

Budget

Kim Ralls, PTA Treasurer, distributed Fthe budget for the current schod year-was-sistibutesby-ir-Ralls;
PFe-Freastier, which was srereviewed by the board and PTAmembers atthe lastmesting, In tonight’s
meeting, David Jaffe made a motion to approve the budget and Rache Valdez whickwesseconded the.
motionby-Raekekalees. #ll present voted in favor of aproving the budget as presented

Principal’s Report
Prircipal Jeff Hay presented bis report,

] C e ————

Can I see who made each change?
Click the Review tab on the Ribbon, and then click

the types of edits and showing each person’s edits.

Yes. You can use the Reviewing pane. Follow these steps.

Reviewing Pane. The Reviewing pane opens, summarizing

Revisions
w 17 REYISIONS

Elzine 1, barmel Deleted

& motion to elect Kim was made
by
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Lock and Unlock Tracking

You can control who can turn tracking on and off using the Lock Tracking feature. This feature
requires a password to turn off tracking. You no longer need to deal with the situation where
you turn on tracking and send out a document for review, and when you get the document back, it
contains no change markings because the reviewer turned the Track Changes feature off.

In the past, you needed to use the Compare Documents feature to determine how the reviewed
document differed from the original. Now, you can lock tracking.

Lock and Unlock Tracking

Lock Tracked Changes e L %
o In the document for which you »/ & ® O Do . h S & [
p:all‘n"riaav( s Tvanj\atz Langvuage D:::uentnu o show Commants Sl — AN “ aN)« cBmvpm ust\a;’i Rz;:iy:‘:
want to lock tracked changes, ateg | g | e }; E— S PO % .
click the Review tab. g 4

e Click Track Changes to turn on
tracking. WostSchoo A piratos

e Click the down arrow at the

The rmeeting was called to order by Terry Adamms at 7:00p.m

In attendance

bottom of the Track Changes ;@:ﬂ] )
b utto n Thgpmmutes wereread from the Augustmesting and appraved.

Board
The Board, new principal, and auests were introdkred, Kim Abercramtie was nominatedas thenew
s - Secretary, Tony ¥ang made a motion to elect kim, and David Jaffelseconded the motion. N\DIES&NUE
1C (o] of rackin g . in favor, and Kim Abercrombis was confirmed a5 the new Searetary.
Adyisory Committee
There are a number of parent openings on the Adviscry Commithes, These openings were listed in the most

vecertnewsletter, Trree parents incicated an interest in servirg o the comimittes. Erik Andersen ill folow
upwith those parents ard do scme addticnl recruiting to il these openings

Budget

The budgst for the current school year was distributed by Kim Ralls, PTA Treasurer, and reviewsdby the
board and PTAmembers at the last mesting, In tonight's meeting, David Jaffe madea motion to approve.
the budget which was secondedby Rachel Valdee, All presentvotedin favor of approving the budget as
presented.

The Lock Tracking dialog box

appears.
Frevent other authors from turning off Track Changes,
e Type a password here. _
Enter password [optional): |****““*
G Retype the password here. Reenter to confirm: |“****M10
. his is not a security feature,
@ click ok. d o featare)

Note: Make sure you remember
the password or you will not be
able to turn off the Track Changes
feature.

Word saves the password and
the Track Changes button
appears gray and unavailable.
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UnIOCk TraCked Changes E MOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS | REVIEW 2 aine Marmel ~ [ @

ABC Fes ﬁ-ﬁ 2 EPrevious P 8/ Sirgle Markup ~ SR Reject. . [ ] D
. - s [ ,
0 Open a document with v oo % T &N o O

Spelling & - Translate Language  New  Delete Track Accept Compare  Block Restrict

Grammar - - Comment A show Comments | changes = (21N fi Pane - 2] Het = futhors - Editing

tracked changes locked. e — : .

Lock Tracking
@ Click the Review tab.

e Click the down arrow at the _
bottom of the Track Changes (1 o

The meeting was called to order by Terry Adams at 7:00 p.m,

button. nattendance

[List attendees]

e Click Lock Tracking. Poorot o s

The minutes wereread from the August meeting and approved.

Board

The Board, new principal, and guests were introcured. Kim Abercrombie was nominated as the new
Secretary. Tony Wang made a mation o elect Kim, and David Jaffe secorded the motien. All present votect
in favor, and Kim ébercrombie was confirmed as the new Seaetary,

Advisory Committee

There are a number of parent openings on the Adviscry Committes, These openings were listed in the mast
recent newsletter, Three parents indi cated an interest in serving on the commi thee, Erik Andersen will follow
up with those parents and do som e addtional recruiting to fill these openings .

Budget

The budget for the current school year was distiibutec by Kim Ralls, PTA Treasurer, ard reviewsdby the
board and PTAmembers at the last mesting, In tonight's meetrg, David Jaffe macisa motion o aprrove
the budget which was seconded by Rachel valdez. All present voted in favor of approving the buget as
presented.

Bl B

The Unlock Tracking dialog box
appears.

Password: “’*"'""“"'“1 |
e Type the password. oK | cancel |

O ctick oK.

The Track Changes button
becomes available again so
that you can click it and turn
off the Track Changes feature.

What happens if I supply the wrong password?

This message box appears. You can retry as many times as you want. If you cannot remember the password,
you can create a new version that contains
all revisions already accepted, which you
can then compare to the original to
identify changes. Press (£10+() to select N
the entire document. Then press E110+) & 03 GRESORNS s
to unselect just the last paragraph mark in
the document. Then press (Z10+( to copy
the selection. Start a new blank document
and press (£70+( to paste the selection.
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Combine Reviewers’ Comments

Suppose that two different people review a document, but they review simultaneously using the
original document. When they each return the reviewed document, you have two versions of the
original document, each containing potentially different changes. Fortunately, you can combine the
documents so that you can work from the combined changes of both reviewers.

When you combine two versions of the same document, Word creates a third file that flags any
discrepancies between the versions using revision marks like you see when you enable the Track
Changes feature. You can then work from the combined document and evaluate each change.

Combine Reviewers’ Comments
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Pracfing Language Commen ts Tracking 3 Changes

@ Click the Review tab.
Q Click Compare.
€© Click Combine.

The Combine Documents
dialog box appears.

@ Click the Open button ()
for the first document you
want to combine.

o [ ]

The Open dialog box appears.

o Navigate to the folder T L) « Documents » My Documents » Word Stuff @ v & Search Word Stuff »p
containing the first file EImme WSO X E- 0 @
. Microsaft Word A Mame Date modified ™
you Want to Comb]ne. o [ Author Bia-mast complete.dac 81572010 850 £
. . <t Faworites Blog Post T.doex 91472012 TI7 F
G CI']Ck the ﬁ I'e' B Desktop Business Plan for a Startup Business.docx 92472012 1.32 F
. i Downloads Business Plan-bibliography.docx 972012 12:07
o Cth open- %] Recent places usiness Plan-generate index.docx QAFM2 1120
@ SkyDrive Business Plan-index docx QIF2012 100
Business Plan-page break.docx 9172012 223 L
4 Libraries Business Plan-Print Layout Wiew.doox 9/25/2012 10:02
@ Docurnents Business Plan-Reviewerl.docx Q272012 245 F
Jj Music Business Plan-Reviewerd, docx 0272012 243 F
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E Videaos Business Plan-Version T.docx Q252012 D26 L
Business Plan-Views.docx 942572012 10:05
@ Hormegroup Class Schedule Letter.docx YN2NE AL,
|| Elaine Marmel e 2
File name; | Business Plan-Reviewerl docx v | | Al Files vl
138 Tol QOpen I" ‘ Cancel |
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The Combine Documents
dialog box reappears.

e Repeat Steps 4 to 7,
clicking the Open button
(1=+) for the second
document you want to

Original document Revised document
|Business Plan-Rewiewerl.doce u |Business Plan-Reviewer2.doc: u
Label unmarked changes with: M A - Label unmarked changes with: K A -

O o o
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N e Marme! Sy Defnfian The Athletic Shoe store, located in Bay Pines Seuare, will Summary
. Heading 1 ll;ecome tl;eL athletic footwear head quarters for the City of The Athletio Shos store n Bay
0 CI_] Ck 0 K Elaine Marmel Inserted inetree, Pines Square will become the
losared There are 35,000 school-aged children, of which over ?‘:“‘g‘[ f°f°;”“" hea;i‘“““e” for
Efine Marmel Inserted 15,000 partisipate in the sity's 20 structured athletic the City of Pinetree,
Word displays four panes. e e i e o s setres ! Thore e 2500 sl aged
That ; programs, prop children, of which over 15,000
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. jaine Marmel Inserte:
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summary or revisions. i running community. In January's Community Masath
e Mol e 12 Marathon in Orlando, there were approximately 250 1.0 Executive E
rime participants from Pinetree, Coconut Creek, and Parkland.
The center pane contains P That i just an example of the abundance of dedicated Summary
p Elaine Marmel Inserted runners in the community. There are no stores in Pinetree
. . predominant which offer a collection of "serious” running shoes, or | The Athletic Shoe store, located in
the result of combinin g Efine Mrmel Deleted offer the novice or less serious” runner a quality selection Bay Pines Square, wil become the
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both documents Buying Patterns needs. the City of Pinetree, FL
. Elaine Marmel Deleted
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displays the document
you selected in Step 6.

( The bottom-right pane
displays the document
you selected in Step 8.

IPS |

Two reviewers reviewed the same document but they forgot to track How do I save the
changes; can I somehow see their changes? combined document?
Yes. Follow the steps in this section, but, in Step 3, click Compare. Word The same way you save
again displays four panes: the summary appears in the left pane; results of any Word document; see
comparing the two documents appear in the center pane; the document you Chapter 2 for details.
select in Step 6 appears in the top-right pane; and the document you select

in Step 8 appears in the bottom-right pane.
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Work with Comments

You can add comments to your documents. For example, when you share a document with other
users, you can use comments to leave feedback about the text without typing directly in the

document and others can do the same.

To indicate that a comment was added, Word displays a balloon in the right margin near the
commented text. When you review comments, they appear in a block. Your name appears in comments
you add, and you can easily review, reply to, or delete a comment, or, instead of deleting the

comment, you can indicate that you have addressed the comment.

Work with Comments

Add a Comment

o Click or select the text about which
you want to comment.

9 Click the Review tab.
e Click New Comment.

() A comment balloon appears, marking
the location of the comment.

(@ A Comments block appears.

G Type your comment.

e Click anywhere outside the comment
to continue working.

Review a Comment

o While working in Simple Markup
view, click a comment balloon.

(@ Word highlights the text associated
with the comment.

() Word displays the Comments block
and the text it contains.

Note: To view all comments along the
right side of the document, click Show
Comments in the Comments group on
the Review tab.

9 Click anywhere outside the comment
to hide the Comments block and
its text.
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o While working in Simple Markup V5@ & Dﬁ; ot o g &0
. . [ - % cormment 5 show Comments  ghanges - (2] Reviewing Pane 7 ) Nea P s Editing
view, click a comment balloon to | e conments al crange | compre | et R

display its text.

e Click the Reply to Comment
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In attendance
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Approval of Minutes

The minutes were read from the ALgust mesting and approved.
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© Click Delete.
West School PTA Minutes
Sepiember 24, 2012

Note: You can also right-click a T ————
comment and click Delete Comment. Inatandonce
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document by clicking the down arrow at -

The Board, rew prindpal, and guests were introduced, Kim Abercrombie was neminated as the. q]
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Budget
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presented.

Can I indicate that I have addressed a comment without deleting it? Comments - x
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PART III

Excel

Excel is a powerful spreadsheet program that you can use to enter
and organize data and to perform a wide variety of number-crunching
tasks. You can use Excel strictly as a program for manipulating
numerical data, or you can use it as a database program to organize
and track large quantities of data. In this part, you learn how to enter
data into worksheets and tap into the power of Excel’s formulas and
functions to perform mathematical calculations and analysis.
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Enter Cell Data

You can enter data into any cell in an Excel worksheet. You can type data directly into the cell,

or you can enter data using the Formula bar. Data can be text, such as row or column labels, or
numbers, which are called values. Values also include formulas. Excel automatically left-aligns text
data in a cell and right-aligns values.

Long text entries appear truncated if you type additional data into adjoining cells. Values that are
too large to fit in a cell might be represented by a series of pound signs. But, Excel offers features to
help you remedy these situations.

Enter Cell Data

Type into a Cell % (T'IOMEC) \NERT: PAGE LAYOUT FORMULAS DATA RE\E/::VELEX:/T‘EW E‘E\"’"{Mfﬂﬁ‘j :‘-
@ Click the cell into which you want fod. b hles =<Ee & B o 3 AT
e e A Be $-% 0 0 G Bromes | @0 it e
to enter data. e sl g N b il il N
a1 M %
The cell you clicked is called the A @ s e s = Lk w o[
1— -
active cell. It has a thicker border :
around it than the other cells. ;
() To add data to another worksheet in g
your workbook, click the worksheet N
tab to display the worksheet. -
15
(© To magnify your view of the B
worksheet, click and drag the Zoom b
. 20
slider. :
ii l i
25 <
Sheet! | Sheer A [l ol
H ®- - [@a-= Boakl - Excel T E - x
o Type your data. E HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW E\ameMavmz\'n 19
. . A== gy = S R
(@ The data appears both in the cell e 5o Bromas | @ S8 s
and in the Formula bar. e e
. A | B c H ] K L M N o [«
() To store the data in the cell, ] @
press (Z109 or click Enter (+). :
5
Note: If you press (517, the cell ;
pointer moves down one row. If you .
click Enter (+), the cell pointer B
remains in the cell you clicked in
Step 1. N
20
i: |
Sheet! | sheez | @ i [ 1 B
144 ENTER. i) m 100%
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Type Data in the Formula %‘:wf’ D e I
Bar ity B ks Zeo9 B ol Tl Y
. . . e e BIU-E- D A SSEEE $-% 0 S éCeHSty\es Efomat- &+ ps s
o Click the cell into which you oo ot A T— e sy cas g .
want to enter data. = e < o e
@ cClick in the Formula bar. 2 0
7
12
17
22
Sheet1 @® HK| ] Ev
EDIT B ] 100%
B HS @ Q- ook - Bxcel 7 =
© Type your data. Eg ot | s s somitss oo woew g i Y ®
2, 2 Conditional Formatting = | &= Insert > - A
3 D W‘ o 7 Format as Table X Delete [ zv H
G The data appears bOth mn the Pam [?‘ B 4 $ % 0 gctusty\eg %meq- - Eﬁ?f‘ :Fllngdﬁ
Formula bar and .in the cell. Chphuam [ x | | Ahfnmmx Mumber Styles Cells Editing -
e Click Enter (+) or press ¥ - ——— S m—
2 |622
(E120 to enter the data. :
( To cancel an entry, you can ;
click Cancel () or press :
11
16
21
Sheet1 @® HK| ] B
EDIT H ] 100%

What if the data that I type is too long to fit in my cell?

Wrapping.”

In most cases, Excel expands the column to accommodate your entry. But, suppose that you type a long
entry in Al and then type information into B1. In this case, text in A1 appears truncated or, if A1 contains
numbers, they appear as pound signs (#). You can remedy this behavior by resizing column A or by turning
on the text wrap feature to increase column A’s cell depth. To learn how to resize columns, see the section
“Resize Columns and Rows.” To learn how to turn on the text wrap feature, see the section “Turn On Text
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Select Cells

'I'o edit data or perform mathematical or formatting operations on data in an Excel worksheet, you
must first select the cell or cells that contain that data. For example, you might apply formatting
to data in a single cell or to data in a group, or range, of cells.

Selecting a single cell is easy: You just click the cell. To select a range of cells, you can use

your mouse or keyboard. In addition to selecting cells or ranges of cells, you can select the data
contained in a cell, as described in the tip.

Select Cells

Select a Range of Cells

o Click the cell representing the
upper-left corner of the range of
cells that you want to select.

() The cell pointer (qn) appears as
you move the mouse.

o Click and drag down and to the
right across the cells that you
want to include in the range.

e Release the mouse button.

() Excel highlights the selected
cells in gray.

(@ The Quick Analysis button
(&) appears. See Chapter 10
for details about this feature.

() To select all of the cells in
the worksheet, you can click
here ().

You can select multiple
noncontiguous cells by
pressing and holding
while clicking cells.
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Select a Column or Row

0 Position the mouse pointer
over the column letter or
row number that you want
to select.

The cell pointer changes
from o to 4 if you
positioned the mouse
pointer over a column, or
m- if you positioned the
mouse pointer over a row.

e Click the column or row.

( Excel selects the entire column
or row.

To select multiple contiguous
columns or rows, you can click
and drag across the column or
row headings.

You can select multiple
noncontiguous columns or rows
by pressing and holding (511}
while clicking column or row
headings.
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How do I select data inside a cell?

the data.

Click the cell; then click in the Formula bar and drag
over the characters or numbers you want to select.
Alternatively, double-click a cell and drag to select

Can I use my keyboard to select a range?

Yes. Use the arrow keys to navigate to the first cell
in a range. Next, press and hold 1) while using
an arrow key (£ or £3) to select the remaining

cells’” range.
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Faster Data Entry with AutoFill

You can use Excel’s AutoFill feature to add a data series to your worksheet or to duplicate a single
entry in your worksheet to expedite data entry. You can create number series and, using Excel’s
built-in lists of common entries, you can enter text series such as a list containing the days of the
week or the months in the year. In addition, you can create your own custom data lists, as described
in the tip.

When you click a cell, a fill handle appears in the lower-right corner of the cell; you use the fill
handle to create a series.

Faster Data Entry with AutoFill

AUtOFill a TeXt Series % :;MEC) \NERT; PAGE LAYOUT FORMULAS DATA RE\E;I.:/:LEX;T‘EW E\awriMfme\j :
@ Type the first entry in the text T —— | el
. e bru-Z-oea- = S E% W G Brom- | €+ Bt it
series. e . e W E |
. . AL -4 £ March v
9 Click and drag the cell’s fill handle a Q ¢ ot o = D v w0 [
1 narch
across or down the number of cells :
that you want to fill. ;
© $ changes to the Fill handle (+). ; 2]
If you type an entry that Excel does B *0
not recognize as part of a list,
AutoFill copies the selection to i
every cell that you drag over. b
e Release the mouse button. ;;
o AUtOFill ﬁlls in the teXt Series and % (-:OVMEC) \N%RT; PAGE LAYOUT FORMULAS DATA RESI.:VTVEX;T‘EW E\Em’iMfme\j Z
. o, ¥ 2 Conditional Formatting = &= Insert ~ 3 -
selects the series. . b F b g i G- @ 2T M
. 20 8% i ﬂ?cu&y\ [ Format- &~ Fﬁ{:,v Sl
(@ The AutoFill Options button (= -) e B pa e .
may appear, offering additional A : . o | ¢ ¢ o | « Lk v W w0
. . 1 [March
options that you can assign to the '
data. ¢ flune
6 |August
7 |septemb:
8 |October B
10| pasambe
AR C
16
21
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3 3 BHS @ Q- Book - Excel ? B3 - B3
AUto Flll a Number Senes E HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elaine Marmel ~ H o
. . -y Y . - l=_ =, 2 Conditional Formatting = E=Insert = 3. = A,

T e L T — el e
0 Type the first entry in the number T P e el SR ST i
. ~ =T= sE=E=E=EE 20 [ Cell Styles - B Format- @ - Fijrere select

series. Ciipboard 1 Font 5 Slgnment Numper 5 Styies cas Editing PS

AL Fo 3 v

o In an adjacent cell, type the next

entry in the number series.
e Select both cells.

Note: See the previous section, “Select
Cells,” to learn more.

e Click and drag the fill handle across or
down the number of cells that you
want to fill.

op changes to 4.

o Release the mouse button. L sheerr [ stece

AutoFill fills in the number series and
selects the series.

() The AutoFill Options button (= -) may
appear, offering additional options
that you can assign to the data.

TIP

] B

P [

How do I create a custom list?

To add your own custom list to AutoFill’s list library, first
create the custom Llist in your worksheet cells. Then select
the cells containing the list that you want to save. Click
the File tab and then click Options. In the Options dialog
box, click the Advanced tab. In the General section, click
the Edit Custom Lists button. In the Custom Lists dialog
box, click Import. Excel adds your list to the series of
custom lists (€9). The entries in the list appear here (€)).
Click OK to close the Custom Lists dialog box. Click OK
again to close the Options dialog box

Custom Lists
Lisk gnitries:
widgets
Sedgets

Custom lists:

NEW LIST

Sun, Mon, Tue, Wed, Thu, Fri,

Sunday, Monday, Tuesday, We Gadgets

Jan, Feb, Mar, Apr, May, Jus, U Hodgets

e, Apti Pogets

Kragets
Semgets

Addd

Import list fram cells:

5515467 =]
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Turn On Text Wrapping

By default, long lines of text appear on one line in Excel. If you type additional data into adjacent
cells, long lines of text appear truncated, but they are not. If you select the cell and look at the

Formula bar, you see all of the text.

You can display all of the text by resizing the column width (see the section “Resize Columns and
Rows”). Or, you can wrap text within the cell so that some text appears on the next line. When you
wrap text, Excel maintains column width and increases the height of the row to accommodate the

number of lines that wrap.

Turn On Text Wrapping

o Click the cell in which you want
to wrap text.

Note: You can also apply text
wrapping to multiple cells. See the
section “Select Cells,” earlier in this
chapter, to learn how to select
multiple cells for a task.

@ Click the Home tab.

© Click the Wrap Text button (5¢).

() Excel wraps the text in the
cell.

Note: See the section “Resize
Columns and Rows” to learn how
to adjust cell depth and width to
accommodate your data.
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CHAPTER

Center Data across Columns

You can center data across a range of selected cells in your worksheet. For example, you might
want to include a title above multiple columns of information and center it. You can use Excel’s
Merge and Center command to quickly merge and center the selected cells.

Additional options appear when you click = beside the Merge and Center button (E -). Merge
Across merges each selected row of cells into a larger cell. Merge Cells merges selected cells in
multiple rows and columns into a single cell. Unmerge Cells splits a cell into multiple cells.

Center Data across Columns
o Select the cell containing the data L) " oviss oo w e R

that you want to center, along with HE I |

B - ¥ Delete -

e EdM

NPT
. . . u- e oA E— Sort & Find &
the adjacent cells over which youwant |~ """ i T Brome: £ B
to center the data, AL -1 £ | 3Month sales Figures for 2012 .
A | B | ¢ | o | § F [ H 1 K L M n[a]
orth Sales Figuras [0r2013] I @
Note: When you merge and center, Excel YT ——
deletes any data in selected adjacent cells. |« v o sl e
@ Click the Home tab. s

e Click the Merge and Center g

button (4 -). b
You can also click the Merge and
Center = to select from several .
merge options. B

o Excel meraes the CellS and centers BHS ¢ Q- 3month sales s - Ercel 2 @ - x
g HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Eiaine Mormel < [ @
the data. X K& ==Ho = RS g |
B - [ Farmat as Table - B Delete - [T~
e Bre-E- (24 =B = S % e S oy Bifamat- 2+ pmrs
- = ilter > Select~
Clipboard Font Number 2 Styles calls Editing s
a1 - £ | 3Month Sales Figures for 2012 v
A - T - - I - F [ H 1 K L M n[a]
1 3 Month Sales Figures for 2012 lﬂ
2 |(In Thousands)
3 January y February March
4 |widgets 140 135 145
5 |Gadgets 149 163 179
6 |Sedgets 165 189 203
7 |Total Sales
g
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Adjust Cell Alignment

By default, Excel automatically aligns text to the left and numbers to the right of a cell. It also
vertically aligns all data to sit at the bottom of the cell. If you want, however, you can change
the horizontal and vertical alignment of data within cells — for example, you can center data
vertically and horizontally within a cell to improve the appearance of your worksheet data.

In addition to controlling the alignment of data within a cell, you can also indent data and change
its orientation in a cell.

Adjust Cell Alignment

1 1 B HS @ @ 3 month salesasx - Excel 7 @ - x
Set Honzontal Allgnment E HAVO\JT FORMULAS DATA REWIEW WIEW 2 E\atharme\'H o
9 Select the cells that you want to AT Ay P o e ZEY
Pate ¢ BT u- E- A" = “ v % BB Geasyese b e Smnan
format. S N i .
B3 -l fe || January v
OClithheHometab. A hl‘ru }C [ b | & P 6 N ) « L M NE
e Click an alignment button: Slwm
Click the Align Left button (=) to 3 [t i
align data to the left.
Click the Center button (=) to :§
center-align the data. s
Click the Align Right button (= ’
to align data to the right. ”
Note: To justify cell data, click the :

dialog box launcher (I.) in the
Alignment group. In the Format Cells

. . BHS ¢ &- 3month sales. s - Excel ? @ - x
d]alog bOX that appeal’S, Cl]ck the HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Elaine Marmel ~H ©
i ] 3 M E [cibitge [0 A A ==EH® & [eomem | B CondiionalFormatting -+ Brlmsert < 3 - A

Horizontal ¥ and click Justify. M. i fo a8 o o B2 H
T sl T N T el styles - B Fomats @ Filter- Select~

. . Clipboard 1 Font Number 2 styles cells Editing s

Excel applies the alignment to your ] & o -

Ce”.S. A B | C D | E F [ H 1 K L M n[a]

3 Month Sales Figures for 2012

() This example centers the data N =
horizontally. & [oiem
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3 4 B HS © (g 3 month sales.dx - Excel ? @ - E3
Set vert] Ca l A l1 gn m ent E HOME 2 PAGE LAYOUT FORMULAS DATA REVtIE\/l/ WIEW Elaine Marmel = H o
™
B -

e A ==l = FZ) Conditional Formatting + Ewmmn - X~ Ay
o Select the cells that you want to ek —=8¢ Bt B - @, 2Y M
e o [Blru- B oA === $-9% s WM B - L .. Sotd Fndn
- (57 el Styles EiFormat- &~ Fijtare Selact
format. appond o o O e s e .
AL M fe || 3Month Sales Figures for 2012 v
e

@ Click the Home tab. T R PR R
3 Month Sales Figures for 2012
e Click an alignment button: e 0

widgets 140 135 145

Total Sales

Click the Top Align button (=) to ¢ amites e T

align data to the top.

Click the Middle Align button (=) "
to align data in the middle. b

Click the Bottom Align button (=) "
to align data to the bottom. zo

: : BHS @ /- 3 month salesadss - Eceel ? &3 - x
Excel applies the alignment to R ] e et rooais o e
gt X cavitgne <2 K7 SE_ o 5 P Conditional Formatting = | B Insert = 3 - A,
your Cel_ls. , tDE% , Lcetbrtight R =¥ & [ [T Format a: Table - FxDelete ~ [T+ sZnY& Fﬂdﬂ&
aste L DA~ g 5. 8 = ort & Fin
e BIu- L 0-A ) $o% 0 W o sy B Formats L~ Fijter v Select~
Ll Styles Cells Editing -~

0 Th.ls example ahgns the data tO Clipboard 1 Font 5 Alignment [ Mumber

a1 M S | 3Month Sales Figures for 2012 v

the middle of the cell. n ——— T | . w |

1 3 Month Sales Figures for 2012 .
»

2 (In Thousands)

E] January February| March

4 |widgets 140 135 145

5 |Gadgets 149 163 179

6 |Sedgets 165 189 208

7 | Total Sales

8

9

countiz Mo-——+ %

How do I indent cell data? Can I change the orientation of data in a cell?

To indent data, click the Increase Yes. For example, you might angle column labels to make them

Indent button (%) on the Home easier to distinguish from one another. To do so, select the cells

tab. To decrease an indent, click you want to change, click the Home tab, click = next to the

the Decrease Indent button (&2). Orientation button (#--), and click an orientation. Excel applies
the orientation to the data in the selected cell or cells.
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Change the Font and Size

You can change the font or the font size that you use for various cells in your worksheet. For
example, you can make the worksheet title larger than the rest of the data, or you might resize
the font for the entire worksheet to make the data easier to read. You can apply multiple formats to
a cell — for example, you can change both the font and the font size of any given cell.

If you particularly like the result of applying a series of formatting options to a cell, you can copy
the formatting and apply it to other cells in your worksheet.

Change the Font and Size

Change the Font

o Select the cell or range for which
you want to change fonts.

@ Click the Home tab.
€© Click the Font .

You can use [~] and [+] to scroll

through all of the available fonts.

You can also begin typing a font
name to choose a font.

e Click a font.

() Excel applies the font.
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Change the Font Size

EXCEL
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CHAPTER

%

3 month sales. s - Excel
REVIEW  VIEW
F2) Conditional Formatting =
[ Farmat as Table -
$-% 0 N o sy
w

[ humber Styles

& nsert ~

BX Delete ~

[ Farmat ~
cells

gt —

8 X

aine Marmel ~ [ @

HEM

Ty M

Sort & Findt &
L Filter = Select~

Editing

©- 2 (g
@ select the cell or range for ha. gl
which you want to change P ) e W
font size. o [ ouoren e s or 012

© Click the Home tab. ;
© Click the Font Size + . :
O click a size.

c :: E L F | 6 | H | 1 ) K L M »
18 3 Month Sales Figures for 2012 m

InREARE

Eld
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26 widgets 140 135 145
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() Excel applies the new size to
the selected cell or range. i

BHS 2 Q-
HOME

3 month sales.xlsx - Excel 7 @ - x
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Can I apply multiple formatting options at once?
Yes. The Format Cells dialog box enables you to
apply a new font, size, or any other basic formatting
options to selected data. To open it, click the Home
tab and click the dialog box launcher (I"2) in the
Font group.

How can I copy cell formatting?

Select the cell or range that contains the formatting
you want to copy. Then, click the Home tab, and
click the Format Painter button (-¥) in the
Clipboard group. Then click and drag over the cells
to which you want to apply the formatting and
release the mouse button to copy the formatting.
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Change Number Formats

You can use number formatting to control the appearance of numerical data in your worksheet. For
example, if you have a column of prices, you can format the data as numbers with dollar signs and
decimal points. If prices listed are in a currency other than dollars, you can indicate that as well.

Excel offers several different number categories, or styles, to choose from. These include Currency
styles, Accounting styles, Date styles, Time styles, Percentage styles, and more. You can apply
number formatting to single cells, ranges, columns, rows, or an entire worksheet.

Change Number Formats

o Select the cell, range, or data

3 month salesds - Ercel ? @ - X
REVIEW  VIEW taine Marmel ~ [ &

that you want to format. prors Frn s T ay gy
"""" - Bromtc | €+ frns o
9 Click the Home tab. : : | |
3 A B g D P | ) K L M N
e Cth the Number Format . ;|3 Month Sales Figures for 2012 Accounting
5 (In Thousands) ‘g §140.00
e Click a number format. : e o o smo
6 |sedget Saturctay, May 19, 1300
° Do St
:; 1/2 :m‘
” 102 K> =
" =
Excel applies the number format to @
the data.

() Click the Accounting Number Format

button (% -) to quickly apply dollar im ERRGEN TE - w
. n t r d t c[. kth b tt n, HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\amaMarme\vH o
signs to your data. Click the button’s £ 3 famim e - SEe o g

B Fomat &7 Filer - Select~
cells Editing

w to specify a different currency el B ru-ne noa-
symbol, such as Euro. ’ ’

SRRERES

B4 - £ 140
e Cljck the Percent Styl.e button (%) .3 Monlii Sales Fi;ures :ol 2012 ) L : 1
to quickly apply percent signs to your : (nfhousands)
data. == e
@ Click the Comma Style button (* ) to  |. ™™
quickly display commas in your o
number data. -
() Click the dialog box launcher (=) in
the Number group to open the Format i
Cells dialog box and display additional |2
number-formatting options. E |
[sheett | @ ia |
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CHAPTER

Increase or Decrease Decimals

You can control the number of decimal places that appear in numbers using the Increase Decimal
and Decrease Decimal buttons. You may want to increase the number of decimal places shown

in a cell if your worksheet contains data that must be precise to be accurate, as with worksheets
containing scientific data. If the data in your worksheet is less precise, you might reduce the number
of decimal places shown. Depending on the purpose of your worksheet's sales data, you might show
two decimal places or no decimal places.

Increase or Decrease Decimals
@ select the cell or range for which L) ‘;LW P & - B

1 - 0 A s ==Eo = [Cotem ) BConditionaiFarmatting = EPlnsert v 3 -
you.want to adJl{St the number of ma. s i ¢ =-W2 |2 S ]
decimal places displayed. S o T 90 Sl - I

. ] i £ 140 v
OChcktheHometab. . \ —— PR T | . | w | E
e Click a decimal button: 22 |3 Wontn s:'ji“i“:’)‘ for 2012

2
You can click the Increase Decimal - BT
button (%) to increase the number 1 sedeets
of decimal places displayed. o
You can click the Decrease Decimal :
button (4°5) to decrease the number .
of decimal places displayed. "

Excel adjusts the number of decimals — [Em oo v oo e o i
that appear in the cell or cells. % e o s s ==Eo = Bemaomforsens Bee s 24y #h
e BIU-E- 2-A- == 47 S % W G- Bifomat- | @+ fs theres

() In this example, Excel adds a o e —

decimal place. R ‘ oo e ¢ o | -« L L« u [

3 Month Sales Figures for 2012

You can click the Increase Decimal : tn Thousands)
button (%) again to add another : _— tenaany_pebnuery_werch
decimal. 2 aetees ]
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Add Cell Borders and Shading

y default, Excel displays gridlines separating each cell to help you enter data, but the gridlines
do not print (also by default). You can print gridlines or hide them from view.

Alternatively, you can add printable borders to selected worksheet cells to help define the contents
or more clearly separate the data from surrounding cells. You can add borders to all four sides of a
cell or to just one, two, or three sides.

You can also apply shading to selected worksheet cells to help set apart different data.

Add Cell Borders and Shading

Add Quick Borders %‘:w Do R
@ select the cell or range around . : SR — S
) ey m - DR B8 4% 0 % G Brome | €. Sek s
which you want to place a border. st N S P I
@ Click the Home tab. e p—g o - - e e
1 # Right Border
. o 2| 3 Montl 1o soner 2012
e Click = beside the Borders | . e ,:Io
Note: To apply the current border :
selection shown on the button, simply »
click the Borders button -). i
@ Click a border style. "
20
* Sheet1 @ s ] mv
: BHS @ Q- month sales,dsx - Excel 2 [
() Excel assigns the borders to L e -
the cell or range. HE. K ==y B oo foe 24y g
SO NNENERES B 5% e Bres e Bl
Clipboard Font I Alignment i) Number ] Styles Cells Editing ~
GL A fe v
A B 4 o E F | 6 | H 1 K L M ~[4]
1 [ |
) 3 Month Sales Figures for 2012 0
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: po -
7 Sedgets 165 189 203
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InREARE
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e Select a fill color. 5
9

Note: Remember, if the color you B
select is too dark, your data can i
become difficult to read. i

: . BHS @ @- 3 month sales.dsx - Excel 2 = - E3
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T3 Conditional Formatting = = Insert = . = A,
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Gl M £ v
A B c [} E F | & | H 1 K L M n[a]
1 | |
N 3 Month Sales Figures for 2012 0
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Can I turn worksheet gridlines on and off?

Yes. Printing gridlines makes worksheet data easier to read on paper. On the other hand, W
you might want to turn off gridlines on-screen during a presentation. To use options on | 7 view 7 view
the Page Layout tab to control the appearance of gridlines, click the Page Layout tab. [ print [ Print
In the Sheet Options group, deselect View to hide gridlines on-screen ([#] changes Sheet Options
to []). Select Print ([_] changes to [#]) to print gridlines.
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Format Data with Styles

You can use the Excel styles to apply preset formatting to your worksheet data. You can apply cell
styles to individual cells or ranges of cells, or table styles to a range of worksheet data. When you
apply a table style, Excel converts the range into a table. Tables help you manage and analyze data
independent of other data in the worksheet. For example, beside each column heading in a table, an
AutoFilter = appears. You can use the AutoFilter = to show only certain information in the table.

You can also apply a theme — a predesigned set of formatting attributes — to a worksheet. See the
tip for more details.

Format Data with Styles

Apply a Cell Style B HS @ 3 2013-Industry values-stylesidsx - Excel ? B - X
HOME 2 PEGELAYOUT  FORMULAS  DATA  REVIEW  VIEW iaine Marmel « [ &
.,
%
Fa -
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18
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20
21
22
23

. . BHS @ - 2013-Industry values-styles.adsx - Bxcel ? =3 - X
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1

2

3 857,117

4 alyssa's Travel Travel 289,570 843,834 1,133,404

5 Anyavineyard Beverage 228,782 £59,385 888,168

6 Blueairlines Travel 934,763 246,554 1,181,317

7 Coffee'n Cream Beverage 876,740 567,216 1,443,356

& Consolidated Answers Tech 579,825 448,339 1,028,224

9 CPLCompany Utilities 299,293 674,235 373,588

10 Fabricators, Inc, Utilities 635,630 639,474 1,275,104

11 Joseph Corporation Tech 195,449 746,907 942,356

12 Karen Publishing Misc 305,306 443,552 1,343,458

13 Rice, Inc. Tech 902,264 206,331 1,108,595

14 Ryan Pharmaceuticals Medical 371,570 644,368 1,015,338

15 Ryan, Ltd, Misc 235,219 287,989 527,208

16 Safety First Insurance Financial £82,585 577,599 1,260,144

17 Technical Design Institute Education 788,390 540,282 1,328,672

18
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20
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22

23
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Format as a Table B HS -4 2013-Industry values-styles.xlsx - Excel B E3
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Click a table style. CofecnGem  bewee | oo sme daes
8 |Consolidated Answers  Tech 579,825 448,399 1,028,22
. 9 | cPLCompany Utilities 299,293 | 674,295 973,% =
h bl d l 10| Fabricatars, Inc. Utilities 635,630 635474 127510
T S Format AS Ta € aa Og 11|Joseph Corparatian Tech 195089 746,907 942,356 [E====|
12 | aren Publishing Mise 905506 403,552 1,389,458
bOX appeal‘S. 13 |Rice, Inc Tech 302,360 206,331 1,108,539
14| Ryan Pharmaceuticals | Medical 37,570 644368 105,93 L
. 15| Ryan, Ltd, Misc 239,219 287,989 527,20
Venfy the Selected Cel.l.s. 16 [Safety First Insurance Financial 682,585 577,599 1,zsn,1ﬂ
17|Technical Design Institute Education | 783,390 540,202 1,328,672
18
: 1
O click ok. s .
o T r— 8 tewTabie sy
2 5 ) = {8 NewPivtTable Syl
2 [V] iy table has headers L
2
Cancel

() Excel applies the formatting
style.

+100%

BHS & &-
HOME | INSERT

2,

NS e ks

PAGE LAYOUT

2013 Industry values-stylesds: - Excel
FORMULAS DATA REWIEW WIEW

) Conditional Formatting -

= o B

? @ - 8 X

aine Marmel ~ [ &
Bensert - X - 'ZAY H

. B [ Format as Table - o Delete + [T+
_ = N EE- % 5 e e 6. St s
0 AutoFilter down arrows () bt Font Al gt nl e = s o o .
appear in the column S R L.

headings.

A 8 3 Pl e | o
1 |Sales l
2 [ Edlindustry Bianvary  EdlFebruary Bvotal C
123,721 733,336 857,117

3 Adventures ahay Travel

4 |Alyssa's Travel Travel 289,570 843,834 1,133,404
5 AnyaVineyard Beverage 228,783 659,385 888,168
6 |BlueAirlines Travel 534,763 246554 1,181,317
7 Coffee'n Cream Beverage 876,740 567,216 1,443,956
6 |Consolidated Answers  Tech 579,625 448,339 1,026,224
9 |CPLCampany Utilities 299,298 674,295 973,568
10/ Fabricatars, Inc. Utilities 639,630 635474 1,275,104
11 Joseph Corporation Tech 195499 746,307 942,356
12 |Karen Publishing Misc 505,906 443,552 1,349,458
13 Rice, Inc, Tech 02,264 206,331 1,108,595
14 RyanPharmacevticals  Medlical ITLET 644,368 1,015,938
15 Ryan, Ltdl Mise 239,219 287,989 527,208
16 safety First Insurance Finandial 682,505 577,593 1,260,144
17 Technical Design Institute Education 788,350 540,282 1,326,672,
16

19

20

21

22

23

24 B
25 =

How do I apply a theme?

select a theme from the list.

You can use themes to create a similar appearance among all the Office documents that
you create. To apply a theme, click the Page Layout tab, click the Themes button, and
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Apply Conditional Formatting

You can use Excel’s Conditional Formatting tool to apply certain formatting attributes, such as bold
text or a fill color, to a cell when the value of that cell meets a required condition. For example,
if your worksheet tracks weekly sales, you might set up Excel’s Conditional Formatting tool to alert
you if a sales figure falls below what is required for you to break even.

In addition to using preset conditions, you can create your own. To help you distinguish the degree
to which various cells meet your conditional rules, you can also use color scales and data bars.

Apply Conditional Formatting

A l C d.t. l R l EHS 2 Een 2013-conditional formattingads - Excel THELE TOOLS ? 2
pply a Conditional Rule e o,
h e Nk ==

X _ =) Conditi FDvmaﬂ\ng‘ﬂ 3 - A
o Select the cell or range to g, M - P g 27
) Pt . B Iu- D & Ho 5o wa omon Celsfuies 1 S Fs s
which you want to apply oo . _— .
- : T Topiotiom Rues b 10 tems...
conditional formatting. CEEI £ || Tese oo tverage e :
A 5 c D E F @ 1 Top 105 -
[ student B class B2 wid-Terfd Final  ElTestScore Averdd
3 2 |ackrish  Accounting 7 34 845 » Bottom 10 tems..
e CI']Ck the Home tab‘ 3 [allen English Literature 94 72, 53|
4 |Altiere Biology 72 88 a0 » Bottom 10 %...
. oy . 5 |Anderson  Accounting 5 82 85
Click Conditional Formatting. 5 [adash—engish e 02 ®
7 |Allen Accounting 78 85 B81.5 »
. . . 8 |Altiere English Literature 85 77 a1
9 |Barnett English Literature ke 87) 82
@ Click Highlight Cells Rules or 3 omons o f—
11 |Barnett Accounting 54 83] B85
Top/Bottom Rules. i2[ooomait]iiogr R 5
13 [Boles English Literature 87 50] BB.5
. 14 [Bourbouse Bialogy 50 7 61
Th]s example uses Top/Bottom 15 |Bratcher  Accounting B 95, g5
16 | Baugh English Literature 55 72| 835
17 [Bratcher  Biology ) 70 71
Rules o fconen i
. 2y ko) 89) 795
19 | Bloomaquist Accounting 2 61 75
. 20 | curry Biclogy €1 78| 63.5
o Click the type of rule that you 21[Boles acoounting (0 5 s
22 |Bourbouse English Literature 65 58] B1.5
23 |Fenton Biology 58 85 715 L
Want to Create. 24 |Bratcher  Accounting 85 72, 785
25 |Ebel Biology 7 97 845
m: 5 \‘shéefﬁ'\ S};ee(z Sheetd | Sheetd | Sheets Sheea:‘; Manag .. @ ¢ [4] 1 D

HOME  INSERT ~ PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW DESIGN

o Specify the values that you N
want to assign for the o

El M fe || TestScore Average

condition. . o c 1 o ; s | = T

A rule dialog bOX appears. e 2 @ - 2013-conditional formatting.xis - Bxcel TABLETOOLS HWMMW\.H A

1 de Rd cla - d-Terifd a B (Te ore Averg

. 2 |Ackrish  Accounting 75
o Cl]ck OK. 3 |allen English Literature 34
4 |altiere Biology 72
5 |Anderson  Accounting o8
o If the Val.ue Of a Selected Ce'.l. 6 |Ackrish English Literature 82
7 |allen Accounting 78
o, . 8 |Altiere English Literature 85
meets the condition, Excel o [samett english terature 77
10 [Baugh Biclogy a7
applies the conditional tliomen  sssuning =
12 ist Biology 83
s 13 [Boles English Literature 87

formatting. by biioy - b

15 |Bratcher Accounting 72 95] 835

16 | Baugh English Literature 95 7 835

17 |Bratcher  Biology 72 70 71

18 | Cohen Biology ko) 89 795

19 |Bloomquist Accounting 89 61] 75

20 | curry Biclogy 61 78] 69.5

21 |Boles Accounting 78 65 715

22 |Bourbouse English Literature B85 58| B1.5

23 |Fenton Biology 56 85| 715 L
24 |Bratcher Accounting 85 7 785
25 |Ebel Biclogy 72 97 845

26 [Eant: [PTEr—
« » .| sheet! | sheetz | Sheetd | Sheeta | Sheets | Sheet6 | ManSGuP ®) : [4] 1 D]
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A l Data Bars B H S & (A 2013-conditiona formatting.dsx - Excel TABLE TOOLS ?2 &3 - E3
pp y HOME 2 PAGE LAYOUT FORMULAS DATA REWIEW WIEW DESIGM Elaine Marmel ~ H o
oy Y ol fe & & .= %Cundmnnx\hrmzmnng 3 Ay
o Select the cell or range that N o - . v
e o B I U- B H-A =5 -0 W Hihlght CellRules 0 S
contains the conditional - Font R = DO cating .
. Dl M fe || Fimal v
formatting. . 5 — . . g.‘.a.,,ﬂar-ﬁm“" o
[l student B class B2 mid-Tenfd[Final B0l Test Score Averddl E ﬁ ﬁ ﬁ
3 2 |Ackrish Accounting 7 94 84.5 Color Scales D B _
e Click the Home tab. 3fater—engunutemare = 2
4 |Altiere Binlogy 7 88 80 -
. oo . 5 |Anderson _ Accounting 89| 82 5| o
Click Conditional Formatt"]g. 6 |ackrish  engiish Literature 5 7 ] 3 bewue B OEOE]
7 |allen Accounting 78 85 1.5 [3 ClearRules [P
8 |Altiere  EnglishLiteratura [E] 77 a1 [ Manage Rules.. ﬁ
: 9 |Bamett EnglishLiterature 7 87, a2 —
e Cth Data Bars- 10|Baugh Biology 87 54 0.5 Mors Rules..
11 |Barnett Accounting 54 83 EB9.5
. . . 12 [Bloomquist Biology 33 87| 86
Click a data bar fill option. 13[soles_engisniitersture o 5 5
14 Binlogy 50 72 1]
15 | Bratcher Accounting 72| 95 3.5
16 | B: h Englizh Literatl 95| 72 835
(© You can apply a color scale or an | =
. . . . 18 [cohen Binlogy 70) 89 795
icon set instead by clicking 10 [oloomauist ~couning o s
20 | curry Binlogy 61 7 B9.5)
Color Scales or Icon Sets. Hlnoles  sccouning L
English Literature 65 58 B61.5
73 [Fenton Binlogy 58 85 715 L]
24 |Bratcher Accounting 85| 72 78.5)
25 |Ebel Binlogy 7 97 84.5)
« > .| sheett | sheetz | Sheet3 | Sheetd | Sheets | Sheeté | Manag .. ® : [4] 1D

AVERAGE: 7760 sum: 16 B m

: BHS @ Q- 2013-conditional formatting.slsx - Excel 7 @ - x
o Excel' appl':les the data bars to E HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW z Elaine Marmel 'H o
the selection. Longer data N £ = = e e 2 EY

[Z4 Farmat as Table - ExDelete + [T

Paste w5 o Sort& Find &
bars represent higher values e R E A CATE W Bons B 2+ fr o

Clipboard 1 Font o Alignment o Mumber 5 Styles Cells Editing -~
in your selection. CEE i 2

3 G H J K LA

' 1

2 Ackrish Accounting 75 IS 84.5]

3 Allen English Literature 94 I 72 a3

4 | Altiere Biclogy 72 e a0

5 Anderson  Accaunting 55 [ 1 g

6  Ackrish English Literature o2 IS 80

7 allen Accounting 7s I 5 815

2 Altiere English Literature o5 I 7 81

O Barnett  EnglishLiterature 77 a2

10 Baugh Binlogy o7 I 54 70,5,

11 |Bamett  accounting 54 [ 68.5]

12 |Bloomquist Binlogy 83 -aa 5

13 |Bales English Literature o7l 50 68.5]

in Biclogy 50 [ 72 51

15 Bratcher  accaunting 72 (s 35

16 | Baugh English Literature 55 I 72 835

17 |Bratcher  Binlogy 72 I 70 7

18| Cohen Biology 70 I 79.5)

19 |Bloomquist Accounting 5 I 61 75

20 |curry Biology 61 s B35

21 [Boles Accounting 76 I 65 715

» English Literature H I B15)

23 [Fenton Biology 5o I 5 71.5) L]

24 Bratcher  Accounting 35 [ 72 785

25 Ebel Biology 72 [ 845

4« v .| sheett | Sheetz | Sheet3 | Sheetd | Sheets | Sheeté | Manac .. @ : [{] N

How do I create a new rule for conditional How do I remove conditional formatting from
formatting? a cell?

Click the Conditional Formatting button on the Select the range that contains the formatting you
Home tab and then click New Rule to open the New | want to remove, click the Conditional Formatting
Formatting Rule dialog box. Here, you define the button on the Home tab, and then click Manage
condition of the rule as well as what formatting you | Rules. Next, click the rule you want to remove,
want to apply when the condition is met. click Delete Rule, and then click OK.
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Add Columns and Rows

ou can add columns and rows to your worksheets to include more data. For example, you may

have typed product names in the rows of a worksheet that shows product sales over a period of
time, but you did not include the region in which those products were sold. Now you find that you
need to add region designations as row titles to segregate sales by region as well as by product.

You are not limited to inserting new columns and rows one at a time; if you want, you can insert
multiple new columns and rows at once.

Add Columns and Rows

Add d COluml‘l LN ‘ 20135l Reportodse- Evcel
o Click the letter of the column Jap i Jax B

that should appear to the right e o g |
M fe v
of the new column you want to @
. A B C o E F G H J K L M N Q [+
insert. 1 6 Mynth Salps Figures for 2012
2 | {In "Thousands)
3
3 4| January |March |Apil  May  June  TotalSales
e Click the Home tabh.
57 Widgels 127 145 139 146 152 ¢ 709
. 7 szgets 143 173 190 1395 198 S 911
e Cl.le Insert. 8| Sedgets 165 203 190 180 183 0§ 921
9: south
. . 10 ‘Widgets 140 158 152 153 165 § 774
You can also right-click a 0| coters | acx|wa| m  me wm s e
. . 12| Sedgets 17 216 203 193 196§ 986
C0|.umn head]ng and C|.1Ck 13 [Total Sales 971 |5 1098 (5 1077 5 1081 § L105 § 2,736
14: I
Insert. ts
17|
18 |
19|
20|
7|
22|
73|
24| L
25|
26
« v .| sheets | Sheetd | SheetS | Sheeté | Sheet? | Sheetg | Sheetd @ [ D
BHS ¢ & - 2013-Sales Reportadsx - Excel 7 @ - x
o Excel‘ adds a COlumn‘ E HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\amaMarme\'H o
ort - A
General v #
. .z
(© The Insert Options button («-) So% o [ s pran
s Numbs Editi
appears when you insert a o ”
[} A i3 v
column; click it to view a list of A | o pwm o F e« L Lk L lwnop
. 1| 5 Month| ¥ 1 for 2012
options that you can apply. 2 fn ]
3 - A
4| January Mar pril May June Total sales
5 |North
6 Widgets 127 145 133 146 152§ 703
77 Gadgeti 143 173 130 135 138 S 911
37 Sedgets 165 203 130 180 183§ 971
9| south
1ﬂ7 Widgels 140 158 152 159 165 S 774
11_ Gadgets 162 192 203 208 211§ 376
127 Sedgets 178 216 203 1393 136 S 986
13:Tnm|$ales g arn $ 1,093 § 1,077 § 1,081 § 1,105 § 3,736
14
15 |
16 |
17|
18
19|
20|
21|
22
23|
24| L
75|
26

4 b .| sheetd | Sheetd | SheetS | Sheet6 | Sheet?7 | Sheet® | Sheett .. @ i [¢] ]
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Add a Row B H S & [Og 2013-Sale s Reportdse - Bxcel 7 | - x
HOME 2 PAGE LAYOUT FORMULAS DATA REWIEWY WIEW Elain, me\'H o
. kS O o = 2 Conditional Formatting = &= Insert ~
o Click the number of the row o TR g lomn E - © S
Paste Blru- - oA B- $-%° @98 e b o, SO Find&
- ell Styles - ElFormats @ Fierv Select~
that should appear below the Cibone o T T e con e .
: A3 M fe || widgets v
new row you want to insert. -
A B Il C Il D Il E Il |3 1 G H ] J K L M N 0 [«
1 & Month Sales Figures for 2012
@ Click the Home tab. :
4 January February March  April May June Total sales
. 5 North
e cl.]ck Insert. 5 ‘Widgets 127 135 145 139 146 152§ 844
7 Gadgets 143 162 179 190 195 198§ 1,074
. . G sedgets 165 183 203 130 180 183§ 1,110
You can also right-click a row & T P e i o e 5 ey
. 10 Gadgets 162 176 192 203 208 211§ 1,152
number and click Insert. W] sotges | | | mi| | m| | im
12 Total Sales § x5 1,013 5 2,093 5 1077 § 1,081 § 1105 § 3,262
13
14
15
16
17
18
19
20
2
22
23
24
25 |
% =
» .| sheets | Sheetd | Sheets | Sheete | Sheet7 | Sheet§ | Sheetd [ ]

l dd BHS ¢ & - 2013-Ssles Reportads: - Bxcel 7 @ - x
0 Exce a S a row. E HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\am:Marme\'H o
oy X o= = F) Conditionsl Formatting = £ Insert ~ 2 - A,
. T o - PR g v
b . B - _ 54 Format as Table - FxDelete - [~
() The Insert Options button (< -) e WL B oA S soms wn LT B B
3 3 Clipboard 1 Font n Alignment 5 Number 5 Styles cells Editing ~
appears, and you can click it to
4
. . . A3 MR b3 v
view a list of options that you o o o e T o e e e
. 1 6 Month Sales Figures for 2012
can assign. ; i Thousands)
3
4 January February March  April May June Total sales
5 North
B widgets 127 135 145 139 146 152§ 844
7 Gadgets 143 163 179 130 135 198 5 1,074
8 Sedgets 165 189 203 130 180 183§ 1,110
= —C
10 140 l4g 158 152 159 165§ 922
11 Gadgets 162 176 132 203 208 211§ 1,152
12 Sedgets 178 202 216 203 193 196 5 1,188
13 TotalSales & 921 & 1,013 § 1,093 § 1,077 § 1,081 $ 1,105 § 3,262
14
1%
16
17
18
19
20
21
22
23
24 L
2%
26 -
» | Sheetd | Sheetd | SheetS | Sheeté | Sheet? | Sheet® | Sheetd .. @ i [4] 1 ™

]

o -———+ 100%

How can I insert multiple columns and rows?
First, select two or more columns and rows in the
worksheet; then activate the Insert command as
described in this section. Excel adds the same
number of new columns and rows as the number
you originally selected.

What options appear when I click the Insert
Options button?

For a new row, you can select Format Same As
Above, Format Same As Below, or Clear Formatting
() changes to @). For a new column, you can select
Format Same As Left, Format Same As Right, or
Clear Formatting () changes to @)).
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Resize Columns and Rows

Values that are too large to fit in a cell might appear as pound signs. Long lines of text appear on
one line; if you type additional data into adjoining cells, long lines appear truncated, but they
are not. If you select one of these cells and look at the Formula bar, you see the value or the text. To
display long text in the worksheet, you can wrap it within the cell as described in the section “Turn
On Text Wrapping,” or you can resize the column. To display large values in the worksheet, you can
resize the column. You can also resize rows.

Resize Columns and Rows

P L h : BHS & &- 2013-Sales Reportadsc - Excel ?7 &8 - X
OS.It.IOn t e mouse polI nter On HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\zmeMzrmE\'H o
. 2, L. . .-
the right edge of the column 2 o las B G . v M
Pate o ]I ou- E- D-A- B $-9% , . Stk Finda
A “= 7 Filter~ Select~
letter or the bottom edge of I e Pt D |
the row number that you want o # | soun g
. A E c D £ F G H 4.0 K L M N o5
to resize. 1 6 Month Sales Figures for 2012
2 (In Thousands)
3
The po]nter changes to ..l.. 4 January February March  April  May  June  Total Sales
5 North
B ‘Widgets 127 135 145 139 146 152 ﬂ
Or + . 7 Gadgets 149 163 179 190 195 198 HRaRR
E‘ Sedgets 165 189 203 130 180 183 HeRad
. 9 [south
@ Click and drag the edge to the T
: : " Gadgets 162 176 192 203 208 211 HEARE
des.lred S]Ze. 12 sedgets 17e 202 216 203 193 196 Hewad
13 TotalSales 5 321 § 1,013 § 1,033 § 1,077 § 1,081 § 1105 Hewww
14
15
16
17
18
19
20
2
2
23
24 L
2
26
« v .| sheets | Sheetd | SheetS | Sheets | Sheet7 | Sheetg | Sheets .. @ : [4] 1 D

A dotted line marks the new edge R ] e smer_somares o e

of the column or row as you drag, o B Bemaomtorsens G- 270y
and Excel displays the new column o EEEEEE R A e Bromn- )
width or row height. CE - Vi 2
A B c ] E F G H b 1 J K L M N 0 [«
©) Release the mouse button. ! e ey @
3
Excel resizes the column or row. gj“uﬁtge.; B s S |
7 Gadgets 143 162 179 190 195 198§ 1,074
(@ You can also select a column or o sl | 1| | m sl | i
row, click the Format button on 1 ot |t ik | ms| | i |r o
the Home tab, and from the menu o lromtsmes T2 on [ s [ £ s £ e | Eiont [£ it | o
that appears, click AutoFit s —
Column Width or AutoFit Row i
Height to resize the column or z
row to fit existing text. »
25
] S | S| i | | me | shects [ sneets .. @ i [1] ][]
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Freeze Column and Row Titles On-Screen

hen you work with a worksheet that contains more information than will fit on one screen,
you can freeze one or more columns or rows to keep information in those columns and rows
on-screen, regardless of where you place the cell pointer.

Freezing the top row of your worksheet is very useful when it contains headings for columns of
information stored on the rows below. Similarly, freezing the leftmost column of your worksheet is
very useful when titles for each row of data appear in the left column.

Freeze Column and Row Titles O

-Screen \

Note: To freeze both a column and a row, RN o -
New Windaw [ Split [ L R

. . HOME INSERT P&GE LAYOUT FORMULAS DATA REWIEW WIEW E\amaMarme\'H o
click the cell to the right of the column Brctoms | e Dromantn Q (3 B | B F 5
o ) [l

“ e - B anange a1 "Hi B
and below the row that you want visible R e ) cotom e | e B g | Zoom 100 Zortlo gaem | e

Warkbask Views Show Zoom Ereeze Panes ~

on-screen at al.l. times B3 Kee rows and colurmns visble while the restof
. Ha - £ the warkshect scrolls (bas rent selectior). v
Freeze Top Row
@ Click the View tab
Keep the first column visible while scrolling
12022012 39.95 Intemet Customer Senice Phoenix  Existing e o e
120272012 39.95 Intemet Customer Service Phoenix  New

~ e C D E F G % Keep the top row visible lling through M N ﬁ

: [ m | w
2
3

. 4

Click Freeze Panes. 5| a2 oslpakas  |oretGase  [Pmooni [cwisting

13
7
8
El

127272012 19.95 VOIP Phone  Direct Sales Phosnix  Existing Freeze First Column

the rest of the worksheet,
127272012 19.95 VOIP Phone  Customer Service East Valley Existing

127272012 39.95 Intemet Direct Sales Phoenix Mewr
1 1 1 12722012 99.95 Package Customer Service West Valley Existing
e Click a choice for freezi ng. 127202012 39.95 Intemet Direct Sales _ East Valley Existing
100 1222m2 50.95 TV Customer Service East Valley Existing
. 11 1222m2 99.95 Package Direct Sales East Valley Mew
YOU can Choose Freeze Panes, Wh'ICh 12 122PM2  39.95 ntemet Direct Sales Phosnix  Existing
. 13 1202012 39.95 Intemet Customer Senice Phosnix  Existing
b l d 14 1222012 5985 TV neiomen Semen Pl Exeig
freezes Oth a row Of co umn hea 1ngs 15 127222m2 19.95 VOIP Phane Direct Sales Phoenix Existing
2 16 12222m2 39.95 Intemet Customer Service Phoenix Existing
and a column of row titles, Or YOU CAN |1} 5050 sa e coom some wemvaier 2usin
18| 120272012 9995 Package  Customer Senice Eastalley Existing
choose Freeze Top Row or Freeze 1o 1220012 98Ty Diect Sales  Phaenix  Existing
200 127272012 50.95 TV Customer Service Wast Valley Existing
3 2112727202 39.95 Intemet Direct Sales Phoenix Existing
F.I rSt COIumn. 2z 12727202 59.95 TV Customer Service East Valley MNew
23| 12722012 19.35 VOIP Phone  Customer Senice East Valley Existing

24 1222012 39.95 Intemet Customer Service West Valley Existing

This example freezes the top row. 5 D0 Dospaks  Dma s e o

Sheet1 | Sheet2 ® EEI | D

Excel freezes the areas you identified. Eﬂ R g

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elaine Marmel 'H o
Page Page [B) Page Layout Rl ] Fermmula B Q [E) Eﬁ BewWindow Cl5plt (1 EEJ =
O Press or CO+EELL to scroll [ g B T
down one screen or one screen to the —— =] E:ﬂf::ﬁf::?iﬁm b =

Papgz Bresk 5 Cutorn Views (V] Gridlines 4] Headings  Z00m 100% Zoomnte Switch  Macros

B amange sl T Hide B[
131 ME 13 through the entire worksheet v

M Freeze Top Row
n g ht- ~ B C D 3 F G Keep the top row visible while scrolling L M N[+
1 through the rest of the warksheet,
T . 26 1222012 5995 TV Customer Service Phoenix Existing Freeze First Column
h f |_ 27| 122202 985 TV Customer Service East Valley Existing Keep the first colurmn visible while
() The frozen columns or rows remain 102 e St Snice it Vol [Eining
20 12722012 39.95 Intemet Customer Service Phoshix Existing
O n -Screen . 300 127272012 5995 TV Direct Sales Phoenix Mew
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. 32| 1202012 B9S5TV Customer Service East Valley Existing
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. l d l 41 127272012 19.95 WOIP Phone Direct Sales Phoenix Existing
NOte. Freez]ng Co umns an rows on y 42 127272012 99.95 Package Customer Service Phoenix MNew
s 43 127372012 39.95 Internet Direct Sales West Valley Existing
affects on-screen work; it does not affect e T S T
. . 45 | 1232012 39.95 Intemet Customer Service WWest Valley Existing
pr] nt] ng . 46| 12032012 39.95 Intemet Customer Service East Valley Existing
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Name a Range

You can assign distinctive names to the cells and ranges of cells in a worksheet. A range is a
rectangular group of cells; a range can also consist of a single cell. Assigning names to cells and
ranges can help you more easily identify their contents. You can also use range names in formulas,
which can help you decipher a formula. (Formulas are discussed later in this book.) Note that when
it comes to naming ranges, you must follow some rules, as discussed in the tip at the end of this
section.

ASSign a Range Name %(—:{O‘ME@ \N%RT; PAGELAYOUT  FORMULAS taine Marmel ~ [ &
o Select the cells comprising the Fr e .. 2 B
ot Cicision i
range that you want to name. e 8 S e |
B4 A fe 127
9 Click the Formulas tab. N P ST R T B B " Lk w w o
1 6 Month Sales Figures for 2012
€ Click Define Name. e
. 4| widgets [T 155 15 13| 1a6 152 3
The New Name dialog box opens. o st e am | i e e
Note: Excel suggests a name using a : MR N
label near the selected range. If you "
like the suggested name, skip Step 4. :
15
e Type a name for the selected ;
. . it Refers to <t115B5 4G4 =]
range in the Name field. ;; 5 =
21
() You can add a comment or note 2 i
about the range here. For o RN [era] @ o B o
example, you might indicate what =
data the range Contains. E HOME \NSER|T! PAGELAYOUT | FORMULAS — DATA
© click ok. e r
Excel assigns the name to the &’W‘W“ T - !
A B < D E F [ H i K L M N -
ce ”_S- 1 6 Month Sales Figures for 2012
H {In Thousands)
e When you Select the range’ .itS :] S |hnuarzz7 F!hma]r;;s‘Mir(h“s ‘Anril ]39‘Ma“ — Jne - sales w
name appears in the Name box. e T T ) T T
10
15
20
‘ Shest1 | sheetz | shees | @ H| ] Ev
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CHAPTER

EXCEL

Building Spreadsheets

Select a Named Range o e Do R

HOME  INSERT  PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW

> sutosum + [H Logical - [ Lookup & Reference = = & Define Mame ~ %0 Trace Precedents (] ’ﬁ .
. s K B B
o Cth the Name . fx IS Recentiy Used~ [ Text - 1B htsth 22 Trig - = G Use in Formula - of Trace Dependents b - &2 @

;“‘""Sjé" | Financial |B Date & Time - |8 More Functions - MNEZT;E, £ Create from Selection 13 Remove Arrows ~ (8) WV‘V:;TW CSEUHE‘,TLD," &
Click the name of the range 4 B .
Gadgsts =
of cells you want to select. ¢ oo e s W] Lk m

sedgets 6 Month Sales Figures for 2010

Widgets
{In Thousands)

3 January February  March April May June Total Product Sales
4 |vidgets 127 135 145 139 145 152 844
5 Gadgets 149 163 179 190 195 198 1074
& Sedgets 165 189 203 130 180 183 1110
7 Total Monthly Sales a1 467 527 519 521 533 3028
8

9

10

H

| sheett | sheet2 | sheets | @ B IO

(@ Excel selects the cells in the Eﬂm ERN A

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\zmeMzrmE\'H o
3 autosumn + [BLogicsi - IB Lookup &t Reference = = ) Define Mame + FiaTrace Precedents 5] B =
I'ange. ‘m':i gkz:mt\yu;ad' Ig‘rm- Emm&mgv Eﬂt G Use in Formula = Enacengpemem - \L&H_‘% ca‘mn
Function |E Financial - Date 8 Tirme - [B More Functians - Manager [ Create from Selection Remove drows (5 \yindow  Options -
Note: You can use the Name Fundtion Library Defined Nomes Formule Auditing Calaulation “
widgets ¥ ¢ £ 127 v
Manager to make changes to your R ———— e mw
range names. Click the Name : o Month Sales Flguresfor 2012
Manager button on the Formulas s Ay _reirums oty
. .. 4| widgets [T 155 15 13| 1a6 152
tab. You can edit existing range i w am  mawwmm
names, change the cells referenced Deamaass o omomoz omo= o
by a range, or remove ranges to 5
which you no longer need names .
assigned in the worksheet. i
16
;Z
21

Sheet1 | sheetz | sheets | @ i [ IO

AVERAGE 141 COUNT: 6§

What are the rules for naming ranges?

Each name can be no more than 255 characters and must be unique. You can use uppercase and lowercase
letters in a range name, but Excel ignores case — sales and SALES are the same name. The first character
must be a letter, an underscore (_), or a backslash (\). You cannot use spaces in a range name; instead,
substitute the underscore or the dash. You cannot name a range using cell references such as Al or $F$6,
nor can you name a range using either the uppercase or lowercase forms of the letters C and R.
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Clear or Delete Cells

You can clear the formatting applied to a cell, the contents of the cell, any comments you
assigned to the cell, any hyperlink formatting in the cell, or all of these elements. Clearing a cell
is useful when you want to return the cell to its original state in Excel and you do not want to apply
all of Excel’s original formats manually.

You can also delete rows or columns of data. When you delete rows or columns, Excel adjusts the
remaining cells in your worksheet, shifting them up or to the left to fill any gap in the worksheet
structure.

Clear or Delete Cells

[EIE] - B Range Namesadss - Excel 7@ - A X
Clear Cells E HAVOI_IT FORMULAS DATA :E\/\EW WIEWY Elaine Marmel ~ M o
o SE'.ECt the cell or range AD EE . .= FZ Conditional Formatting - &= Insert ~ :QY E

MR- Y = = E
5/ Format as Table ~ ¥ Delete +
Paste B I U- i« Hep- == B $-% 0 R e Soy
. . .o Cell Styles i Formaty v
containing the data or oot o . bt n e e e
formatting that you want to e - £ || comaeey
A B c [} E F a | H | ) K L
remove. 1 6 Month Sales Figures for 2012
2 {InThousands) -
l_ k h b Total Manthly -
3 January February  March April May June ales
e c 1C t € Home ta * 4 widgets 127 135 145 139 145 152 o4a]
5 | Gadgets 149 169 179 190 195 198 1074
M 6 | Sedgets 165 189 203 190 180 183 1120
@ Click the Clear button (# -). T M N N -~ M
8
9

e Choose an option to identify w

what you want to clear. -
14
This example clears formats. b
i
20

Sheetl | sheetz | shees | @ i [ ]

E l_ l_ h l_l_ . H® ¢ @ - Range Namess - Excel T m - x
o xce C ears t e ce US]ng HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEWY WIEWY EIameMavm:\'H 1
: : ey X L= s ‘ 7] E5 Conditionsl g~ Erhset - 2 - A
the Optlon you Sel‘ECted m DE@v . - — [ Forrmat a3 Table - B Delete - [{]- zY H
Step 4 i Ll EE 5% (B8 sy Brome- | @~ nd 012
e€p 4. G I s N
. K4 M 5 v
In this example, Excel clears . s L o | : 1+ | " L e . w | w
. . 1 & Month Sales Figures far 2012
the formatting but retains . e
Total Monthly
the cell data. : PO e O VO N
4| widgets 127 135 145 139 146 152 gaq 1
5 Gadgets 149 163 179 190 195 198 2
1] Sedgets 165 189 203 190 180 183 ﬁ
7 Total Product Sales & ﬂ i 2 i i E
8
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Delete Rows or Columns

o Click the number of the row
or the letter of the column
that you want to delete.

This example deletes a
column.

@ Click the Home tab.
© Click Delete.

You can also right-click a row
number or column heading
and click Delete.

() Excel deletes the row or
column and moves remaining
data up or to the left to fill
any gap in the worksheet
structure.
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Gl

Clipsoard 13 Font [

B I U -A- ==& B-

5]
B~
~

sianment 5

ME I

A B c [ E F

REVIEW

VIEW

O - Qg Range Narmes.xlsx - Excel
HOME 2 PAGELAYOUT  FORMULAS  DATA
% o ho x5 ==Eo ®
- Hi D

oAl — M

aine Marmel ~ [ @

&) Conditional Formatting = = insert + 3 = #

<0 a0
W 8
5

[ Farmat as Table - BX Delete
(7 cell Styles - [ Format- & -
Styles cells Editing

Find &
~ Select

InREARE

N
|

© w ®om aw
el il el el |

BEEEE
jwip el

Total Product sales an 187 527 519 52

6 Month Sales Figures for 2012

(In Thousands)

Bnuary  February March  April May

Widgets 127 135 145 139 146

Gadgets 149 163 179 190 195

Sedgets 165 189 203 190 180

sales

Total Monthly

Sheet! | Sheet2 | Sheets | @)

counts sum:ioss  EH

Range Mames.dsx - Excel

7 @ - & X

B HS ¢ Q-

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW aine Marmel ~ [ &
“D X% A == = % Conditional Formatting - Ew\men - X '%Y H
- By - 51 - o e [Z4 Farmat as Table - ¥ Delete + [T~ [—

» U- B 2L SE=EEHE $-% 0 B8 Geasypes ElFomats @ v Flgre Select-
Clipboard 1 Font o Alignment o Mumber = Styles Cells Editing -~
GL - fo v

A ] c o 3 3 G H i J K L ™M N [4]
1 6 Month Sales Figures for 2012
2 {In Thousands) <0
| Total Monthly
3| hnuary  February March  April May sales
4| widgets 127 135 15 13 146 892
5 | Gadgets 143 163 179 190 195 875
6 | sedgets 165 169 203 190 180 927
7 [Total Product sales P 487 527 519 521 2495
8|
9]
i
]
]
el
141
5]
5]
]
18]
18]
2
2l
22| L
il
24 -
Sheet! | Sheetz | Sheets | @ [l D

counts suMiaso B

What is the difference between Clear Formats and Clear Contents?
Clear Formats removes just the formatting of a cell or range and leaves the contents of the cell or range.
You retain the data and can reformat the cell or range; this command is most useful when you have applied
several different formats and do not like the results. In a sense, Clear Formats lets you start over. Clear
Contents, on the other hand, deletes the data in the cell but retains the cell’s formatting. In this case, you
can enter new data and it displays the same formatting as the data you cleared.
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Split and Format a Column of Data

You can split a column of data into multiple columns. The Text to Columns feature is particularly
useful when you open a list from another program. Typically, the information shows up on each
row in one long string, but you want the information divided into columns.

After dividing the information, you can use the Flash Fill feature to format the data the way you
want. With Flash Fill, you provide examples and, in most cases, Excel understands what you want.

Note that you can use Flash Fill in regular Excel files as well as text files you import.

Split and Format a Column of Data

Convert Text to Columns

o Open the file containing the
data you want to format.

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data fype that best describes your data,

ariginal data type
Cho i

e that best describes your data:
- Characters such as commas or tabs separate each field,

The Text Import Wizard appears.

Note: If the Text Import Wizard
does not appear, click the Data tab
and then click Text to Columns in
the Data Tools group.

9 Select Delimited (i_) changes
to @).

© Click Next.

O Fixed width - Fields are aligned in columns with spaces bebtween each field,

Start import at row: File origin: | 437 : OEM United States [¥]

[] My data has headers,

Preview of file ChJsers\Elaine MarmelDocumentsiExcel StuffyFlash Fill1.td,

SN,Last Name Middle Mame,First Name, Address, City,State, Postal Code ~
13664341,freehafer,drew,nancy,lS l=st Awerme, Seattle, wa, 8101
45505990,cencini,a,andrew,SDl End Awvernue,New York,ny, 1001
[4k27444791  kotas, kollen,jan, 4566 Srd Avenue,Redmond,wa, 98052
54831497‘,sergienk0,,mariya,SS'?'? dth Awverme,New York,ny, 1003 W

ot [ ot <pmin |

Q Select the delimiter your file
uses (I:l Changes to ). This screen lets you set the delimiters your data contains, You can see how your text is affected in the

preview below,
© Click Finish. petimiters
[] Treat consecutive delimiters as one
[space
[ other: l:l

Data preview

=20 ast Name Middle Nawme [First Name pddress ity

13664341 [freshafer drew ancy 8 lst Awenue eattle
455059590 pencini drew 01 Znd Awvenue ew York
87444791 kotas ollen Jar £g6 3rd Avenue Pedmond
54831497 Eergienko ariya 677 d4th Awenue MNew Tork

<

cancel | | <Back | | Med> || Finish
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3 o H® ¢ [+ Flash Filll.ot - Excel 7 B - B3

o The ﬁle appears on_screen ]n E HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW E\aw\eMavMA\'H v
columnar format. You can widen the TE o b ks ==Ee B Bemrsrommng: e T Ay g
=== B 8-% B3 Goage- Eifomat- | &+ s s

Clipboard 1 5 alignment [ Number 3 styles cells Editing

columns and, if you like, apply bold R 1+ Nt
formatting to column headings. ok -

o Lel >

B3
A B C D E F <] H I J K L M N
0 0 . &SSN SSN Last, iddle Ne First Nami Address  City State Postal Code
Uslng Flash F] ll Formattlng 2 413664341 413-66-434L ew nancy 181st Ave Seattle  wa 95101
:|
;
5
13
7

245505930 eend! andrew 301 2ncl & New York ny 1001
@ Insert a column beside the one you e o |
. . 123645131 thorpe steven 623 5thaySeattle wa 98102
want to format and give it the same L
name as the one you want to o] e Pelngiinane ave sasimseatis wa | onuo
format. E
This example inserts column B. :
17
e Type the first entry from the »
original column into the inserted o
column using the format you want. z i

This example types the contents of O G =

M o-————+ 10w

cell A2 into cell B2, supplying %6, — S —

dashes. HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW E\am:Marme\'H o
an; Kw ==_% = Gl ?sandmaniijnﬂaﬁmg Ew\DnTn >- éY H
e J===es % | T [ Sort . Find &2
9 Start typing the second entry. ol T T e S W Pl bl I
. . -4 £ -50- v
(© Excel applies the formatting of the o LT
entry above to the current entry. J (o 125 e e ey it aseis we 0
® Bxcel s th ; " s (Pt s i otz 15 raaneamondwa | oo
Xcel suggests the same Tormatting o] il s .a T e T
for all remaining entries in the Tl e e
El 269871154 So0 071104 giussani laura 44 gth AveRedmond wa 98052
Col_umn, 10 643624335 c40 02905 hellunglemarie  anne  8945th AvSeattle  wa 38100
e Press (Z10) to accept the »
formatting into the column. b
18
o Repeat these steps for each column »
you need to format. When you "
finish, you can delete the original 53 i
COI.UmnS. Flash Fill1 [C] t [ ] mv
ENTER i) m 100%
How do I know which delimiter to select? How do I get the Flash Fill feature to insert leading

When you see your data separated in the Data | zeros in a ZIP code?

Preview box at the bottom of the second Text | Before formatting using Flash Fill, format the column you
Import Wizard dialog box, you know you have | insert as a Text column; click the Home tab and, in the
selected the delimiter you need. Number group, click the dialog box launcher (I ). In the
Format Cells dialog box, click Text and then click OK.
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Add a Worksheet

y default, when you create a new blank workbook in Excel, it contains one worksheet, which may be

adequate. In some cases, however, your workbook might require additional worksheets in which to
enter more data. For example, if your workbook contains data about products your company sells, you
might want to add worksheets for each product category. You can easily add worksheets to a workbook.

When you add a new worksheet, Excel gives it a default name. To help you better keep track of your data,
you can rename your new worksheet. For more information, see the next section, “Name a Worksheet.”

Add a Worksheet

: BHS @ & - Insert Sheetulsx - Excel 72 @ - x
o cl']Ck the Insert workSheet E HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEWY WIEW Elaine Marmel 'H o
o X P = onditional Formatting Inser -
button (@®). NE e ek Bcotoruomng | B TAy M
P e BN (20 A B $-% 0 W Goasye- B R
You Can aI.SO r.ight_cljck a Clipboard & Fant. n Alignment " Number w styles Editing ~
. AL - H fe sMnnthSa\esF\gurEsfurznln v
WOI’kSheet tab and Cth A B © D E F G H 1 K L M N [=]
6 Month Sales Figures for 2010
Insert to open the Insert 2]
{In Thousands)
. 3 January February Mar(‘h ! April May June Total Product Sales
dialog box, where you can s -
. 5 Gadgets 143 163 179 130 195 198 g
choose to insert a worksheet. ¢ s pres
7 Total Monthly Sales a8 487 527 519 521 533 3028
8
El

11
12
13
14
15
16
17
18
19
20
21
22

o Excel adds a new blank % (jHOMEC) \NERT: PAGE LAYOUT FORMULAS DATA ‘MS::/ISEZT/EUW\/V\EE;:Q‘ E\am’iMfwe\j {x,'-
worksheet and gives it a i K =

Pty B I oue He SeA-

default worksheet name.

Clipboara Font aignn, Numser = soyes cals diting ~
AL - £ -
A | B C D E F G H 1 K L M N o [<]
1
!
3
4
5
13
7
8
a
10
11
12
13
14
15
16
17
18
12
20
21
22
23
24
25
Sheett | Sheet2 <l A [0 1
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hen you create a new workbook, Excel assigns default names to each worksheet in the
workbook. Likewise, Excel assigns a default name to each worksheet you add to an existing
workbook.

To help you identify their content, you can change the names of your Excel worksheets to something
more descriptive. For example, if your workbook contains four worksheets, each detailing a different
sales quarter, then you can give each worksheet a unique name, such as Quarter 1, Quarter 2, and so on.

Name a Worksheet

o Double-click the worksheet tab Eﬂm - L PR

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEWY WIEW El:
that you want to rename. i 2 K& ==Ey F e S
A X Pt o BT U- E-[0-A- =B E- $-% 93 55 Cell Styles B Format- | &+ Eﬁ&,& Q,ﬂiﬁ
EXCG'. h1ghl1ghts the current Clipboard Font Alignment Number styles Cells Editing N
AL - H fe 2nd Quarter Sales for 2012 v
name. A g c D E F G H J K L M M 0[5
1 2nd Quarter Sales for 2012 |
N N 2 {In Thousands)
You can also right-click the E sorl | Ny e ot sl
. 4 W\dggls 139 146 152 5 437
worksheet name and click Sows 1 1 1 5w
B SEdgEts 130 180 183 S 553
Rename. 7 TotalSales 5 513 § 531 5 533 & 1,573
:
10
9 Type a new name for the i
13
worksheet. i
15
16
17
© Press . ;
20
pal
2
23
24
25
26 LJ
g
28
ke 1 ¢ [ D]

. BHSS @ & - Sheet Namesdsc - Excel ?2 = - X
o EXCG'. aSS]gnS the new HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW iaine Marmel « [ &
ksh T e e fas S=Ee B Gosvoraformoeg~ Bt 2 Ay it
worksheet name. De. Bromaarwe  Fouen - @ 21 W0
- A = I 0 ol t
e BT oA $-% 0 W Gy Eirommate €0 Ao sueets
Clipboard Font ] Alignment i} Mumber l Styles Cells Editing -~
AL M £ 2nd Quarter Sales for 2012 v
A | B C | D | E F G H J K L M M 0 [
1 2nd Quarter Sales for 2012 |
2 {In Thousands)
3 April May June  Total Sales
4 widgets 133 14s 152 & 437
5 Gadgets 190 195 198 & 583
6 |sedgets 190 180 183§ 553
7 Totalsales § S18 5 S § 533 3 573
8
E]
10
1
12
13
14
15
15
17
18
19
b
21
2
23
24
25
% L
27
b

ar | ate -l A ® B IO




Change Page Setup Options

ou can change worksheet settings related to page orientation, margins, paper size, and more. For

example, suppose that you want to print a worksheet that has a few more columns than will fit
on a page in Portrait orientation. (Portrait orientation accommodates fewer columns but more rows
on the page and is the default page orientation that Excel assigns.) You can change the orientation
of the worksheet to Landscape, which accommodates more columns but fewer rows on a page.

You can also use Excel’s page-setup settings to establish margins and insert page breaks to control
the placement of data on a printed page.

Change the Page oﬁentation BHo @ Q& - 2013-conditienal formatting.dlss - Excel 7 @ - x

HOME  INSERT | RAGE LAYOUT DATA  REVIEW  VIEW aine Marmel ~ [ &

D d l- .d . b k Colors~ @ r‘\l s | o Width: | Sutamatic dlines  Headings Iy Bring Forward ~ |2 &lign ~
() Dotted lines identify page breaks L i STy o] 2 e | v | seng okt « 8 v
Themes Margin: Qrientation  Siz2 Breaks Background Print
. L [Oerects - > - - Titles el Sealer 1009 Print (] Print  E Selection Pane "k Rotate
that Excel inserts. w| menn sl showopus .
i v
@ Click the Page Layout tab. W 0«
1 |pate 1
2 122 Direct Sale Phoenix Existing
. . . 3 1200012 Customer Ssnice Phoenix Existing
9 Cl'lck onentat]on, 4 1220012 3171 TV Customer Senice West Valley  Exieting
5| 1207002 4000 VOIP Phone Customer Sewice Phosnix Existing
6| 120012 2000 Intemet  Customer Semice West Valley  Existing
. . 7 120001 12518 Intemet  Custorner Senvice Phoenix Existing
Cl_]ck Portra]t or Landscape_ 6 1222012 240 TV Customer Senice Phaenix Existing
5| 12000 8307 VOIP Phone Direct Sales  Easi Valley  Existing llnternst 31548
0] 1220m2 11,000 Intemet  Customer Senice Phoenix New ™v 811
o o 11 1200m2 35000 Intemet  Customer Senics Phoenix Existing OIP Phone 4000
Note: POrtra]t 1S the defaul_t 12| 12002 4535 TV Customer Semice East Valley  New
13 1220m2 600 VOIP Phone Customer Sevice Phosnix Existing
. : 14 1200m2 50000 intemet  Customer Semice East Valley  Existing
Or]entat'lon. 15| 1222012 3000 TV Direct Sales East Valley  Existing
15 1220012 15,000 Intemet  Customer Senice Phoenix New
17 12p0m2 10373 Intemet  Customer Senice West Valley  Existing
18] 1220Mm2 14,000 Intemet  Direct Sales  East Valley  Existing
18] 12p0m2 8000 VOIP Phone Direct Sales  Phasnix Existing
0 120200 12,000 Itemet  Custorner Senice East Valley  Existing
21| 1222012 500 TV Customer Senice West Valley  Existing
2| 12020 2749 TV Customer Senice Phoenix New
2| 122 75000 Intemet  Customer Semice East Valley  New
24| 1202012 13903 Itemet  Gusiomer Senice Phoenix Existing
25| 1202002 100 TV Customer Senice Phoenix Existing
25| 120272012 250 VOIP Phone Customer Senice East Valley  Existing
27| 120012 25 TV Customer Senice East Valley  Existing
2| 1202002 13428 Itemet  Custorner Senice Phoenix Existing
29| 120272012 7277 RA Gustomer Senice East Valley  Existing
30| 120012 2000 TV Direct Sales __ East Valley __ Existing -
» December | Sheetl | Sheet2 | Sheet3 | Sheetd | Sheets | she .. & : [{] D]

. H S & Q- 2013-conditional formatting dsx - Excel 2 @ - x
Excel. appl]eS the new HOME  INSERT | PAGELAYOUT = FORMULAS  DATA  REVIEW  VIEW Eaine Marmel - [ @
: : : Y ] o3 Width: | Automatic = | Gridlines Headings "1 Bring Fanward =~ [ Align -
Or]entatlon. ThlS example E D E‘%’ 1 EF@ % [ Height: |Automatic View [V View I Send Backward ~ [ Group
Print  Breaks Background Print v

ernes Margins Orien) Size
- [Olefrects - - v Areaw - Titles | Ul Scale: Print [ print B Selection Pane  “h Rotate

applies Landscape. o sl somm 5 .

(© Excel moves the page break . o © - s w4k o

[
1 |pate Amount | y Branch Lstame 1
.Ind.lcator based on the new 2 12002 17,000 Intermet Direct Sales Phaenix Existing
3 1200012 400 TV Customer Semice Phoenix Existing
. . 4 1200012 3471 TV Customer Semice West Valley  Existing
onentat]on 5 1200012 4,000 VOIP Phone Customer Senice Phoenix Existing
. 6 1222012 2000 Intemet  Customer Senice WestValey  Existing
7 1200012 14,548 Intemet  Customer Senice Phoenix Existing 0
. . 8 1222012 0 TV Customer Semice Phoenix Existing
0 You can C|.'ICk the Marg-lns 9 | 12p0m2 6,307 VOIP Phane Direct Sales East Valley  Existing Internet 31548
0] 1202012 11,000 Intemet  Customer Sewice Phoenix New v 3811
1] 1202012 35,000 Intemet  Custormer Senice Phoenix Existing  OIP Phane 4000
button to set up page 12 12p0m2 1538 TV Customer Senice East Valley  New
13 12002012 600 VOIP Phone Customer Senice Phoenix Existing
. 14 120012 50,000 Intemet  Custorer Senice EastValley  Existing
ma]’g] ns. 15] 120202012 3,000 TV Direct Sales EastValley  Existing
16| 12072012 16,000 Intemet  Customer Semvice Phoenix New
17| 120012 10,373 Intemet  Customer Sewice West Valley  Existing
18| 1202012 14,000 Intemet  Direct Sales East Valley  Existing
19| 12072012 8,000 VOIP Phane Direct Sales Phoenix Existing
20 122012 12,000 Intemet  Customer Sewice East Valley  Existing
21| 1222012 500 TV Customer Semice West Valley  Existing
2| 1202 2749 TV Customer Senice Phoenix New
23| 1200012 75,000 Intemet  Customer Senice EastValley  New
24| 1227012 13903 Intemet  Customer Service Phoenix Existing
25| 1227012 100 TV Customer Semice Phoenix Existing
26| 12272012 250 VOIP Phone Customer Senice East Valley  Existing
27| 12Pm2 25 TV Customer Sewice East Valley  Existing
28 120272012 13428 Intemet  Customer Senice Phoenix Existing
29| 1227012 7277 RA Customer Semice East Valley  Existing
EilRRF7 7 ) 4000 TV Direct Sales East Valley  Existing ~

176 > December | Sheet! | Sheet2 | Sheetd | Sheetd | Sheets | She .. @ : [4] D
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Insert a Pa e Break B H S cJg - 2013-conditional formatting.slsx - Excel ? & x
g HOME PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elaine Marmel o
. B colors ~ v IE [E‘ - =] o Width: |Automatic + | Griclines Headings "1 Bring Forward = |2 Align =
Select the row above which Fort - 0 & ] £l Hishs Aot | 2 e | Vi Sendckuard < 3
Themes Margins Orientation  Size  Print | Breaks Backgr rint
. « [Oefrects - - - v Area~ [im Titles | T . = Print [ Print  Eff; Selection Pane A Rotate
you want to insert a page Themes Poge Setup|  Insent Page Break toft 1wl Shectoptons armange .
e - £ | 127200002 Remove Page Break v
bl’eak. Reset &)l Page Breaks |
A B c o - ; H | K L [
10 1202002 11,000 Intemet  Customer Senice Phoenix New v 3811
. 1] 1202012 35000 Intemet  Customer Senice Phoenix Existing  VOIP Phone 4000
CI_]Ck the Page Layout tab. 2] 12202012 453 TV Customer Senice East Valley  New
13 12002012 600 OIP Phone Customer Senice Phoenix Existing
14 1202012 50000 Intemet  Custormer Senice EastValley  Existing
. 15| 120002 3000 TV Direct Sales East Valley  Existing
chck Breaks. 16 127272012 16,000 Intemet Customer Service Phoenix New
17| 1202012 10,373 Intemet  Customer Service West Valley  Existing
18| 120002 14,000 Intemet  Direct Sales East Valley  Existing
. 19| 12072012 8,000 VOIP Phane Direct Sales Phoenix Existing
Chck Insert Page Break. 20 1202002 12000 Infemet  Gustomer Senice East Valley  Exicting
21| 122202 5 Customer Semice West Valley  Existing
2| 12202 2749 TV Customer Sewice Phoenix New
23| 1z20m2 75,000 Intemet  Customer Senice EastValley  New
24| 12227012 13903 Intemet  Customer Sewice Phoenix Existing
2| 122012 100 TV Customer Senice Phoenix Existing
26| 120272012 260 VOIF Phone Customer Senice East Valley  Existing
27| 1227012 25 Customer Semice East Valley  Existing
28| 1227012 13428 Intemet  Customer Senice Phoenix Existing
29| 1222012 7277 RA Customer Semice East Valley  Existing
30122012 4000 TV Direct Sales East Valley  Existing
31[ 12720012} 13,000 Intemet  Customer Senice Phoenix Existing
2| 1222013 3000 TV Customer Semice Phoenix Existing
EEIR P77 ) 278 VOIP Phane Customer Senice EastValley  Existing
34 12027012 13619 Intemet  Customer Senice Phoenix Existing
| 1222012 4000 TV Customer Semice Phoenix New
36| 12272012 3075 TV Customer Semice West Valley  Existing
37| 122012 6,202 VOIP Phane_Direct Sales Phoenix Existing
3| 1222012 4000 TV Customer Semice East Valley  Existing
39| 12022012 15703 Intemet  Customer Senice Phoenix Existing -
» December | Sheetl | Sheet2 | Sheeta | Sheetd | Sheets | she .. ) @ [4] 1 D

() Excel inserts a solid line

E

H 52 Q-

HOME

INSERT  PAGE LAYOUT

FORMULAS

2013-canditional farmatting.ssx - Excel

DATA

REVIEW

VIEW

7 @ -

Elaine Marmel -

a8 x

A e

t- : I"t d B colors - E r‘\l IE [E. ] EFDH 3 Width: | Automatic = | Gridlines Headings "1 Bring Forward =~ [Z Align -
represen 1ng a user-]nse e Fonts © [ = T = = £ [ Height: |Automatic = iew [ view I Send Backward * 18] Group
Themes Margins Orientation  Size  Print Breaks Backgraund Print
b - [O]efrects~ - - iles o] Seale: vint [ print Ef Selection Pane 7k Rorate
page break. R I R
£31 M Fe | 12/2/3012 .
A B c o E F G H | K L =
10[ 12072012 11,000 Intemet Customer Service Phoenix New 3811
1] 1200012 35,000 Intemet Customer Senice Phoenix Existing  VOIP Phane 4000
12| 1200012 45% TV Customer Sewice East Valley  New
13] 12002012 600 VOIP Phone Customer Senice Phoenix Existing
4] 1200012 0,000 Intemet Customer Sewice East Valley  Existing
15] 12072012 3,000 TV Direct Sales East Valley  Existing
16 12022012 16,000 Intemet Customer Serice Phoenix New
17] 1200012 10373 Intemet Customer Serice West Valley  Existing
18] 1202012 14,000 Intemet Direst Sales East Valley  Existing
19] 12020012 8,000 VOIF Phone Direct Sales Phoenix Existing
20| 1222012 12,000 Intermst Customer Service East Valley  Existing
21| 120202 500 TV Customer Serice West Valley  Existing
2| 1222012 2748 TV Customer Serice Phoenix New
2| 122202 75,000 Intemet Customer Service East Valley  New
20| 120272012 13903 Intemet Customer Serice Phoenix Existing
25| 1222012 100 TV Customer Serice Phoenix Existing
26| 122202 250 YOIP Phone Customer Service East Valley  Existing
27| 120202 25 TV Customer Senice East Valley  Existing
28| 122202 13428 Intemet Customer Service Phoenix Existing
29| 12022012 7277 RA Customer Senice East Valley  Existing
30| 1202012 4,000 TV Direct Sales East Valley  Existing
31 [_1zea02] 13,000 Intemet Customer Service Phoenix Existing
32| 1202012 3,000 TV Customer Serice Phoenix Existing
| 1222012 2,878 VOIP Phone Customer Senice East Valley  Existing
34| 1202012 13519 Intemet Customer Service Phoenix Existing
3| 1202012 4,000 TV Customer Serice Phoenix New
| 122202 3075 TV Customer Service West Valley  Existing
37| 1222012 6,202 VOIP Phone Direct Sales Phoenix Existing
3| 1222012 4,000 TV Customer Sewice East Valley  Existing
39| 12e2m2 15,703 Intemet Customer Service Phoenix Existing 5
» December | Sheetl | Sheetz | Sheets | sSheetd | sheets | she .. B : [«] D]

TIPS

How do I print just part of a worksheet?

To print only a part of a worksheet, select the
cells that you want to print, click the Page
Layout tab on the Ribbon, click the Print
Area button, and then click Set Print Area.
Then print as usual.

Can I set different margins for different pages that
I print?
Yes. Excel assigns the same margins to all pages of a
worksheet. If you need different margins for different
sections that you plan to print, place each section for
which you need different margins on separate worksheets
and set each worksheet’s margins accordingly.
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Move and Copy Worksheets

ou can move or copy a worksheet to a new location within the same workbook, or to an entirely

different workbook. For example, moving a worksheet is helpful if you insert a new worksheet and
the worksheet tab names appear out of order. Or, you might want to move a worksheet that tracks
sales for the year to a new workbook so that you can start tracking for a new year.

In addition to moving worksheets, you can copy them. Copying a worksheet is helpful when you plan

to make major changes to the worksheet.

Move and Copy Worksheets

If |. t k h t B H S & O 2013-conditional formatting sdsx - Eccel 2 @ - x
you pltan to move a workshee HOME CRcccivour  rorviias e Review  view Eaine Marmel - [ @
M CJ = 2 - Insert ~ -
to a different workbook, open R TR & Domiserstorins” Bt 2707
4 o By - T [Z7 Farmat as Table - B Delete - [T i
st L. B A S . = in
both workbooks and select the e R L Broms-
Clipboard Font I Alignment 0 Mumber ) Styles Cell Size ~
o . .
one C0nta1n1ng the Worksheet a2 -] £ | 1p0m2 ST Rowbsiht. .
AutoFit Rowr Height
A B c o £ F G H -
you want to move. 1 ate Amount [T Sy Branch Customer 3 Calurnn Wickh.,
2 [_12o2012] 17,000 Intemet Phoenix Existing AutoFit Column Width
3 T2 40 TV Customer Senice Phoenix Existing .
. 4| 120012 3171 TV Customer Senice West Valley  Existing =
9 cl]ck the tab of the Worksheet 5 12072012 4,000 VOIP Phone Customer Semice Phaanix Existiriy Visibility
6| 1222012 2000 Intemet  Customer Semice West Valley  Existing Hide & Unhide ,
7| 12000 14548 Intemet  Customer Senice Phosnix Existing Oreanise Shoets
you want to move or copy to & 12012 Customar Sames Phosnix  Existing 9
3| 1202 6307 VOPP Phone Direct Sales  Easi Valley  Existing  lnternet 315 Rename Shect
k t th t k h t 10 1220m2 11,000 Itemet  Customer Senice Phosnix New v 3B oue or Copy Sheet..
make 1 e active worksneet. 1] 1220m2 35,000 Intemet  Customer Senice Phoenix Existing  OIP Phone o
12| 1222012 4535 TV Customer Sevice East Valley  New Tab Color "
12 1200m12 600 VOIP Phone Customer Sewice Phoenix Existing Protection
I.. k h b 14 1220012 50000 Intemet  Customer Semice East Valley  Existing B protectSheet,
C ]C t e Home ta . 165 127272012 3,000 TV Direct Sales East Valley ~ Eisting -
16 1220Mm2 16,000 Intemet  Customer Senice Phoenix New [6] Lock cen
17 12p0m2 10373 Intemet  Customer Senice West Valley  Existing B Fomutcelin.
. 18 1220012 19000 Intemet  Direct Sales  East Valley  Existing -
e Chck Format. 19 1222012 8000 VOIP Phone Direct Sales Phosnix Existing |
0| 1202002 12,000 Intemet  Customer Senice East Valley  Existing
21| 1202012 Custorner Senice West Valley  Existing
. 2| 1222012 2743 TV Customer Senice Phoenix New
cl_]ck Move or Copy Sheet. 23| 1220012 75,000 Intemet  Customer Senice East Valley  New
24| 122202 13903 Intemet  Cusiomer Senice Phoenix Existing
25| 1202012 Customer Ssnice Phoenix Existing
% 1202012 250 VOIP Phone Customer Senice East Valley  Existing
27| 1202002 25 TV Customer Senice East Valley  Existing
3| 1202002 13428 Intemet  Cusiomer Senice Phosnix Existing
2| 1202012 7277 RA Custorner Senice East Vallsy  Existing
0| 1202012 Direct Sales  East Valley _ Existing : -
, December ] 2 heet? | Sheetd | Sheetd | Sheets | She .. @ (4] 1

]

o -———+ 100%

The Move or Copy dialog box appears.

() You can click v/ to select a workbook for
the worksheet.

G Click the location where you want to
place the worksheet that you are moving.

Note: Excel moves or copies sheets in front of
the sheet you select.

() You can copy a worksheet by selecting
Create a Copy ([_] changes to [+]).

@ click ok.

Excel moves or copies the worksheet to
the new location.
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CHAPTER

Delete a Worksheet 10

ou can delete a worksheet that you no longer need in your workbook. For example, you might
delete a worksheet that contains outdated data or information about a product that your
company no longer sells.

When you delete a worksheet, Excel prompts you to confirm the deletion unless the worksheet is blank,
in which case it simply deletes the worksheet. As soon as you delete a worksheet, Excel permanently
removes it from the workbook file and displays the worksheet behind the one you deleted, unless you
deleted the last worksheet. In that case, Excel displays the worksheet preceding the one you deleted.

Delete a Worksheet

o Right-CliCk the WorkSheet tab. % (-:lOMEC) \NERT; PAGE LAYOUT FORMULAS DZAD":ATD"d:EDVrIv:‘V;mmat\::\i/‘x‘ixVEX[E‘ E\zm’iMfme\j z
. HE e e xS & ewngr Bt 3 Ay gy
@ Click Delete. - ey - Foe - B0 2L
Clippoard & Font i} Alignment. i) Mumber k] Styles Cells Editing -~
Note: You can also click the IR % || 2nd Quarter satestor 2012 .
A | B | C | D | E ! F G H J K L M N Qo [4]
Delete W on the Home tab and 1 2nd Quarter Sales for 2012 |
. 2 {in Thousands)
then click Delete Sheet. 3 Apil May  June  Total Sales
4 Widgets 139 146 152 & 437
. ) Gadggats 190 195 198 § 583
If the worksheet is blank, oletses | Tim| | i §
7 Total Sales 513 521 533 1,573
Excel deletes it immediately. :
5
12
13
14
1%
16
17
18
19
20
21
2
23
24
25
26 L
g
28
‘ «o | Sheets | sheets | Manage Conditional Rules O]

If the worksheet contains
any data, Excel prompts you
tO Conﬁrm the deletion‘ & You can't undo deleting sheets, and you might be removing some data, If you don't need it, click Delete.

© Click Delete. @ o | | o

Excel deletes the worksheet.
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Find and Replace Data

You can search for information in your worksheet and replace it with other information. For
example, suppose that you discover that Northwest Valley was entered repeatedly as West Valley.
You can search for West Valley and replace it with Northwest Valley. Be aware that Excel finds all
occurrences of information as you search to replace it, so be careful when replacing all occurrences
at once. You can search and then skip occurrences that you do not want to replace.

You can search an entire worksheet or you can limit the search to a range of cells that you select
before you begin the search.

Find and Replace Data
o c"ick the Home tab‘ % (-:AVOUT FORMULAS DATA, Fdef\/R\:V\p/‘EEE‘X‘;TEVV\SXH‘ E\zm’iMfme\_VF; Z
% o e x s
melo- A

. AD % =—Ee = FE Conditional Formatting = iﬂ:"\nxen - 3. /ZAY H
9 cl]ck Find & Select Paste === o gy D Formks Tables Eeode - B O e
* s BT s=s=EEE % WA Gy Mot L Fiere Salectr
clipboard = Font n Alignment ] Mumber ~ Styles # Find..
e Click Rep[ace, o -] £ | intemer Yo Beplce 0
+ GoTo.
A B D E F G H J
. 1 Branch [ o To Special
o To S]mp[y search for 2| 1onmiz Phosrix Forms
3| 1m0 400 TV Customer Senice Phoenix Existing Comments
. . . . 4| 122002 3471 TV Customer Senvice West Valley  Existing .
]nfOI’mat]OI’], CI_'ICk F'Ind_ 5 1200012 4000 VOIP Phone  Customer Senice Phaenix Existing Conditional Formstting
& | 120o002 2000 infermet  Customer Senice West Valley  Existing Constants
7| 1222012 14548 Intemet  Customer Senvice Phoenix Existing -
8| 12nom2 20 TV Customer Senice Phoenix Existing Data Validation
5| 120002 6307 VOIP Phone Direct Sales  EastValley  Existing Intemet 31548 Iy Select Objects
0] 1222012 11000 intemet  Customer Senice Phoenix New ™v 3811 -
11| 1200012 35000 Intemet Custorner Senice Phoenix Existng  VOIP Phane 4000 ol Selection Zsne
12| 1220m2 453 TV Customer Senvice East Valley  New
13| 12n0m2 600 OIP Phone  Customer Senvice Phosnix Existing
4] 1220012 S0000 Intemst  Customer Sewvice East Valley  Enisting
15| 1220012 3000 TV Direct Sales  East Valley  Existing
16| 1220012 16000 intemst  Cusiomer Senvice Phosnix New
17| 1220012 10373 Intemet  Customer Service West Valley  Existing
18| 12722012 14000 Intemet  Direct Sales  EastValley  Evisting
19| 12n0m2 8000 VOIR Phone Direct Sales  Phosnix Existing
20| 1222012 12000 Intermet  Cuslomer Senice East Valley  Existing
21| 122012 500 TV Customer Senice West Valley  Existing
2| 120200 2748 TV Customer Senice Phoenix New
23| 1222012 75000 Intemet  Customer Senice East Valley  New
20| 12002012 13903 ntemet  Cusiomer Senice Phoenix Existing
25| 1202012 100 TV Custorer Senice Phoenix Existing
25| 12022012 250 VOIP Phone  Customer Senvice East Valley  Existing
7| 1200012 25 TV Customer Senice East Valley  Existing
28| 1222012 13428 Intemet  Cusiomer Senice Phoenix Existing
29| 120012 7277 RA Customer Senice East Valley  Existing
30| 1202012 4000 TV Direct Sales  East Valley  Existing -
» December | Sheet! | Sheetz | Sheets | Sheetd | Sheet5 | Shee .. @ : [4] D

M -————+ o

Excel displays the Replace

tab of the Find and Replace
Find Replace
Find what: |West\-’a|ley4

dialog box.

e Type the information for Replace with: [|

which you want to search omn
Options ==
here.

Replace All | | Replace | | Finogan | | Endnet | | Ciose |
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EXCEL
Worksheet Basics 10

o Type the information that you
want Excel to use to replace the repiace
information you typed in Step 4. -

Findwhat: | WestValley

e Cl.'ICk F'ind Next. Replace with: |N0rthwest\-’a|ley 0

© Excel finds the first occurrence of the 22 ® = 2

HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW aine Marmel ~ [ @

data. C 3 m s ==le. = Conditional Formatting = = Insert = . = A,
. ’;‘Egv o -]« < =7 = 5 Format as Table - Txoeete - [+ Szl f;"&
gl
. e BIU-H- DA SEEEEHE- 5% BN Bodsyes- Biformat- @+ Firere suneete
Click Rep[ace. [E—— Fort 5 signment 5 wmber sties cais ating ”
33 M I v
3 o o A B e H i K L M[a)
Excel replaces the information in the . - H
2 12/2/2012 17,000 Internet ales Phoenix D
CelL 3| 122012 400 TV Cu; erite Phoenix Existing
4 12422012 3471 TV C Northwest “alle Existing
5 12/2/2012 4,000 WOIP Phone Cu: erice Phoenix Existi
. E] 127272012 2,000 Internet Customer Service |YWest Valley .
o Excel ﬁnds the next occurrence 7 12nm012 14548 Intemet Gustomer Senice Phoerix Existi
8 12/2/2012 240 TV Customer Service Phoenix Existing
. 9 127272012 6,307 VOIP Phone Direct Sales East Valley Existing Internet 31548
automat]cauy. 10| 1222012 11,000 intemet  Customer Senice Phaenix New v 3611
1" 12/2/2012 35,000 Intemet Customer Service Phoenix Existing OIP Phone 4000
12 12122012 4535 TV Customer Senice East alle: New
. 13 12/2/2012 600 WOIP Phone
Repeat Step 7 until you replace all ] 2mR s e
15 12/2/2012 3,000 T .
. 16 12/2/2012 16,000 Internet
- 17 127272012 10,373 Intermnet Cu! Find what: WestValley v
appropriate occurrences B
18 12/2/2012 14,000 Internet Dir] Replace with: ‘Nnrthw:x(\/auey
19 12/2/2012 8,000 VOIP Phone Dir] -
. . 20 12122012 12,000 Intermnet Cu __»
Note: You can click Replace All if you do al tapoa eo v o 7 ereer
not want to review each occurrence before |5 255 F mew o ,
. 2% 127272012 100 TV Customer Service Phoenix Existing
26 12/2/2012 250 WOIRP Phone Custormer Senice East Valley Existing
Excel replaces it. e e Seee [Eservaley | Caams
28 12122012 13,428 Intermnet Customer Senice Phoenix Existing
29 12/2/2012 7277 IRA Customer Service East Valley Existing
2 3 30 127272012 4,000 TV Direct Sales East Valle Existing ~
Excel displays a message when it L ecar | e T e ok e o @ T _

= Mo-————+ %

cannot find any more occurrences.

@ Click OK and then click Close in the
Find and Replace dialog box.

Where can I find detailed search options? How can I search for and delete data?

Click the Options button in the Find and Replace In the Find and Replace dialog box, type the text
dialog box to reveal additional search options. For you want to delete in the Find what box; leave the
example, you can search by rows or columns, Replace with box empty. When you click Replace,
matching data, and more. You can also search for Excel looks for the data and deletes it without
specific formatting or special characters using adding new data to the worksheet.

Format options.
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Create a Table

ou can create a table from any rectangular range of related data in a worksheet. A table is a

collection of related information. Table rows — called records — contain information about one
element, and table columns divide the element into fields. In a table containing name and address
information, a record would contain all the information about one person, and all first names, last
names, addresses, and so on would appear in separate columns.

When you create a table, Excel identifies the information in the range as a table and simultaneously
formats the table and adds AutoFilter arrows to each column.

: B HS @ R - Create 3 table-beforeals - Excel 2 m - X
@ set up a range in a worksheet R D TR

that contains similar i & wa = = Bcommmiremsors: S - - Ay gy
e By - s 1u- E- Bea = semo wo [ Format as Table - ;jwm - @ F——
information for each row. i N i Bl | &7 o s
Clipboard 1 Font o Alignment o Mumber = Styles Cells Editing -~
. . B3 ME Fe || a00 v
9 Click anywhere in the range. R R 0 e o Lk w
1 |Date Amount  AcctType  Opened By Branch Customer ﬁ
&»11/2/1[@ 17000 Intern irect Sales Phoenix  Existing
3] IZ/Zfznlnlj@u;mmgrsemta Fhoenix  Existing
4 | 12/7/2010 ILTLTY Customer Service West Valley Existing
5 | 12/2/2010 4000 VOIP Phone Customer Service Phoenix  Existing
6 | 12/2/2010 2000 1RA Customer Service West Valley Existing
7 | 12/2/2010 14548 Internet  Customer Service Phoenix  Existing
8 | 13/2{2010 240 TV Customer $ervice Phoenix Existing
9 | 1%/2/2010 6307 OIP Phone Direct Sales East \Valley Existing
10 12/2/2010 11000 Internet  Customer Service Phoenix  New
11| 12722010 25000 Internet  Customer Service Phosnix  Existing
12| 1222010 4535 TV Customer Service EastValley New
13| 12/2/2010 £00 VOIF Phone Customer Service Phoenix Existing
14| 12/2/2010 50000 Internet Customer Service EastValley Existing
15 12/2/2010 3000 TV Direct Sales East \alley Existing
16| 12722010 16000 Internet  CustomerService Phosnix  New
17| 12/2/2010 10373 Internet  Customer Service West Valley Existing
18| 12/2/2010 14000 Internet Direct Sales East valley Existing
19| 13/2/2010 8000 VOIP Phone Direct Sales Phoenix  Existing
20 12/2/2010 12000 Internet Customer Service East\Valley Existing
21| 13/2/2000 500 TV Customer Service West Valley Existing
22| 13/2/2010 2743 TV Customer Service Phoenix  New
23 13/2/2010 75000 Internet Customer Service East Valley New
24 13/2/2010 13903 Internet Customer Service Phoenix Existing
25 12/2/2010 100 TV Customer Service Phoenix Existing =
Sheet1 @ EE| D

BHS @ -+ Create a table-before s - Bxcel 7 @ - x
e Cljck the Insert tab HOME  INSERT QT FORMULAS  DATA  REVIEW  VIEW aine Marmel ~ [ &
E‘?? % ) .’ |f? :0;(: ;\ i: |!@ FLine [ slcer @‘ 4 Q

Colurnn 3 Tirmneline

e
2 PivotTable Recommended Table- pps for  Recommended N PivotChart  Power e Hyperlink Tet Symbals
e chck Table. PivotTables Office - Charts DT kv - View 7 WinjLoss - -

Tables pps Charts o Reports  Sparklines Fiters Links -~
B3 M Fo | ano v
A B c D £ F G H ) K L M
1 |pate Amount  Acctfype  Opened By Branch Customer ﬁ
2 | 12/2/2010 17000 Internet Direct Sales Phoenix Existing
3] 12/2/2010 Eiling Customer Service Phoenix Existing
4 | 12/7/2010 ILTLTY Customer Service West Valley Existing
5 | 12/2/2010 4000 VOIP Phone Custamer Service Phoenix  Existing
6 | 12/2/2010 2000 1RA Customer Service West Valley Existing
7| 13/2/2010 14548 Internet Customer Service Phoenix Existing
8 | 13/2/2010 240 TV Customer Service Phoenix Existing
9 | 1%/2/2010 6307 WOIP Phone Direct Sales East \Valley Existing

10 13/2/2010 11000 Internet  Customer Service Phoenix  New

11| 12722010 25000 Internet  Customer Service Phosnix  Existing
12 13/2{2010 4535 TV Customer Service East Valley New

13 12/2/2010 600 VOIP Phone Customer Service Phoenix Existing
14| 12/2/2010 50000 Internet Customer Service EastValley Existing
15| 12/2/2010 3000 TV Direct Sales East Valley Existing
16| 12722010 16000 Internet  CustomerService Phosnix  New

17 13/2{2010 10373 Internet Customer Service West Valley Existing
18| 12/2/2010 14000 Internet Direct Sales East Valley Existing
19| 13/2/2010 8000 VOIP Phone Direct Sales Phoenix  Existing
20 12/2/2010 12000 Internet Customer Service East\alley Existing
21| 13/2/2000 500 TV Customer Service West Valley Existing
22| 12/2/2010 1743 TV Customer Service Phoenix  New

23 13/2/2010 75000 Internet Customer Service East Valley New

24| 12/2/2010 13303 Internet  Customer Service Phoenix  Existing
25 12/2/2010 100 TV Customer Service Phoenix Existing =
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The Create Table dialog box
appears, displaying a
suggested range for the table.

() You can deselect this option
(I« changes to [ ]) if labels
for each column do not
appear in Row 1.

(© You can click & to select
a new range for the table
boundaries by dragging in
the worksheet.

© click ok.

Excel creates a table and
applies a table style to it.

(@ The Table Tools Design tab
appears on the Ribbon.

() = appears in each column
title.

( Excel assigns the table a
generic name.

CHAPTER

EXCEL
Worksheet Basics 10

HS ¢ RB-
HOME  INSERT

Create a tablexlx - Excel TABLETOOLS 28 - 4 X
PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DES\GNﬁ E\xmeMxrmg\vH @
urmmarize with PivotTable % [H [Z] [/ HeaderRow [ ] First Colurnn MR Button %
Y B

Table Harme: = 2
E move Duplicates T2 [TotslRow  [] Last Calurnn >

B Insert | Export Refresh Quick
‘3 Resize Table W48 Convert ta Range Slicer N . 2 Banded Rows [ Banded Columns Styles +

Properties Toals External Table Data Table style @ptians Table styles ~
B2 ME Fe || a00 v

] K L M
| i
2| 13/3/2000 17,000 Internet  DirectSales Phoenix  Existing
3 | 12/2/2010 400 v Customer Service Phoenix  Existing
4| 12{2/7010 3,171 TV Customer Service West Valley Existing
5 | 12/7/7000 4,000 VOIP Phone Customer Service Phoenix Existing
6 | 12/2/7010 2,000 IRA Customer Service West Valley Existing
7| 12/2/20010 14,548 Internet  CustomerService Phoenix  Existing
8 | 13/2/2000 240 TV Customer Service Phoenix  Existing
9 | 12/3/2010 6,307 VOIP Phone Direct Sales East valley Existing
10| 12/2/2010 11,000 Internet  CustomerService Phoenix  New
11 13/2/2010 35,000 Internet  Customer Service Phoenix  Existing
12| 12/2/2000 4,535 TV Customer Service EastValley New
13| 12/2/2000 600 VOIPPhone Customer Service Phoenix  Existing
14| 13/2/7010 50,000 Internet Customer Service EastValley Existing
15| 12/2/7010 3,000 TV Direct Sales East \alley  Existing
16| 12/2/2010 16,000 Internet  CustomerService Phoenix  New
17| 12/2/2000 10,373 Imternet  CustomerService WestValley Existing
18| 12/2/2010 14,000 Internet Direct Sales East \alley  Existing
19| 13/2/2010 8,000 VOIP Phone Direct Sales Phoenix  Existing
20 12/2/7010 12,000 Internet Customer Service EastValley Existing
21 12/2/2010 S00 TV Customer Service West Valley Existing
22| 13/3/2010 2,749 TV Customer Service Phoenix  Mew
23| 12/2/2010 75,000 Internet Customer Service EastValley New
24 12/2/7010 13,903 Internet Customer Service Phoenix Existing
25 12/2/7010 100 TV Customer Service Phoenix Existing =
Sheet1 @ i [ D

M o-————+ o

When should I use a table?

If you need to identify common information, such as the largest value in a range, or you need to select
records that match a criterion, use a table. Tables make ranges easy to navigate. When you press with
the cell pointer in a table, the cell pointer stays in the table, moving directly to the next cell and to the
next table row when you tab from the last column. When you scroll down a table so that the header row
disappears, Excel replaces the column letters with the labels that appear in the header row.
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Filter or Sort Table Information

hen you create a table, Excel automatically adds AutoFilter arrows to each column; you can use
these arrows to quickly and easily filter and sort the information in the table.

When you filter a table, you display only those rows that meet conditions you specify, and you
specify those conditions by making selections from the AutoFilter lists. You can also use the
AutoFilter arrows to sort information in a variety of ways. Excel recognizes the type of data stored
in table columns and offers you sorting choices that are appropriate for the type of data.

Filter or Sort Table Information

Filter a Table
o Click = next to the column
heading you want to use for
filtering.
() Excel displays a list of possible
filters for the selected column.

e Select a filter choice ([#] changes
to [] or [] changes to [+]).

e Repeat Step 2 until you have
selected all of the filters you
want to use.

O click OK.

() Excel displays only the data
meeting the criteria you
selected in Step 2.

(@ The AutoFilter * changes to
to indicate the data in
the column is filtered.
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BHS @ &-
HOME | INSERT

Create a tablels: - Excel TRBLE TOOLS

PAGE LAYOUT FORMULAS DATA REWIEW WIEW DESIGM
o, — = -
:Ll % A ==l = ) Conditional Formatting
. Em - [ Farmat as Table -
e BIU- - OD-A-===E5H 5% 98 G-
Clipboard Font i} Alignment. i} Mumber k] Styles
B3 - £ 400

2 — X
taine Marmel ~ [ &
Bonsert -+ 3 - A, H
BxDelete + [T~ zv
Sort & Find &

ErFormat L Fittgrr Select
alls Editing ~

h
2 12/2/2010 17,000 It 5] SotAtoZ Exi sti 1
3 | 12/2/2010) 20072 spezeoa Existing
4 12/2/2010 3171 T Sort by Color , Existing
5 | 13/2/2010 00 v Existing
6 12/2/2010&,}K Clear Filter From “Branch” .Em(mg
7 | 127212010 4,588 1 Fller by Color Existing
8 | 12/2/2010 200 T TedFiltes » Existing
9 | 13/2{2010 6,307 v Existing
10 13/2/2010 11,000 1t New

11 13/2/2010 35, ' ¢ Wiselect Al Existing

Deast valley

12| 12722010 | @phoenix New

13| 12/2/2010 [ West Valley Existing
14 12/2/2010 50,000 It Existing
15| 13/2/2010 3,000 T [Existing
16| 13/2/2010 16,000 It New

17 12/2/2010 10,373 1t Existing
18 12/2f2010 14,000 1t Existing
18 12/2/2010 8,000 v Existing
20| 13/1/2010 12,000 1 4 Existing
21 12/2/2010 S00 T . Existing
22| 13/2/2010 2,783 TV Customer Service Phosnix  New

23 12/2/2010 75,000 Internat Customer Service EastValley New

24 13/2/2010 13,903 Internet Customer Service Phoenix Existing
25 13/2/2010 100 TV Customer Service Phoenix Existing

Sheet! | @ T

Mo-————+ o

B HS @ Q-
HOME  INSERT

Create a tableadsx - Bxcel TABLE TOOLS

7 @ - 8 X

Sheeﬂ"

PAGELAYOUT  FORMULSS — DATA  REVIEW  VIEW  DESIGN Elaine Marmel ~ M a8
.nj X% A == = % Conditional Formatting - Ew\men - X JZ\Y H
e BT P {) o s oy [Frormatas Table Froaee - [ 2
» - B-2-ar === H T % SR el s+ EiFomats € v Filgre Select-
Clipboard 1 Font n Alignment n Mumber 5 Styles calls Editing IS
B3 - Fo | 400 v
G H K L M 4
12/2/2010 17,000 Internet Direct Sales Fhoenix 5
3] 12/2/2010 400 ITv Customer Service Phoenix Existing
5 | 12/2/2010 4,000 VOIP Phone Customer Service Phoenix  Existing
7| 12/2/2010 14,548 Internet  Customer Service Phoenix  Existing
8 | 12/2/2010 240 TV Customer Servica Phoenix  Existi
10 12/2/2010 11,000 Internet Customer Service Phoenix
11 13/2/2010 35,000 Internet  CustomerService Phoenix  Existi
13 13/2/2010 600 WOIP Phone Customer Service Phoenix  Existing
16| 13/2/2010 16,000 Internet  CustomerService Phoenix  New
10| 12/2/2010 8,000 VOIP Phone Direct Sales Phoenix  Existing
22| 12/2{2010 3,743 TV Customer Service Phoenix  New.
24 13/2/2010 13,903 Internet Customer Service Phoenix Existing
25 12/2/2010 100 TV Customer Service Phoenix Existing
28| 13/2/2010 13,428 Internet  CustomerService Phoenix  Existing
21] 13/2/2010 13,000 Internet  CustomerService Phoenix  Existing
32 13/2/1010 3,000 TV Customer Service Phoenix Existing
34 13/2/2010 13,513 Internet Customer Service Phoenix Existing
35| 12/2/2010 4,000 TV Customer Service Phoenix  New
27| 13/2/2010 6,202 VOIP Phane Direct Sales Phosnix  Existing
20| 13/2/2010 15,703 Internet  CustomerService Phoenix  Existing
41| 1322010 5,000 VOIF Phone Customer Service Phoenix  New
43 12/3/2010 340 TV Customer Service Phoenix Existing
49| 12/3/2010 30,000 Internet  CustomerService Phoenix  Existing
50| 13/3/2010 128 TV Direct Sales Phosnix  Existing
® i [ 0|

[ E———
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S I’t T bl HS -3 - Create a table xisx - Excel TABLE TOOLS 7@ 3
0 a a e HOME INSERT PAGE LEYOUT FORMULAS DATA, REVIEWW VIEW DESIGN Elaine Marmel H o
. = X i < o x E=Ze- = 2 Conditional Formatting = = Insert = 3 = Ay H
Click = next to the column Dk ) B Foune - - 27 W0
. Ve e (BT U H- DA $0% 0 WS sy Eifomats | € Fitere sanete
heading you want to use for o P A s |
Sort_i n B3 - 1 | 400 v
g. G H | 1 K L M
| i
E l d' l l' t f &%l Sart Smallest ta Largest 2 direct Sales Phoenix  Existing
() Excel displays a list o PR —
. Sort by Color , fustomerService West valley Existing
possible sort orders. Customerservice Phosmx  [exising
B Clear Fikter From "Amount” tustomer Service West Valley Existing
Fiter by Celor lustomer Service Phoenix  Existing
o cljck a sort order. Hurnber Filters » lustomerService Phosnix  Existing
?\rgct sales EastValley Existing
lustomer Service Phoenix  New
. lect 41l " ustomerService Phoenix  Existing
This example sorts from Hitomer canics Estvalay pew
lustorner Servite Phoenix  Existing
Smauest to [argest. lustomer Service Eastvalley Existing
irect sales Eastvalley Existing
lustomer Service Phoenix  Mew
lustomer Service West Valley Existing
v Direct Sales EastValley Existing
irect sales Fhoenix  Existing
stomer Service EastValley Existing
stomer Service West valley Existing
22| 12/2/2010 2,749 TV Customer Service Phoenix  New
23 12/2/2010 75,000 Internet CustomerService EastValley New
24 | 12/2/2010 13,303 Intermet Customer Service Phoenix Existing
25 12/2/2010 100 TV Customer Service Phoenix Existing
Sheet1 ® : [ |

- o R -
INSERT

%

HOME

( Excel reorders the

PAGE LAYOUT

7 = a8 x

aine Marmel ~ [ &

Create a tableadsx - Bxcel TABLE TOOLS -

FORMULAS ~ DATA  REVIEW  VIEW DESIGN

information. “ﬁ? Ka = Cundmnna\Furmamng' Ew\men - Z- .ZAY H
= L4 Format s Table - ExDelete + [T
Pete 4 B I U. He DA = = A Sort & Find &
L Filer - Select~
- h n t t .nd. t Clipboard 1 Font o Alignment o Mumber = Styles Cells Editing -~
( ¥ changes to 0 indicate o —_ :
the data in the column is o R
| i
sorted‘ 2 Customer Service Phosnix  Existing
3 Customer Service Fhoenix  Existing
4 | 12/5/2010 100 TV Customer Service East Valley Existing
5 | 12/5/2010 100 ustomer Service Phoenix Existing
6 | 12/7/2010 100 TV Customer Servica Phosnix  Existing
7 13/11/2010 100 TV Customer Service Phoenix Existing
8 12/13/2010 100 TV Customer Service Phoenix Existing
9 12/14/2010 100 TV Customer Service Phoenix  New
10112/14/2010 100 TV Customer Service Phoenix  Existing
11 12/19/2010 100 TV Customer Service Phosnix  New
12 12/13/2010 100 TV Customer Service Phoenix Existing
13 12/13/2010 100 TV Customer Service Phoenix Existing
14 12/19/2010 100 TV Customer Service Phoenix Existing
15 12/20/2010 100 TV Customer Service Phoenix  Existing
16 | 12/21/2010 100 TV Customer Servica West Valley Existing
17 13/38(2010 100 TV Customer Service Phoenix Existing
18 12/3/2010 124 TV Direct Sales Phoenix Existing
19 12/7/2010 124 TV Direct Sales Phoenix Existing
20| 13/14/2010 124 TV Direct Sales Phoenix  Existing
21| 12/19/2010 128 TV Direct Sales Phosnix  Existing
22 13/7/1010 133 TV Customer Service West Vallay Existing
23 12/18/2010 133 TV Customer Service West Valley Existing
24 12/27/2010 133 TV Customer Service West Valley Existing
25 12/28/2010 133 TV Customer Service West Valley Existing

How does the Sort by Color option work?

If you apply font colors, cell colors, or both to some cells in
the table, you can then sort the table information by the
colors you assigned. You can manually assign colors or you
can assign colors using Conditional Formatting; see Chapter
9 for details on using Conditional Formatting.

I do not see the AutoFilter down arrow
beside my table headings. What should

I do?

Click the Data tab and then click the Filter
button. This button toggles on and off the
appearance of the AutoFilter # in a table.
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Analyze Data Quickly

You can easily analyze data in a variety of ways using the Quick Analysis button. You can apply
various types of conditional formatting, create different types of charts, or add miniature graphs
called sparklines (see Chapter 12 for details on sparkline charts). You can also sum, average, and count
occurrences of data as well as calculate percent of total and running total values. In addition, you can
apply a table style and create a variety of different PivotTables.

The choices displayed in each analysis category are not always the same; the ones you see depend on
the type of data you select.

Analyze Data Quickly

H S 2 &+ Analyze Data Quicklyxisx - Excel 72 @ - x
@ select a range of data to L e
ana[yze. A:L‘ E‘E ) Kx = -1 Econditional Formatting = E=nsert ~ 3 - /Z\Y H

[ rormat as Table = BxDelete + [T~

Pt e (Bl U m- DA = § 58 [ Cell Styles - E Format- £ - Ei{:r&i Q.ﬂiﬁ
The Quick Anal S.is button Clipbeard Fant, [} Alignment: [} Kumber [ Styles <alls Editing -~
o y a1 ME fe | company v

(5) appeal’S. A B < D E F [} H 1 K L M5
Bl[ Company Industry Q1 Sales Q2 Sales

. 2 | A Datum Corporation  Tech 5195440 § 746,007
e CI_]Ck .ﬂ . 3 | Achenture Warks Travel [s 123721 (s 7anage
4 | Blue Yonder Airlines Travel $ 034763 § 246554

5 | city Power & Light utiiies  § 200,203 § 674,205

6 | Coho Vineyard Beverage $ 228783 § 659385

7| Contosg, Ltd. Misc § 230210 § 287980

8 | Contoso Pharmaceuticals Medical  § 371570 § 644,368

9| c Messenger Tech |s 579825 s 448300

10| Fabrikam, Inc. Utilities § 630630 § 635474

11| Fourth Coffee Beverage | § 876,740 § 567,216

12| Graphic Design Institute _ Education  $ 785,350 § 540282

13| Humengous Insurance  Financial | § 682,545 | § 577,509

14| Litware, Inc. Tech § 002,264 $ 206,321

15| Lucerne publishing Mise |§ 005006 § 443553

‘E_ Margie's Travel Travel 3 289570 A 43,834

Quick Analysis categories appear. Eﬂm 2o oac N L %

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW El
- X =, FZ) Conditionsl Formatting = £ Insert ~ 2 - A,
. . . e - oo B s oy #
ER - [ Farmat as Table - EXDelete - [¥]~
e Click each category heading to view e IR Csomo ma DT Boss - B G
Clipboard 1 Font. [ lignment 5 Number ] Styles cells Editing -~
e options for that category.
AL AR | Company v
> > A B [ D E F G H ] K L M [4]
@ Point the mouse at a choice under a 0 e
2 A. Datum Corporation Tech $ 195449 § 746,907
Category. 3 | Adventure works Travel |$ 123721 § 733396
4 | Blue Yonder Airlines Travel § 034763 § 246554
. . . 5 | City Power & Light \Utiifies | § 200,203 § 674,205
@ A preview of that analysis choice i o femzp & dinses & s
8 || Contoso pharmaceuticals medics| RowLabels | Sum of a1 sales ‘0
appears. 3 Messenger Tech | DeVeraEe 1105523
10| Fabrikam, Inc Utties | Education 788390
. . 11| Fourth Coffee Beverag ©nancial 682545
Medical 371570
Note: For an explanation of the Quick 12| Graricbesign st cucang M
13| Humongous Insurance  Financial ‘5;
. . . 14| Litware, Inc. Tech Tect 1677538
Analysis choices, see the next section, e Saasens

16| Margie's Travel Travel | Utilities 938923

“Understanding Data Analysis Choices.” & ra Toa

1 FORMATTING CHARTS TOTALS TABLES
o When you find the analysis choice @ e
you want to use, click it and Excel : % E’ ~ E’

creates 1t. = . .
ables help you sort, filker, and summarize data,
186 Sheet2 | Sheetl — 1




Understanding Data Analysis Choices

CHAPTER

he Quick Analysis button offers a variety of ways to analyze selected data. This section provides
an overview of the analysis categories and the choices offered in each category.

Formatting

Use formatting to highlight parts of your data. With formatting, you can
add data bars, color scales, and icon sets. You can also highlight values
that exceed a specified number and cells that contain specified text.

FORMATTING =~ CHARTS ~ TOTALS  TABLES  SPARKLINES

o Greater  Text Clear
Set: Than Contains  Format

|
Canditional Formatting uses rules to highlight interesting data.

Charts

Pictures often get your point across better than raw numbers. You can
quickly chart your data; Excel recommends different chart types, based on
the data you select. If you do not see the chart type you want to create,
you can click More Charts.

FORMATTING ~ CHARTS ~ TOTALS  TABLES

M i E W Lo

Clustered Clustered  Clustered Clustersd  Scatter  Mare
Colurnn  Colurmn Bar Column Charts

SPARKLIMES

Recommended Charts help you visualize dats.

Totals

Using the options in the Totals category, you can easily calculate

sums — of both rows and columns — as well as averages, percent of
total, and the number of occurrences of the values in the range. You can
also insert a running total that grows as you add items to your data.

FORMATTING ~ CHARTS  TOTALS  TABLES  SPARKLINES

Formulas automatically calculate totals for you.

Tables

Using the choices under the Tables category, you can convert a range to a
table, making it easy to filter and sort your data. You can also quickly and
easily create a variety of PivotTables — Excel suggests PivotTables you
might want to consider and then creates any you might choose.

FORMATTING CHARTS TOTALS  TABLES

B R B B H

Table  PivotTa.. PiuotTa. PivotTa More

SPARKLINES

Tables help you sort, filter, and summarize data.

Sparklines

Sparklines are tiny charts that you can display beside your data that
provide trend information for selected data. See Chapter 12 for more
information on sparkline charts.

FORMATTING CHARTS TOTALS  TABLES SPARKLINES

Colurmn Wing
Loss

Sparklines are mini charts placed in single cells
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Track and Review Worksheet Changes

f you share your Excel workbooks with others, you can use the program’s Track Changes feature
to help you keep track of the edits others have made, including formatting changes and data
additions or deletions. When you enable tracking, Excel automatically shares the workbook. As you

set up tracking options, you can identify the changes you want Excel to highlight. When tracking
changes, Excel adds comments that summarize the type of change made. Excel also displays a dark-
blue box around a cell that has been changed, and a small blue triangle appears in the upper-left
corner of the changed cell.

Track and Review Worksheet Changes

1 BHS & Q- Bookl - Bucel 7 @ - x
Turn on TraCklng E HOME INSERT PAGE LAYOUT FORMULAS DATA RE\/IEW{ E\am:Marme\'H B
@ Click the Review tab. VE B B DR A B S
Spelling Research Thesaurus  Translate cﬂ:emwlm Delete Previous Mest ¥ G Pg:::t Wpﬂy,waﬂack
. Proofing Language Comment ts Ch B+ Highlight Changes. 4 ~
e Cth TraCk Changes' a1 M Fo || Minimizing Advertising Costs T AcceptReject Changes
. . . A B C D 3 F G H J K L M [«]
e Cl.le H]ghl]ght Changes. 1_MinimizingAdver!!isingCosts
S Media Requirements
4 v Radioc  Mail Newspaper
5 75,000 40,000 30,000 35,000
3 $300 3200  $150 $100
7 10 15 5 20
2 Investments
10 ™ Radic  Mail Newspaper  Total
11| Amount 3500 30 s0 0 3500
12 /Impressions 2 0 0 0
13 Audience 125,000 0 0 o 125,000
16
21
Sheet1 @ HEl | ] EV
The Highlight Changes dialog box
appears. 4 [Vrack changes while editing, [his aisa shares your workBook, |
N .o Highlight which changes
e Select Track changes while editing Fvmen: A
(] changes to [+]). A S E—
I:‘Wheﬁe: |
Excel automatically shares the workbook B Highl it cranges on sxeen
file if you have not previously shared it. I F S O B e
. . ) [ coneel
() You can select options to determine —
when, by whom, or where Excel tracks
changes.

(@ You can leave this option selected to
display changes on-screen.

© click ok.
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Excel prompts you to save

the Workbook. A L0« Users » Elaine Marmel » My Documents » Excel Stuff » v G Search Excel Stuff »
. Organize » New folder B= o @
O 1ype a filename. N . )
Microsoft Excel Marne Date modified Type Size
3 o Excel 2010 Data Files 10/6/2012 211 AM File folder
@ click Save. . . .
5 Favorites I month salesxlsx 104272012 2:05 AM Microsaft Excel W 11KE
B Desktop 3 month sales-borders & shadingdsx 104272012 2:49 PM Microsoft Bxcel W, TTKE
i Dewnloads 2013-conditional formatting s 104472012 223 AM Microsaft Excel W, SHKE
(E_.:'_ Recent places 2013-Industry values chartzls: 01372012 2:41 Al Microsoft Bxcel W, 16 KB
& SkyDrive 2013-Industry values sz 971372012 8:44 AM Microsoft Bxcel W, 11KE
2013-Industry values-stylesxdsz 10/2/2012 216 Pr Microsaft Excel Wi, KB
[ Libraries 2013-5ales Report.dsic 12/6/2012 2:52 PM Microsoft Bxcel W, 52 KB
2013-Table and chartxdsx /2072012 1156 A0 Microsoft Excel W, 16 KB
l@ Hormegroup 2013-Table examplexls: 9/13/2012 5:23 AM Microsoft Bxcel W, TTKE
A Elaine Marmel - 2013-Table with chart sheetalsz 91272012 314PM Microsoft Bxcel W 17Ke v
File name: | Track Changes v
Save as type: | Excel Workbook (™.xdsx) v
Authors:  Elaine Marmel Tags: Addatag Title:  Add a title
[[]Save Thumbnail

BHS @R - Track Changesadsx [Shared] - Excel 2 @ - x
Excel shares the workbook and L N,

3 3 3 ABC EE B X € 7 £ showsHide Corment 3 Protect Shared Workbook

beg]ns traCk1ng Changes to ]t‘ J EO‘ —— E%; IJ J \_T—‘ Ij I Show &1l Comments !:‘ ’? @ EZ Allow Users to Edit Ranges

Spelling Research Thesaurus  Translate  Mew  Delete Previous Mt Protect Protect  Share
Comment 15 Shaw Ink Sheet Wrorkbook Workbook E}Tvack Changes
> Proofin Language Comment ts Changes.

e Edit your worksheet. : e : .
B11 M £ 600 v

A LB | cC o E F G H J K L M O
Minimizing Advertising Costs

(@ Excel places a dark-blue box :
2
around changed cells, and a 5 Media Reguirements
N . 4 ) . ™ Radio Mail Newspaper
small blue triangle appears in - [ e
the upper-left corner of the . N S N N
9 Investments |
changed cell. b e (P oy g ()
. . 12 |Impressians
() To view details about a change, 12 Aunce 10
position the mouse pointer b
over the highlighted cell.

What does the Share Workbook feature do?

The Share Workbook feature enables multiple users to work in a workbook at the same time. To open this
dialog box, click the Share Workbook button on the Ribbon. You use the Advanced tab of the Share
Workbook dialog box to change various Share Workbook settings, such as when files are updated to reflect
one user’s changes and what should happen when changes made by two or more users conflict. You can also
use this dialog box to remove a user from the shared workbook; click the Editing tab to find this option.

continued >
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Track and Review Worksheet Changes (continued)

Reviewing edits made to a workbook is simple. When you review a workbook in which Excel tracked
changes, you can specify whose edits you want to review and what types of edits you want to
see. Excel automatically locates and highlights the first edit in a worksheet and gives you the option
to accept or reject the edit. After you make your selection, Excel automatically locates and selects
the next edit, and so on. You can accept or reject edits one at a time or accept or reject all edits in

the worksheet at once.

When you finish reviewing, you can turn off tracking.

Review Changes
@ Click the Review tab.

9 Click Track Changes.

e Click Accept/Reject
Changes.

Excel prompts you to save
the file.

O click oK.
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taine Marmel ~ [ &

BHS @ /- Track Changes-Tadsx [Shar
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

ABC =3 = 2
V EQ E:% IJ )\fr‘ (-\_T—‘ _)|j £ Show/Hide Cormmen i L(_‘ @ {3 Protect Sharsd Workbaok
I Showr All Corament ts 3 Allow Users to Edit Rang,
Spelling Research Thesaurus Translate  Mew  Delete Previous Hect Protect Protect  Share
Comment t D Show Ink Sheet Workbook Workbook | Track Changes =
Prosfing Language Commen s cha B Highlight Changes -~
11 N P %) Accept/Reject Changes 0 v
A B < D E F G H J K L M =

Minimizing Advertising Costs

Media Requirements
TV  Radioc Mail Newspaper

75000 40,000 30,000 35000

1
2
3
4
5 Audience Size
6
7
8
9

Cost / Impression 4300 3200  $150 5100
Max Impressions 10 15 5 20
Investments

v Radic Mail Newspaper  Total
11]Amaunt [0 1 s <o 50 50
12 /Impressions 0 0 0 0
13 Audience 0 0 0 0 0

EE This action will now save the warkbook, Do you want to continue?

o | [ o |




The Select Changes to Accept
or Reject dialog box appears.

o Click options for which
changes you want to view.

O click ok.

Which changes
[+] wihen: |Notyetreviewed
[#] who:
DWhege: |

CHAPTER

EXCEL

Worksheet Basics

10

|E\reryc|ne

[BI[<][]

m 6.4

| | Cancel

FHS @ Q-
HOME INSERT PAGE LAYOUT

v i B

Spelling Research Thesaurus  Translote

The Accept or Reject Changes
dialog box appears.

o Specify an action for each edit:

Comment

Praofing Language

B11 M £ |0

Rl !

Hew  Delete Previous Mext

Track Changes-1sx [Shared] - Excel

FORMULAS  DATA

5 Show Ink

Comments

D E

L2 show/Hide C it
’ ou/Hide Cormment [:\ E\ B

15 Show 211 Comments

REVIEW | VIEW
3 Protect and Share Workbook

BB Allows Users to Edit Ranges
Protect Protert  Share
Sheet Workbook Warkbook [ Track Changes

Changes

taine Marmel ~ [ &

o You can CHCk Accept to add the Minimizi?wgAdvertisingCosts
change to the final worksheet.

Media Requirements
TV Radio

Mail Newspaper

75000 40,000 30,000 35000

1
2
3
4
5 Audience Size
6
7
8
9

e YOU Can CHCk Reject tO reject the Cost / Impression 4300 3200 3150 5100 Change 1 of 1 made to this document:
Max Impressions 10 15 5 20 Elaine Marmel, 12/7/2012 11:39 An
change. S G D
Investments
. . 10 L TV Radio  Mail Newspaper Total
@ You can click one of these options 1famount w Ll s [
g essto . — : . o] | s | [meran | [eem | con

to accept or reject all of the
changes at the same time.

00 O

How can I stop tracking changes?
To turn off Track Changes, follow these steps:

@ Click the Review tab.
9 Click the Track Changes button.
6 Click Highlight Changes.

e In the Highlight Changes dialog box that appears, deselect
Track changes while editing ([ changes to [ ]).

e Click OK. A message appears, explaining the consequences
of no longer sharing the workbook; click OK.

Dglrack changes while editing. This also shares yourworkbook, :

Highlight which changes

[ when: Al
[¥] who: |Evevyune ‘
[ Iwihere: | 5‘

Highlight changes on screen
|:| List changes on a new sheet

5 ST
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Insert a Comment

You can add comments to your worksheets. You might add a comment to make a note to yourself
about a particular cell’s contents, or you might include a comment as a note for other users to
see. For example, if you share your workbooks with other users, you can use comments to leave
feedback about the data without typing directly in the worksheet.

When you add a comment to a cell, Excel displays a small red triangle in the upper-right corner of
the cell until you choose to view it. Comments you add are identified with your username.

Insert a Comment

Add a Comment %—» Ry

HOME  INSERT  PAGELAYOUT — FORMULAS — DATA

o Click the cell to which you ViR EBE B D

Spelling Research Thesaurus  Translate  New  Delo

Protect Protect  Share
Comment t 5 Show Ink Shest Workbook Workbook [ Track Changes =

want to add a comment. conms
BS - H fe 75000

eCh’ckthe Review tab on the a B e o e r P bw L

nRRANE

. 1 |Minimizing Advertising Costs
R]bbon‘ i Media Requirements
4 v Radj ail Newspaper
@ Click the New Comment e
button. ; Max Im pressions 10 15 5 20
Investments
. . 10 v Radio Mail Newspaper  Total
You can also right-click the  Jmon @ s s s s
cell and choose Insert 13 |udince o 1 o [ol o o

Comment.

comments.lsx - Excel

A comment balloon appears.

PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW

vE R & DO BB B
0 Type your comment text. B o B
- .
BS M %
A B C o E F G H J K L M [<]

Cast / Impression

.
2

3

4

5 Audience Size
8

7 |MaxImpressions
8

9 Investments
10 TV Radic Mail Newspaper  Total
11 | Amount $0 $0 $0 $0 S0
12 Impressions a a a o

13 Audience a a a o 0

Sheet1 @ i [ D
armel o0
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o Click anywhere outside the

BHS -4 -
HOME  INSERT

oAl — M

comments.ls - Excel

PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elzine Marmel = H )
ABC = = > € 7 2 showHide Corment: g Protect and Shars Warkbook
comment balloon to deselect L N e e e T I 2
Spelling Research Thesaurus  Translate Mew Delete Previous  Mext ASIWW e Pg:t:it WPvitha(tk WSHkahra . DTva:k Changes -
Comment 3 ‘arkbool ‘orkbool
the comment. .
F1 M 13 v
() Cells that contain comments A B Lo o e powmo ! Lok L woop
. . . . 1 |Minimizing Advertising Costs T
2
display a tiny red triangle in : T
4 v Radi: il Newspapar
the corner. 5 Audience Size 75,Dnm'wm 35,000
£ Cost / Impression $300  $200 150" s100
7 MaxImpressions 10 15 5 20
8
9 Investments
10 v Radioc  Mail Newspaper  Total
11 Amount $0 $0 $0 40 30
12 Impressions 0 0 0 o
13 Audience 0 0 0 0 1]

View a Comment

BHS @-@-
HOME  INSERT

7 @ - & X

aine Marmel ~ [ &

comments.xlsx - Excel

PAGE LAYOUT FORMULAS DATA REWIEW WIEW
ABC E =t x € 7 & ShowHide Comment 3 Protect and Share Workbook
. : a G DB B E
@ Position the mouse pointer ot e oo T e e s | 5, 5, 5 o
Comment 25 Show Ink Sheet Workbook Workbook [ Track Changes «

over the celL Proofing Langueg Commen s Changes -~

F1 A fo v
A B c D E I E | 6 H J K L M ol
e The comment bau’oon 1 |Minimizing Advertising Costs !
. . 2

appears, displaying the : R DR
4 n Hiaine M i 2P

comment. 5 Auaigmzwmn&;} ot can change s 40
£ |Cost/Imp n $300 éi‘;iﬁ;?g?;m 0
7 |MaxImpressions 10 |ovaeton
8
9 Investments
10 TV Radic Mail Newspaper Total
11 | Amount S0 S0 40 $0 50
12 Impressions 0 0 0 o
13| Audience 0 0 0 0 0

How do I view all the comments in a worksheet?
If a worksheet contains several comments, you can
view them one after another by clicking the Next
button in the Review tab’s Comments area. To view
a comment you have already seen, click the
Previous button. Alternatively, display all comments
at once by clicking the Show All Comments button.

How do I remove a comment?

To remove a comment, right-click the cell
containing the comment and choose Delete
Comment from the shortcut menu that appears.
Alternatively, click the cell containing the comment
and click the Delete button in the Review tab’s
Comments group.
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Understanding Formulas

You can use formulas, which you build using mathematical operators, values, and cell references,
to perform all kinds of calculations on your Excel data. For example, you can add the contents of

a column of monthly sales totals to determine the cumulative sales total.

If you are new to writing formulas, this section explains the basics of building your own formulas in
Excel. You learn about the correct way to structure formulas in Excel, how to reference cell data in
your formulas, which mathematical operators are available for your use, and more.

Formula Structure

Ordinarily, when you write a mathematical formula, you write the values and the
operators, followed by an equal sign, such as 2+2=. In Excel, formula structure
works a bit differently. All Excel formulas begin with an equal sign (=), such

as =2+2. The equal sign tells Excel to recognize any subsequent data as a
formula rather than as a reqular cell entry.

B H S @
HOME

INSERT

PAGE LAYOUT

-3 -
0 % 11 A b
2 f-
it =
e ¢ B I U~ » El
Clipboard Font
‘EUM v| |>< v JS=||:2+2
A g c D
1 =242 l
2
3
4

Reference a Cell

Every cell in a worksheet has a unique address, composed of the cell’s column
letter and row number, and that address appears in the Name box to the left of
the Formula bar. Cell B3, for example, identifies the third cell down in column B.
Although you can enter specific values in your Excel formulas, you can make
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your formulas more versatile if you include — that is, reference — a cell address 4l_» B c D
instead of the value in that cell. Then, if the data in the cell changes but the 2
formula remains the same, Excel automatically updates the result of the formula. 3} -
Cell Ranges % 5o
A group of related cells in a worksheet is called a range. Excel identifies a range S B mw
by the cells in the upper-left and lower-right corners of the range, separated by ,f’i [ Recenty Used - [DTeas [
a colon. For example, range A1:B3 includes cells A1, A2, A3, B1, B2, and B3. et [ Freretc Fitf‘f"; o
You can also assign names to ranges to make it easier to identify their contents. |« -] | |
Range names must start with a letter, underscore, or backslash, and can include A 8 c D
uppercase and lowercase letters. Spaces are not allowed. ;
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Mathematical Operators Operator Precedence

You use mathematical operators in Excel to build Excel performs operations from left to right, but

formulas. Basic operators include the following: gives some operators precedence over others,
following the rules you learned in high school math:

Operator Operation

+ Addition Order Operation

- Subtraction First All operations enclosed in parentheses

* Multiplication Second  Exponential operations

/ Division Third Multiplication and division

% Percentage Fourth Addition and subtraction

" Exponentiation When you are creating equations, the order of

= Equal to operations determines the results. For example,

< Less than suppose you want to determine the average of

— Less than or equal to values in cells A2, B2, and C2. If you enter the

- Greater than equation =A2+B2+(2/3, Excel first divides the
value in cell C2 by 3, and then adds that result to

>= Greater than or equal to A2+B2 — producing the wrong answer. The correct

<> Not equal to way to write the formula is =(A2+B2+C2)/3. By
enclosing the values in parentheses, you are telling
Excel to perform the addition operations in the
parentheses before dividing the sum by 3.

Reference Operators

You can use Excel’s reference operators to control how a formula groups cells and ranges to perform
calculations. For example, if your formula needs to include the cell range D2:D10 and cell E10, you can
instruct Excel to evaluate all the data contained in these cells using a reference operator. Your formula
might look like this: =SUM(D2:D10,E10).

Operator Example Operation
=SUM(D3:E12) Range operator. Evaluates the reference as a single reference, includ-
ing all of the cells in the range from both corners of the reference.
, =SUM(D3:E12,F3) Union operator. Evaluates the two references as a single reference.
[space] =SUM(D3:D20 D10:E15) Intersect operator. Evaluates the cells common to both references.
[space] =SUM(Totals Sales) Intersect operator. Evaluates the intersecting cell or cells of the

column labeled Totals and the row labeled Sales.
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Create a Formula

ou can write a formula to perform a calculation on data in your worksheet. In Excel, all formulas

begin with an equal sign (=) and contain the values or cell references to the cells that contain
the relevant values. For example, the formula for adding the contents of cells C3 and C4 together
is =C3+C4. You create formulas in the Formula bar; formula results appear in the cell to which you

assign a formula.

Note that, in addition to referring to cells in the current worksheet, you can also build formulas that

refer to cells in other worksheets.

Create a Formula

o Click the cell where you want
to place a formula.

9 Type =.

() Excel displays the formula in
the Formula bar and in the
active cell.

e Click the first cell that you
want to include in the
formula.

(© Excel inserts the cell
reference into the formula.
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e Type an operator for the formula.
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How do I edit a formula?

To edit a formula, click in the cell containing the
formula and make any corrections in the Formula
bar. Alternatively, double-click in the cell to make
edits to the formula from within the cell. When
finished, press (Z123 or click Enter (+) on the
Formula bar.

How do I reference cells in other worksheets?
To reference a cell in another worksheet, specify
the worksheet name followed by an exclamation
mark and then the cell address (for example,
Sheet2!D12 or Sales!D12). If the worksheet name
includes spaces, enclose the sheet name in single
quote marks, as in ‘Sales Totals"!D12.
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Apply Absolute and Relative Cell References

By default, Excel uses relative cell referencing. If you copy a formula containing a relative cell
reference to a new location, Excel adjusts the cell addresses in that formula to refer to the cells
at the formula’s new location. For example, if you enter, in cell B8, the formula =B5+B6 and then you
copy that formula to cell C8, Excel adjusts the formula to =C5+C6.

When a formula must always refer to the value in a particular cell, use an absolute cell reference.
Absolute references are preceded with dollar signs. If your formula must always refer to the value in

cell D2, enter $D$2 in the formula.

Apply Absolute and Relative Cell References
%‘3' [

Copy Relative References
0 Enter the formula.

9 Click the cell containing the
formula you want to copy.

() In the Formula bar, the
formula appears with a
relative cell reference.

© Click the Home tab.
O click Copy (E=).

6 Select the cells where you
want the formula to appear.

e Click Paste.

() Excel copies the formula to
the selected cells.

(@ The adjusted formula appears
in the Formula bar and in the
selected cells.
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Copy Absolute References

o Enter the formula, including
dollar signs ($) for absolute
addresses as needed.

e Click the cell containing the
formula you want to copy.

(@ In the Formula bar, the
formula appears with an
absolute cell reference.

© Click the Home tab.
O click Copy (F=).

6 Select the cells where you
want the formula to appear.

0 Click Paste.

( Excel copies the formula to
the selected cells.

@ The formula in the selected
cells adjusts only relative cell
references; absolute cell
references remain unchanged.
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you copy the formula.

When would I use absolute cell referencing?
Use absolute cell referencing to always refer to the same cell in a worksheet. For example, suppose your
worksheet contains pricing information that refers to a discount rate in cell G10. When you create a formula
that involves the discount rate, that formula must always reference cell G10, even if you move or copy the
formula to another cell. In this case, use $G$10. You can also combine absolute and relative references,
creating mixed references that allow either the row or column to change while the other remains static if
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Understanding Functions

f you are looking for a speedier way to enter formulas, you can use any one of a wide variety of

functions. Functions are ready-made formulas that perform a series of operations on a specified
range of values. Excel offers more than 300 functions, grouped into 13 categories, that you can use to
perform various types of calculations. Functions use arguments to identify the cells that contain the
data you want to use in your calculations. Functions can refer to individual cells or to ranges of cells.

Function Elements Construct an Argument
All functions must start with an equal sign (=). Functions use arguments to indicate which cells
Functions are distinct in that each one has a name. contain the values you want to calculate. Arguments
For example, the function that sums data is called are enclosed in parentheses. When applying a
SUM, and the function for averaging values is called function to individual cells in a worksheet, you can
AVERAGE. You can create functions by typing them use a comma to separate the cell addresses, as in
directly into your worksheet cells or the Formula =SUM(A5,(5,F5). When applying a function to a
bar; alternatively, you can use the Insert Function range of cells, you can use a colon to designate the
dialog box to select and apply functions to your first and last cells in the range, as in =SUM(B4:G4).
data. If your range has a name, you can insert the name,
as in =SUM(Sales).

Types of Functions

Excel groups functions into 13 categories, not including functions installed with Excel add-in programs:

Category Description

Financial Includes functions for calculating loans, principal, interest, yield, and depreciation.

Date & Time Includes functions for calculating dates, times, and minutes.

Math & Trig Includes a wide variety of functions for calculations of all types.

Statistical Includes functions for calculating averages, probabilities, rankings, trends, and more.

Lookup & Reference Includes functions that enable you to locate references or specific values in your
worksheets.

Database Includes functions for counting, adding, and filtering database items.

Text Includes text-based functions to search and replace data and other text tasks.

Logical Includes functions for logical conjectures, such as if-then statements.

Information Includes functions for testing your data.

Engineering Offers many kinds of functions for engineering calculations.

Cube Enables Excel to fetch data from SQL Server Analysis Services, such as members, sets,
aggregated values, properties, and KPIs.

Compatibility Use these functions to keep your workbook compatible with earlier versions of Excel.

Web Use these functions when you work with web pages, services, or XML content.
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Common Functions

The following table lists some of the more popular Excel functions that you might use with your own

spreadsheet work.

Function Category Description Syntax
SUM Math & Trig  Adds values =SUM(numberl1,number2,...)
ROUND Math & Trig  Rounds a number to a =ROUND(number,number_digits)
specified number of digits
ROUNDDOWN  Math & Trig  Rounds a number down =ROUNDDOWN (number,number_digits)
INT Math & Trig  Rounds down to the nearest =INT(number)
integer
COUNT Statistical Counts the number of cells in ~ =COUNT(valuel,value2,...)
a range that contain data
AVERAGE Statistical Averages a series of arguments =AVERAGE(numberl,number?,...)
MIN Statistical Returns the smallest value in ~ =MIN(numberl,number2,...)
a series
MAX Statistical Returns the largest value in =MAX(numberl,number2,...)
a series
MEDIAN Statistical Returns the middle value in =MEDIAN(number1,numberz,...)
a series
PMT Financial Finds the periodic payment =PMT(interest_rate,number_of_
for a fixed loan periods,present_value,future_value,type)
RATE Financial Returns an interest rate =RATE(number_of_periods,payment,
present_value,future_value,type,guess)
TODAY Date & Time  Returns the current date =TODAY()
IF Logical Returns one of two results =IF(logical_text,value_if_true,value_if_
that you specify based on false)
whether the value is true
or false
AND Logical Returns true if all of the =AND(logicall,logical?,...)
arguments are true, and false
if any argument is false
OR Logical Returns true if any argument ~ =0R(logicall,logical,...)

is true, and false if all
arguments are false
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Apply a Function

You can use functions to speed up your Excel calculations. Functions are ready-made formulas that
perform a series of operations on a specified range of values.

You use the Insert Function dialog box, which acts like a wizard, to look for a particular function

from among Excel’s 300-plus available functions and to guide you through successfully entering
the function. After you select your function, the Function Arguments dialog box opens to help you
build the formula by describing the arguments you need for the function you chose. Functions use
arguments to indicate that the cells contain the data you want to use in your calculation.

Apply a Function

@ Click the cell in which you
want to store the function.

9 Click the Formulas tab.

e Click the Insert Function
button.

() Excel inserts an equal sign to
indicate that a formula follows.

Excel displays the Insert Function
dialog box.

e Type a description of the
function you need here.

© click Go.

@ A list of suggested functions
appears.

G Click the function that you want
to apply.

(@ A description of the selected
function appears here.

@ click ok.
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The Function Arguments dialog box
appears.

Number1 ; Q 127,135,145}
e Select the cells for each argument Nurbar2 IBW I
required by the function.

In the worksheet, Excel adds the

cells as the argument to the a07
lenCtiOI’l D Adds all the numbers in a range of cells,

Mumbert: number!,number?,... are 1to 255 numbers to sum, Logical values and
text are ignored in cells, included if typed as arguments,

() Additional information about the
function appears here.
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Can I edit a function? How can I find help with a particular function?
Yes. Click the cell containing the function, click the | Click the Help on this function link in either the
Formulas tab, and then click the Insert Function Insert Function or Function Arguments dialog box
button. Excel displays the function’s Function to find out more about the function. The function
Arguments dialog box, where you can change the help includes an example of the function being
cell references or values as needed. You can also used and tips about using the function.

edit directly in the cell.
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Total Cells with AutoSum

ne of the most popular Excel functions is the AutoSum function. AutoSum automatically totals

the contents of cells. For example, you can quickly total a column of sales figures. One way to
use AutoSum is to select a cell and let the function guess which surrounding cells you want to total.
Alternatively, you can specify exactly which cells to sum.

In addition to using AutoSum to total cells, you can simply select a series of cells in your worksheet;
Excel displays the total of the cells’ contents in the status bar, along with the number of cells you
selected and an average of their values.

Total Cells with AutoSum
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l k h S b 3 | Adventure Works Travel $ 123721 § 733306

e C 1C t € AUto um Utto n. 4 | Blue ¥onder Airlines Travel § 034763 § 246550
5 | City Power & Light Utilities $ 299293 § 674,295

M 6 Coho vineyard Beverage $ 228783 § 659385

o If you Cl..lck the Autosum ' 7 7 | Conteso, Lid. Misc $ 230210 § 287080

8 | Contoso Pharmaceuticals Medical $ 371570 § 644,368

you can select other common o | Consolcted Messenger Tech s s 5 aamam

101 Fabrikam, Inc. Utilities $ 639630 § 635474

functions, such as Average or e Cofe et MO e

Graphic Design Institute  Education

13| Humongous Insurance  Financial § 682545 § 577,509
MaX. 14 Litware, Inc. Tech § 002,264 § 206331
15| Lucerne Publishing Misc § 905906 § 443552

You can also click the AutoSum A f—— ’% B
button (X -) on the Home tab. »

BHS & [ - Formulalsx - Excel 7 @m - x
e AUtOS um ge nerates a fo rmu I'a to E HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Eaine Marmel - [ @
total the adjacent Cel.l.s. fx > AutoSum - jcal - I8 Loskup & Reference - = & Define Mame o Trace Precedents L@ ’:‘j ;E

I8 Recently Used~ 1B Math & Trig - Sk Use in Formula =% Trace Dependents -

;“‘ﬁi:"mama\v & Time - [B More Functions - MNa::;UﬂCvtattfmmSa\:ttmn B Remove Arrows - (& WV‘V:;?W c;:f:lmﬁ
e Press m or click Enter (fr) . o irary Detined Names Fomuls Auditing catuiston -
.
UM - X vk =suMicacle) v
A B C D E F G H I K L K[|
W Compary industy 0152l 02sales |
2 | A Datum Corporation  Tech IS 19544915 746907
3 | Adventure Works Travel 5 12372108 733396
4 | Blue Yonder airiines Travel $ 93476318 24655
5 | City Power & Light Utlities $ 20020318 674,205
6 | Coho Vineyard Beverage 1§ 228,7831§ 650365
7 | Contoso, Lid. Misc s 23021018 287,080
8 | Contoso Pharmaceuticals Mecical 13 3715708 644,368
9 | consolidated Messenger  Tech $ 57982518 448,399
10| Fabrikam, Inc Utlities $ 6362018 635474
11| Fourth Coffee Beverage 1§ 876,7401$ 567216
12| Graphic Design Institute Education  §$ 78830015 540082
13| Humongous nsurance  Financial  §3  682545§$ 577,599
14| Litware, Inc. Tech $ 00226418 206331
15| Lucerne Publishing Misc 5 00520618 443552
16| Margie's Travel Travel 5 _280570%§ 843
17] =SUM( D 16)
18 SUM(mumber, )
1
20
21
)
2
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@ Excel displays the result in Eﬂm ERN i

HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elaine Marmel ~ H o
the ceu. fx 3 sutosum + (@ Logical - B Lookup & Reference - = & Define MName ~ %0 Trace Precedents (] ’E‘
I8 Recently Used~ [ Text - 1B Math & Trig - i Use in Formula of Trace Dependents b - &2
;“‘""Sjé" | Financial |B Date & Time - |8 More Functions - MNEZT;E, £ Create from Selection 13 Remove Arrows ~ (8) WV‘V:;TW CSEUHE‘,TLD," &
0 You can cl-ick the Cel.l. to see Function Library Defined Names Fomuls Auditing Calcutation s
. . ar v fe | =SUM(C2:CLE; 0 v
the function in the Formula N , . h . P .
:
bar- 2 | A Datum Corporation Tech $ 195449 § 746,907
3 | Adventure Works Travel s 13721 8 73339
4| Blue Yonder Airlines  Travel § 034763 § 246554
5 City Power & Light Utilities $ 200203 § 674,205
6 Coho Vineyard Beverage § 228783 § 650385
7 Contoso, Ltd. Misc $ 239219 § 267989
8 | Contoso Pharmaceuticals Medical 371570 § 644,368
9 | Consolidated Messenger Tech § 570,825 § 448300
10| Fabrikam, Inc. utilities § 630,630 § 635474
11| Fourth Coffee Beverage § 876740 § 567216
12 | Graphic Design Institute Education $ 788390 § 540282
13| Humongous nsurance  Financial  § 632545 § 577,599
14 Litware, Ine. Tech § 002,264 § 206,321
15| Lucerne Publishing Misc $ 005006 § 443552
16 Margie's Travel Travel 3 289570 §
18
19
20
21
22
2
24 L

Total Cells without Applying a R — R

REVIEW — VIEW

Fun ct-ion fx > putoSumn - [l Logical - I Lookup & Reference = 9 = Define Mame - o Trace Precedents B Eme

I8 Recentty Used~ [ Text + I Math & Trig = . A Use in Formula =% Trace Dependents b +

. “T[::n |E Financial - |E Date & Time = [B More Functions - ;:;” 5 Create from Selection I Remove Awows + (3) "
o Click a group of cells whose values ' T ares .
you want to total. o L, .

. il Company Industry Q1 Sales Q2 Sales
Note: To sum noncontiguous cells, press P i |

2
and hold (2] while clicking the cells. S| Cyreeratgn e s s s oass
6 Coho Vineyard Beverage $ 208783 § 650385
7 $ §
( Excel adds the contents of the cells, : ST
displaying the sum in the status bar 1+ ot e bevros s rorans oo
s asss
3 $
$ $
$ $
$

Cortoso, Ltdl. Misc 239,219 287,989

Contoso Pharmaceuticals Medical 371,570 644,368

Consolidated Messenger  Tech 579,825 448,390

12| Graphic Design Institute _ Education 789,300 § 540282

along the bottom of the program 13| Humongous Insurance  Financial 692,545 § 577,500
14| Litware, Inc Tech 902264 § 206331

Wi n dOW. 15| Lucerne Publishing Misc 905906 § 443552

16| Margie's Travel Travel 289,570

8,057,668

843,834

(@ Excel also counts the number of cells »
you have selected. :

( Excel also displays an average of the i ) @ ¢ N
values in the selected cells. = R X o

Can I select a different range of cells to sum? | Why do I see pound signs (#) in a cell that contains
Yes. AutoSum takes its best guess when a SUM function?

determining which cells to total. If it guesses Excel displays pound signs in any cell — not just cells
wrong, simply click the cells you want to add containing formulas or functions — when the cell’s
together before pressing (Z19 or clicking column is not wide enough to display the contents of the
Enter (). cell, including the cell’s formatting. Widen the column to
correct the problem; see Chapter 9 for details.
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Audit a Worksheet for Errors

n occasion, you may see an error message, such as #DIV/0! or #NAME?, in your Excel worksheet.
If you do, you should double-check your formula references to ensure that you included
the correct cells. Locating the source of an error can be difficult, however, especially in larger
worksheets. Fortunately, if an error occurs in your worksheet, you can use Excel’'s Formula Auditing
tools — namely, Error Checking and Trace Error — to examine and correct formula errors. For more
information on types of errors and how to resolve them, see the table in the tip.

Audit a Worksheet for Errors

Apply Error Checking
o Click the Formulas tab.

9 Click the Error Checking button (7 -).

() Excel displays the Error Checking
dialog box and highlights the first cell
containing an error.

e To fix the error, click Edit in Formula
Bar.

@ To find help with an error, you can
click here to open the help files.

(@ To ignore the error, you can click
Ignore Error.

() You can click Previous and Next to
scroll through all of the errors on the
worksheet.

e Make edits to the cell references in the
Formula bar or in the worksheet.

6 Click Resume.

When the error check is complete, a
message box appears.

O click ok.
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BHS -8 - r checkingadsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS QEVIEW VIEW Elzine Marmel ~ H o
fx @ uogical - soku Rl .
ed~ | Text~ 1B Math & Trig s ;
ame culation
|E Date & Time - [B More Functions - Wind, Options + &
Function Library Caleulation “
Ha - oo =sUMiwidgets) M
A B c D E F G H 1 J K L M N 0 [
1 6 Month Sales Figures for 2012
2 (In Thousands)
3 January February March  April  May  lune  Total Sales
4 |widgets 177 135 145 133 125 152 [anamer |
5 |Gadgets 143 163 173 190 195 198 "HNAMET
& |Sedgets 165 189 203 190 180 183 "HNAMET
7 |Total Salec HNAME? HNAME? HNAME? HNAME? "HNAME? HNAME? WNAME?
8

= SUMPAdgets)
Invalid Mame Error
The formula contains unrecognized te;

BHS ¢ Q-
HOME  INSERT

2 AutoSum ~
fx:‘ I Recently Used ~

eror checking.dsy - Excel
PAGELAYOUT REVIEW  VIEW

Logical -

FORMULAS  DATA

I& Lookup & Reference -

Tert - 16 Math & Trig -
;“""i:w Financial - |8 pate & Time - |8 More Functions -
Function Library "
a7 ME Foo| =SUMIGHGE) -
A B c D E F G H 1 J K L M N 0 [
1 6 Month Sales Figures for 2012
2 (In Thousands)
3 January February March  April  May  June  Total Sales
4 Widgets 127 135 145 139 146 152§ 844
5 Gadgets 149 163 179 190 195 198§ 1,074
6 Sedgets 165 189 203 190 180 183§ 1,110
7 |Totalsales ¢ 241§ 287 § 527 S
]

;E The error ched

 is complete for the entire sheet.

Errarin cell G7

=SUMQune)
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BEHS @ Q- v checking.xsx - Excel 7 @ - X
Trace Errors L S — Q i A oy
. .« . 3 sutosum + (@ Logical - [E Lookup & Reference = = & Define Mame ~ %o Trace Precedents ] = =
o cl]ck the cell Conta'ln'lng the o MRty Used [ Tet- 16 Math & Trig~ Eﬂt G Use in Formula 1§ Trace Dependents [¥1 -l ‘».j
f l 'F t th t ;“T,S;U"EFmanma\' |B Date & Time - |8 More Functions - Manager £ Create fram Selection 13 Remave Arrows = Yo Errar Che oo, &l
ormula or function error tha TE@ -
H7 M fe || =SUMI(BT:GT) 85 Circular Refarences -
you want to trace. -
A B o o E F G H I J K L M N 0] B
1 6 Month Sales Figures for 2012
: 2 (In Thousands)
© click the Formulas tab. oy it e
4 Widgets 127 135 145 139 146 152§ 844
. . 5 Gadgets 149 163 179 150 195 198 $ 1,074
e cl.]ck the Error Check]ng ' . 6 Sedgets 165 189 203 150 180 183 $ 1,110
7 |Total salecsnamE? § 487 § 527 3 518 § 521 % 533@4
8
O Click Trace Error. 2
i
1
G Excel d-lsplays trace |.1I’IES from the B HS ¢ g - emer checkingodsy - Excel 7 @ - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REWIEW WIEW Elaine Marmel ~ M o
current cell to any cells referenced J R - = T N e I
. I8 Recentty Used~ [ Text - 1B Math & Trig - N Ak Use in Formula =% Trace Dependents /4 - ot
in the formula. Functon (B Firanciat = [ Date cTime - (B MoreFunctions = farweer £ Crstefrom Setecion | B Remowe Arrows « optons- LB
Fundion Lbary et ames Fomus Aetting Caatton N
BT A fe || =sUM(January) v
You can make changes to the cell S
6 Month Sales Fi, for 2012
contents or changes to the formula ; o o)
3 January February March  April May June  Total Sales
to correct the error. “wdges |z o1 ass i@ e s 5 oas
5 |Gadgets 143 163 173 190 195 198 $ 1,074
. 6 Sedgets 165 183 203 190 180 183 31,110
@ You can click Remove Arrows to e[Sl fimaver}s— st 'WWQ
. 9
turn off the trace lines. v
12
13
n
1

P

What kinds of error messages does Excel display for formula errors?

Different types of error values appear in cells when an error occurs:

Error Problem Solution

HH i The cell is not wide enough to contain the Increase the column width

value

#DIV/0!  Dividing by zero Edit the cell reference or value of the
denominator

#N/A Value is not available Ensure that the formula references the correct
value

#NAME?  Does not recognize text in a formula Ensure that the name referenced is correct

#NULL! Specifies two areas that do not intersect Check for an incorrect range operator or correct
the intersection problem

#NUM! Invalid numeric value Check the function for an unacceptable
argument

#REF! Invalid cell reference Correct cell references

#VALUE!  Wrong type of argument or operand Double-check arguments and operands
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Add a Watch Window

Suppose you have a formula at the bottom of your worksheet that references cells at the top of
your worksheet. Further suppose that you want to see the effects on the formula as you change
cells to which the formula refers. You can create a watch window to display the cell containing

the formula, no matter where you scroll. You can also use a watch window to view cells in other
worksheets or in a linked workbook. You can position your watch window anywhere on-screen or dock
the window to appear with the toolbars at the top of the program window.

Add a Watch Window

3 BEHS @ Q- ch window dsx - Excel ? - 8
o Cth the Formu"as tab on E HOME  INSERT  PAGELAYOUT  FORMULAS h&vlsv: ‘\/\EV\E/ : E\zmerme\'d Z

the R.ibbon fx 3 autosumn + [BLogicsi - I8 Lookup & Reference = = & Define Mame ~ FiaTrace Precedents 5] ’E\ F =
. o I Recentiy Used = [ Tet v 1B wtsth 22 Trig - r\l‘:' R Use in Formuls %8 Trace Dependent: Y0~ Vﬁ‘: < 2

Funegion Bl Financial = | Date & Time - [ More Functions - Ma:’:;,, 19 Creste from Selection 15, Remave drows -~ &) yindow ;p(mv 8

9 Click Watch Window Funsion Ubray Detinea Names Fomuis Audting Cacuntion “
BaE ME fe | =SUM(BZBES) v

A B c o E F G H | 1 K L M <]
il Date Amount _ AcctType  Opened By [ Customer
63 |13/18/2012 399,95 Internet  CustomerService Eastvalley Existing
64 13/18/2012 19,35 VOIP Phone_Customer Service EastValley New
65 12/18/2012 39.95 Internet Customer $ervice Phosnix Existing
66 12/19/2012 53.95 TV, Direct Sales Phoenix Existing
67 |12/15/2012 59.95 TV Direct Sales Phoenix __ Existing
69 [12/19/2012 59,95 TV Customer Service Phosnix  Existing
69 [12/19/2012 59,95 TV Customer Service Phoenix  Existing
T0|12/13/2012 39.95 Internet Customer Service Phoenix  New
71| 12/20/2012 19.95 VOIP Phone_Customer Service Phoenix _ Existing
72 12/20/2012 3995 Internet Customer Service East Valley Existing
73 [13/20/2012 39,95 Internet  CustomerService EastValley New
74 [13/20/2012 39,95 Internet__ Customer Service West Valley New
75 12/20/2012 13.95 WOIP Phone Customer Service East alley Existing
76 12/21/2012 53.95 TV, Customer Service_Phoenix Existing
77 [12/21/2012 15,35 YOIP Phane_Customer Service EastValley Existing
78 [13/21/2012 59,95 TV Customer Service Phosnix  Existing
79 [13/21/2012 39,95 Internet__ CustomerService Phoenix  New -
80| 13/71/2012 19.95 VOIP Phone Customer Service Phoenix  Existing
81 12/21/2012 33.95 Internet. Customer Service East Valley Existing
82 12/21/2012 39.95 Internet  Customer Service EastValley New
&3 [13/21/2012 39,95 Internet  CustomerService West Valley New
84 12/21/2012 59.95 V. Customer Service Phoenix Existing
85 12/21/2012 13.95 WOIP Phone Customer Service East alley Existing
% 3655.5] o
Sheetz | Sheeti | @ P IO

Mo-————+ o

The Watch Window opens. Watch Window - x

e Click Add Watch. o».’h.&dd Wiatch.., %, Delete Wistch

Boak Sheet Mame Cell alue Farmula
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The Add Watch dialo box BHS & [4- watch windowsdsx - Excel
g HOME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVEW  VIEW aine Marmel ~ [ @
appears f\ 3 autosum + [H Logical IEY Lookup & Reference =Y & Define Name %o Trace Precedents ] ’—‘ =) B
[ Recently Used Test Math & Trig R Use in Formula 7 Trace Dependents ¥4 &o =
Insert Name Watch | Calculation [
Function 1B Financial |8 Date & Time Mare Functions Manager £ Create fram Selection 13 Remave Arrows Window  Options
e Select the ceu or range that Function Library Defined Names Formula Auciting Caleutation -~
h BBE M fe || =SUM(B2:BES)
you want to watch. . . . T e 1 v - v l®
il Date Amount _ AcctType  Opened By Branch Customer
. 63 12/18/2012 3995 Internet Customer Service East Valley Existing
CI_]Ck Add. 64 13/18/2012 19,95 VOIP Phone Customer Service EastValley New |
65 12/18/2012 39.95 Intemet__CustomerService Phoenix  Existing |
66| 13/19/2012 59.95 TV Watch Wind
N . Y dd l l |.|. 67 [12/19/2012 59.95 v atch Window
Ote' oucana mu t]p € cells 68 |12/19/2012 59.95 T %, Delete Watch
to the WatCh WindOW €0 12/19/2012 59.95Iv Book  Sheet  Mame  Cell  Value Formula
. 7012/19/2012 39.95 Internet
71|13/20/2012 19.95 WOIP Phc
72| 12/20/2012 39.95 Internet
73 12/20/2012 39.95 Internet
74 [13/20/2012 39.95 Internet
75 13/20/2012 18,35 WOIP Phone Custonien service edst varey  exisuig
76 12/21/2012 isting
77 12/21/2012 sisting
78 12/21/2012 Selectthe cells that you would like to wateh the value of, [ isting
79 |12/21/2012 =Sheet2SBSE1 ew
80 |13/21/2012 add - wisting
81 12/21/2012 isting
82 12/21/2012 39,95 Internet. Customer Service East Valley New
83 12/21/2012 39.95 Internet  Customer Service West Valley New
&4 [13/21/2012 59,95 TV Customer Service Phosnix  Existing
85 13/21/2012 13,35 VOIF i Customer Service East Valley Existing
() Excel adds the cells to the watch AR 4 :
Sheet2 | Sheetl @® EEl| 1 D

window, including any values or

formulas within the cells.

H S 2 3d-
HOME  INSERT

wiatch window xds - Excel e X

PAGE LAYOUT FORMULAS DATA REVIEW VIEW Elaine Marmel ~ H o
> sutosum + @ Logical - I8 Loskup & Reference= = Define Mame ~ S0 Trace Precedents [ ’ﬁ @ =
e If you scroll away from the cells mfm D Recetty Used~ [ Tt~ 1 Mt 2 Trig - it s D 4| G2 cm!m
Function 1B Financial - | Date & Time - |8 More Functions - Managqer E5 Create from Selection 0 Remove Amows ~ 5) Nyindow  Options~ B
. . . a P
included in the watch window, the Funcion Lbroy Dernes ame: Formut autitng Cautsion -
. . . B4 -] £ | 59.95 v
watch window continues to display
A B C D 3 F G H | 1 K L M -
: 1 Amount  AcctType  Opened By Branch Customer
the]r contents- You Can make 2 | 12/1/2012! 59,95 TV ICustomer Service Phoenix Existing
. 3 | 12/1/2012 49,95 Internet Direct Sales West Valley Existing \
Changes and the Watch W'lndOW 4127272012 ss.991v [Customer Service Eastvalley Existing |
5 | 12/2/2012 49.95 Internet .
i 1 6 12/2/2012 __43.95 Intemet Watch Window - "@
d1sp|'ays the updatEd Val'ue‘ In th]s 7 (127272012 B98BV. | 2y Add Watchu, % Delete Waich
0 % iemet | o g e e v
example, Rows 4 and 7 changed, o opmn wnw D s e
and so did the value in the watch 1 gy s
12 12/4/2012 39,95 Internet
s 13| 12/4/2012 19.95 WOIP Phone
Wll'ldOW. 14| 127272012 19,95 WOIP PhONE casworier service case van B
15| 12/5/2012 58.95 TV Customer $ervice Phognix Existing
« o 16 _12/5/2012 53.95 TV, Customer Service_West Valley Existing
Note: TO Select the Or'lg'lnal Cel.l., yOu 17 13/5/2012 13.95 YOIP Phone Customer Service Phosnix __ Existing
. . 10 12/5/2012 59.95 TV Customer Service Phoehix Existing
- 19 12/5/2012 39.95 Internet Customer Service Phoenix MNew
Can dOUble Cth anyWhere on the hne 200 13/6/2012 18.95 WOIF Phone Customer Service Phoenix Existing
: . 21 _12/6/2012 33.95 Internet. Customer Service East Valley Existing
m the WatCh WmeW. 22| 12/6/2012 35,95 Intemet___ Customer Service EastValley New
23 12/6/2012 39.95 Internet Customer Service West Valley New
. 24 12/6/2012 39.95 Internet Customer Service EastValley New
O Chck the Close but‘ton ( » ) to 25 | 13/6/2012 39.95 Internet  Customer Service Phoenix  New =
K] 1Bl

close the watch window. st

| ®

] m

How do I remove and add cells in the watch window?
To remove a cell from the watch window, click anywhere
on the line for the cell in the watch window and then
click the Delete Watch button. To add more cells, click
the Add Watch button and select the cell that you
want to add.

How can I move and resize the watch window?
To move the watch window, click and drag the
window’s title bar. To resize the columns within
the watch window, position the mouse pointer
over a column (s changes to +), and drag to
resize the column.
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Create a Chart

You can quickly convert your spreadsheet data into easy-to-read charts. You can create
column, line, pie, bar, area, scatter, stock, surface, doughnut, bubble, and radar charts.
Excel even recommends the type of chart that works best for your data. If you do not like Excel’s
recommendations, you can select the chart of your choice.

You can create charts using the Ribbon or using the Quick Analysis button. After you create a chart,
you can use buttons beside the chart or on the Chart Tools tabs to fine-tune the chart to best display
and explain the data.

1 i H® ¢ @ - Chartsxex - Excel
USI ng th e Rl b bon E HOME INSERT T FORMULAS DATA REVIEWY WIEW Elaine Marmel ~ H o
@ select the range of data that you =3 =L I?’?@ﬁi 0 B2 B B 4|0
PirofTable Recommended Toble  llstrations Appig[:.i. Rmm:g;dzd » PivotChart pv:; . Fpednk | Tese symbols
want to chart. o s .

a3 A £
You can include any headings and sl Lc o e g
labels, but do not include subtotals : —— Y N — » Cusered Column
or totals. gl 5

6 [Sedgets 165 189 20 B

7

@ Click the Insert tab g

e (Click Recommended Charts. 2 mmm e | Ill |“ I|| I|| |||

Bmay  Fbnay  weh

The Insert Chart dialog box appears.

e Scroll through the recommended
charts.

() A preview of your data appears.

@ If you do not see the chart you want e commar 5o
to use, Cl.iCk All ChartS. %"" @@= Chartsdse - Excel cw\moouﬂ 7T @ - x

INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW | DESIGN  FORM E\amaMarme\'M o

. M= .
9 Click a chart type. o Pt qdane Ml odging uidian - SE
lement~ Layout~ Colors~ Clmn D( Chal rtTyp chn
o Click OK. | - e
. . A B C 8] E F G H J K L M N o P Q[+
(@ Excel creates a chart and places it in : & Mannsles igures o 2012
the Worksheet. 3 January February March April May June [Total
4 Widgets 127 135 145 139 146 152 G4
5 |Gadgets 143 163 179 180 195 195 1 074
() Whenever you select the chart, Chart e =l T e B )
Tools tabs appear on the Ribbon. e
b
( You can use the Chart Elements 2
(I+), Chart Styles (.#), and Chart . II I I I I I
Filters (7 ) buttons to add chart s e L LU
elements like axis titles, customize 2 B WG s
23
the look of your chart, or change the x
. 26
data in the chart. z n




Using the Quick Analysis
Button

o Select the range of data that you
want to chart.

You can include any headings and
labels, but do not include
subtotals or totals.

© Click the Quick Analysis
button (5).

e From the categories that appear,
click Charts.

e Slide the mouse over a
recommended chart type.

(® Excel displays a preview of your
data using that chart type.

(@ If you do not see the chart you
want to use, click More Charts.

o Click a chart type to insert it.

Excel inserts the chart type you
selected.
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Charts xlsx - Excel

BHS @ Q-
HOME | INSERT

Paste. o B I U- Hi- D-A- ===&E B $-% 5 cell Styles - [ Format- & -

<0 a0
W 8
5 Styles cells

Clipsoard 13 Font [ Alignment [ humber Editing

a3 ME I

A B C D E F 6 H J K L M N 0] P

8 X

PAGELENOUT  FORMULAS  DATA  REVEW  VIEW aine Marmel ~ [ @
- — = - - -
B xx ==Ho & S A 2 |1
2= [ Farmat as Table - BX Delete ~ -

Sort & Find &
Filter = Select~

nRRARES

6 Month Sales Figures for 2012

;
2 (In Thousands)
January February March April May June [Total

Widgets 127 135 145 139 145 152 | 644
5 |Gadgets 149 163 179 180 195 188 | 1,074
6 |Sedgets 165 189 203 190 180 183 | 1,110
7 Total 441 487 527 513 521 £33
8
9
10 FORMATTING CHARTS  TABLES SPARKLINES

17
More
Charts

E lin b~ Bl W
13
12 Clustered  Line  Stacked  Stacked  100%

Calumn Column  Area  Stacked.

17 Recommended Charts help you visualize data,

T vE—]
BHS © Q- Charts.slsc - Excel ? B3 - B3
HOME | INSERT  PAGELAWOUT  FORMULAS  DATA  REVIEW  VIEW aine Marmel ~ [ @
= % motting- | Bemsert « 3+ A
EIEB. ChartTitle e FxDelete ~ [T 2y
e o B - ol Sort & Findt &
A EFormats L Fiftere Select~
Clipboard 1 Font| cells Editing Ps
20
22 - v
150
A . B C M N 0] P Q[+
1 6Monthse '
2 il -
3 January Febru
4 |Widgets 127 4 .
5 |Gadgets 13 1 Janary  Februay  March Aol sy June
6 |Sedgets 165 1 mWidgets W Gadgets § Sedgets
7 [Total 441 4
8
E]
I FORMATTING  CHARTS = TOTALS =~ TABLES  SPARKLINES
1
12 =
13 mﬂl lﬁ/ LELH @ LQH | [
" Clustered  Line  Stocked  Stacked  100%  More
18 Colurnn Colurmn  Area  Stacked.. Charts
16
7 Recommended Charts help you visualize data.

OUNT: 27

sumsos

Mo-————+ %

Can I select noncontiguous data to
include in a chart?

Yes. To select noncontiguous cells
and ranges, select the first cell or
range and then press and hold (&)
while selecting additional cells and
ranges.

In my column chart, I want bars for the elements appearing in
the legend; is there an easy way to make that happen?

Yes. The legend displays the row headings in your selected data,
while the bars represent the column headings. So, switch the rows
and columns in the chart. Click the chart to select it. Then, click
the Chart Tools Design tab and, in the Data group, click Switch
Row/Column.
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Move and Resize Charts

fter creating a chart, you may decide that it would look better if it were a different size or
located elsewhere on the worksheet. For example, you may want to reposition the chart at the
bottom of the worksheet or make the chart larger so it is easier to read.

Moving or resizing a chart is like moving or resizing any other type of Office object. When you select
a chart, handles appear around that chart; you use these handles to make the chart larger or smaller.
Moving the chart is a matter of selecting it and then dragging it to the desired location.

Move and Resize Charts

3 BHS & Q- Chatts.alsx - Excel CHARTTOOLS 7 @ - x
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Can I delete a chart or move it to its own worksheet?
Yes. To delete a chart, right-click its edge and press
(2200, To move a chart to its own worksheet,
right-click its edge and click Move Chart to display
the Move Chart dialog box. Select New sheet (())
(0 changes to @) and click OK (€)). Excel adds a
new worksheet called Chartl to the workbook and
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Change the Chart Type

Suppose you create a column chart but then realize your data would be better presented in a line
chart. You can easily change the chart type. Excel recommends chart types that are suitable for
your data, but you are not limited to its recommendations.

You select a new chart type using Chart Tools tabs on the Ribbon. To make these tabs available,
you select the chart. You click the edge of the chart to select the entire chart or select individual
elements of the chart by clicking them. As long as you click anywhere inside the chart, Chart Tools
tabs appear on the Ribbon.

Change the Chart Type
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You can change the chart style to change the appearance of a chart. You can choose from a wide
variety of preset styles to find just the look you want. For example, you might prefer a brighter
color scheme for the chart to make it stand out, or you might want the elements of the chart, such
as the columns or pie slices, to appear three-dimensional.

You can access various preset chart styles from the Design tab or from the Chart Styles button that
appears along the right edge of a selected chart. To select a chart, click along its edge.

Change the Chart Style
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Change the Chart Layout

You can customize your chart’s appearance by using Excel’s preset chart-layout options to change
the chart layout. Changing the chart layout changes how Excel positions chart elements. For
example, you may prefer to show a legend on the side of the chart rather than on the bottom. Or,
you might want a chart title to appear above the chart rather than below it. Or, you might not want
to display a chart title at all.

The various preset chart layouts are available on the Design tab. To display this tab, select the chart
whose layout you want to change by clicking any chart edge.

Change the Chart Layout
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Add Chart Elements 12

You can add a variety of elements to your chart. For example, you can include or exclude axes,
axis titles, a chart title, data labels, a data table, error bars, gridlines, a legend, and a trendline.
Remember that displaying too many elements on a chart can make it hard to understand. Because a
picture — a chart, in this case — is supposed to be worth 1,000 words, making a chart difficult to
understand by including too many elements defeats the purpose of presenting the chart. This section
shows you how to add axis titles; you use the same technique to add any chart element.

Add Chart Elements
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Format Chart Objects

You can change the formatting of any element, or object, in a chart, such as the background
pattern for the plot area or the color of a data series. You use the Format pane to apply
formatting to selected objects. The pane appears automatically when you format an object.

The available settings in the Format pane change, depending on the object you select. This section

shows you how to add a fill color to the chart area, which is the area behind your data in the chart.

You can apply these same techniques to format other chart objects.

Format Chart Objects

9 Click the object that you want
to format.

To add a fill to the chart area,
select the chart by clicking an
edge of the chart, as shown in
this example.

@ Click the Format tab.
e Click Format Selection.
() The Format pane appears.

Note: The options available in the
pane change, depending on the
object you selected in Step 1.

(@ You can click # to display

other chart elements to format.

(@ You can click here to display
chart area fill, effects, or size
and properties formatting you
can apply.

() You can click here to apply a
variety of text formatting to
the chart area.

e Click the type of formatting
that you want to change.

( Excel displays the effect.
o Change any format settings.

0 Click = to close the Format
pane.
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Change the Chart Data

CHAPTER

ou can quickly and easily filter the information displayed in your chart. Whenever you change

data referenced in your chart, Excel automatically updates the chart to reflect your changes. But
suppose that your chart shows several months of sales data for several products and you want to
focus on one month only. There is no need to create a new chart; you can simply filter your existing
chart. Similarly, you can display sales data for only certain products instead of all products, again,
without creating a new chart. When you are ready, you can easily redisplay all data in your chart.

Change the Chart Data

9 Click an edge of the chart that
you want to change to select it.

() Handles surround the chart.

© click 7.

(@ The Filter pane appears.

You can point the mouse at an
element to preview it.

e Deselect a series or category that
you want to remove (] changes

to []).

e Repeat Step 3 as necessary to
remove additional series or
categories.

© click Apply.

(@ Excel applies the change to your
chart.

e Click [T again to close the Filter
pane.
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Using Sparklines to View Data Trends

You can place a micro-chart of data in a single cell in your worksheet. Excel refers to these micro-

charts as sparkline charts.

You can create three types of sparkline charts: line, column, or win/loss. All three show you, at a
glance, trend information for a range of data you select. Excel places a sparkline chart in the cell
immediately beside the cells you use to create the chart; if that cell contains data, Excel places the
chart on top of the data, obscuring it but not deleting it. You can then move the sparkline chart to
any cell you choose.

Insert a Sparkline Chart

Note: To avoid later moving a sparkline
chart, make sure an empty cell appears
beside the cells you intend to chart.

9 Select the cells containing the data
you want to include in the sparkline
chart.

e Click ' to display Quick Analysis
categories.

e Click Sparklines.

e Click the type of sparkline chart you
want to insert.

This example creates a column
sparkline chart.

() Excel inserts the sparkline chart in
the cell immediately next to the
selected cells.

(@ The Sparkline Tools tab appears.

( Any data in the cell containing the
sparkline becomes obscured but
remains in the worksheet, as you
can see in the Formula bar.
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Move a Sparkline Chart

o Click the cell containing a
sparkline chart that you want to
move.

@ Click the Design tab.
© Click Edit Data.

The Edit Sparklines dialog box
appears.

e Select a new location in the
worksheet for the sparkline
chart(s).

Note: The number of cells you select
at the new location must match the
number of sparklines you want to
move.

© click ok.

() Excel moves the sparkline
chart(s).

( Any previously obscured data
becomes visible.

Note: To delete a sparkline chart,
right-click it and point to Sparklines.
Then, click Clear Selected
Sparklines or Clear Selected
Sparkline Groups.
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Can I create multiple sparkline charts simultaneously? Can I change the type of sparkline chart?
Yes. You can select data on multiple rows; Excel creates a Yes. Click the cell containing the sparkline

sparkline chart for each row and treats the sparkline charts | to display the Sparkline Tools Design tab; in
as a group; for example, if you change the chart type of one | the Type group, click a different chart type.
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PART IV

PowerPoint

PowerPoint is a presentation program that you can use to create slide
shows to present ideas to clients, explain a concept or procedure to
employees, or teach a class. In this part, you learn how to create slide
shows; how to add text, artwork, and special effects to them; and how
to package them on a CD-ROM.

Dependencies and Resources

T

Vendors

Help

Pause

End Show
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Build a Blank Presentation

hen you first start PowerPoint, the PowerPoint Start screen appears. From it — or, if PowerPoint

is already open, from Backstage view — you can choose to create a new blank presentation or
you can search for a presentation template or theme to use as the foundation of your presentation.
When you create a blank presentation, PowerPoint sets up a single slide; you can add more slides

and format them as needed.

Building a presentation in this manner, rather than choosing from one of PowerPoint’s existing templates,
allows you the freedom to create your own color schemes and apply your own design touches.

Build a Blank Presentation

From the Start Screen
o Start PowerPoint.

The PowerPoint Start screen
appears.

9 Click Blank Presentation.

() PowerPoint creates a new
presentation with one blank
slide.
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3 Ja—— PR X
From Backstage View s carcriems -] ®
@ Click the File tab. New
. 2
9 Click New. Ser for i anphes rd rames »
Suggested searches:  Business  Calendars  Chartsand Diagrams  Education  Medical  Nature  Photo Albums
e Click Blank Presentation. -
Takea (2
tour
Blank Presentation Welcome to PowerPaint eal presentat..
— . *\I\I\I\I\I\I\
- Ozganic 3 : ‘ *\lt\
- |ION IA\ IA\ IA\ IA\ lA\ ZANVZANY
‘——— . INTEGRAL
Organie lon Integral
Wo0D TYPE MESH :
® Metropolitan
Wood Type Mesh Metrapolitan =
] EHSS O5- Presentation - PowerPoint ? @ - x
e PowerPO.Int Creates a neW h HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEWY VIEWY E\zmeMzrme\'H o
presentation with one blank iy X ﬂf:y,‘ SRIEak e L =l O
Sljde pafte ~ :m B Section B I USsef-a A )é Shp A E ?y‘k/—'shp Effects [} Select~

Clipbeard & Slices Fort. Paragragh Drawing Editing ~

(B g

Click to add title

Clicktoadd subtitle

What is the default aspect ratio for PowerPoint slides, and can I change it?

The default aspect ratio is 16:9, but, if you regularly need to present using a 4:3 aspect ratio, you can
change the default size for your slides by following these steps. Apply the 4:3 aspect ratio to your slides (see
the section “Change the Slide Size,” later in this chapter). Click the Design tab, and click =] in the Themes
group. Click Save Current Theme. In the Save Current Theme dialog box, type the name of the theme, and
then click Save. In the Themes Gallery on the Design tab, right-click the saved theme. (When you point the
mouse at a theme in the gallery, a tip showing the theme name appears.) Click Set as Default Theme from
the menu that appears.
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Create a Presentation Using a Template

PowerPoint templates can help you quickly create a professional-looking presentation. Templates
contain themes that make up the design of the slide. Themes are groups of coordinated colors, fonts,
and effects such as shadows, reflections, and glows. See Chapter 14 for more information on themes.

Templates contain more than just themes, though. For example, they can contain prompts to help
you set up the slides in the presentation for a particular subject. In addition to a theme, a template
for a scientific presentation might contain slides that prompt you to include a statement of the
problem, a hypothesis, a list of variables, and so on.

Create a Presentation Using a Template
@ Cclick the File tab. [ 1 S P A,

o X = .| A D —
R, ] ] e oA A DD » "):shap: Fill # Find
B = 4“7 [# Shape Outline = | 23 Replacs

Paste New a Shapes Arrange Quick
¥ | e, DScton= | B T U 8k fL-Aa- A o o " s @ Sape Eiests - Iy Selest

Clipboard 1 Slices Font. Paragraph Drawing Editing -~

7 - 8 X

B
Baine ermel < [ @ @

PawerPaint

9 Click New.

e Click here and type a search
term and click 2 or press

() PowerPoint displays a
category list you can use to
limit the search.

New

() Potential templates appear
here.

e Click a template.
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PowerPoint displays a
preview of the template
design.

(@ You can click these buttons
to scroll through the slides in

the template Business deal presentation
° . Provided by SlideShop.com
N N This Business Del PowerPoint template is 2 bridge
(© A description of the template ; ey iy
appears here. i

e

Rating: 5 (188Votes)

(3 You can click these buttons 7
to view other templates in 4 Miowmgess
the preview window.

o Click Create.

3 S T ¢ resentation? - PowerPoin z - &
( PowerPoint creates the %‘3 o Fesant Pt w5 %
HOME INSERT DESIGN. TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Elaine Marmel YH ]
presentation using the X = E R -, r i
B Reset &7 [# Shape Outline - | McReplace ~
template you chose. P | s | BT U SaeBomac A S e g Gl o oo | st

Clipboard @ Slides Fort Faragraph Drawing Editing ~

You can add your own text to
each slide; see Chapter 14 for &
details.

Templates

Your own sub headline This is an example text.
Go ahead and replace it with your own text.

What does the Home button on the New tab do?
Before you type a search term, a series of suggested search N ew
terms appear below the search box (€J). You can click one of
those search terms instead of typing in the search box. After
you search for a term, you can click the Home button to

redisplay the original suggested search terms so that you can Search for online templates and themes

use them again if you want. % Suggested searches:  Business  Calendars
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Create a Photo Album Presentation

You can quickly turn any collection of digital photos on your computer into a slide show
presentation in PowerPoint. For example, you might compile your photos from a recent vacation
into a presentation. Alternatively, you might gather your favorite photos of a friend or loved one in a
presentation. To liven up the presentation, you can include captions with your photos. You can also
vary the layout of slides, including having one (the default), two, three, or more photos per slide.
You can then share the presentation with others, or e-mail the file to family and friends.

Create a Photo Album Presentation

. BHo O enation! - PowerPoit
@ Click the Insert tab. e | L L P8
. = B B 0nine PSS | B g @ x 9 E A2 T QO DO0
o Cl.le PhOtO Album. New | Tabe Ptr‘ = :"N:m .% Appf Hype\okAtmn Commment  Text ng WuvdAVtg Equation Symbol | Video Audio
The Photo Album dialog box w
appears. =
€ Click the File/Disk button.
o[ | X remoye VS E N T
Im o } -
e s d
o

SUDE 1 OF 1 Znotes Wcomments [H 2R B

The Insert New Pictures dialog

bOX appears. (€ ) » 1 L Libraries » Pictures + Persanal w| & | | search Personal ¥y
Organize = New folder =~ I @
e Navigate to the folder or drive _ _ : mw -
. L. . [ Micrasoft PowerPoint 1 i
containing the digital pictures ‘ ——
0 Favorites e -
that you want to use. = o 0 ; E
2 : i Bownloads frnal Farni : i on - L -V ato 13
o Click the pictures that you 5 Racent paces e e s.eep?ng“‘iajuste Shossadiuted
want to use & SkyDrive djpg g
. . i Libraries ¥ I ‘ ; '\A\
To use multiple pictures, you “ . e
] @ HumEgrnup ato, R aldenRetriver_a ACK-yards, -“05 ris
can press and hOI'd Wh]l'e H Elaine Marmel £ ;hllj tuFlinteI WEJ AR tojy cto?:pcel’é.jpg

clicking the pictures. .
8 Computer

. i, Local Disk (C)
o Click Insert. 10 VD Drive (E:) 15.04420.1017 m m ‘

[ Elaine-Hethook (elaine-lenavo) ¥ I

v

File narme: v |AII Pictures (*.ernf* wrnf™ jp g v|
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You can change the picture order
using these buttons.

Album Content
Insert picture from:
Eile/Disk..,
Insert text:
Mew Text Box
Ficture Options:

To remove a picture, you can
select it in the Pictures in Album
list ([[] changes to [#]) and then
click Remove.

You can use the tool buttons to
change the picture orientation,

Album Layout

Captions below ALL pictures
[ ALL pictures black and white

Phaoto Album

Pictures in album:

11

[] 2 Buddyslesping-adjusted
[13 Cata_the Shoss-adjusted
[Ja Cato

(15 lackyard2

[1& losh Chris toy-cropped
(17 losh watson-cropped
]

71 3 Josh-thinkerfixed

| & X Remaowe

Buddy on the desk ~

Preview:

| 20 |G| 91| 8

Ficture layout:  Fit to slide v
contrast, and brightness levels. rapdus Zedl -
Theme: Browse... .
Click Create. 0
Create Cancel
PowerPoint creates the slide BHS 0 5 - Presentation? - FawerPoint RS
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEW Elzine Marmel ~ r
show as a new presentation B % Horns
ﬁl Paste New DR Shapes Arange v;,VERep\aQ -
e. . Slide+ O Section~ N - [ Select-

Each picture appears on its
own slide.

The first slide in the show is
a title slide, containing the
title “Photo Album” and your
username.

8
I‘ . Clickto add notes

supE1oF13  [R

How do I fit multiple pictures onto a single slide and
add captions?

Click the Insert tab, and then click # beside Photo Album
and choose Edit Photo Album. In the Edit Photo Album
dialog box, click the Picture layout v| and choose to display
as many as four pictures on a slide, with or without title
text (€9). Select Captions below All pictures ([] changes
to [#]) (€)). If this option is grayed out, choose a different
Picture Layout option. Click Update (). You can type your
captions after closing the Photo Album dialog box.

Photo Album

by Elaine Marmel

2 NOTES

B COMMENTS

E & ¥ =

Album Content
Insert picture from:
File/Disk..
Inserttext O
Mew Text Box
||
Ficture Options: O
] captions below ALL pictures
[ ALL pictures black and white

0

[ 5 Josh-thinker-fixed

Abum Layout

Bicture layout: |2 pictures
Fitto slide
1 picture

Frame shape:
Theme!
Changes yau havi 4 pictures

background and
the Editmenu, | 1 picture with title
2 pictures with title

4 picture s with title

Pictupes in album
[]1 Buddy on the desk -~

[] 2 Cato the Shoes-adjusted

] 4 Josh Watson-cropped

Edit Photo Album

Previes
Buddy sleeping-adjusted
Cate

yared2

_Chris toy-cropped

Josh-portrait-headshot

-

Fhoto Album dialog box, such as slide

Fan recover thase changes by clicking Undo on

LUpdate Cancel
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Change PowerPoint Views

ou can use views in PowerPoint to change how your presentation appears on-screen. By default,

PowerPoint displays your presentation in Normal view, with thumbnails of each slide showing
the order of slides in your presentation. You can view the Outline tab to see your presentation in an
outline format, or switch to Slide Sorter view to see all the slides at the same time.

In addition to changing PowerPoint views, you can use the PowerPoint zoom settings to change
the magnification of a slide. You can also change the size of the panes in the PowerPoint window,
making them larger or smaller as needed.

Change PowerPoint Views

Using Normal View
@ click the View tab.

o Click the Normal button.

() You can also use these buttons
to switch views.

BEHS O 3:- Watermans Best Practices.pptx - PowerPoint A x
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEY ﬂ Elaine Marrmel - M o
=[=| [t Arrange All

&» = D D Dnv‘l‘m. Q . .c\ =B E"'J

0’

aaaaaaa

9 Slide Handouk Notes Notes  Zoom Fitto New Switch  Macros
w | Master Master Mast Guide: Window EE‘ kWt i TEMOVE SPIE i -
Master Views Show n zoom ColorfGrayscle Windowr Macies | A

22203 Field Ssles Piet

= |

- o - iiage

() Thumbnails of slides appear here.
2012-2013 Field Sales Pilot

Tampa » Indianapolis » Chicago

( The currently selected slide
appears here; its thumbnail
displays an orange border.

Click to add notes

SLIDE 1 OF 15 = NOTES B COMMENTS

Using Outline View
@ click view.

9 Click Outline View.

(©) PowerPoint displays the
presentation in an outline
format.

(3 You can click the outline text
to edit it.

(@ You can click a slide icon to
view the slide.
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BEHS O3:- Watermans Best Practices.pptx - PowerPaint 2 m - X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOWY REWIEWY WIEWY Elaine Marmel ~ M o
B amange it

@moEEC: @ao e ® £
2 DG dlin. D B Casca L
Hormal 3 cading  Side Handout Nates Notes  Zoom Fitto New Switch  Macras
ot Page e | Wioctr Mioster. Mostor window | Black and White i B Mae Splt o -
ColoGrayscale Window Macos | &

Presentation Views Master iews Show = Zoom

&» 1] 20122013 Field Sales Pilot

20 Waterman's Cardholders increase sales 82

loyalty!

1/ @Don't be afraid to ask..on average 80% of our
applicants are approved for the Waterman's
card.

©The average crediit line for aWaterman's card
is $900.

©new cardholders first credit purchases are
typically around $125. Other ten
transactions average $40.

©4 watermans cardholderwill us rd at
least two times throughout the year and
spend an average of $50 each visit

2012-2013 Field Sales Pilot

4| Forthe Sales Associate... Tampa « Indianapoelis * Chicago
1 ©@Ask EVERYONE! Thiswill increase the chances
of the customer saying yes. Never assume the
customer will say no.
©ODon't wait until the customer gets to the
register.. offer the card earlyin the buying
process. Youwill increase the armount the
customer has to spend. tincrease customer’s
buying power)
OIf customer seemsto bein a hurry, go directly |-

Click to add notes

SLIDE 1 OF 13 = NOTES
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PawerPoint Slide Show - [Watermans Best Practices ppbd - Pawe Paint,

Using Reading View
© cick .

Note: You can also click the View tab and
then click Reading View.

PowerPoint hides the ribbon and fills
the screen with the first slide in the

presentation. 2012-2013 Field Sales Pilot
(@ To view the next slide, click the slide W,
or click [@. i

() To view the previous slide, click [@.

@ To .display a menu of avai%able o.ptions Tampa - Indianapolis « Chicago
while reading a presentation, click [E.

@ You can click [E to redisplay the

SUIDE 1 OF 13

resentation in Normal view

p ese tat Y 0 a ew. BHS O3- Waterrmans Best Practicesppb - PowerPaint H - 8 %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEWS WIENY El: Marmel H o

Using Slide Sorter View =l T o Bamoen | [H [

= E ﬁ E N D uler . q ﬁ olor trange 5 =

E- 2 D Gridlines I= = Grayseale T 2 Caseade = o

. . Mormal Outline  Slide  MNotes' ] Slide Handout Notes s Motes Zoom WF\tdtn Eﬂlatk ndWhie Wdew = Mowe St WXv:tth Macros

View | Sorter Page  View Master Master Master findiowe findow 7 indaus v

Click the View tab. o s |

@ Click the Slide Sorter button.

PowerPoint displays thumbnails of all
slides in the presentation.

(@ Under each slide is a number
representing its position in the
presentation.

You can drag any slide to reposition it
in the presentation.

You can double-click a slide to switch
to Normal view and display the slide’s

content.
TIPS
How do I zoom my view of a slide? Can I resize the PowerPoint pane?
You can drag the Zoom slider, which appears beside the view buttons | Yes. Position the mouse pointer
on the status bar at the bottom of the PowerPoint window. Or, you over the pane’s border. When [;
can click the View tab, click the Zoom button, and choose the changes to 4=, click and drag
desired magnification in the Zoom dialog box that opens. Click the inward or outward to resize the
Fit to Window button on the View tab to return slides to the default | pane.
size for the current view.
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Insert Slides

owerPoint makes it easy to add more slides to a presentation. To add a slide, you use the New

Slide button on the Home tab. Clicking the top half of the New Slide button adds a slide with the
same layout as the one you selected in the Slides pane; alternatively, you can click the bottom half
of the button and select a different layout.

You can add and remove slides on the Slides tab in Normal view, or you can switch to Slide Sorter
view and manage your presentation’s slides.

Insert Slides

: : BHS O3- Watermans Best Practices.ppb - PowerPoint 7 @ - x
o CI-]Ck the thumbna]l- Of the E HOME | INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW Bane Marmel - [ @

. . S Y ) syt Kalewl=-= = I 0D Om [y Dshepesin 4 Find
slide after which you want to Ne- g ‘ T -

; N Pt o e tione | B T U S axB-ha A By TS QD shope ircts+ |y Seect-
insert a new slide. e sl s s o N

Waterman's cardholders increase sales & loyalty!

o Don'tbe afraid to ask...on average 80% of our applicants are approved
for the Waterman's card

© The average creditline for & Waterman's card is $900

© New cardholders'first credit purchases are typically around $128. Cther
tender type transactions average $40.

o Aaterman's cardholder will use the card at least two times
throughout the year and spend an average of $60 each visit

Click to add notes

. B HS U 5 Waterrmans Best Practices.pptx - PawerPoint 2 @ - x
Cth the Home tab. HOMEﬂDES\GN TRANSTIONS  AMIMATIONS  SUDESHOW  REVIEW  VIEW aine Marmel ~ [ @

. o . = I 0D O () Do 4 Find
[g = ~ o E - Eh
. B - 2R [E3) 47 17 Shape Outline - 83 Replace ~
© Click the bottom half of the ERRITE; TR 2 g S S
Clippoara & sies Fort Paragraph Drawing arting P

New Slide button.

Note: Clicking the top half of the Waterman's cardholders increase sales & loyalty!
New Slide button adds a slide |
with the same layout as the one
you selected in Step 1.

o Don'tbe afraid to ask...on average 80% of our applicants are approved
for the Waterman's card

© The average creditline for a Waterman's card is $900

© New cardholders'first credit purchases are typically around $125. Other
tender type transactions average $40.

o AWaterman's cardholder will use the card at least two times
throughout the year and spend an average of $60 each visit

Click to add notes
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o A gal.l.ery Of Sljde I.ayOUtS BHS O3+ Waterrnans Best Practices,ppb - PowerPoint 7 | - x

HOME  INSERT  DESIGN  TRANSTIONS  AMIMATIONS — SLDESHOW  REVIEW  VIEW aine Marmel ~ [ @
<y Y Eltayout~ ol e | = [m] & Shape Fill # Find
appears. T = .ilw]E D G [ e M
. EE ] Reset - a an LZ Shape Outling 35 Replac
aste Ay = apes Arrange Ouic
T e Fection- | B T U S e pa-[ A S e A Siyles - @ Shape Bifects | [y Select~
Click a slide layout cizsons 7 | i N
. B
terman’s cardholders increase sales & loyalty!
Lo TitleSlide Title and Content  Section Header
Jon'tbe afraid to ask. .. on average 80% of our applicants are approved
. | or the Wiaterman's card
he average creditline for a Waterman's card is $900
| 18w cardholders'first credit purchases are typically around $125_Cther
Two Content Comparison Toeomy  fder e t‘ramsact\oms averags 40 .
Waterman's cardholder will use the card at least two times
woughout the year and spend an average of $50 each visit.
=
Blank Picture
Caption Caption
i) Duplicate Selected Slides
[E Slides from Outline.,
3 (3 Reuse Sides
z
7
Click to add notes

supezor1s 2 Znows Bcomvens B S8 B T -—F+——+ om &3
. . BHS O 3- Watermans Best Practices.pptx - PowerPaint 2 3 - x
() PowerPoint adds a new slide oo s, a8
3 B 3% [FLayout - . e _ o O 27 Shape il % Find
after the one you selected in TAI=F wileEE e QR Qi A
Paste jew B I USGaA-A- A- = "~ Shapes Amange Quick " raetier
St 1 .o S‘m S section~ - = - B N = Siyles- QF Shape Effect: I3 select -
ep 1. apovs ol e [ cng |

1

(@ The new slide uses the layout
you selected in Step 4.

TR - e - G kg

Click to add title

o Click o add fext

| oClickio agd text

==E] || R
Ldlgd 53

ElD
Ldld 03

=
2
< :
s
Clickto add notes
=

sucEsoF 14 [ Znoes Bcommens [E) S8 B 0P -— -+ 4 &% b3

What happens if I click the Slides from Outline Can I duplicate several slides simultaneously?
command? Yes. Select the slides you want to duplicate; you
You can use this command to create a presentation can press and hold as you click each slide.
from an outline you created in another program, such Then, click the bottom of the New Slide button

as Microsoft Word. PowerPoint creates one slide for each | and click Duplicate Selected Slides. PowerPoint
heading style you applied; if you did not apply heading | inserts all of the duplicate slides after the last
styles to the outline, PowerPoint creates slides for each | slide you selected.

paragraph.
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Change the Slide Layout

PowerPoint includes several predesigned slide layouts that you can apply to your slide. For
example, you might apply a layout that includes a title with two content sections or a picture
with a caption.

For best results, you should assign a new layout before adding content to your slides; otherwise,
you may need to make a few adjustments to the content’s position and size to fit the new layout.
If you find that you do not like a style element, you can make style changes to all slides in your
presentation so that you maintain a uniform appearance throughout your presentation.

Change the Slide Layout

: : EHS O5- Sample Project Presentation.pptx - PowerPoint 7 m - x
@ Click the slide whose layout L i i ot
you want to change in the : R =l R o A
: Foste ide - cton< | B T U S axfraa- A Shopes Arenae es @ Shape 3 Select +
Slides tab. e - S

PROJECT GOALS

. H % 63> Sample Project Presentstion ppbx - PowerPoint B x
9 Chck the Home tab, HOME | INSERT  DESIGNggeRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW Eraine ormel < [0 @
0 % (=] Dby <’ n - A A A == 1 @’) DD (T Dswapern 4 Fing
=g N EIReset B  Shape Qutline - 35c Replace -

Shapes Arrange
N . @ Shape Effects [ Select~

Drawing Editing ~

e Click the Layout button. I

Slides Fort.

N PROJECT GOALS
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(@ A gallery of slide layouts
appears.

(@ The currently selected layout
is highlighted.

e Click a layout.

(® PowerPoint assigns the
layout to the slide.
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BHS O3+ Saraple Project Presentation ppb - PowerPoint 7 | - x
HOME  INSERT  DESIGN  TRANSTIONS  AMIMATIONS — SLDESHOW  REVIEW  VIEW aine Marmel ~ [ @
"" 9‘: Ellzyuut' o ol a el i s = I @ DD ] &3 shape Fill % Find
Slice & & L% Shape Outline - 35 Replace ~
ew Srapes Anange. Quick
] Styles - & Shape Effacts [ Select -

Drawing Editing ~

Caption

Hame Card  Quote Marme Card  True orFalse

“nid

al Click to add notes

BHS O 3- Saraple Project Presentstion ppb - PowerPoint 7 @ - x
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW/ REWIEW WIEN Elaine Marmel ~ H o
o, - P — [ A
B &% =] Eltayou P SNEIES === Il @ DD [ 22 shape Fill 4 Find
By - £ Reset [E]] 67 [ Shape Outline - | 3¢ Replace
t = Shapes Arrange Quick

Paste Hew A
- B I U S ach-pa- A

Slide - 5 Section ™ By T - @ shaperitects I3 Select

Font

PROJECT GOALS

“niq

al Clickto add notes

How do I make a style change that affects all slides in my presentation?

You can use the Slide Master. Suppose that you do not like the font you selected for your presentation.
Using the Slide Master, you can change the font on all slides in one action. Click the View tab and then
click Slide Master. PowerPoint displays the Slide Master tab. Make the changes you desire; for example,
select a different font for the presentation. When you finish, click the Close Master View button to hide
the Slide Master tab. Your new font appears on every slide in your presentation.
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ou can easily change the size of your presentation’s slides. In earlier versions of PowerPoint,
slides used the 4:3 aspect ratio that was common on televisions. To accommodate widescreen and
high-definition formats, PowerPoint 2013's default slide size uses an aspect ratio of 16:9.

If you change the size of a slide that contains content, PowerPoint attempts to scale your content;
if it cannot, PowerPoint offers to maximize the content to ensure that it fits. If you opt to maximize
the content, it is larger but may not fit on the slide. If you apply the Ensure Fit option, your content
is smaller but fits on the slide.

\ Change the Slide Size

€ Open the presentation T . 2
containing the slides you .
want to resize.

9 Click the Design tab.

Photo Album

by Elaine Marmel

B H N Wiy Phata Album.pptx - PowerPaint 7 @ - 8 X
HOME  INSERT  DESISN | TRANSTIONS  ANIMATIONS  SLIDESHOW  REVEW  VIEW Elzine Marmel © e

i

© click Slide Size.

Q From the drop-down list that
appears, click Standard.

o
= Backgroun

7 sa
ararts
Stondlard (43}

Widescreen (16:9)

Custorn Slide Size..

Photo Album

by Elaine Marmel

Click to add notes




PowerPoint displays a message, asking how Microsoft PowerPoint -
you want to handle content on the new slide ‘You are scaling to a new slide size. Would you like to maximize the size of your

size content, or scale it down to ensure it will fit on the new slide?

Click Maximize to increase the size of the
slide content when you scale to a larger slide
size. Be aware that your content might not fit
on the slide.

Click Ensure Fit to decrease the size of your

content when you scale to a smaller slide size. Rlaiinize Eheunclhit
Although the slide content might appear
smaller, you can see all content on your slide. Marimize | | Ensure 7t el
PowerPoint resizes all of the slides W o e R - A
. . HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIE Elaine Marmel ~ o
in the presentation. :
Note: You might need to reapply a e i .
theme.

= Photo Album

by Elaine Marmel

- Clickto add notes

Can I establish a size for my slides other than 4:3 or 16:9?

Slide Size ?

Yes. Complete Steps 1 to 3 and, from the drop-down menu, click Ep— F——
Custom Slide Size. In the dialog box that appears, use the Slides ot x _
sized for [v (D) to select a slide size. You can also specify slide oin |2 @ Langscape
width, height, numbering, and orientation. Click OK to apply your p Notes, Handouts & Outine
Changes. Mumber slides fram: ) IR

1 - () landscape

oK Cancel
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Add and Edit Slide Text

[l slide layouts except for the blank slide layout are designed to automatically hold some text. To

help you enter text, PowerPoint includes a text box that contains placeholder text, such as “Click
to add title,” “Click to add subtitle,” or “Click to add text.” You can replace the placeholder text with
your own text by typing directly in the slide.

After you add your text, you can change its font, size, color, and more, as shown in the next section.

| Add and Edit Slide Text

4 BHS O 5- The 50 States of the US&.ppt - PowerPoint
Add Sl]de TeXt E MOME | INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW
. . o X [S[EvrS o | e | iz r=, Il D O & shape Fill b Find
o Cl.]Ck the tEXt bOX tO Wh'ICh D‘,‘:ﬂ l:l £ Reset * S . [‘: @ D e Shape Outling 2c Replace ~
P o N e | BT U S B nac[ A =, | Shapes Amange S?y‘ 2 Shape Effects - |} Select -
- ide - =l B a
you want to add text. B o v |
[

he 50 States of the
US.A

Click to add subtitle |

- Clickto addnotes
Zrows Bcomvens B an B

POWGI’POH‘lt h-ldes the FHS O ®- The 50 States of the IS, pptx - PowerPoint DRAWING TOOLS
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEWY FORMAT
ooy Y. [Ftayout . _, - DO 22 shape Fill -
placeholder text and displays = 5 st mryammrer i ] 4| S @ = w:
an insertion point. S G Bee BT M S b A B A e @ et -
i i ol ivaon i ol e | e

e Type the text that you want
to add.

e Click anywhere outside the
box to save your typing.

- Clickto add notes
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Edit Slide Text BHS @3- The 50 States of the US&, pptx - Powe Point. DRAVING TOOLS T H -8 X

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIENY FORMAT Elaine Marmel = gﬁ 3
. . X, Bayout- 150 ¢ .| el iz L2 shape Fill ~ HFma
ryGothic (= (38 - A A A0 =
@ Click in the text box where Do S g F ] o O W e -
Paste Mew B T U S A A- A- Shap:x Anange Quick
. v ¥ giger BSection~ = i © Sles~ aShapeEf&:ts [}s:\mv
you want to edit the P . . o &l o |
contents. ]

PowerPoint selects the text
box and displays an insertion
point in the text box.

’ e 50 States of the

-, (Clickto add notes

supe1oFia [2 = NOTES I COMMENTS B i B ¥ -—F+——+ 5% B3
BHS OB+ The 50 States of the US&, pptx - PowerPaint. DRAWING TOOLS 7 = - x
9 Make any changes that you LRy e Be. e e
: ey X [Ftayout - [Centuy Gotnic (< [38_ | &° & = = - D 2 shape Fill - HFma
want to the slide text. B | g [Eommsiis < |2 AR SR P L
P"f“ ~ mg Ssection- |l T Y S we M- | A SEES(= - Shap“ A"a,"ge qu‘:: @ Shape Effects - hs:\m-

You can use the keyboard arrow o )
: U

keys to position the insertion
point in the text, or you can
click where you want to make a
change.

e When you finish, click anywhere
outside the text box.

he 50 States of the
i States of America<@)

Arizona

-, (Clickto add notes

supe1ofF1s [ Znoes Mcomments [ 2R

What should I do if my text does not fit in the text box, or fit the
way I want?

You can resize the text, as described in the next section, or you can g
drag one of the handles of the text box to enlarge it, as shown here. 7 M‘
When you position the mouse pointer over a handle, [; changes to %, I,

, or a=. When you drag, the mouse pointer changes to + ()).

+ The state bird is: Cactus Wren

+ The state floweris:
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Change the Font, Size, and Color

fter you add text to a slide (as described in the previous section, “Add and Edit Slide Text”), you

can change the text’s font, size, color, and style to alter its appearance. For example, you might
choose to increase the size of a slide’s title text to draw attention to it, or change the font of the
body text to match the font used in your company logo. Alternatively, you might change the text's
color to make it stand out against the background color. You can also apply formatting to the text,
such as bold, italics, underlining, shadow, or strikethrough.

Change the Font, Size, and Color ‘

Change the Font e R, YO SR
1 1 1 % B cmmmeene = = D 2 hape Fil - #Find
o Click inside the text box and M. = o, | i A (2 e S -
aja s [ — o Theme Fonts - Shavp:SA"avngegx::Sk'a spetfectse | 1y Seecte
select the text that you want  Conlry Gofric v e b
to ed]t. All Fonts I
T dgency BB
. % Aharoni 1 TN
e Click the Home tab. % o .
T ALGERIAN #
. T sndalue somay
e Click the Font w . T e
T dngsanallPC afaf
. T Apargjita EEcicey B T Z
a Click a font. r e 50 States of the
B . o)
et Btaci ates of America

% Arial Rounded MT Bold Arizona

T Arial Unicode MS
% Baskerville Old Face 0
% Batang

% BatangChe -

Clickto add notes =
Znotes  Wcomments B BE
o 3 H -0 B - The 50 States of the USA.pptx - PowerPaint x
PowerPoin ies the fon ] = e
o 0 e O t appl eS t e 0 t HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIE o
you chose to the selected o <[4 D Ty ([ 2w Ak
| &7 [7 Shape Outline - | 23 Replace
BIUS SaM -p-|A . Shapes Anange Quick

Styles - P Shape Effects [} Select~

text.

Font Faragraph Drawing Editing

Cm?*

You can click anywhere
outside the text box to
continue working.

50 States of the United
: States of America

Arizona

~ Clickto addnotes =
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. BHS 0% The 50 States of the US&, pptx - PowerPaint. DRAVING TOOLS 7 = - x
Change the S]Ze E HOME QDES\GN TRANSTIONS  AMIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT aine Marmel ~ [ @
. . . LI Elly N e i= 0O O Q:hpw HF
o Click inside the text box and AR = e Ny - 5O W (D i e
ke S ‘Bt B T U S, oas = o | T (y“\‘ Qshp Efacts - hs:\mv
select the text that you want apows s fel 0 P i g
= 105

to edit.
@ Click the Home tab.
© Click the Font Size ¥ .

a Click a size.

The 50 States of the
] States of America

o
Alizona =

- Clickto addnotes
Znows Bcomwens B an B

Cmi?

1 3 BEHS 05+ The 50 States of the Sé.pptx - PowerPoint 7 @ - X
0 PowerPO.Int appl]es the font E HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW E\zmeMzrmE\‘?’/ﬁ o
size you chose to the by 58 k|4 ! @; B [ 2w #
selected text e e |19 S |2 o g B fyom
. - s\mev g - (E] v Styles~ & Shape elect
by oo

You can click anywhere
outside the text box to
continue working.

e 50 States of the
] States of America

&Arizond

-, Clickto add notes

Znotes Mcomments [ 2R B

Is there a quicker way to change the text size?
Yes. To quickly increase or decrease the font size, you
can select the text you want to change and then click
the Increase Font Size (") or Decrease Font Size
(&7) button in the Home tab’s Font group as many
times as needed until the text is the desired size.

How do I apply text formatting?

Select the text whose format you want to change,

and then click the Bold button ( &), the Italic
button (1), the Underline button (u -), the
Text Shadow button (5 ), or the Strikethrough
button (== ).

continued B>
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Change the Font, Size, and Color (continued)

In addition to changing the text’s font and size, you can change its color. You might do so to make
the text stand out better against the background, or to coordinate with colors used in other slide
elements such as photographs.

You can change the text color in a few different ways. For example, you can select a color from the
Font Color button on the Home tab, or you can open the Colors dialog box and select a color from
the palette that appears. In addition, you can apply your own custom color to text.

1 1 BEHS 05 The 50 States of the USA,ppb - PowerPoint DRAWING TOOLS ? 3 - x
Choose a Coord]nat]ng COI'or HOME DESIGN  TRANSITIONS AN\MAT\ONSPP SLIDE SHOW  REVIEW  VIEW FORMAT aine Marmel ~ [ @
: : i [ o0 w| Brree s | 1D apefills dFin
o Click in the text box and |l e w | el T @ (e r S
select the text that you want el u "0 =R T S Gt st
to edit. ‘ » g

@ Click the Home tab.

e Click = next to the Font
Color button (A -).

he 50 States of the
| States of America
Arizono%

() PowerPoint displays
coordinating theme colors
designed to go with the
current slide design.

e Click a color.

~ Clickto addnotes o

0 PowerPoint applies the color TH 5 05 The 50 Soes of e UShppeePowePat T 3
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEWY Elaine Marr ry ©
you chose to the selected 2% | g B T | D O By |
0 2} £ Reset o 0. 7 B0 L Shape Outline - 33 Replace ~
text. . STJ,Wv Bsection- | B 1 U Sk M-nma-[A- == Shapes Arrang ;?y“\fs @ Shape Eifects - [} Select~

Clipoard 13 Slides Font Faragraph Drawing Editing ~

You can click anywhere
outside the text box to
continue working.

Ihe 50 States of the
| States of America

&Arizond

- Clickto add notes
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Choose a Color in the Colors B el D o e e s ot | B i I
Dialog Box My, Do ol Jrc e 2y =78 08 DRI ST
@ Click in the text box and select e o e e B T S e B awa

the text that you want to edit. *

© Click the Home tab. State Fui

e Click = next to the Font Color
button (A -).

e Click More Colors. E

¢ The field of blue matches the lit

.| (Clickto add notes

supE4oF 13 [

The Colors dialog box appears.

© Click the Standard tab.
G Click a color. Colors:

( A comparison between the current
and new colors appears here.

© click ok.

PowerPoint applies the color you
chose to the selected text.

You can click anywhere outside the
text box to continue working.

How do I set a custom color?
You can set your own custom color for use with the slide text or other custa R 4

slide elements. Follow these steps: Cotors
Q Open the Colors dialog box, as shown in this section, and click the
Custom tab. “0
e Click the color that you want to customize.
© Drag the intensit to adjust the color intensit -
rag the intensity arrow to adjust the color intensity. e an
’ Y : Y o S o)
() You can also adjust the color channel settings. i g .

O click ok.
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Apply a Theme

PowerPoint includes a variety of preset designs, called themes. A theme is a predesigned set

of colors, fonts, backgrounds, and other visual attributes. When you apply a theme to your
presentation, you give every slide in your presentation the same look and feel. Alternatively, you
can apply a theme to selected slides in your presentation. After you apply the theme, you can use
controls in the Design tab to change various aspects of the theme.

Themes are shared among the Office programs; you can use the same theme in your PowerPoint
presentations that you have applied to worksheets in Excel or documents in Word.

\ Apply a Theme

Note: To apply a theme to selected I 1 e rone st - B
slides, press and hold (£ as you ' @ m &
click each slide thumbnail in Normal Sat” sudgone

view.
@ Click the Design tab.

() In the Themes group, you
can click [«] and [+] to scroll
through the palette of themes.

() Alternatively, you can click [=|
to view all available themes.

e Click a theme.

‘Watson

Click to add notes

Znows Wconvets B 53 B T -

(® PowerPoint applies the theme. BHo 0- T —— TE - 5%

Any Slides yOLI add Wiu_ use the HOME  INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEw — A e
same theme. ‘-“-@ ...... ‘E‘! o

Slide Format
() You can use these controls to
select a color variant of the
theme.

Dl

Click to add notes
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Set Line Spacing

CHAPTER

14

You can change the line spacing in a PowerPoint slide to create more or less space between lines
of text in the slide. For example, you might want to increase line spacing from the 1.0 setting
to a larger setting so the text fills up more space in the text box, or to make the text easier to read.
If, after increasing the line spacing, your text does not fit in the text box, you can reduce the line
spacing or increase the size of the text box, as described in the tip in the section “Add and Edit

Slide Text.”

Set Line Spacing |

o Click in the text box and
select the text that you want
to edit.

@ Click the Home tab.

e Click the Line Spacing
button (i=-).

e Click a line spacing amount.

() PowerPoint applies the line
spacing. This example applies
1.5 spacing.

You can click anywhere
outside the text box to
continue working.

EHS O Gg
Howﬂ
oy X [ Lyt -
0 = 2 Reset

-
Paste e

¥ Gide~ 3 Section~
Clipboard 1 Slres

- Clickto add notes

The 50 States of the USA,ppt: - PoweiPoint DRAWING TOOLS. ? @ - x
DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT Eaine Marmel - [ @

= B- D F ape Fill - in

[Century Gothict- 18 | A" &7 £ = i=o [l ?y Dm P} L2 Shape il i Find

. wqu Q"’k L# Shape Outline - 25c Replace ~
AL pa- A = uic
BT USa&-nr- A = Siyles - G Shope Bifects - [ Select-

Font = aragraph Drawing 5 Eding s
20 E
wwwww D

State Flag &

¢ The 13 gold and red rays on the Ariz
setting over the western desert and i

¢+ The centerstar represents copper pr
more copperthan any otherstate,

BEHS O3 -
HOME | INSERT

-“D ; |;I [Etayout -+

= e
I Reset
w2

B Slide - B Section~
Clipboard 1 Shres

SUIDE 3 OF 13

The 50 States of the LSA.pptx - PowerPoint ? @ - x
DESGN  TRANSITIONS  AMIMATIONS  SLIDESHOW  REVIEW  VIEW E\amaMarme\'H ©
8 K Ak S Ee I @’) DD 2 Shape Fill & Find
(=) &7 [7 Shape Outline - 23c Replace ~

BT U S pa A - - | Sopes e g?y“‘f: QB Shape Effects - [ Select~
Font Paragraph Drawing Editing "
5]
0

State Flag

+ The 13 gold and red rays on the Arizona sta

sefting over the western desert and the origin

* The centerstar represents copper production;

more copperthan any otherstate.

Click to add notes




Align Text

y default, PowerPoint centers most text in text boxes (bulleted lists are left-aligned). If you

want, you can use PowerPoint’s alignment commands, located on the Home tab, to change how
text is positioned horizontally in a text box. You can choose to center text in a text box (using the
Center command), align text to the right side of the text box (using the Right Align command), or
justify text and objects so they line up at both the left and right margins of the text box (using the
Justify command).

. . . . EHS C3 e 50 States of the. tx - PowrerPoint. DRAWING TOOLS gt — X
o Cl.]Ck mn the teXt bOX Conta]n]ng E HOMEﬂ DESIGN TRANS\:\hONSSGS AN\thAT\uj:spp EUDE :HOW REVIEW  VIEW FORMAT Elaine Marmel 'H ©
the text that you want to align. SR TR PR . O (S

P o M B I U S awcA-Aa- A-

oW Shapes Arrange Quick
Slide = 3 Section~ ~ -

Styles + @ Shape Effects -

Font 5 Faragraph [ Drawing

@ Click the Home tab.
e Click an alignment button:

Click the Align Left button (=)
to align the text to the left side
of the text box.

Click the Center button (=) to
align the text in the center of the
text box.

Click the Align Right button (=)
to align the text to the right side ;
of the text box.

Click the Justify button (=) to

:The Grand Canyon S$tate U

¢ Arizona’'s nicknameis the Grand
because the Grand Canyon, whic
long, up to 18 mileswide, and de
is located in Arizona.

- (Clickto add notes

. . BEHS O3 - The 50 States of the LISA.pptx - PowerPoint 2 @ - x
JUStlfy text between the I.eft and HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW Eiaine Mormel < [ @
. . X, ] Etayout- 0 I = = i3 r‘\’) [m] ‘*‘ 23 Shape Fill # Find
right margins. e g O W Ly e -
Paste |, M B I USach A Shapes Arange Quick
¥ Gige~ BSection~ = - = N =7 Styles - & Shape Effects I Select -

Clipooard 1 Slides Font Editing ~

() PowerPoint applies the o
formatting. In this example, the
text is centered between the left 0

The Grand Canyon

¢ Arizona’s nicknameis the Grand C
because the Grand Canyon, whig
long, up to 18 miles wide, and dee
islocated in Arizona.

and right margins of the text box.

You can click anywhere outside
the text box to continue working.

“amna

Click to add notes
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ypically, you insert slides containing a predefined layout. You can customize the slide layout,
however, by adding a new text box to it. A text box is simply a receptacle for text in a slide. (For
help adding text to a text box, refer to the section “Add and Edit Slide Text,” earlier in this chapter.)

When you add a new text box to a slide, you can control the placement and size of the box. (For help
moving and resizing text boxes and other slide objects, see the sections “Move a Slide Object” and
“Resize a Slide Object,” later in this chapter.)

Add a Text Box to a Slide

: : . BEHS C5- The 50 States of the USA.pptx - PowerPoint FoE — x
o In Normal. view, C|.1Ck the Sl.]de to h HOME \NSERTQTRANS\T\ONS ANIMATIGNS SUDESH::v REVIEW  VIEW Eaine Marmel - [ @
which you want to add a text box. TR | @ @ % BT QO D9
dARD

Appsfar Hyperlink Action  Comment  Test  Head Equation Syrabol | Vides fudio
@ Click the Insert tab.
e Click the Text Box button.

um - gl Chart
Text Symbols Media

When you move the mouse pointer 3
over the slide, [ changes to |.

e Click at the location where the
upper-left corner of the text box
should appear, and drag down and
to the right (1 changes to +). ‘

() As you drag, an outline represents
the text box. :

- Tlickto add notes

H -6 3= The 50 States of the LSA, ppbc- PowverPaint DRAWING TOOLS 7 @ - x

m

o Release the mouse button to

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEW FORMAT Elaine Marmel ~ n &
2 s X, =] Etayout- @A‘ - . == 4~ r\j [w/ L2 Shape Fill - 4 Find
complete drawing the text box. Mo ) pem [ <o) B | W L e s 3

Shapes Arange Quick

< Styles- @ Shape Effects ~ [ Select~

B

paste New A pa-

¥ | Giaer "Bsection~ (T U S a8l Aa
2

Slides Font

() The insertion point appears in the
new text box.

G Type your text. ‘State Historyl 0

You can click anywhere outside
the text box to continue working.

Click to add notes
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Add a Table to a Slide

You can customize the layout of a slide
to organize data in an orderly fashion.
products or classes. Tables use a column-a

After you add the table to your slide, you
help moving and resizing tables and other

by adding a table to it. You can add tables to your slides
For example, you might use a table to display a list of
nd-row format to present information.

can control the placement and size of the table. (For
slide objects, see the sections “Move a Slide Object” and

“Resize a Slide Object,” later in this chapter.)

Add a Table to a Slide

o Click the slide to which you want
to add a table.

9 If an Insert Table icon ()
appears in your slide, click it.

() If an Insert Table icon does not
appear in your slide, click the
Table button on the Insert tab
and choose Insert Table.

The Insert Table dialog box
appears.

e Type the number of columns that
you want to appear in the table.

e Type the number of rows that you
want to appear in the table.

Note: If you need more rows, just
press in the last table cell, and
PowerPoint automatically adds a row.

© click oK.

() PowerPoint inserts the table into
the slide.

(@ PowerPoint displays the Table
Tools tabs.

() You can change the table’s
appearance by clicking a style in
the Table Styles group.
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Equation Symbol | Video Audio
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Apps Media

Symbols

State History
Clickto add text

<4y

.| (Clickto add notes

® =
INSERT  DESIGN

The 50 States of the USA, pptx - PowerPoint TABLETOOLS

2 —
DESIGN | LAYOUT ine Marmel ~

TRANSITIONS ANIMATIONS SLIDE SHOW/ REWIEW WIEWY H
& —
e

e
Quick "=
© Stylesw B [ZPenColor-
WordaArt Styles

HesderRow [ First Column
[ Tetal Row [ Last Calurnn
Banded Rows [] Banded Colurns

Table Style Options

- Clickto add notes
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0 Click inside the first table cell
and type your data.

You can press to move to
the next table cell.

o Continue typing in each cell to
fill the table.

( You can use the tools in the
Layout tab to merge or split
table cells, change alignment,
add borders, and more.

(» You can resize columns or rows
by dragging their borders.

When you finish typing table
data, click anywhere outside the
table to continue working.
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BHS O0O3:-
HOME

Select | View:

Table

The 50 States of the SR, ppbx - PawerPaint TABLETOOLS = - x
INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEN DESIGN LayouT farmel ~ H o
? B Insert Below % % a T E== A ElHeight
s E X @ & Insert Left il B E== 1 £ width: | 675" -
Delete  Insert l:lm EEg Te cell ¥ ) Awange
Gidlies Above 3 Insert Right CEHX chx e Direction -~ Margins - || Lock Aspect Ratio -
Rows & Colunns Cell iz Alignment Table Size “
=

SUIDE 3 OF 19

State History
Marces deTzd, < Spanish Franciscan fricr, wes the first
Europedn to explore Afizond, looking for the mythical
Se ies of Gold.
The ish established Fort Tucson.
Most of the Arizona Tenitory became part of the U.S.
1853 The Gadsden Purchase added the southem portion of the:
Arizona Territory.
Arizona became the 48t state on February 14, 1912.
T
:
3
+ Clickto add notes g'

Znoes Wcommens |5 a8 B F -—f+——+ 7% 03

How do I add a row or column to my
table?

To add a row to the bottom of the table,
click in the last table cell and press (2.
To insert a row in the middle of the table
or add a column anywhere in the table,
follow these steps:

o Click in a cell adjacent to where you
want to insert a new row or column.

@ Click the Layout tab.
9 Click one of these buttons.

() PowerPoint inserts a new row or
column.

EHS 05- The 50 States of the USA,ppt - PourtPoint TABLETOOLS H - 3
HOME INSERT DESIGN TRANSITIONS ANIMATIONS. SLIDE SHOWY REVIEW WIEW DESIGN LAYOUT rmel - M o
B Insert Below x - = = A § [Height: [3.7
H B E==
S‘%( E e % i Insert Left % Mg @ o Width: |81 .
iew nse = wH @ o nge
- Gndines - e ElnsertRight  coi = -I® EEEDW:WW'ME@M' [ Lock Aspect Ratio
Table Rows & Columns Merge cellsize Aignment Table size ~
B
State History
Date Fact
153% Marcos de Niza, a Spanish Franciscan friar, was the first
European to explore Arizona, looking for the my thical
Seven Cities of Gold.
1775 [he Spanish established Forf Tucson.
1848 ost of the Arizona Tetritory became part of the U.S.
1853 e Gadsden Purchase added the southern portion of the
ona Teritory.
1912 Zzonad became the 48t state on February 14, 1912,
T—
:
¥
‘ | Clickto add notes 2
L L I e wm————
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Add a Chart to a Slide

ou can customize the layout of a slide by adding a chart to it. You might add a chart to a
PowerPoint slide to turn numeric data into a visual element that your audience can quickly
interpret and understand. When you add a chart, PowerPoint launches an Excel window, which you

use to enter the chart data.

After you add a chart to a slide, you can control the placement and size of the chart. (For help
moving and resizing charts and other slide objects, see the sections “Move a Slide Object” and
“Resize a Slide Object,” later in this chapter.)

Add a Chart to a Slide

o If an Insert Chart icon (I I) E (-:lOMEU TfSERT QTMNS\T\ONS AN\MAT\ONSChnZt;EZ:I:WP (REVIEW WIEWY E\am“’szme\j Z
appears in your slide, click it. CI =2 L “"’j‘ T pee @@ R D4 T OO0
S:\ldw Table  Picture _IPh fodlbum - 1l Chart ﬂ}—(yp erlink Actiol Comment 'gxt ;; dtrWudAVt Eqg Vt Symbol Vdv Auvdm
o If an Insert Chart .icon does Slides  Tables Images Nlustrations Links Comment its Text Symbols Media
not appear in your slide, click
the Chart button on the
Insert tab. [ e
‘ ‘ SALES COMPARISON
Clickto add text
E IQ
ldld 3
The Insert Chart dialog hox
appears. e

9 Click a chart category. — i 1 (e B 2 5
e Click a chart type. o' Golarmn Q

(©) A preview of the chart
appears here.

O click oK.

Line 3-D Clustered Column
Fie
Bar

= | whull ©
MV (Scatter) :

Stock
Surface
Radar

A4
EXxBEEEMeRE

Cambo
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@ PowerPoint displays a sample BB o e o o o o A
chart on the slide. AR B all
Add Chart ck Change . Switch Rowy/ Select  Edit Refresh Change
. Elernent~ Layout~ Colors = Column  Data Data= Data  ChartType
(©) The Excel program window Ci o o o i
"?’0‘"&"&‘" 25 B c [} E F G H
opens. R O — T
’A\ A A* * 2 January 127 14 165
3 Februar 135, 163 189
o Replace the placeholder data : A .
. 5 Apri 133 130 130
with the chart data that you ¢ o B B g §
want to illustrate. i o '
- E3
You can press to move
from cell to cell. G
( PowerPoint updates the chart .
to reflect the data you enter. :
@ Click the Close button ( x)
to close the Excel window. :
Znotes Mcomments B S8 B 2 -—b—+—+ ax B3
o AS long as the Chart .is % (-:lOVMEO %SE;T DESIGN TRANSITIONS Ch:fr:\::;\rg:;vﬂpmsn\:DEiHOW REVIE DES\::IARTTOFZ:NmZMwa\j Z
selected, PowerPoint displays I EIPT Wi & ET O
the Chart TOO[S tabs. E\e::r:: nyfu( cmm? ------ o — I o D;txt Data~ Dats xrnT?IpE R
0 Click the Design tab. ”*ﬁ*i“*}ﬁ«f
g DR
(® To edit the chart data, click 2
the Edit Data button. ' SALES COMPARISON
(@ Click a Chart Styles button E ) [+
to change the chart style. F
u\ BWidgurs 0 Gadgets B Sedgers ‘_,

Znotes Wcomvens B 2R OB F -—F——+ ax B

Can I insert an existing Excel chart into my How do I make changes to my chart formatting?
PowerPoint slide? When you click a chart in a PowerPoint slide, the
Yes. You can use the Copy and Paste commands to Ribbon displays two tabs: Design, with options for

copy an Excel chart and insert it into a PowerPoint changing the chart type, layout, data, elements, and
slide. To learn more about copying and pasting data | style; and Format, with tools for changing fill colors
between Office programs, see Chapter 2. and shape styles.
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Add a Video Clip to a Slide

You can add video clips to your PowerPoint slides to play during a slide show presentation. For
example, when creating a presentation showcasing the latest company product, you might place a
video clip of the department head discussing the new item.

After you add a video to a slide, you can control the placement and size of the video. (For help
moving and resizing video clips and other slide objects, see the sections “Move a Slide Object” and
“Resize a Slide Object,” later in this chapter.) You can also make certain edits to the video from

within PowerPoint.

Add a Video Clip to a Slide

G If an Insert Media Clip icon
(E2) appears in your slide,
click it.

() If an Insert Media Clip icon
does not appear in your
slide, click the Video button
on the Insert tab and choose
Online Video or Video on
My PC.

The Insert Video window
appears.

Note: You can browse for videos
on your computer, your SkyDrive,
or using Bing Search or YouTube,
or you can supply an embed code
for a video stored on a website.
This example browses your
computer.

o Click a location containing
the video clip.
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3 Click to add text
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Insert Video

*‘ From a file

Browse files on your computer or local network

E Bing Video Search

Search the web

' Elaine Marmel's SkyDrive
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YouTube
The largest worldwide video-sharing community!
Remove

From a Video Embed Code
Paste the embed code to insert a video from a web
site
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The Insert Video dialog box
appears.

e Navigate to the folder containing
the video file.

Q Select the video.
© Click Insert.

() PowerPoint inserts the clip into
the slide.

(® PowerPoint displays the Format
tab of the Video Tools tabs.

() You can click an option in the
Video Styles group to change the
appearance of the video.

( You can use the options in the
Size group to adjust the size of
the clip on the slide.

(@ You can click the Play button (»)
to play back the clip.

TIP |
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®

Organize =

* 1 l b Libraries » Wideos AN ] Search Wideos

-]
=5~ O @

<0

New folder

(@3 Micrasoft PowerPoint

7 Favorites ‘
B Desktop
j Downloads
] Recent places
‘@ SkyDrive

il dlife e

Sample Wideos

[ Libraries

[ Documents
J Music

[&] Pictures
B videos

#d) Homegroup

'8 Computer w

v |V|deo Files (*.asf™asg™wpl " v‘

Insert |v Cancel

File name: ildlife v

Touo 5

BHEHS O
HOME

™ - 7 ®m - 8 x

INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIE

& color~ g L

2] Poster Frame -
Wideo Styles

Chart.ppbx - PowerPaint VIDEO TOOLS

FORMAT | PLAVBACK  Eaine Mormel - [ @

i

[ Video Shape -
L7 video Barder~
Q@ Video Effects

%) Bring Forward ~  [& ~

T Send Backward - [

i Selection Pane  Zh v
amange

ki
ki

] Reset Design +
Adjust

< > o000 =)

2 NOTES B COMMENTS

B = B T -

What tools appear on the Playback tab?

You can use the settings in the Video Options group to specify options such as when the clip should start
playing, whether it should be looped, and how loudly it should play. You can edit your video using the tools
in the Editing group; using the Fade In and Fade Out fields, you can set up the clip to fade in and fade
out. You can also click the Trim Video button to open the Trim Video dialog box, where you can change the
duration of the video by trimming frames from the beginning or end of the clip.
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Move a Slide Object

You can move any element on a slide — a text box, table, chart, picture, video clip, or graphic —
to reposition it. These slide elements are often referred to as objects. For example, you might
move a text box to make room for a video clip or reposition a picture to improve the overall
appearance of the slide.

You can move a slide object using the standard Office Cut and Paste buttons, discussed in Chapter 2.
Or, you can drag and drop the object, as discussed in this section.

Move a Slide Object

. . .« . BHS O3- The 50 States of the USA,ppt - PawrrPoint TABLETOOLS 7 @m - x
o Cl]Ck the Sl.lde conta]n]ng the h HOME INSERT DESIGN TRANSITIONS AN\MA‘HON:p SLIDE SHOW REWIEW WIE DESIGN LAYOUT E‘E\MMWME"H o
object that you want to move. e EDe AA - 1t @p) DDB ‘Q:‘filiiii'ﬂ;m o
PE e i Gsection- B T U S wcfpar A~ P NG (0 Qb Shope tfcts -y Seect-
e Select the slide Object by Clpboard_ 1 font 5 Paragrspn 5 brawing 5 Eatng .
clicking it (3 changes to %).
[
Note: To select a table or a chart,
slide the mouse pointer along any of
the ObjeCtIS edgeS. Cl.'ICk When yOLl Marcos de Niza, & Spanih Franciscan frier, wes the fiist
. R European 1o explore Arizona, looking for the mythical
see the ‘£ mouse po]nter‘ Seven Cifies of Gold.
The Spanish establshed Fort Tucson.
. 1848 Most of the Arizona Tertitory becarme part of the U.S.
e Drag the Ob.]ECt to a new 1853 The Gackalen Purchase ddded the southemm portion of the:
: : Alizona Temitory.
locat]on on the Shde' AS you Arizona became the 48t state on Februc:rylft, 1912.
drag, & changes to +~.
e Release the mouse button. .
- Clickto addnotes =

o PowerPoint repositions the BHS 00> LT —————) T - 5 X
. HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW Eiaine Mormel < [ @
ObJeCt, AD % g Etayout P N = I @) DD [y rtmperil 4 Find
By 2 Reset [E]] &7 L7 Shape Outline - 23cReplace ~
Paste [ BT USaeh-Aa-|A Shapes Amange Ouick
. . T Gide- Bection~ - - -z <7 Styles- @ Shape Effects [} Select~
You can click anywhere outside cpons sl s oo A N
. . . B
the slide object to continue
working. U
State History
Marcos de Niza, @ Spanish Franciscan friar, was the first
European to explore Arizona, looking for the mythical
Seven Cities of Gold.
The Sparish estaklished Forf Tucson.
1848 Most of the Arizona Teritory became part of the U.S.
1853 The Gadsden Purchase added the southem portion of the
Arizona Territorny.
Arizona became the 48t state on February 14, 1512,
s :
¥
- Clickto addnotes

= notes Micomments 2R
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fter you insert a slide object — a text box, table, chart, picture, video clip, or graphic — you

may find that you need to make it larger or smaller to achieve the desired effect. For example,
you might want to resize a text box to make room for more text or resize a picture object to enlarge
the artwork. Fortunately, PowerPoint makes it easy to change the size of a slide object. When you
select an object in a PowerPoint slide, handles appear around that object; you use these handles to
change the object’s size.

Resize a Slide Object

. . .o . B HEHS O B- The 50 States of the USA,ppt: - PowerPoint PICTURE TOOLS 2 &3 - x
o Cl-]Ck the Sl-.lde Conta]n]ng the h HOME INSERT DESIGN TRANSITIONS AN\MA‘HON:p SLIDE SHOW REWIEW WIE FORMAT E\am:Marme\'H o
object that you want to resize. CEEPIEE =E R R
B I U S A A SHEVPM AWH.MBE Qm:k,aSha e Effects ~ [k Select~
Styles il
e Click the object to select it. - i
() PowerPoint surrounds the object
[

with handles (). State Flag

The 13 gold and red rays on the Arizona stat:
setting over the western desert and the origin

e Position the mouse pointer over .
+ The centerstar represents copper productiol

more copperthan any otherstate.
a handle. s changes to %, I, } + Thefield of blue matches the liberty blue anth
o, OF o=, .

Use a corner handle to resize the
object’s height and width at the
same time.

Use a side handle to resize the
object along only the one side.

e Click and drag the handle inward

. . BHS 0T The 50 States of the S&.pptc - PowerPoint 7 @m - x
Or OutWard to res]ze the Sl.]de E HOME INSERT DESIGN TRANSITIONS ANIMATIONS SL\DESHZ;/ REWIEW WY E\aszarme\'H o
. X [Etayout - o C a7 ke DT . oema= s i3 D O 23 Shape Fill # Find
Ob_]ect (%, jt, gﬂ, or o= D = T Reset e ’ e I & Z Shape Outine - | e Replace =
Pate o Mew o one | BT U S axAAac|A = R | Shapes Anange S?y“‘f: QO Shape effects - [y Select~
changes to +). s o
o Release the mouse button.

(© PowerPoint resizes the object. State Flag !

The 13 gold and red rays on the Arizona stat
setting over the western desert and the origin

You can click outside the slide
object to continue working.

+ The centerstar represents copper productiol
more copperthan any otherstate.

¢+ The field of blue matches the liberty blue on th

Note: To delete an object that you
no longer need, select the object and

press (L0,

<

»

“

‘ Click to add notes

3 (g

Znotes Micomments B 2R
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Reorganize Slides

You can change the order of the slides in your presentation. For example, you might want to move
a slide to appear later in the presentation, or swap the order of two adjacent slides. You can
move individual slides, or move multiple slides at once.

You can change the slide order in Slide Sorter view or in Normal view; choose the view based on
the distance from the original position to the new position. If you need to move a slide only a few
positions, use Normal view. Slide Sorter view works best when you need to move a slide to a new

position several slides away.

Reorganize Slides

Move Slides in Normal View

0 Click 3 to switch to Normal
view.

9 Click to select the slide you
want to move.

Note: To move multiple slides, select
them by pressing and holding
as you click each slide.

9 Drag the slide to a new position.
() As you drag, [} changes to k.

e Release the mouse button.

() PowerPoint moves the slide.
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SUDE 2 OF 13
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throughout the year and spend an average of $60 each visit

Click to add notes

Editing ~

Waterman's cardholders increase sales & loyalty!

o Don'tbe afraidto ask...on average 80% of our applicants are approved
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BHS O3-
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zg PN y 2 Shape Fill # Find

=
0 e L% Shape Outline - 23cReplace ~

Shapes Arrange Quick
7 =7 Siyles- QF Shape Effectsw I3 Select~
Font Paragraph Drawing Editing

Waterman'’s cardholders increase sales & loyalty!

o Dan'tbe afraid to ask. .. on average 80% of our applicants are approved
for the Waterman's card

o The average creditling for & Waterman's card is $900

o New cardholdersfirst credit purchases are typically around $125. Other
tender type transactions average $40.

o AWaterman's cardholder will use the card at least two times
throughout the year and spend an average of $50 each visit

lick to add notes
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s s 3 FHS O ®- Waterrnans Best Practices ppb - PowerPoint 7 @ - X
M ove Sl'l d eésin Sl'l d e So rter E MOME | INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW aine Marmel ~ [ @
v 3 - % [Htayout~ . 1o o= &3 shape Fill % Find
L3 y
ew DEB l:l ©Reset Ll L ) T "" [Z, Shape Outline - | B¢ Replac

Paste AV Shapes Amange Quick
4 S\Ide Feection- | B T U S e B A A Siples - Q@ Shape Effects hs:\m

o Click E3 to switch to Slide aptosn | sues SO s | »
Sorter view. = »

e Click the slide that you want to
move to select it.

AT Fhbtabe Pkt

Note: To move multiple slides,
select them by pressing and holding
as you click each slide.

e Drag the slide to a new location
in the presentation.

( As you drag, [y changes to . i i E
SUDE130F 14 [
BHS 05+ Watermans Best Practices.pptx - PowerPoint 7 @3 - X
Q Release the mouse button. Eg o | wsar cesen | Tunsmons  anwemons . suoe seomammagtioy canevema - | @
AD X% I:I [Ftayout~ o - A oa de |t r\" DD ‘ ) & Shape Fill # Find
. . B - % V- z a .
(©) PowerPoint moves the slide. e BT e B e A g e ey o S
S\Ide 5 Section~ Styles + @ Shape Efects [ Select~

Clipsoard 13 slides Font

s Fursane Pkt

supe7 oF 14 [

How do I hide a slide? How do I delete a slide?
Suppose you frequently give the same presentation, but your next To delete a slide, click the slide
audience does not require the information in one of the presentation | and then click the Cut button ()
slides. In that case, you can hide the slide. Click the slide, click the on the Home tab, or right-click
Slide Show tab, and then click the Hide Slide button. PowerPoint the slide and choose Delete Slide
crosses out the slide. To unhide the slide, repeat these steps. from the menu that appears.
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Reuse a Slide

Suppose you are creating a new PowerPoint presentation, but you want to reuse a slide from an old
one. Assuming the presentation containing the slide you want to reuse has been saved on your
hard drive or is accessible to you via a network connection, you can easily do so. You can choose the
slide you want to reuse in the Reuse Slides pane.

When you reuse a slide, PowerPoint updates the slide to match the formatting used in the new
presentation. You can reuse a single slide from a presentation, multiple slides from a presentation,
or all the slides in a presentation.

Reuse a Slide

. . B HS O T, ‘stermans Best Practices,ppbe - PowerPoint ? -
o CI-]Ck the S|'1de that you Want h HOME /@ﬂDES\GN TRANSITIONS AN\::AAT\ONS ’ :JDE SHOW i RE\/\ZW WIEW Elaine Mfwe\ > Hﬂ Z
to appear before the new [} QE w k0w m g em e 1D R (p oo 8
B I U abe AV Aa = Shapes Arrange  Qui
slide. s o @ : A Kl Ll
. : : i
9 Click the Home tab.

200

e Click the bottom half of the
New Slide button.

0 Click Reuse Slides.

2012-2013 Field Sales Pilot

Tampa * Indianapolis « Chicago

3 Duplicate Selected Slides

=== Slides from Outline..

Clickto add notes

sDE1oF14 [

1 ©- 0 - Watermans Best Practices.ppt - PawerPaint ? E - x
O TheR i n n E o
e euse Sl des pa e Ope S. HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW WIEWY E\amEMavm!\'H 19
. o X =) Bleayout- e P D Ga (y Ssnaern # Find
) 5 ab

o Click the Browse button. pdEs N Sfj . 2 e

- smev & Seetio B I U Sach-p- A Shape Effects l}:mm

Clipboard Slides Font. Drawin; 9 Editing

G Click Browse File. :

Open a Slide Library
Open a PowerPaint File

2012-2013 Field Sales Pilot Learn more sbout reusing slides

Tampa « Indianapolis « Chicago

Click to add notes
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Assembling and Presenting a Sllde Show

The Browse dialog box opens.

0 Locate and select the
presentation containing the
slide you want to reuse.

G

Organize v

e Cljck open, 30 Favarites |@ Business Deal.pphe
B Desktop @Busmessplan.pptx
j Downloads @ Chart.pph:
(E-'] Recent places @ ety Photo Alburn.ppts
YA SkyDrive %] Project Status Report.pptx
@ Sample Project Presentation.pptx
5 Libraries @ The 50 States of the USA.ppbe
@ Docurments @Theme.pptx
J’ Fusic @Video‘ppb(
[E5] Pictures @Watermans Best Practices pptx
BE videos

v L« MyD..

ﬂg Microsoft PowerPaint
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Search PowerPoint Stuff Pl
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POWERPOINT

b PowerPoint Stuff v &

= v

-
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" Marre

BPFfarDummiesBFYebinar Elaine Slides-warking wversion.ppt

v £ >

j |AII PowverPaint Presentations (* v|

Tonlsm Open | | Cancel |

File narne: |Eusiness Deal.pptx

3 BHS O - Watermans Best Practices.pptx - PowerPoint T - E3
o PowerP01nt pOPUlates the E HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEWY VIEWY E\zmeMzrmE\'H o
Reuse Slides pane with slides B ) Do W o O T
- [E: N EJReset C AP Q‘k [ Shape Outline - | 35 Replace ~
W e N ione BT U SEMom- A S=== = . | opes Arnge w“‘i @ Shape Effects - 1y Select~

from the presentation you e
selected. :

0 Click the slide you want to
reuse.

(@ PowerPoint adds the slide to C
your presentation after the
slide you clicked in Step 1. ’

Slides

Drawing

Editing

Fort.

Paragraph

Reuse Slides X

D Insert lide froms

CAUsersiElaine MarmeDocumentsif -

Brovse =

-0
e

Slides: 22

e | Stide 2

Templates

Your own sub headline This is example
text. Go ahead and replace it with your
own tezt

Slide 3

Slide 4

Slide 5

Click to add notes

[ Keep source formatting

E 2 0 T -————+ 5% 03

2 NOTES W COMMENTS

Can I retain the reused slide’s original formatting?
Yes. To retain the reused slide’s original formatting,
select Keep source formatting ([_] changes to [+]) in
the Reuse Slides pane. To change all the slides in the
new presentation to match the reused slide, right-click
the reused slide in the Reuse Slides pane and choose
Apply Theme to All Slides.

How do I reuse all the slides in a
presentation?

To reuse all the slides in a presentation,
right-click any slide in the Reuse Slides pane
and choose Insert All Slides. PowerPoint
inserts all the slides from the existing
presentation into the new presentation.
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Organize Slides into Sections

f your presentation has a large number of slides, keeping it organized can be difficult. To more easily

manage your slides, you can organize them into sections. For example, you might group all the slides
that will be displayed during your introductory speech into a section called “Introduction,” place the
slides that pertain to your first topic of discussion into a section called “Topic 1,” and so on.

Organizing a presentation into sections can also help you move slides around in the presentation.
Instead of moving individual slides, you can move sections.

Organize Slides into Sections

. . E ©- 0 “Watermans Best Practice s.pptc - Powe Paint
0 cl]ck the S|~1de that marks the HOMEﬂDES\GN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW WIEWY
beginning of the section you P IR it M =l O T -
Want t0 Create. P'( E'S ol @Av raclAn= =] sy frenae g?y\ " a Shape Effects = [ Select~
s aiﬁ”;ﬂ - i S
9 Click the Home tab. | e
€©) Click the Section button. — e
e Choose Add Section.
Overcoming Customer Objections
i

1 I

Overcorning Custorner Objectiors

Click to add notes

SLIDE 9 OF 14 =notes Wicommens B R OB 0T -—F——+ &%

PowerPoint adds a section O e s
marker before the slide you X Ew e .

1 ] ot b B I U S abehY
selected, adding all slides R LS

Clipsoard 1 Slides Font Faragraph Drawing Editing ~

below the marker to the F] F|
section.
o Right-click the section marker. =
0 Choose Rename Section. Overcoming Customer Objections
U

85 Collapse &1l

S Egand &l

Click to add notes

=notes Wcomments  E S8 OB T -—4—+——+ &%
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The Rename Section dialog box
appears.

0 Type a name for the new section.
e Click the Rename button.

() PowerPoint applies the name to
the section.

0 To hide the slides in a section,
click the section marker’s collapse
button ().

() PowerPoint collapses the section
and identifies the number of
slides in the section.

( You can click the section marker’s
expand button (1) to redisplay
the slides in the section.
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Assembling and Presenting a Slide Show

Section name:

Gustamer otpzzn: <l |

BEHS O 3- Watermans Best Practices,ppt - PewerPaint ? B - X
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW iaine Marmel < [ &
=3 j - o v ay o —, &
% = [ElLayout R @’) DD (o AShape Fill & Find
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ustomer Obisctions Click to add notes
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SLIDE 10 OF 15 2 NOTES W COMMENTS E B ¥ -—F——1+ &%

How do I remove a section marker?

If you decide you no longer want to group a
set of slides in a section, you can remove
the section marker. To do so, right-click the
section marker and choose Remove Section
from the menu that appears. PowerPoint
removes the marker.

How can I reorganize the sections in my presentation?
Reorganizing sections involves rearranging slides in

the presentation. To reorganize the sections in your
presentation, right-click a section’s marker and choose
Move Section Up or Move Section Down as many times
as needed. PowerPoint moves the slides in the section
accordingly.
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Define Slide Transitions

You can add transition effects, such as fades, dissolves, and wipes, to your slides to control how
one slide segues to the next. You can control the speed with which the transition appears.

You can also specify how PowerPoint advances the slides, either manually using a mouse click or
automatically after a time you specify passes. In addition to adding visual transition effects between
your slides, you can add sound effects to serve as transitions.

Use good judgment when assigning transitions. Using too many different types of transitions might
distract your audience from your presentation.

Define Slide Transitions

. . . BHS O5- ans Best Practices.pptx - PowerPoint ? @ - %
o c"]Ck E to SW]tCh to Sl.lde E HOME iSERT DESIGN TRANSITIONS SB :UDESHOD\IPV PREVIZW WIENY E\aMAMarme\'H o
Sorter view. ® m @ a @ o ‘
vvvvv Cut Split

9 Click the slide to which you e
want to apply a transition. .

e Click the Transitions tab.

() Available transition effects
appear in the Transition to This
Slide group. You can click [<] or
[+] to scroll through them or
click the [+ to view the gallery
of transition effects.

supe1ofF14 2

cl. k oy BHS O3+ Waterrnans Best Practices,apt - PowerPaint ?
]C a trans.lt.|0n0 HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEWY Elaine Marmel ~ H o
0 @ - - E - ), Sound Advance Slids
. dd : : © Durstion: (7] On Mouse Click
() PowerPoint adds an animation pries | s wm ovt Bytho [5 B g B e ot ]

eeeee Transition to This Slide Timing ~

indicator below the slide’s
lower-right corner.

(@ You can click Preview to
display a preview of the
transition effect.
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. o - BHS O3+ Waterrmans Best Practices.pptx - PawerPaint 7 | - %
o cl.]ck the Durat]on - to HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REWIEW WIEWY Elaine Marmel 'H o
specify a speed setting for B s O O O @0 = (I 5

the transition. — o D seficil .

() You can click Apply To All to
apply the same transition to
the entire slide show, and
PowerPoint adds the animation
indicator below every slide.

supE1ofF14  [2

. BHS 05+ Waterrnans Best Practices,ppb - PowerPoint ? | - x
@ Under Advance Slide, select an o wear  oesen [T o, spe ot -y i T8
. 2] = 4, sound: Advance Slide
advance option ([_] changes 2HM D D O K by
TEVIEW | Ferris Wheel  Conveyor indow Orbit Fly Through |5 Opl\:is' B tpply To &l ] After

t .
o [¥]): P 4

To use a mouse click to move
to the next slide, select On
Mouse Click.

To move to the next slide
automatically, select After and
use the spin box to specify a
duration.

supE1of 14 2

How do I remove a transition effect? How do I assign a sound as a transition effect?
In Slide Sorter view, select the slide containing To assign a sound transition, click the Sound
the transition that you want to remove; then in the Timing group on the Transitions tab and
click the Transitions tab and click the None select a sound. For example, you might assign the
option in the Transition to This Slide group. Applause sound effect for the first or last slide in
PowerPoint removes the transition that you assigned. a presentation.
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Add Animation Effects

You can use PowerPoint’s animation effects to add visual interest to your presentation. For
example, if you want your audience to notice a company logo on a slide, you might apply an
animation effect to that logo.

You can use four different types of animation effects: entrance effects, emphasis effects, exit effects,
and motion paths. You can add any of these effects to any slide object. You can also change the
direction of your animations. To avoid overwhelming your audience, limit animations to slides in
which the effects will make the most impact.

Add Animation Effects

Add A 3 3 Eff EHS @3- Watermans Best Practice ppox- Poygir FICTURE T00LS T = - X
an Animation Effect L @ i e N
. . . & 2 Animation Pane Start
o Click [E to display the * e K kA ol
Preview None Appear Fade Fiyln  [5| Effe Add
) Options = Bnimation ter | @ Delay:

presentation in Normal view.

e Click the slide containing the E 1

object to which you want to
apply an effect.

e Click the object. >

You can assign an animation to
any object on a slide, including
text boxes, shapes, and pictures.

e Click the Animations tab.

() You can click [«] and [~] to
scroll through the available
animation effects or click [=| to

20122013 Field Seles Fiat

3 Tampa * Indianapolis » Chicago

Click to add notes

view the gallery of animation B - Weterons Best Procices - PomePort TE - & %
INSERT  DESIGN  TRANSITIONS  AMIMATIONS  SLDESHOW  REVIEW  VIEW aine Marmel ~ [ &
ef-fe CtS . * * * -I* B animation Fane B Start: [On Click + | Reorder Animstion
o o A’p;; Fadrg H;.‘" = e Trigger= ] Duvatllnn‘—TE & Move Earlier
- T oM. nimation= P¢ Animation Painter | ® Delay: 0000 3| ¥ Move Lter

e Click an animation effect.

Animation 5 Advanced Animation Timing ~

() PowerPoint applies the effect
and displays a numeric
indicator for the effect. —

( You can click the Preview :
button to preview the effect.

i§12-2013 Field Sales Pilot
E
Jane Q.

Tampa + Indianapolis + Chicago

Key Selling Pairts.

Click to add notes
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Change an Animation'’s
Direction

0 In Normal view, click the
slide element containing
the animation you want
to edit.

e Click the Animations tab.

9 Click the Effect Options
button.

A list of direction options

for the animation appears.

e Select an option from
the Llist.

(©) PowerPoint applies the
change; the new direction
appears on the Effect
Options button.

(3 You can click Preview
to preview the effect on
the slide.

Assembling and Presenting a Sllde Show
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BHS O 3-
HOME  INSERT

DESIGN

TRANSITIONS  ANIMATIONS

2012-2013 Field Sales Piot

SUDE1OF14  [2

From Right

Fram Bottor-Right

Tampa + Indianapolis + Chicago

Click to add notes

BEH® OTF-
HOME  INSERT

DESIGN  TRANSITIONS  AMMATIONS | SUDESHOW — REVIEW  VIEW FORMAT

“Watermans Best Practices.pptx - PowrerPaint. PFICTURE TOOLS. 2ol — X

20122015 Field Sales Piat

supe1oF e 2

2012-2013 Field Sales Pilot

Tampa * Indianapolis * Chicago

Click to add notes

Znotes Mcommens | BB EE

Can I copy an animation effect to another slide object?

Yes. PowerPoint’s Animation Painter feature enables you to copy an animation effect applied to one slide
object to another slide object. To copy an animation effect, select the slide object whose effect you want
to copy; then, in the Animations tab’s Advanced Animation group, click the Animation Painter button.
Next, in the Slides tab, click the slide containing the object to which you want to apply the effect to
display it; then click the object. PowerPoint copies the animation effect to the slide object.
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Create a Custom Animation

In addition to applying a single animation effect to any given slide object — a text box, picture,
chart, or table — you can create custom effects by applying two or more animations to a slide object.
For example, you might opt to have a slide object “fly in” to the slide and then spin. You can use
PowerPoint’s Animation pane when you create a custom effect to help you review and reorder the effect.

To create a custom animation effect, you use a combination of the technique described in the
section “Add Animation Effects” and the technique described in this section.

Create a Custom Animation

. . BEHS OB+ “atermans Best Practices. ppbx - Poy PICTURE TOOLS 7 - 8
o Cl]Ck to d1splay the E HOME ﬁSERT DESIGN TRANSITIONS AN\MAT\ONS? REVIEW WIEWY E\aw\er’\A\'F; z
presentation in Normal view. % kK Kk S AT IO
9 Click the slide containing the - ﬁ
object to which you want to G‘L

apply an animation.

€@ Click the object.
e Click the Animations tab p— 2012-2013 Field Sales Pilot
e Apply an animation effect.
Note: See the section “Add =
Animation Effects” for details ’ Temea rindanapels Ghicage
@ Click the Animation Pane .
button. 1
Znotes Wicomments B R B
( PowerPoint displays the L B, oof
Animation pane. * [ ok Kk Ak DA D ;% "
Previes || one Appesr Fade flyln 705:‘:;2, i+ % Animotion Painter | ® Deloy: 00,00 2] v Mo Loer
G The animation you apphed Frevew animation . setvanced animation Tining N
. i | Anirmation Pane 7%
appears in the pane. -

1 Picture 10 [] -

Tampa + Indianapolis + Chicago

Click to add notes

Seconds~ < [0] 2]
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. . . BEHS O05- “Watermans Best Practices. pptx - PowrerPoint FICTURE T0OLS 7 B - X
o TO add your next an]mat]on, cl.]ck & HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW WIEWY FORMAT E\aH’\EMaYMA\'H L
the Add Animation button. * * K k[ 0 “ﬂ e DU
freview Appes Fade Fyln = o;;t;t- Am,’:m" F i R Painter @ Delay: | 00.00 vMW‘ft"
Note: Y?u aqd an animation using the . X & & K F | heame o
Add Animation button; if you choose * e e
from the Animation Gallery, PowerPoint = R S S el
overwrites the existing animation . * X %
instead of adding a new one. e x [ %
2012-2013 P’u\:e Cu\‘u‘r;;\xe T;e;er Spin Gro, e
e Click an animation effect. ol R * kK
. 3 A A m
PowerPoint adds the effect to the 'x *x X x *x
Animation pane‘ Tampa.ln‘ Undihne ED\dBF\th Eu\d:evu\ W:/e
0 Repeat Steps 7 and 8 to add more |, RO A A
animation effects to the selected ko g nores e ———
. S More Emphasis Effects.
ObJeCt. S More it Effects.
% More Mation Paths.. <02 |»
SUDE 10F 19 [ e
(@ PowerPoint places each effect B e e ot e [ e b,
in the Animation pane in the @:*D X 2 x X +* s ;% e
Order yOU add them . Tecter Spin :""’":Sh”"k Desaturate [7] o tions Anm(:: ‘ﬂA:\ma\:wnPamt:v ® Delay: uu‘uuT 2] Move Later
: ! Animation Pane ¥ %
@ Tq preview yotlr custom effect, EB@
click the Preview button. o= k@
24 Pickwre10 [ ] ~
. . e ——— I Pickwre 10 [ ]
() You can also click the first :
effect in the Animation pane . .
. 2012-2013 Field Sales Pilot
and then click Play From. - ;
@ To change the order in which :
eﬁ:eCtS appear’ Cth an effeCt Tampa + Indianapolis + Chicago
and then click the Move Up .
button ([-]) or the Move . o
Down button (E) Click to add notes
- Seconds v «[o] 2 |»
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Can I change the duration of an effect?

Yes. Select the slide element containing the effect,
click the Animation Pane button, click the effect
whose duration you want to change, click the =
that appears, choose Timing, and use the settings

How do I remove an animation?

Select the slide element containing the animation
effect, click the Animations tab, and then click None
in the Animation Gallery. If the animation is a custom
animation, click the Animation Pane button. Then, in

the Animation pane, click the effect that you want to
remove, click the = that appears, and click Remove.

in the dialog box that opens to change the effect’s
duration.
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Record Narration

ost presentations benefit from narration. You can speak as you present, or you can use
PowerPoint’s Record Narration feature to record a narration track to go along with the show. That
way, you do not need to be present for your audience to receive the full impact of your presentation.

To record narration for a presentation, your computer must be equipped with a microphone. When
you finish recording, an audio icon appears at the bottom of each slide for which you have recorded
narration. When you save the presentation, PowerPoint saves the recorded narration along with the
presentation file.

Record Narration

. . BHS O3- asic.pptx - PowerPaint
o CI-]Ck the Sllde Show tab- h HOME \:sw DESIGN  TRANSITIONS AN\MA‘HON: SUD[ZHOWP
®

. . B B4 @3 Sy
eChck Record Slide Show. o Er 2| 2 - ﬂ

() In the Record Slide Show dialog box, !
select Narrations and laser pointer
(] changes to [+]). ,

€ Click Start Recording to start the slide
show, and speak into the computer’s
microphone.

resent Custom Siide  SetUp  Hide  Rehearse Record Slide

E
niiner  Showr | SlideShow Slide | Timings Show= LJ She Contrg
ow . seup

() Click = to move to the next slide in
the show and continue recording.

First Six Months
2012

SALES REPORT

(@ Click mn to pause the recording. To
continue recording, click Resume )
Recording in the window that appears. 2

() Click & to start over on the current
slide.

G When you finish, right-click the last
slide and click End Show.

An audio indicator appears in the lower-
right corner on each slide for which you
record narration. You can click the
indicator to hear that slide’s narration.

Note: You do not need to record all narration
at one time. End the show; to later complete
the narration, select the first slide that
needs narration. Then, click the Slide Show SALES REPORT | Gy smem
tab, click the bottom of the Record Slide
Show button and click From Current Slide.
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ou can insert a song that plays repeatedly during your presentation. PowerPoint can play AIFF
Audio (.aif), AU Audio (.au), MIDI (.mid or .midi), MP3 (.mp3), Advanced Audio Coding - MPEG-4
(-mé4a, .mp4), Windows Audio (.wav), and Windows Media Audio (.wma) files.

If you choose music from a website, download it to your computer’s hard drive before inserting it
in your presentation; otherwise, as data flows to your computer from the Internet, your listener will
experience breaks in the music.

Insert a Background Song

. o . . BEHS 0> Basic.ppbx - PowerPoint z - &
@ Click the first slide in your oy ﬂm L . et 8
presentation. 5= @j‘ e @ 2w D EQDA4AET O D
S‘Ndw thl Picture _lPh sodburn + | il Chat Appf Hyperl \ k Action  Comment ;xt ;r dt Wore dAnD Equa:tmn Symbol \/\izu Auvmu
e cljck the Insert tab. Slides | Tabl Images lustrations Apps Links Comment its Text. symbols :(‘: "
© click Audio. 1
@ Click Audio on My PC. =
E 1 L <« Swee.. » Keeping The Faith Search Keeping The Faith .
1 : m ,,,,,, Organize v New folder = 0 @
The Insert Audio dialog box o . T
appears‘ wllwhmAHOfGnd. 22 When All Of God's Singer.. N
o Navigate to and select the audio
file you want to add to your
presentation.
18 Computer
. &y Local Disk {C3)
o cl.]ck Insert. gD\/DDvNe(E‘)WiﬂMZDmV ol )
() An audio indicator and playback ;
tools appear on the slide. T T
. BHS 0B B ppbe - PowerPaint AIDIOTOOLS H - 8 X
e Aud]o TOOl-S appear On the h HOME iSERT DESIGN TRANSITIONS EANIMAT\OPNS ’ SLIDE SHOW REVIEWY WIEW FORMAT PLAYBACK armel - H o
Ribbon. PG S e i Sy Canenesne Y CHD -9
i Bujkd,:a,k BEZT;:Ek AT,;" I Fade oz vw‘fmmnpumlsmppm [ Rewwind sfter Playing Sgr BP!; -

Backmarks Editing Sudic Optians Sudia Styles

0 Click Play in Background.

When you run your slide show
(see the section “Run a Slide
Show” for details), the song
loops in the background from the
first slide until the show ends.

bl*

Note: To decrease the size of your
PowerPoint file, compress the audio
file. Click File, click Info, and then
click Compress Media. Select an
audio quality and the compression
automatically begins. :

sibE1orz (2 Znotes Wcomvents |5 am B

First Six Months.
2012

SALES REPORT




Create Speaker Notes

You can create speaker notes for your presentation. Speaker notes, also called notes pages,

are notations that you add to a slide and that you can print out and use to help you give a
presentation. You can also use speaker notes as handouts for your presentation. When creating notes
pages, PowerPoint includes any note text that you add, as well as a small picture of the actual slide.
You can add speaker notes in the Notes pane or on the Notes page.

You can print your speaker notes along with their associated slides. For details, see the tip at the
end of this section.

Create Speaker Notes

3 EHS O B - Speaker notes pro A Rowerr o ? @ - x
USlng the NOtes Pane h HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW/ REWIEW WIEWY Elaine Marmel ~ o
. . ayout o == t=. IR DO ? Shape Fill & Find
o Click [E to switch to Normal B, He CulwEEEEE g O

- ide ™ - J

uic
Styles - O Shape Effects - [ Select~

view.

9 Click a slide to which you
want to add notes.

e Click here to display the
Notes pane.

Note: The Notes pane button
acts as a toggle; each click
displays or hides the Notes pane.

Buddy

. . BHS C3- eaker notes ppt - PowerPaint 7 @ - x
e CI-]Ck 1n the NOteS pane and HOME INSERT DESIGN TRANSITIONS AN\MAT\SSN; SL\DPEPSHOTN DRE\/IEW WIEN Elaine Marmel ~ o
type any notes about the Y B0 e e ]ssie = B | K | e &

Paste Mew A . - ~
- Ssection- B T U Sac-na- A

current slide that you want A on
to include.

&2 shape Effects I Select -
Editing -~

Note: You can enlarge the Notes
pane. Place [} over the line
separating the Notes pane from
the slide (I changes to 1) and
drag up.

You can repeat Steps 2 to 4
for other slides to which you
want to add notes.

Buddy

Buddy is 17 years old and has been successf ting Kidney disease for more than 4 years. He's unusual for a cat because
he loves to cuddle and sit in your lap]
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Usin the NOtES Pa e BEHS O 3-: Spesker notes.pptx - PowerPoint Frm - x
g g HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOWY REVIEWY WIEWY Elaine Marmel ~ F‘% o
B anange 2l

. . . |:||:| [ Ruler B color E"‘J

@ Cclick a slide to which you want to EB= .‘@] R R 1= O~ B e | D mew | 2 | B
View Moaster Master Master | [ Guices Window I Black and White o, B Move Spii Wmduws

add notes. e e ot Bl smemt | icoipcnmmei i

Dlkd

@ Click the View tab.
e Click Notes Page.

Josh

Click to add notes

Zwoes WcoMvens |5 a8 B 05 -—f+—+ % (3

The Notes Page View Opens and FHS OB - Speaker notes.ppbe - PowerPaint DRAWING TOOLS
HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Elaine Marmel ~ H o
displays the selected slide. EEEEe ® B E 0~ (B o\m o3 Baen L5 B
[ Griines rayseale %Cascam
Mormal Outline Slide Notes Reading  Slide Handout Notes Motes  Zoom  Fitto Switch Macros
. . View Sorter | Page  View  Master Master Master | Guides Window W Black and White Wmdnw B2 Mave Split | windows ~
Click in the bottom pane and type Presetaton Vinws oster Views Sow 5 zoom Conrrssce Wi Moo | o

any notes about the current slide
that you want to include.

() You can click the Zoom button to
display the Zoom dialog box and
magnify the notes.

() You can also drag the Zoom slider
to magnify the notes.

You can edit and format your notes
text using buttons on the Home tab.

How do I print my notes with my slides? .
Follow these steps. Click the File tab, and then Click Print. Click Settmgs
to select your printer. In the Settings section, click # for the Print &1l Slides
second setting and click Notes Pages ({9). Click Print. IE'

Print entire presentation

Slides: | @

|:| Motes Pagesﬂ

Print slides with notes
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Rehearse a Slide Show

ou can determine exactly how long PowerPoint displays each slide during a presentation using

PowerPoint’s Rehearse Timings feature. When you use Rehearse Timings, PowerPoint switches to
Slide Show mode, displaying your slides in order; you control when PowerPoint advances to the next
slide in the show.

When recording how long PowerPoint displays each slide, you should rehearse what you want to say
during each slide as well as allow the audience time to read the entire content of each slide. After you
record the timings, PowerPoint saves them for use when you present the slide show to your audience.

Rehearse a Slide Show

CI.. k . h Sl-d S BHS O 3- Project Status Report,ppts - PowerP, ?2 3 - X
]C E to SW]tC to ] e Orter HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW QV\EW Elzine Marmel ~ H o
view. B e c I T —
mings
i F Present Custom Side SetUp  Hide  Rehearse Reco e Presenter View
Bzg’\::ng Curventmihdz o:yehi;:v us:ljgw‘ ) s\mi Shpnw S\:d: Tfmi:;: Hsnnw Show Media Controls | I Use Preserter Vi
: - Start Slide Show SetUp Meniters -~
Click the Slide Show tab a
o * 4 Default Section Il

e Click the Rehearse Timings button.

PowerPoint switches to Slide Show
view and displays the first slide.

() PowerPoint displays the Record
Slide Show toolbar and starts

a timer.
e Rehearse what you want to say.
Andrew Certus =
() Click I to pause the timer. To October 2, 2013

restart the timer, click Resume
Recording in the window that
appears.

( To cancel the timer on a slide
and start timing that slide again,
click .

o When you finish timing the first
slide, click = to proceed to the
next slide.
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PowerPoint displays the next
slide.

@ Repeat Steps 4 and 5 for each

CHAPTER

15

The total time foryour slide show was 0007114, Do you want to save the new slide timings?

fes

7

slide in your presentation.

REWIEW WIEN
D\J o ‘ ‘ 3 Shape Fill
~ N L2 shape Outline
Shapes Arange Ouick
T Siples - QR Shaps Effects
Drawing

BHS O 3- Rehearse timings. ppt - PowerPaint

When the Sljde ShOW ﬁn'iShES, a Y HOME INSERT DESIGN TRANSITIONS  ANIMATIONS SLIDE SHOW

; : e, 'JEL.Z?T SN
dialog box appears and displays e B e T s e
the total time for the slide show. S

. —_— e

0 Click Yes. , g
-
(©) PowerPoint saves the timings 54‘ _
and displays them below each
o

Sl.'lde. T > 0032 2 * 00:05

4 Project Overview

4 Status Update

[y

wokingForvanto PhaseTt

4 a* 00,09

4 Tirneline

Rl
ey

e

g

3

 00:06

Leoking Alead

7 @ - 8 X

Eiaine Mormel - [0 @

4 Find

20 Replace ~

3 Select v
Editing

DA

How do I create handouts for my audience?
Follow these steps:

@ click File.

@ click Print.

6 Select your printer.

o In the Settings section, click = for the second setting.
Q In the Handouts section, select a handout layout.

@ click Print.

(5 8

Print Layout

Full Page Slides
Handouts

Hates Pages

1 Slide 2 Slides

4 Slides Horizontal € Slifes Horizantal
4 Slides Vertical 6 Slidfes Vertical
Erame Slides
Seale to Fit Paper
High Quality

Print Comments and Ink Markup

Outline

nnv:

I-

gloid] &

QSlldes izantal

3 Slides Yertical

Frint 1 slide per page

l:l Full Page Slides w
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Run a Slide Show

You can run a presentation using PowerPoint’s Slide Show view, which displays full-screen images
of your slides. Slides advance in order, but you can, if necessary, view thumbnails of all of your
slides so that you can display a particular slide out of order.

To enrich the experience for your audience, you can use PowerPoint’s pointer options to draw directly
on the screen. You can choose from several pen tools and colors. You can present your slide show
using a single monitor or two monitors.

Run a Slide Show

Run a Presentation ﬁ (?—{OMEO f&ﬂ; DESIGN TRANSITIONS AN\M‘:::V:I?EMX::IT;’Z:E:\/’%\I\EW E\xm?eM;i;g\j Z
@ Click the Slide Show tab. (2 N A I il ——
Beginnin :haexhpuw s\:a: T?me‘:gf E(:fwruwvl * 7] Show Media Contols 7 Use PresenterView
9 Click From Beginning. E
Current Status
* Progressto Date H
o Phase I completed by end of summer
o All permits and contracts have been put in place
o Challenges encountered to date
= oTes B COMMENTS
PowerPoint switches to Slide
S.how r.node and displays the Project Status Report
first slide.
Andrew Certus =
(» When you move the mouse October 2, 2013
pointer to the bottom-left
corner, faint slide show
control buttons appear.

e Click anywhere in the slide to
advance to the next slide or
click the Next button ().

() To redisplay the previous
slide, you can click the
Previous button (7).
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Work with Thumbnails
o Click the See All Slides button
(9).
(@ PowerPoint displays thumbnails
of all slides in your presentation.

e Click any slide to display it in
Slide Show mode.
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Point Out Slide Information

o Click the Pen and Laser Pointer
Tools button ().

e Select a tool.

() When you move the mouse
pointer over the slide, the mouse
appears as the tool you selected.

Note: To redisplay [} , repeat Steps
1 and 2, selecting the same tool.

To erase all marks, click the Pen
and Laser Pointer Tools button
(%)) and then click Erase All
Ink on Slide.

% pen
& Highlighter

Project Status Report

Andrew Certus
October 2, 2013

Can I change the color of the ink I use for pen
and laser pointer tools?

Yes. Follow the steps in the subsection “Point Out
Slide Information” once to select a pointing tool
and once again to select the tool’s color. The order

in which you make these selections does not matter.

Can I hide a slide while I talk?

Yes. You can do this by changing the screen color
to black or white. Click the Menu button () and
point the mouse at Screen. Then click Black Screen
or White Screen. Presenter view contains a shortcut
Black Screen button (). To redisplay the slide,
click anywhere on-screen.
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Run a Slide Show (continued)

You can call the audience’s attention to objects by zooming in on them. This approach can be useful
if you display a slide for a lengthy time; zooming in can recapture your audience’s attention.

Many people like to work in PowerPoint’s Presenter view, which displays your notes as you present,
but your audience sees only your slides. If you present on two monitors, PowerPoint automatically
uses Presenter view to display notes and slides on separate monitors. Using only one monitor, you
can still set up your presentation to use Presenter view.

Run a Slide Show (continued)

Zoom an Object
@ click the Zoom button ().

() PowerPoint grays the slide
background and displays a
lighted square that you can
use to focus on an object.

e Slide # over the object you
want to enlarge and click.

() PowerPoint zooms in on the
object.

Vendors
To redisplay the original size

of the slide, press [(Z9.
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Using Presenter View
o Click the Menu button ().

9 Click Show Presenter View.

PowerPoint displays your
presentation in Presenter view
while your audience continues
to see Slide Show mode.

Dependencies and Resources

( The tools to control your
presentation appear here.

() You can use these buttons to
What are the

inCI’ease or decrease the fOI’lt ) / \ ject | ’ dependencies that affect
. / the timeline, cost, and
s1ze Of your notes. e \\_/ P N output of this project?

( You can click here to display the
next or previous slide.

Note: When you display your last
slide, the next slide area displays
“End of slide show.”

e Press (223 or click here to end
your slide show.

Can I display the Windows taskbar so that I can switch to another cereen v ek s
program if necessary? Display Seftings * | e sereen
Yes. When working with a single monitor, click the Menu button (), click Arrew Optiens Y

Screen, and then click Show Taskbar (€)). From Presenter view, you can Help show Taskoar
click Show Taskbar at the top of the screen.
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Review a Presentation

You can use comments to review a presentation and provide feedback. Comments appear in a pane
along the right side of the PowerPoint window. Small balloons appear on the slide to indicate
that a comment exists, and you can click a balloon to view that comment.

PowerPoint displays comment information in the Comments pane along the right side of the PowerPoint
window. In the Comments pane, you can click the New button to add another comment to the same
slide, and you can view the next and previous comments using the Next and Previous buttons.

Review a Presentation

Insert a Comment At |
@ Click [ to display the VIO &R Dy :

Spelling Research Thesourus  Translate Language  New  Del) s Next Show
- - Commert t Comments -

presentation in Normal view. e~
=

e Click the slide on which you

want to comment. Project Overview

Note: To add a general comment
about the slide, skip Step 3.

e Click the text or object on
which you want to comment.

@ Click the Review tab.
e Click New Comment.

* The Role of this Project in Our

Company

* Project Goals

* Project Deliverables

SLIDE 2 OF 8 EA - Z NOTES B COMMENTS
BHS 05 - Project Status Report pptc - PawePaint 7 @ - x
o The C(?n:lments pane appears, h HOME INSERT DESIGN TRANSITIONS ANIMATJIONS SU;ES:ZW REVIEW WIEW E\am:Marme\'H o
containing a new comment via &R DOODEEE E YR B8
block. Spelling Research Thesaurus  Translate Lan 9 age CU:mw:m Delete Previous e r?:nﬂ;“‘ Cornpate Accept Reject B Reviewing Pane REE::W Lh\‘r;i::
A ball cropeomn B memm ,(0
comment balloon appears ’
o PP =

4 Elaine Mar...

on the Sl.'ide = | | Project Overview
: & [

* TheRole of this Projectin Our
Cempany

G Type your comment here.

* Project Geals

o When you finish typing your
comment, click outside the
comment block or press (2.

( You can add another
comment to the same slide R
by clicking the New button. o

* Project Deliverables

() You can click x to close the
Comments pane. 5 : < hoes o
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Reply to a Comment [ - AN.MZ::;:?““::zzt:z:;"“"“;;:1"; riua- I8
@ Click the Review tab. VIR &% D59 IE X e (g

Spelling Research Thesaurus  Translate Language  Mew  Delete Previous Mext Show ept Reject End  Linked
- - Cormment  ~ Compments [ Redewing Pans Review  Notes

9 C[]'ck Show Comments. . r:umg anguage ommerts_ Dmpa% ; nehlote »
4 Project Overview '} g omments

: ® . B

*
4 Elaine Marmel 2 minutes ago

Project Overview

The Comments pane appears.

€©) Click in the Reply box of the — " el ot o

4 Status Update Company

comment you want to answer. =

Rich, are you sure you want to
use this picture on this slide?

* Project Goals

e Type your reply. " PrjosDalarabe

e Press or click outside
the Reply box.

4 Timeline

5 —
| =

« ®
o
SRS

2
4 Next Steps and Actin,

G POWerPOint StOl’eS the repl_y FdS OG- Project Status Report ppbx - PowerPoint 7 @ - 8 X

HOME INSERT DESIGMN TRANSITIONS ANIMATIONS SLIDE SHOWY REWIEW WIEW Elaine Marmel = H o
and adds another Reply box. %o B & R D96 D M
SptHlng Research Thesaurus | Translate Language  Mew  Delete Previous Mext Show | Compare Accept Reject ¢ End  Linked
. - - Comment  ~ Comments (B Reviewing Pane Reyiew | Notes

o PowerPoint adds another Fraafing Longusge Comments Compare onetiots -

= =
comment balloon almost on S p—— L — C"-mme”“ . 0
top of the original comment = ! H||  FEroject Overview ? =

4 Elaine Marmel 3 minutes ago
ba'.|.00n. xJ * TheRole of this Projectin Our

Rich, are you sure yau want to
use this picture on this slide?

Elaine... A few seconds ago
Wel, a5 lang a5 you're
xxxxx perour

conversatian,

4 Status Update

(® To read the next or previous
comment, click 22 or [,

* Project Goals

Reply..

o Project Deliverables

4 Timeline
55—
| =

« ©®
o
S

a Mext Steps and Actio *

How can I edit or delete a comment? %
4 Flaine Marmel 5 minutes ago 2

To edit a comment, click the text of the comment that you want to edit Rich, are you sure ypu want to
to open a text box containing the comment. Make your changes and then use this picture on s slide?
click outside the comment box. To delete a comment, right-click it on the Blaine Mar... 1 minute ago
slide and then click Delete Comment. You can also delete it from the fﬂ‘:'ﬁ':;:zﬁ as you're
Comments pane. Slide [ over the comment or reply until < appears conversation,

(). Then, click x . Deleting a comment also deletes its replies. Rephy..

279



Package Your Presentation ona CD

o share your PowerPoint presentation with others, you can save it to a CD. With the Package

for CD feature, PowerPoint bundles the presentation along with all of the necessary clip art,
multimedia elements, and other items needed to run your show, including any linked files contained
in your presentation. The CD even includes a PowerPoint Viewer with the file in case the recipient
does not have PowerPoint installed on his or her computer.

If you prefer, you can save your presentation as a WMV movie file that includes any narration and

timings you record.

Package Your Presentation on a CD

@ Click the File tab.
o Click Export.

e Click Package Presentation
for CD.

e Click Package for CD.

The Package for CD dialog
box appears.

e Type a name no longer than
16 characters for the CD.

G Click Copy to CD.

Note: PowerPoint prompts you to
insert a blank CD; do so and click
Retry.
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E\ameMarmE\iH oo
Export

Package Presentation for CD

[_‘j Create PDF/XPS Document
== Create 3 package 5o that other people can watch the presentation on most computers.

This package inc
= Linked or embedded items such as videos, sounds, and fonts

=L
|:‘-j Create a Video

= Any other files added to the package

(501 Package Presentation for CD

LY create Handouts

2 changeFile Type

7 - 8 X

@ Copy a set of presentation to a folder on wour computer or to a CDy

Mame the CD: Proj Status Rept 0 |

Files to be copied
¢l Project Status Report.ppte

Add..,

Remove

Dptions.

Copyto Folder.. | | Copy ta £D @
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If your presentation contains

linked files, PowerPoint asks o . . N
. . You chose to package all linked files in your presentation, so PowerPoint will copy the linked files to your
you ]f you Want to ]nclude computer, You should include linked files in your package only if you trust the source of each linked file,

those ﬁles on the CD‘ Do you want to include linked files in your package?

| | Cancel

o If you trust the source of
each linked file, click Yes.

Was this information helpful?

PowerPoint copies the Package for CD ?
presentation files. @ Copy a set of presentation to a folder on your computer ar to a CD.
The size of the presentation Mame the CD: | Proj Status Rept
determines how long copying :
takes. B
3 .t i The files were successfully copied to the CD,
When POWGrPO] nt ﬁn]SheS | Do you want to copy the same files to another CD7 :I
copying the presentation, B S “Q ]

a dialog box appears.

e Click No.

Note: If you want to continue
packing additional copies of the
presentation, you can click Yes.

© Cclick Close.

The Package for CD dialog
box closes.

How do I save my presentation as a video?

Wias this information helpful?

| Copy to Folder., | | Copy to C0 | 9

Create a Video

To save your presentation as a video, follow these steps. Save your presentation 253 ido tht you can bum to o disc, upload to theweb, or el
. . . . W Incorporates all recarded timings, narrations, and laser painter gestures

Click the File tab and then click Export. Click Create a e S

Video. Click * and choose a quahty level (o) Click @ et help buming your slide show video ta DVD or uplesding it to the web

w and specify whether PowerPoint should use recorded
narration and timings (). Click Create Video ((®). In

Computer & HD Displays
=|  Farviewing an a camputer manitor, projector, or high definition display (Lar..

the Save As dialog box, specify the file name, type, and ‘-’:53 b Y
folder in which PowerPoint should save the video. Click et sl

the Save button. PowerPoint saves the presentation as a Eﬂ ] 0

video in the folder you specified. Vider
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Present Online

ou can deliver your PowerPoint presentation online at no cost to you by taking advantage of the
free Office Presentation Service that Microsoft offers.

When you present online, members of your audience view your presentation in their web browsers.
They use a link that you provide to connect to your presentation. They do not need to set up
anything; they need only their browser and the link you provide.

PowerPoint generates the link for you, and you can send the link via e-mail or you can paste the link
at a location where members of your audience can click it.

Present Online

o Open only the presentation you
want to share.

© Click the File tab.
© Click Share.
e Click Present Online.

() You can click here ([[] changes
to [#]) to enable your audience
to download your presentation.

6 Click Present Online.

Project Status Report.ppt - PowerPaint Y X

Elaine Marmel ~ M o =
Share

Project Status Report Present Online
My Docurents » PowsrPaint Stuff

Present through Office Presentation Service

® No setup required
Share P
B Alinkis created to share with people

&% Invite People
=" Email

% Present Online

[5g Publish Sides

I
Present it

The Present Online dialog box
appears.

G Click an invitation option: Present Online

copy Link - W]th this Option, Share this link with remote viewers and then start the presentation.
you need to paste the link —
where others can access it; or
Send in Email — this option RO |

. . i=3 Send in Email..,
opens an e-mail message with
the link to the presentation

embedded. Fill in the recipients
and send the e-mail.

START PRESENTATION 7

0 When you are ready to start
your presentation, click Start
Presentation.
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POWERPOINT CHARES

PowerPoint switches to Slide Show
mode. See the section “Run a Slide
Show” for details on presenting.

e When your presentation concludes,
press (Z23 to return to Normal
view in PowerPoint.

Q Click the Present Online tab.
@ Click End Online Presentation.

PowerPoint displays a message
asking you to confirm that you
want to end the presentation.

@ Click End Online Presentation.

PowerPoint stops the presentation
and the Present Online tab
disappears.

15

Assembling and Presenting a Sllde Show

Project Status Report,pptx - PowerPoint
DESIGN  TRANSTIONS  ANIMATIONS  REVEW  VIEW

From From (] Use Pre
Beginning Current Slide

Start Slide Show

4 et Steps and Action herns

Deliverables Summary

¢ Budget
¢ Design documents
¢ Marketing plan

¢ Supplemental documents

* Contact information

Znoes Wcomwens B aa B

Everyane wiewing this online presentation will be disconnected if you continue, Do you want to end this
online presentation?

@ End Onlihe Presentation | | Cancel

What should I do if I want to send the e-mail message with the link a few days prior to the

presentation?

PowerPoint’s Present Online feature assumes that you will present soon after initiating the link, so you
should send an e-mail announcing that you will be presenting and provide the date and time. Tell your
recipients that they will receive a link via e-mail from you approximately 30 minutes before the
presentation will begin (you can choose the time, but be sure to allow enough time for the link to arrive).
Then, on the day of your presentation, at the prearranged time, complete the steps in this section.
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PART V

Access

Access is a robust database program that you can use to store and
manage large quantities of data related to anything from a home
inventory to a giant warehouse of products. Access organizes your
information into tables, speeds up data entry with forms, and
performs powerful analysis using filters and queries. In this part, you
learn how to build and maintain a database file, add tables, create
forms, and analyze your data using filters, sorting, and queries.

Datasheet Wiew
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ccess is a popular database program that you can use to catalog and manage large amounts of

data. You can use Access to manage anything from a simple table of data to large, multifaceted
lists of information. For example, you might use Access to maintain a list of your clients or a catalog
of products you sell.

If you are new to Access, you should take a moment and familiarize yourself with the basic terms
associated with the program, such as database, table, record, field, form, report, and query. This
section contains definitions of all these key terms.

Databases

Simply defined, a database is a collection of related
information. You may not be aware, but you use databases
every day. Common databases include telephone
directories or television program schedules. Your own N
database examples might include a list of contacts that NQ
contains addresses and phone numbers. Other examples of NE
real-world databases include product inventories, client RQ
invoices, and employee payroll lists. Ql‘

>,

E. 2

J

Tables

The heart of any Access database is a table. A table is a list of
information organized into columns and rows. In the example of a
client contact database, the table might list the names, addresses,
phone numbers, company names, titles, and e-mail addresses of
your clients. You can have numerous tables in your Access
database. For example, you might have one table listing client
information and another table listing your company’s products.

D First Name Last Name State
Karen Arnold VA
Thomas Barnhart VA
Paul Bonner VA
Camilla Cox MD

AW N -

Records and Fields

Every entry that you
make in an Access table First Name | Last Name | Company Address State
is called a record. Records Donald Wulf Perform Tech | 99 New York Avenue | VA
always appear as rows in
a database table. Every
record consists of fields, which are the separate pieces of information that make up each record. Each field
of a record appears in a separate column. For example, in a client contact list, each record (row) might
include fields (columns) for first name, last name, company name, title, address, city, ZIP code, phone
number, and e-mail address. Field names appear at the top of each column.

286



Forms

You can enter your database records directly into
an Access table or you can simplify the process eamoel
b‘y using a form. Access for.ms'present your table First Name ‘ Karen ‘
fields in an easy-to-read, fill-in-the-blank

Last Name ‘ Arnold ‘
format. Forms allow you to enter records one at _
a time. Forms are a great way to ensure Company _UNITECH Consulting [\
consistent data entry, particularly if other users Job Title | V]
are adding information to your database list.
Reports and Queries
You can use the report feature to summarize

CONTACTS

data in your tables and generate printouts
of pertinent information, such as your top
ten salespeople and your top-selling
products. You can use queries to sort and
filter your data. For example, you can
choose to view only a few of your table
fields and filter them to match certain
criteria.

Karen Arnold
Centreville, VA 20101
Phone

(703) 655-1212

Dynatech Consulting
1870 Taskey Parkway

Thomas Barnhart
Alexandria, VA 22311
Phone

(703) 671-6600

Management Partners Inc.

8522 Montegue St.

Plan a Database

The first step to building an Access database
is deciding what sort of data you want it to
contain. What sorts of actions do you want
to perform on your data? How do you want
to organize it? How many tables of data do
you need? What types of fields do you need
for your records? What sort of reports and
queries do you hope to create? Consider
sketching out on paper how you want to
group the information into tables and how

Tables | need:
Contacts

Fields | need in the Contacts table:

Name
State
Phone

Reports | need:

Report that lists all fields
Report that lists just name and phone

Forms | need:

Contact list that shows all information for all entries
Contact details that lists all information for one entry

the tables will relate to each other. Planning
your database in advance can save you time
when you build the database file.
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ou can build web apps — a new kind of database designed with Access and published online —

or desktop databases based on any of the predefined Access templates. For example, you can
create databases to track contact lists, assets, and task management. You can also search Office.com
to find new, featured templates. This book focuses on building desktop databases.

When you create a new database using a template, the database includes pre-built tables and forms,
which you populate with your own data. You control the structure of your database by modifying or
eliminating preset tables and fields and adding database content such as tables, forms, and reports.

\ Create a Database Based on a Template

G Start Access.

Elaine Marmel

Access Search for online templates el
ugge: rches: ssets usiness ontacts. accoun

Recent

Note: You can also create a new database
from within Access; click the File tab and
then click New.

On the Access start screen or the New
screen, templates appear.

Custom web app Blank desktop database

You can search for additional
templates online at Office.com by
typing keyWOl’dS here. (@9 Open Other Files

e Click a template.

Note: To build a database, select a
template that contains “Desktop” as the
first word in its name. Web app template
names do not contain the word “Desktop.”

A window appears, displaying the
template information.

To view the next or previous template,
click these buttons. I il Desktop contacts

e Type a new name in the File Name
field.

6 To change the folder in which you ¥ Y

My Contacts|

store the database file, click the ' i} CrEeie o OO
Open button (|-).

Fr (7306 Votes)

0

Note: If you are satisfied with the folder
Access suggests, skip to Step 7.
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The File New Database dialog
box appears.

® * 1 L <« Documents » Access Stuff Search Access Stuff

Organize +  Newfolder

A Name

e Locate and select the folder o
18 Downloads ¥

in which you want to store E s

@& SkyDrive

top contacts

. Testdb.accdb

the database file. R

. Documents eople that your team works with, such as
Click OK e
* v o< 5

s contacts database to manage information

1 Dictas

Jok Kok f (7307 Votes)

File name: | My Contacts.accdb V|

o cl'ick Create. Sav:asiyp:|M|=mswﬂA::§2W7—Zﬂ\SDahbass("a::db) v ";ﬂs E‘

(= Hide Folders S\Elaine MarmelDocuments\

() Access downloads the template and K T -
creates a new, blank database, ready [ cn T oo B g T s
for data. o e et ot Vst 7 i B "
1) SEQURITYWARNING Some active cantent has been csabled, lickfor more details, 8 x

Note: The Getting Started window for the All Access Objrm® «| (2
Contacts Management Database appears. ; 6
You can watch videos associated with the 3 s
database or you can click x to close the B cmson e e I
window.

Contact List
Getting Started

e A security warning appears; to hide :
the warning and enable the macros in .
this template, click Enable Content. )

& modhapping

rEEEEE

How do I know what fields to keep in or remove from my table?

To determine the fields you need in your database, decide the kinds of information you want to track in
your database and the types of reports and queries you want to generate to view your data. For best results,
use the suggested fields; you can always remove or hide fields that you do not use at a later time. (For help
removing or hiding fields from a table, see the sections “Delete a Field from a Table” and “Hide a Field in a
Table” later in this chapter.)
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ccess includes many predefined database templates, including templates for creating contact
lists, assets, project management, task management, and more. You can also log onto the
Office.com site to find additional downloadable templates.

If you determine that none of these predesigned Access templates suits your purposes, you can
create a new, blank database and then decide on the tables, fields, forms, and other objects your
database will include.

Create a Blank Database \

72 - 8 X

9 Start Access.

Elaine Marmel

Access Search for online templates O i

Suggested searches:  Assets  Business  Contacts Switch accourt t

Note: You can also create a new
database from within Access; click
the File tab and then click New.

Employes  Inventery  Project  Sales

a0

Custorn web app Blank desktop database

Recent

On the Access start screen or
the New screen, templates
appear.

9 Click Blank desktop database.

(@ Open Other Files

Ve

A window appears, displaying
the template information.

To view the next or previous
template, click these buttons.

e Type a new name in the File

Name field. Blank desktop database
e To change the folder in which e o e
you store the database file,

click the Open button (i-). 0

Note: If you are satisfied with the
folder Access suggests, skip to
Step 7.
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The File New Database dialog “

r h« Documents » Access Stuff
box appears' Organize »  New folder
” MName
e Locate and select the folder o
in which you want to store o
. @& SkyDrive
the database file. R ' :?’Iii’”;;“““‘“
B vecre o ,
e c'-iCk OK' » Fil | Kidzsportzaccdb v‘ database
Save. as|yp=|M.<msmA«s2m7 2013 Databases (*.accdb) @
0 Click Create. P :D nnnnnn w
Al |
H S & - TABLE TOOLS KidzSportz: Datsbaze- CAUsernElsine MarmeRDocurment.. 7 — x
o Access Creates a new’ blank E HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE 4 ) ’ ' E\am:Marme\'H [ ]
database and opens a new AR A ol W R
table, ready for data. SO s B L s s
%ﬁ““s Om ”; oo .
= Toblet
Record: W [Tof1 | © W | T ek | [search _
What is the pane on the left? How do I open an existing database?
This is the Navigation pane, which Click the File tab, click Open, click Recent, and then click the

you can use to open various database = database in the Recent Databases list that appears. If the
objects. Click the Shutter Bar Open/ database does not appear in the Recent Databases list, click

Close button ( #) to collapse the Open Other Files, click Computer or your SkyDrive, and then
pane; click the button again () to click Browse to display an Open dialog box. Locate and select the
expand the pane. database file, and click Open.
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ccess databases store all data in tables. A table is a list of information organized into columns and

rows that hold data. A table might list the names, addresses, phone numbers, company names,
titles, and e-mail addresses of your clients. Each row in a table is considered a record. You can use
columns to hold fields, which are the individual units of information contained within a record.

If you need to add a table to a database, you can easily do so. All table objects that you create
appear listed in the Navigation pane; simply double-click a table object to open it.

o With your database open in
Access, click the Create tab.

9 Click the Table button.

Access creates a new table and
displays it in Datasheet view.

Note: See the next section, “Change
Table Views,” to learn more about
Datasheet view.

e To name a field, click the Click
to Add link at the top of the
field column.

o Click the type of field you want
to add.

In this example a Short Text
field is added.
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TABLE TOOLS KidzSportz: Database- Cllsers\Ela o
HOME CREATEﬂ DATABASETOOLS  FIELDS  TABLE
e [ @ ) g O
[E] Labels h
in Macro
ot -

ryQu:ry Form  Form  Blank Report Report Blank
izsrd Design M

Parts v De: Dgrrm’i Design Report
Templates Forms Reports Maeros & cade “
i Table1 %
All Access Obje... © «|| T bk
s 5 1D - Click to Add ~
arc
* (New)
Tables ES
ER Tabler

G B
HOME  CRESTE

View  Short Mumber Currency
- Text
All Access Obje... @ «

B Tavlet
B Toble2

w1 [ Date & Time Name & Caption

iews 4dd & Delete Froperties

TEELE TOOLS KidzSporte: Database- CAUsers\Elaine MarmeRDocumn,
EXTERMAL DATA  DATABASETOOLS  FIELDS  TABLE

[ [oemTee

DefaultValue Format:
Modify Modify  Memo

Field Size Lookups Expression Settings

Ei

Fomatting Field Validation -~

R R

x
- Click to Add =
Tables Py AB  Short Text
.

Aa Rich Tegt

A8 Long Text
b Atachment
B Hyperlink
Calculated Field >

Paste as Fields

Record: 4 [10f1 » Search
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e Type a name for the field
and press

G Repeat Steps 4 to 5 to
create more fields for the
table.

0 When you are finished
adding fields, close the
table by clicking the Close
button ( x).

Access prompts you to save
the table changes.

© click Yes.

The Save As dialog box appears.
0 Type a name for the table.

@ Click OK.

Access lists the table among the
database objects in the
Navigation pane.

Note: After you save a table, you can
reopen it by double-clicking it in the
Navigation pane.

ACCESS

Database Basics

CHAPTER

16

TRBLE TOOLS

BHS & -
HOME CREATE

DXTERMAL DATA  DATABASETOOLS  FIELDS  TABLE

KidzSportr: Database- CAUsers\Elaine MarmelDocument.. 2 —

Elzine Marmel = H .

h( A 12 [ BRoateaTime L1 [E]Name & Caption m fx - DtTyp
== .v 5/No X ’_‘Df ultslue EQ Jx @bl i

Wiew  Short Number Cu Delete Modify Modify  Meme

Tet " il More Feld: - s Feld Size Laakups Expression Settings - 5 % °
iews add 8 Delete Propertics Form

: Tavier | = Tabtez |
All Access Obje... @ « || = =
— B D - | FirstName | LastName - | Company - |Businessad - |Bus Ad
v,
*\ (New)

Tables 2
ER Tavler
B3 Tablez

. Doyouwant to save

changes to the design of table Table2'?

Field Validation -~
x
Zip + | Business sta v‘ B

Recorsi i <[ror1 | | Bl e

[searcn | [

Table Mame:

|Cﬂntacts£

Can I rename table fields?

Yes. You can rename fields in any
table. To do so, double-click the

field label and type a new name.

When you finish, press (Zi3.

How do I remove a table that I no longer want?

Before attempting to remove a table, ensure that it does not contain
any important data that you need. To delete the table, select it in the
Navigation pane and press (Z220). Access asks you to confirm the
deletion before permanently removing the table, along with any data

that it contains.
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ou can view your table data using two different view modes: Datasheet view and Design view. In
Datasheet view, the table appears as an ordinary grid of intersecting columns and rows where you
can enter data. In Design view, you can view the skeletal structure of your fields and their properties

and modify the design of the table.

In either view, you can add fields by typing new field names in the Field Name column, or change
the field names. In Design view, you can also change the type of data allowed within a field, such as

text or number data.
W

Change Table V

Switch to Design View

o Open any table by double-clicking
it in the Navigation pane.

Access displays the table in the
default Datasheet view.

@ Click the Home tab.

@) Click the bottom half of the View
button.

0 Click Design View.

Note: You can quickly toggle between
Datasheet view and Design view by
clicking the top half of the View
button.

Access displays the table in
Design view.

The bottom of the view
displays the properties of the
field you select in the top of
the view.

Access displays the Table Tools
Design tab.
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b Y #lascending V- Selection - =@ New 2 Totals H e |calibri M
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D Datasheet View
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B peagnview 1 aren Armald Dynatech Consuilting 1870 Taskey Parkway centrevil
2 Thomas Barnhart hanagement Partners Inc, 8522 Montegue St. Alexandr]
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3 Paul Borner ILM International, Inc. 2267 Lehigh Highway Fairfax
& settings 4 camilla Cox AeraTrain, Inc. 310 Canada Drive Landaver
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Switch to Datasheet View
o Click the Home tab.

9 Click the bottom half of the
View button.

9 Click Datasheet View.

Note: You can quickly switch
from Design view to Datasheet
view by clicking the top half of
the View button.

Access displays the default
Datasheet view of the table.
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Do all Access objects have the same views?

No. ALl Access objects have a Design view, but other
available views depend on the object you select in
the Navigation pane. For example, in addition to a
Design view, reports have a Report view, a Print
Preview, and a Layout view, and forms have a Form

view and a Layout view.
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What is the purpose of the Field Properties area
in Design view?
The Field Properties area enables you to change the

design of the

field, specifying how many characters

the field can contain, whether fields can be left
blank, and other properties.
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ou can add fields to your table to include more information in your records. For example, you may
need to add a separate field to a Contacts table for mobile phone numbers. Alternatively, you may
need to add a field to a table that contains a catalog of products to track each product’s availability.

After you add a field, you can name it whatever you want. To name a field, double-click the field
label in Datasheet view, type a new name, and press the Enter key. Alternatively, you can change the
field name in Design view.

Add a Field to a Table

o Double-click to open the table to
which you want to add a field in
Datasheet view.

9 Click the column heading to the
left of where you want to insert
a new field.

Note: Access adds the column for the
new field to the right of the column
you select.

@) Click the Fields tab.

0 In the Add & Delete group, click
the button for the type of field
you want to add.

In this example, a Short Text
field is added.

Access adds the new field.

Note: You can rename the field by
typing a new name and pressing

(Enter B
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ou can delete a field that you no longer need in a table. For example, if your employee contact
information database contains a Pager Number field, you might opt to delete that field.

When you remove a field, Access permanently removes any data contained within the field for every
record in the table. If you do not want to delete the information in the field, you might choose to

hide the field. For information, see the next section,

Delete a Field from a Table

“Hide a Field in a Table.”

o Double-click to open the table that
you want to edit in Datasheet view.

e Click the column header for the field
you want to remove.

Access selects the entire column.
© Click the Fields tab.
o Click the Delete button.

Access prompts you to confirm the
deletion.

© cClick Yes.

Note: You might also see a message
warning you that deleting the field will
also delete an index; click Yes.

Access removes the field and any
record content for the field from the
table.
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uppose your table contains fields that you do not want to view on a reqular basis, but that you

do not want to delete from the table. For example, a table containing a catalog of products might

include a field indicating the country in which the product was manufactured — information that

you might not need to view on a regular basis but still need occasionally. You also might hide a field

to prevent another user on your computer from seeing the field. Whatever the reason, you can hide
the field. When you are ready to view the field again, you can easily unhide it.

o Double-click the table that
you want to edit to open it
in Datasheet view.

9 Right-click the column
heading of the field you want
to hide.

© Click Hide Fields.

Access hides the field.

Note: To view the field again, right-
click any column heading and click
Unhide Fields. In the Unhide Columns
dialog box that appears, select the
column that you want to display again
(L] changes to [+]), and click Close.
Access displays the hidden field as the
last column in the table.
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ou can change the order of fields in a table. Moving fields is particularly useful if you built your
database from a predesigned template, because you may want to reorder fields to suit the way

you enter data for each record.

Moving a field changes its position in Datasheet view but does not change the order of the fields in the
table design. If you create a form after reordering fields, the form fields appear in their original position.

Move a Field in a Table

Double-click the table that you
want to edit to open it in
Datasheet view.

Click the column heading of the
field you want to move.

Access selects the entire column.

Drag the column to a new
position in the table (3 changes
to k).

A bold vertical line marks the new
location of the column as you
drag.

Release the mouse button.

Access moves the field to the
new location.
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[though you can enter data into your database by typing it directly into an Access table, you can

simplify data entry, especially if someone else will be entering the data, by creating a form based
on your table. Forms present your table fields in an easy-to-read, fill-in-the-blank format. When you
create a form based on a table, Access inserts fields into the form for each field in the table.

Forms, which enable you to enter records one at a time, are a great way to help ensure accurate data
entry, particularly if other users are adding information to your database.
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Access creates the form.

@ Click the Close button ( x)
to close the form.
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Access prompts you to save
your changes.

CHAPTER

16

ACCESS

Database Basics

© Click Yes.

The Save As dialog box appears.

G Type a name for the form.

@ click ok.

Access lists the form among
the database objects in the
Navigation pane.

Note: After you save a form, you can
reopen it by double-clicking it in the
Navigation pane.
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How do I delete a form that I no longer
need?

To delete a form, click it in the Navigation
pane, and then press or click the
Delete button on the Home tab. Access asks
you to confirm the deletion; click Yes.

Can I create a blank form?

Yes. Click the Blank Form button on the Create tab to
open a blank form. A field list appears, containing all the
fields from all of the tables in the database. To add a field
to the form, drag it from the list onto the form. You can
populate the form with as many fields as you need.
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ou can view your form using three form views: Form view, Design view, and Layout view. Form

view is the default; in this view, you can simply enter data. In Design view, each form object
appears as a separate, editable element. For example, in Design view, you can edit both the box that
contains the data and the label that identifies the data. In Layout view, you can rearrange the form
controls and adjust their sizes directly on the form. Access makes it easy to switch from Form view to
Design view to Layout view and back.

Change Form Views

Switch to Design View

o Double-click the form that
you want to edit to open it
in Form view.

@ Click the Home tab.

© Click the bottom half of the
View button.

0 Click Design View.

Access displays the form in
Design view.

Switch to Layout View
o Click the Home tab.

@ Click the bottom half of the
View button.

e Click Layout View.

Access displays the form in
Layout view.

To return to Form view, you
can click the bottom half of
the View button and then
click Form View.
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ou can move a field to another location on your form. For example, you might move a field to

accommodate the order in which data is entered in the form. When you click a field label to select
it, Access selects only the field label. Because you will probably want to move both the field label and
the field contents, you can more easily move both of them if you select both at the same time.

Although you can move a field in either Design view or Layout view, you might find it easier to make

changes to your form in Layout view.

ve a Field in a Form

o Double-click the form that you
want to edit to open it in Form
view.

9 Switch to Layout view (see the
previous section, “Change Form
Views,” for details).

© Click the label of the field that
you want to move (I3 changes
to % ).

@ Press and hold (11 as you click
the contents of the field.

9 Click and drag the field label and
contents to the new location on
the form.

This symbol identifies the
proposed position of the field
label and contents.

When you release the mouse
button, Access repositions the
field.

You can click anywhere outside
the field label and contents to
deselect them.
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ou can delete a field that you no longer need in a form. When you remove a field, you need to
remove both the data box and the field label. Although you can delete a field in Design view or in
Layout view, you might find it easier to do this in Layout view.

Note that removing a form field does not remove the field from the table upon which the form is
originally based or any of the data within that field; it simply removes the field from the form.

\ Delete a Field in a Form
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theme is a predesigned set of color schemes, fonts, and other visual attributes. Applying a theme
to an Access database is a quick way to make it more visually appealing. When you apply a theme
to an Access database, that same theme is applied to all forms and tables in your database.

Themes are shared among the Office programs; you can use the same theme in your Access database
that you have applied to worksheets in Excel, documents in Word, or slides in PowerPoint.

| Apply a Database Theme

o Double-click the form that
you want to edit to open it
in Form view.

9 Switch to Layout view (see
the section “Change Form
Views"” for details).

€ Click the Design tab.
@ Click the Themes button.

6 Click the theme you want to
apply.

Access applies the theme to
all forms in the database,
changing colors and fonts.
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o change the look of a form, you can apply formatting to fields in the form. You might format

a form field to draw attention to it in order to make it easier to locate that field for data-entry
purposes. Or, you might opt to change the font of all field labels, make them larger, and change
their color, to make them stand out on the form for those who enter data.

You can apply the same types of formatting to form fields that you apply to words in Word
documents, PowerPoint presentations, Publisher publications, Outlook messages, and Excel cells.

Form

o Double-click the form that you
want to edit to open it in Form
view.

e Switch to Layout view (see
“Change Form Views” for details).

e Click to select the field whose
text you want to format.

To select multiple fields, you can
press and hold (=71 as you click
additional fields.

@ Click the Format tab.
o Use these tools to format the fields:

Click the Font # and choose a
font.

Click the Font Size # and choose
a font size.

Click = to the right of the Font
Color button (A -) and choose a
color.

Click = to the right of the
Background Color button (£ -)
and choose a color.

Access formats the text in the
selected fields.

You can click anywhere outside the
selected fields to deselect them.
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ou can add a background image to a form to make it more pleasant to view. For example, you

could add a company logo or a photograph that appears in your company’s marketing materials.
A background image, while not necessary or essential to a form, can make data entry a bit more
interesting, simply because the form looks less form-like. And, when data entry is less boring and
more interesting, the person entering the data is less likely to make mistakes. A background image
on a form remains fixed, even as you change records.

d a Backgro Image

o Double-click the form that you
want to edit to open it in Form
view.

9 Switch to Layout view (see the
section “Change Form Views”
for details).

e Click the Format tab.

0 Click the Background Image
button.

o Click Browse.

The Insert Picture dialog box
opens.

0 Locate and select the image
you want to use.

@ click ok.

Access adds the image to the
form background.
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ou build a database by adding records to a table in the database. Any new records that you add

appear at the end of the table. You add records to a table in Datasheet view. As your table grows
longer, you can use the navigation buttons on your keyboard to navigate it. You can press () to
move from cell to cell, or you can press the keyboard arrow keys. To move backward to a previous

J+ ).

cell, press |

After you enter a record in a database table, you can edit it in a table in Datasheet view.

dd a Record to a Table

o In the Navigation pane, double-
click the table to which you
want to add a record.

Access opens the table, placing
the cell pointer in the first cell
of the first row.

By default, the first field in
each table is a unique ID
number for the record. Access
sets this value automatically as
you create a record.

e Click in the second cell of the
first empty row.

e Type the desired data in the
selected cell.

e Press (2.

Access fills in the ID number to
add the new record.

9 Repeat Steps 3 and 4 until you
have filled the entire row.

G Press (Z:.0) or press (L) to

move to the next row or record.
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What is a primary key?

A primary key uniquely identifies each record in a table. For many tables, the primary key is the ID field by
default. The ID field, which Access creates automatically, stores a unique number for each record as it is
entered into the database. If you want, however, you can designate another field (or even multiple fields)
as a primary key. To do so, switch the table to Design view, select the field that you want to set as the
primary key, and click the Primary key button on the Design tab.
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ou can use forms to quickly add records to your Access databases. Forms present your record
fields in an easy-to-read format. When you use a form to add records, the form presents each
field in your table as a labeled box that you can use to enter data.

After you enter a record in a form, you can edit it if necessary. (See the tip for more information.)
For help locating a particular record in the form window in order to edit it, see the next section,

“Navigate Records in a Form.”

dd a Record to a For

o In the Navigation pane,
double-click the form to
which you want to add a
record.

Access opens the form.
@ Click the Home tab.

9 Click the New button in
the Records group.

Access displays a blank form,
placing the insertion point in
the first field.

By default, the first field in
the table associated with
this form is a unique ID
number for the record. Access
sets this value automatically.

e Press (2.
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Access moves the insertion
point to the next field in
the form.

o Type the desired data in the
selected field.

0 Repeat Steps 4 and 5 until
you have filled the entire
form.

0 Click Save or press (Z:0)
and press (2.

Access saves the record and
displays another blank form,
ready for data.

To close the form window,
you can click the Close
button ( x).

Are there other ways to insert a
new record?

Yes. You can click the New (Blank)
Record button (»:) on the form
window’s navigation bar, located
along the bottom of the form.
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How do I edit a record in a form?

You can reopen the form, navigate to the record that you want to
change, and make your edits directly to the form data. When you
save your changes, Access automatically updates the data in your
table. To learn how to display a particular record in a form, see
the next section, “Navigate Records in a Form.”
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ou may find it easier to read a record using a form instead of reading it from a large table

containing other records. Similarly, editing a record in a form may be easier than editing a record
in a table. You can locate records you want to view or edit using the navigation bar that appears
along the bottom of the form window. This navigation bar contains buttons for locating and viewing
different records in your database. The navigation bar also contains a Search field for locating a
specific record. (You learn how to search for a record in a form in the next section.)

Navigate Records in a Form

o In the Navigation pane,
double-click the form whose
records you want to navigate.

Access displays the form.

The Current Record box
indicates which record you are
viewing.

0 Click the Previous Record ( «)
button or Next Record ( » )
button to move back or
forward by one record.

Access displays the previous or
next record in the database.

You can click the First Record ( )
button or Last Record ( » ) button
to navigate to the first or last
record in the table.

You can click the New (Blank)
Record button (»+) to start a
new, blank record.
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ou may find it easier to read and edit records in a form than in a large table containing other

records. As described in the previous section, you can locate records you want to view or edit by
using the various buttons in the navigation bar, such as the Previous Record button, the Next Record
button, and so on. However, that method can become time-consuming if the table associated with
the form contains many records. This section describes how to search for the record — an easier
approach to finding a record while using a form. You search using the form’s navigation bar.

o In the Navigation pane,
double-click the form
containing the record you
want to find.

Access displays the form.
9 Click in the Search box.

e Type a keyword that relates
to the record you want to
find.

In this example, a search for
a person’s last name is
performed.

As you type, Access displays
the first matching record.

e After you finish typing your
keyword, press (Z10] to
display the next matching
record, if any.
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ou can remove a record from your database if it holds data that you no longer need. Removing
old records can reduce the overall file size of your database and make it easier to manage. When
you delete a record, all of the data within its fields is permanently removed.

You can remove a record from a database by deleting it from a table or by deleting it from a form.
This section shows you how to delete a record from a table. (For help deleting a record from a form,
see the next section, “Delete a Record from a Form.”)
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n addition to removing records directly from a table, as described in the previous section, you can

remove records that you no longer need by using a form. Removing old records can reduce the
overall file size of your database and make it easier to manage. When you delete a record, whether
from a table or a form, Access permanently removes all the data within its fields.

The first step is to locate the record you want to delete; refer to the sections “Navigate Records in a
Form” and “Search for a Record in a Form” for help locating the record.

Delete a Record from a Fo

o In the Navigation pane,
double-click the form
containing the record you
want to delete.

Access displays the form.

9 Navigate to the record you
want to delete.

€ Click the Home tab.

@ cClick = beside the Delete
button.

o Click Delete Record.

Access asks you to confirm
the deletion.

@ click Yes.

Access permanently removes
the record.
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orting enables you to arrange your database records in a logical order to match any criteria that
you specify. By default, Access sorts records in ID order. However, you may want to sort the
records alphabetically or based on the ZIP code. You can sort in ascending order or descending order.

You can sort records in a table, or you can use a form to sort records. Sorting records in a table has
no effect on the order in which records appear in an associated form; similarly, sorting in a form has
no effect on the records in an associated table.

Sort a Table

o In the Navigation pane,
double-click the table you
want to sort.

Position your mouse pointer
over the column heading for
the field by which you want to
sort (It changes to 4 ) and
click to select the column.

Click the Home tab.
Click a sort button:

Click Ascending to sort the
records in ascending order.

Click Descending to sort the
records in descending order.

Access sorts the table records
based on the field you choose.

In this example, Access sorts
the records alphabetically by
company name in ascending
order.

Click % to close the table.

In the prompt box that
appears, you can click Yes to
make the sort permanent or
No to leave the original
order intact.
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Sort Using a Form

o In the Navigation pane,
double-click the form you
want to use to sort records.

@ Click in the field by which
you want to sort.

€@ Click the Home tab.
0 Click a sort button:

Click Ascending to sort the
records in ascending order.

Click Descending to sort the
records in descending order.

Access sorts the table records
based on the field you chose.

In this example, Access sorts
the records alphabetically by
company name in ascending
order.

You can use the navigation
buttons to view the sorted
records.

How are empty records sorted?

If you sort using a field for which
some records are missing data, those
records are included in the sort; they
appear first in an ascending sort, or
last in a descending sort.
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How do I remove a sort order?

With the sorted table or form open, click the Remove Sort
button in the Sort & Filter group on the Home tab. This returns
the table to its original sort order. You can also use this
technique to remove a sort from a query or report. (Queries
and reports are covered later in this chapter.)
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ou can use an Access filter to view only specific records that meet criteria you set. For example,

you may want to view all clients buying a particular product, anyone in a contacts database who
has a birthday in June, or all products within a particular category. You can also filter by exclusion —
that is, filter out records that do not contain the search criteria that you specify.

You can apply a simple filter on one field in your database using the Selection tool, or you can filter
several fields using the Filter by Form command.

lter Records

Apply a Simple Filter
o In the Navigation pane,

double-click the form you
want to use to filter records.

@ Click in the field by which
you want to filter.

© Click the Home tab.
0 Click the Selection button.
e Click a criterion.

Access filters the records.

In this example, Access finds
three records matching the
filter criterion.

You can use the navigation
buttons «, », 1, and w
to view the filtered records.

To remove the filter, you can
click the Toggle Filter
button.
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Filter by Form

o In the Navigation pane,
double-click the form you
want to use to sort records.

@ Click the Home tab.
€@ Click the Advanced button.
0 Click Filter By Form.

A blank form appears.

© Click in the field by which you
want to filter.

0 Click the [+ that appears and
choose a criterion.

o Repeat Steps 5 and 6 to add
more criteria to the filter.

You can set OR criteria using the
tab at the bottom of the form.

e Click the Toggle Filter button to
filter the records.

To remove the filter, you can click
the Toggle Filter button again.
Then, click the Advanced button
and click Clear All Filters.

How do I filter by exclusion?
Click in the field that you want to
filter in the form, click the
Selection button on the Home tab,
and then click an exclusion option.
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What are OR criteria?

Setting OR criteria enables you to display records that match one set
of criteria or another. For example, you might set up your filter to
display only those records with the value 46989 OR 46555 in the ZIP
field. After you set a criterion, Access adds an OR tab. If you set an
OR criterion using that tab, Access adds another OR tab, and so on.
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ou can use Access’s Conditional Formatting tool to apply certain formatting attributes, such

as bold text or a fill color, to data in a form when the data meets a specified condition. For
example, if your database tracks weekly sales, you might set up the Conditional Formatting feature to
alert you if sales figures fall below what is required for you to break even.

You apply conditional formatting by creating a rule that specifies the criteria that the value in a field
must meet. Access formats values that meet the criteria using settings you specify.

o In the Navigation pane, double-
click the form to which you want
to apply conditional formatting.

o Switch to Layout view.

Note: For details on switching form
views, see Chapter 16.

@) Click the field to which you want
to apply conditional formatting.

@ Click the Format tab.

@ Click the Conditional
Formatting button.

The Conditional Formatting Rules
Manager dialog box opens.

G Click the New Rule button.

The New Formatting Rule dialog
box opens.

G Set the criteria you want to use
to apply conditional formatting.

e Specify how values that meet
your criteria should be
formatted.

© click ok.
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(1 Access creates a rule based
on the criteria you set.
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ou can use a query to extract information that you want to view in a database. Queries are similar

to filters but offer you greater control. You can use the Query Wizard to help you select the fields
you want to include in the analysis. There are several types of Query Wizards. This section covers
using the Simple Query Wizard.

Although beyond the scope of this book, queries also can help you collect information from multiple
tables that you can then use to perform a mail merge; see Teach Yourself VISUALLY Access 2013 for
details on using Access data with Word’s mail merge feature.
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The Simple Query Wizard opens.

@ Click the Tables/Queries [+ and
choose the table containing the
fields on which you want to base
the query.

0 In the Available Fields list, click a
field that you want to include in
the query.

© Click the Add button (/> ).

The field appears in the Selected
Fields List.

0 Repeat Steps 7 and 8 to add more
fields to your query.

You can repeat Step 6 to choose
another table from which to add
fields.

Note: When using fields from two or
more tables, the tables must have a
relationship.

@ Click Next.

What is a table relationship?

TablesjQueries

Tahle: Contacts

Available Fields:

First Mame
Last Mame
Comparry
Business Address Street
Business Address City
Zip
Business State

Simple Query Wizard
which fields do you want in your query?

‘fou can choose from maore than one table or query,

v

Selected Fields:

Cancel Mext = Einish

Tables/Queties

Table: Contacts

Available Fields:

Simple Query Wizard
Which Fields do you want in your query?

‘ou can choose from more than one table or query,

v

Selected Fields:

i}
First Mame

Business Address Street
Business Address City
ZIP

Business State

EBusiness Phone

]

Cancel & et > Finish

A table relationship enables you to combine related information for analysis. For example, you might define
a relationship between one table containing customer contact information and another table containing
customer orders. With that table relationship defined, you can then perform a query to, for example,
identify the addresses of all customers who have ordered the same product. To access tools for defining
table relationships, click the Database Tools tab on the Ribbon and then click Relationships. If you
created your database from a template, then certain table relationships are predefined.
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uring the process of creating a new query, the Query Wizard asks you to give the query a unique
name so that you can open and use the query later. All queries that you create appear in the
Navigation pane; you can double-click a query in the Navigation pane to perform it again.

If, after creating and performing a query, you determine that you need to add more criteria to it, you
can easily do so. For example, you may realize that the query needs to include an additional table
from your database or additional criteria to expand or limit the scope of the query.

@ Type a name for the query.

@ Select Open the query
to view information
() changes to @).

€®) Click Finish.

A query datasheet appears,
listing the fields.

The query appears in the
Navigation pane.

Add Criteria to the Query

o If necessary, double-click the
query in the Navigation pane
that you want to modify to
open it.

@ Click the Home tab.

© Click the bottom half of the
View button.

0 Click Design View.
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Access displays the Query
Tools Design tab.

© Cclick in the Criteria box for
the field you want to use as
a criterion and type the data
that you want to view.

This example specifies a ZIP
code as the criterion.

@ click the bottom half of the
View button.

0 Click Datasheet View.

The table now shows only the
records matching the criteria.

How do I add another table to my
query?

Switch to Design view, click the Design
tab on the Ribbon, and then click the
Show Table button to open the Show
Table dialog box, where you can add
another table to the query.
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What kinds of queries do the other wizards in the New
Query dialog box create?

The Crosstab Query Wizard's query displays information in a
spreadsheet-like format, the Find Duplicates Query Wizard’s
query finds records with duplicate field values, and the Find
Unmatched Query Wizard’s query finds records in one table
with no related records in another table.
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ou can use Access to create a report based on one or more database tables. You can create a

simple report, which contains all the fields in a single table, or a custom report, which can
contain data from multiple tables. To use fields from two or more tables, the tables must have a
relationship. See the tip “What is a table relationship?” in the previous section for more information.

To create a custom report, you can use the Report Wizard; it guides you through all the steps
necessary to turn complex database data into an easy-to-read report.

Create a Simple Report

o In the Navigation pane,
double-click the table for
which you want to create a
simple report.

@ Click the Create tab.
e Click the Report button.

Access creates a simple
report based on the table
you selected.

0 Click x to close the report.

Access prompts you to save
the report.

© click Yes.

0 In the dialog box that
appears, supply a report
name and click OK.
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that you want to include in the report.
@ Click the Add button (/> ).

The ﬁEld appears m the SelECted Last Mame, First Name, Business Phone

Fiel.dS |.iSt. Last Marne: N @
9 Jusi *hone =

o Repeat Steps 5 and 6 to add more
fields to your report.

e Click Next.

0 Optionally, click the field you want
to use to group the data.

€D Click the Add button (7>). soomopr.. | | el | 4 Et

A preview of the grouping appears
here.

@ Click Next.

Report Wizard

Do you want to add any groupinn ‘
lewels? ZIP

Priariky

How do I choose fields from How do I remove a field from a custom report?

different tables in a custom If you have not yet completed the wizard, you can remove a field
report? from the report by clicking the Back button until you reach the
Repeat Step 3 in the subsection wizard's first screen. Then click the field you want to remove in the
“Create a Custom Report” for each Selected Fields list and click the Remove button ([ < |) to remove
additional table that contains fields | the field. To remove all the fields, click the Remove All button ([<<]).
you want to include.
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Create a Report (continued)

As you walk through the steps for building a report, the Report Wizard asks you to specify a sort
order. You can sort records by up to four fields, in ascending or descending order. The wizard
also prompts you to select a layout for the report. Options include Stepped, Block, and Outline, in
either portrait or landscape mode.

Note that you can change other design aspects of the report by opening it in Design view. And, after
you create the report, you can print it. For more information, see the tips at the end of this section.

Create a Report (continued)
@ To sort your data, click the [ menwms

ﬁ rst a nd Cl'iCk the ﬁe ld what sort order do you want For detail records?
by Wh'ich you Want tO SOI’t. ‘fou can sork: records by up to four fields, in either

ascending or descending order,

You can add more sort fields
as needed.

Note: Fields are sorted in
ascending order by default. Click
the Ascending button to toggle
to descending order.

@ CHCk NeXt' Cancel w Mext = || Einish
@ Select a layout option

(2 changes to @).

(1 You can set the page
orientation for a report here
(2 changes to @).

@ Click Next.

T
0| I

|

‘I

I
SN

How would vou like ko lay out your report?

Layout Orientation  —

() stepped @Eurtrait
Elock (CiLandscape

Qutli B
() Qutline

N\

Adjust the Field width so all fields fit on
apage.

e —
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@ Type a name for the report.
@ Select Preview the report

(2 changes to @)
@ Click Finish.

Access creates and displays
the report.

The report appears in the
Navigation pane.

How do I print a report?

To print a report from Print Preview
view, click the Print Preview tab and
click the Print button. Alternatively,
click the File button and click Print to
open the Print dialog box, where you
can select various printing options.

Report Wizard

What title do you want For your repart?

Contact Phone List

That's all the information the wizard needs to create your
report.

Do you want ko preview the report or modify the report's
design?

Preview the report,

() Modify the report's design.

Cancel < Back 8
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How can I customize a report in Access?

You can customize a report using Design view. You can change
the formatting of fields, move fields around, and more. You
can even apply conditional formatting to the report by
clicking the Conditional Formatting button on the Format
tab. For more about conditional formatting, refer to the
section “Apply Conditional Formatting” earlier in this chapter.
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PART VI

Outlook

Outlook is an e-mail program and a personal information manager for
the computer desktop. You can use Outlook to send and receive e-mail
messages, schedule calendar appointments, keep track of contacts,
organize lists of things to do, and more. In this part, you learn how

to put Outlook to work for you using each of its major components to
manage everyday tasks.

4 Favorites

Inbox 10

Tue 6:22 PM
i prisoned in Mexico  Tue 433 PM
Tue 430 PM

Tue Z:04PM

$20 for a Pair of Noise-Blo -
»

[i=] AAA Member Deals Ho D

Tue 10:00 A...

Mail

ITEMS: 12 UWREAD: 10 2 REMIMDERS: 7 O BE -——F—+ oo




Chapter 18: Organizing with Qutlook . . . . . . . . ..

Chapter 19: E-Mailing with Outlook



Navigate in Outlook

Outlook functions as a personal organizer, with Mail, Calendar, People, Tasks, and Notes
components. You switch between these components using the Navigation bar.

Mail appears by default when you open Outlook and enables you to send and receive e-mail messages.
Calendar enables you to keep track of appointments. People enables you to maintain a database
of your contacts and include those contacts in e-mail messages you send and appointments you
schedule. Tasks enables you to keep a to-do list.

‘ Navigate in Outlook

Note: When Outlook opens, the
Mail component appears by
default. You can read more about
using the Mail component in
Chapter 19.

o Click Calendar on the
Navigation bar.

Outlook displays the Calendar
component.

@ Click People on the
Navigation bar.
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OUTLOOK

Organizing w1th Outlook

CHAPTER

18

Outlook displays the People
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How do I change which component opens by default when I start
Outlook?

To start with a different Mail folder or another component, such as Calendar,
perform the steps that follow. Click the File tab, and click Options to
display the Outlook Options dialog box. Click Advanced. In the Outlook
Start and Exit section, click the Browse button to display the Select Folder
dialog box. Click the component or Mail folder that you want to set as the
default component (€)). Click OK twice to close both dialog boxes.
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Schedule an Appointment

You can use Outlook’s Calendar component to keep track of your schedule. When adding new
appointments to the Calendar, you fill out appointment details, such as the name of the person
with whom you are meeting, the location and date of the appointment, and the start and end times
of the appointment. You can also enter notes about the appointment, as well as set up Outlook to
remind you of the appointment in advance. If your appointment occurs regularly, such as a weekly
department meeting, you can set it as a recurring appointment. Outlook adds recurring appointments to
each day, week, or month as you require.

‘ Schedule

o Click Calendar on the Navigation bar.
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e Click the Start time + and set a = &ﬁc[@@ W3 (S% & F 7'{! e T Q
e rward - Appointmen ing Myt ‘. 9 e 15 minutes - segorize || Zoom
start time. e eeing Mectingtites Aend W e men | s
Note: By default, Outlook allots 30 . W ﬂm

Wed 121972012 [ [3308m

minutes for an appointment.

Turn left orto 24% Drive from Crimson Terrace. 3" building on the right.|

(@ You can click the End time ¥ and
change the end time.

@ Outlook automatically sets a
reminder. You can click # to
change the reminder setting.

@ You can type notes about the
appointment here.

334




OUTLOOK CHAPTER

18

Organizing w1th Outlook

G If your appointment occurs

BH®O s
APPOINTMENT

regularly, click the Recurrence EX [ e EHE B B 5%z Oﬂ Q
. . Scar;? Delete cﬂcz‘ymdrwygmward . Appointment Scheduling Ml;iz; MNE;SEFLQ At\g:\;zm TSminutes | @ TimeZones | CHEGIE | Zoom
button. Otherwise, skip to Step 9. AR ) IR
The Appointment Recurrence ]
dia[og box appears. Endtme [wad anson: ol e e .
Turmn left onto 24" Drive from Crimson Te DT,;UW: ::i,::m :
o Select the recurrence pattern. &
O paily Recurevery |1 | weekis) on:
@ weekly Sunday Manday Tuesday Y] Wednesday
@ In the Range of Recurrence Oty | Cmnes D o
. . . Oearty
section, you can limit the
appointments if they continue & o G g Js] @t e
.o . (OEnd atter: |10 | ocourrences
only for a specified time. Oty essmmon 5
8 G| [ Remo

© click ok.

@ Outlook marks the appointment as

EEER)

APPOINTMENT SERIES

Jack and Maggie - Appointment Series 7 @ - x

INSERT  FORMATTEXT  REVIEW o

a recurring appointment. @fﬂ X B o AR B 0 o5 zew jomes B ° Q
. Scr;se& Delete ccz‘{:‘d;ﬂy 3 Forward +  Appointment Scheduling MZ:;Q Mri;:\:;g AJ::‘;LS Sminutes | @ TimeZones | Cotegerize | Zeom
0 Click the Save & Close button. o e laml o

Location

Outlook displays the appointment
in the Calendar. To view the
appointment details or make
changes, double-click the
appointment. To delete an
appointment, right-click it and
click Delete.

Maggie's on 24th Drive
Recurrence  Occurs svery WWednesday stfective 12/19/2012 from 300 PN to 3:30 P

Turn left onto 24™ Drive from Crimson Terrace. 3™ building on the right,

Can I schedule an all-day event?

Yes. In the Appointment window, select All day
event ([] changes to [+/]) beside the Start Time
boxes.

Why do certain dates on the navigation calendars
appear in bold?

Dates that appear in bold indicate that you have
appointments scheduled on those days.
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Create a New Contact

You can use Outlook’s People component to maintain a list of contact information. You can track
information such as your contacts’ home and business addresses; e-mail addresses; instant
message address; company information; home, work, fax, and mobile phone numbers; and social
media updates. You can also enter notes about a contact.

By default, Outlook displays contact information using the People view, where you can edit contact
information. You can also switch to other views such as the Business Card or List view.

Create a Contact

o Click People on the Navigation
bar.

e Click the New Contact button.
Outlook opens a Contact window.
e Fill in the contact’s information.

You can press to move from
field to field.

@ You can click Show and then click
Details to fill in additional
information about the contact.

e Click the Save & Close button.

@ Outlook saves the information
and displays the contact in the
People view.

@ You can click =] to see available
views and switch to one.
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SEARCH TOOLS
HOoME | B8 H Sarah Hellert - Contact. 7 E - 0O X% o
CONTACT  INSERT  FORMATTEXT  REVIEW & |
w
Mew Ne wc ntac @ Bblew A Be] '.?“'@ y—) 1 Categorize
Contact  Group ard~ > Follow Up ~
N s 8 Delete Address Check | Business Picture Zaom R
Close T, Onehiote U B monk Newes Gt o Private
Adtions Commugiggte  Names Gptior Tags Zoom “
4 My Contadts
Full Name... Hellert, Sarsh Hellen Sarah
Contacts e e
Compary Wileyoaaks, In. e
Connect ta @ sodalr
Job titie Senior Project Editor [317) 555-1212 Wark
@uwileybooks.con Edie -
File 25 Hellert, Sarsh
Internet = =
[ E-mail. - @vilehaoks.com wwiwieybooks.com
Display 25 Sarah Hellert [ @uwileybacks.com) et
Web page address | wiwanilevbooks.com
1M adares:
Phone numb
Businessu, - | |Bisss1212
Hom
Business Fax.. | v | |B1IL555-2323
Mabil
Addresses
Business.. - | [witeybooks, inc.
1234 Main Strest :gg
/| This iz the mailing | Phoenix, 4785000 &
address Voo 1t
Hellert, Sarsh 1 e |:| N
Mail Calendar People Tasks -

[o =] s SEARCHTOOLS  Contacts - Marmel Enterprises - Outlook 7 m - x
HOME | SEND/RECEME  FOLDER  VIEW  SEARCH @
[l o Y Move [E5 Fanward Cantact~ i Cate + |search Peopl
- =1 L) gorize ple
B2 & & X E‘D L& B g - B
7S B Share Contacts [> Follow Up- B Address Book
Mew MNew Contact Mew  Delete Meeting Mor Peaple Business Cu.
Contact  Group  leerns = - Open Shared Contacts | £ Private
New Delete Current View A share Tags Find -
< [Geoe corassicwen 2|
4 My Contacts I h
12 ’ Hellert, Sara
Contacts Karen Gill 4

CONTACT NOTES  WHAT'S NEW
Gayle Kearney
Calendar View Source
Diane Koers Schedule a meeting Gutloak (Cantacts)
Send Email Link Contacts.
Carlaest @wileybooks.com
Company
Work Wileybooks, Inc.
317) 5551212
Work Address
Work Fax Wileybagks, Inc.

1234 Main Street
(317) 555-2323 Phoenix, AZ 85000

s
Connect to a social netwark o Senior Praject Editor, Wileybooks, Inc
Hellert, Sarah ® Bt o
a
n
i
k
|
n
.
a
f
w
v
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Work with the People Card
0 Click a contact.

(@ You can click here and type a
part of the contact’s name.

@ Information about the contact
appears here.

@ You can click these links to set
up an appointment or meeting
with the contact or send an
e-mail to the contact.

@ You can click this link to reopen
the window shown in the
subsection “Create a Contact” to
edit the contact’s information.

9 To edit using the People card,
click here.

Outlook displays People card
fields in an editable format.

e Make any changes.

@ You can click & to add
information.

e Click Save.

OUTLOOK CHAPTER
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oIS B SEARCHT00L5 | Contacts - Marmel Enterprises - Outiook 7 @ - E3
HOME | SEND/RECEME  FOLDER  VIEW  SEARCH ©
k4 l.“" "_":l x F e ® e Y Move [ Forward Contact~ i Cotegorize v [Search People
s S “ | S Mail Merge Share Contacts | Follow Up~ S Address Book
New NewContact New  Delete Mecting More | Peggle  Bus - o
Contact  Group  Ikems - - T, OneNote Open Shared Contacts | B Private
ew Delete | Communicate
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4 My Cantacts
123

Contacts Karen G|
w

Connect to a social network o o

Hellert, Sarah

Hellert,

Senior Project Editor, Wileybog
® Edit

CONTACT NOTES WHAT'S NEW

Curregaien sctons snare o5 Fins “
Search Contacts (Crl+E) @ P
rt Sarah{

0 Gayle Kearney
i Calendar Yiew Source
N Diane Koers Schedule a meeting Outloak (Cantacts)y
| ‘ }
Send Email Link Contacts,
" CarlaWest @wileybaoks,com
n Company
o Work Wileybaoks, Inc.
a @19 5551212
Work Address
" Wileybaoks, Inc.
s Work  ax 1254 Main Steet
. (17 555-2323 Phaenix, AZ 85000
w
x
¥
z
&8

B &

[0 B SEARCHTOOLS  Contacts - Marmel Enterprises - Outlook
HOME  SEND/RECEME  FOLDER  VIEW SEARCH

3 Forward Contact~

Mail Calendar Pecple Tasks -

7 @ - A&

i Cotegorize ~  [Search People

New New Contact 1 Deiete | Mecting W (53 Mail Merge Share Contacts > Foliowup~ B address Book
Contact  Group  lterns - e People | Business Co (=] [ opefyote Open Shared Cantacts Private
New Delete  Communics te Current View Adions Share Tags Find -~
1| [search Contacts ey »
4 My Contacts
. Name
Contoch) - Karen Gill Hellert, Sarah
Cannectto  sodial netwark @
o Hellert, Sarah
N CONTACT | NOTES
h Gayle Kearney
i @®Email Changes Saved To
Erail Outlook (Contacts)
€ Diane Koers el
‘ @wileybooks.com R
®work
" Carlawest Title
n ®Phone
Senior Project Editor
o Work
. (319 5551212 Company
i - Wileyhooks, Inc.
‘ (317) 555-2323
t Address
w @I Herne Address
w Other Address N
. 1238 Main Street.
Phoenix, 47 5000
¥
z & Save Cancel
=]

Is there an easy way to set up an appointment or e-mail one of
my contacts if I am using Business Card view?

Yes. Right-click the contact and click Create. Click Email or Meeting
(@). If you click Email, Outlook opens a Message window
containing the contact’s e-mail address in the To field; see Chapter
19 for details on completing the message. If you click Meeting, a
Meeting window appears, where you can enter appointment details
and e-mail a meeting request to the contact.

Koers, Diane

Diane Koers
T B copy
€2 Quick Print

ES Forwsrd Cantsct »

Create (3 :‘EI mail
L cal = Meetingﬂ
1 Categorize v | ER Assign Task
> Fallow Up »

m -
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Create a New Task

You can use Outlook’s Tasks component to keep track of things that you need to do; for example,
you can create tasks for a daily list of activities or project steps that you need to complete. You
can assign a due date to each task, prioritize and categorize tasks, and set a reminder date and time.
You can set up a recurring task and even assign tasks to other people.

When you finish a task, you can mark it as complete. Depending on the current view, completed
tasks may appear with a strikethrough on the Tasks list or they may not appear at all.

\ Create a New Task

o Click Tasks in the Navigation CRERE TR w

HOME D / RECEIVE FOLDER VIEW SEARCH o
bar to open the Tasks 2l o G B Mo T (o Yy g M 6 o
ET Mew Email > I* Tomarrew  |™ Mo Date b L 1 EE Address Book
N Delete  Reply Reply Forward . Mak  Remowe an Move GneNote  Categorize
component. Bt - e et Cutom :
New Delete Respond Hianage Task Follow Up actions Tags Find PS
<
: ‘ Search Te-Do List (CrivE) P ‘ o,
1C t e NeW Tas utton_ 4 My Tasks Starts every Decernber 20 effective 12/20/2012,
M Arrange by Flag: Due Date Todsy
FoBatin ated tax payments
e Tope s newtssk o 12/20/2012, due on 12/20/2012
4 |* Tomomow Mot Started Priority Narmal %Complete 0%
Estimated tax payments el 1 Esine Marmel
&
4| Nextweek
Jack-Heartguard B0

4 | mis Month

Paybills B0

"

Prepare mileage coculation 8ol
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Outlook displays a Task WindOW. E‘j < Call Petco to arrange a bath for Jack - Task T m - x

TASK INSERT FORMAT TEXT REWIEWY o
= ~ =0 5 =3 ) B> G Private
; XS HE VG VR Z O
Q Type a subject for the task. S s Forer i [ s | o s S| e oW | MO |
Close Complete Task  Report - Up~ ¥ Lowlimportance
. | e .
@ You can click @ to enter a due [
ate. Start cate VHed 121972012 [ statas | NotStarted

. Due dste weatanerofff L\ 7| pricrity [Nomal vﬁm B
@ You can type notes or details & 000 < o e e
about the task here.

@ You can set a priority for the 0
task using the Priority = .

(@ You can select Reminder
(] changes to [+]) and then set
a reminder date and time.

e If your task occurs regularly, click
here; otherwise, skip to Step 7.
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The Task Recurrence dialog box I .

appears. TASK INSERT FORMAT TEXT REWIEW i)
IXGE O v on P
B > s ¥ s (1]
o SeleCt the recurrence pattern. Save & Delete Forward OneMote  Show Mark  Assign Send Status  Recurrence  Categorize Follows ! Zoom
Close - Complete  Task Report - Up~
@ In the Range of Recurrence Actions Manage Task Recurrence Tags mom | -
section, you can Uit the tasks | 0%
if they continue only for a Sblect Recurrence patiem
spec'iﬁed time. Start da 8 g:::”!"kl (® Recurevery |1 wieek(s] on
Due date eekly [ sunday [IMonday [ Tuesday [¥]wiednesday

6 Clek OK. /| Reminder | [E]\::;hly DThursday DFWW DSaturday el
o Click the Save & Close button.

[:] Regenerate new task 1 weeek([s] after each task is completed

Range of recurrence

& Start |Wed 1271572012 v ®noend date

(_JEnd after: 10 OCCUFTENCES

(_JEnd b Wted 2/20/2013 v
0 OuthOk diSplayS the taSk in the ﬁSt. 6 Cancel Remoye Recurrence
S
@ Details of the selected task appear
here. [ 3] = SEARCHTOOLS  To-Da List - Marmel Enterprises - Outlaok 7 m - x
HOME SEND / RECEIVE FOLDER VI SEARCH o
To edit a task, you can double-click P X i Ge v Rt (6] el WG
the task to reopen the Task window. TN e =i i Sl
his ind ) rrrr— (o r ! .
-I- is ]-n icator re resents a My Tasks e o sta De{z.\\ed Simple List Tuth Priotitized
o . (=) rep e A X
rem-lnder. Tasks 4 P todey o Amt/e Completed Todsy  Next7Days I
&(al\lemtnavrangzabathfnviatk H 0P Owner 0@{ A%d . k
@ This indicator () represents a e A fI—

. 4| NextWeek
recurring task. & -

4" This Month

@ You can click a task and mark it &“ !

4 | NextMonth

complete by clicking the Mark e 50|
Complete button. r

@ You can click the Change View
button and choose a different view
of tasks.

P ‘ Mail Calendar Pecple Tasks -

What happens if I click Tasks on the left side of the Tasks
component?

When you click Tasks, you see an alternative view of your
tasks. From the To-Do List view (shown throughout this
section), you see only outstanding tasks you have not yet
completed. From the Tasks view, you see all your tasks; the
ones you have completed (€)) appear with a strikethrough
line and a check mark to indicate they are complete.

01 Bl | suBIECT
Click hiere to add a new Task

lack Heartguard <)

Paypbils

Prochicefritesgereport

Paypbils

[] call Petco to arrange a bath for Jack

(::,P L LR LR LR
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Add a Note

Outlook includes a Notes component, which you can use to create notes for yourself. Much like an
electronic version of yellow sticky notes, Outlook’s Notes component enables you to quickly and
easily jot down your ideas and thoughts. You can attach Outlook Notes to other items in Outlook, as
well as drag them from the Outlook window onto the Windows desktop for easy viewing.

‘ Add a Note ‘

0 Click here to display a
pop-up menu.

9 Click Note to open the Notes
component.

@) Notes appear in Icon view.
e Click the New Note button.

@ Outlook displays a yellow
note.

e Type your note text.

o When you finish, click the
note’s Close button ([1).

@ Outlook adds the note to the
Notes list.
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[@ shortcuts
Mail Calendar Peop\i="'
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HOME | SEND/RECEME  FOLDER  VIEW @
[ x % R [ 1] Search People
>
& ﬁ_'; Lo [EEi Address Book
New Mew Delete con NotasList  Last7Days [5| Forward Move  Categorize
Mate Iterns » M -
New Delete Currentview actions Tans Fing -
Search Notes [Ctrl+ ) P
4 My Notes
Notes
Business Tax Safe Deposit  Shopping!
D boxnumber | Listfor
|_Ryan's
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o 3 =] 5 - Marrne| Enterprises - Outlool ? - 2
To view the note again or R s - e B
HOME SEND / RECEIVE FOLDER VIEW oz
[l on 1] Search Feople
to make changes, you can X S B[
. . Mew  Mew  Delete con Notes List | Lag — Forward Move Categorize
double-click it. = S
.
. Search Mates (Ctrl+ Bl P
(@ To change your view of notes Bl
Nates Shopping List for Ryan's Wed 12/19/2012 %34 ...

hed 10/24/2012 8:39 .

in the Notes list, you can e
click an option in the Current
View group.

This example displays the
Notes List view.

Mail Calendar Pecple Tasks

P

How do I delete a note that I no longer want?

Click the note in the Notes list and then press (2-1=0). To delete multiple notes at the same time, press and
hold (=71} while clicking the notes. Once you delete a note, Outlook places it in the Deleted Items folder. If
you accidentally delete a note, TE o o

. HOME SEND / RECEIVE FOLDER WIEW 1)
you can click the Undo button 1D O X ([ (D Ry [Eorir | M Suwnes [ |
. . & Clean Up & &(ﬂ &'; g Manager <] ERuesw i Cotegorizer  [address Book =1
(€») immediately after you delete L T AL TR = s e i s R
Mew Delete Respond Quick Steps w Mave Tags Find Send/Receive ~

the note. If you discover later (oo GE B s <] SheRngusforRpans

4Marmel Enterprises Freeze-dried liver

that you need the nOte, fOU.OW Inbox 11 A‘”mi:fead ByDate ©  Newest b | = E?t\;ﬂndugniwps
ol Taothpaste

these steps: = v

Shopping List far Ryan's
[EA Calendar

o Click here. S Elsne Marmel

%me‘/
9 Chck FOlderS. &’ et Hellert, Sarah - Indianapolis

Cota RE: 517680 TYV Office Ch 19-20 Tue 952 AM
Done.

I RSS Feeds
Hellert, Sarah - Inclianapolis
RE: 517660 T¥Y Office Ch 19-20 Tue 8:55 AM

© Click Deleted Items. e |
@ Find the note and drag it to | S

Hellert, Sarah - Indianapolis
RE: 517680 TYV Office Ch 19-20 Tue 72480
I'm 50 sorry to hear sbout Buddy. He

the Notes folder.

| Karen Rice Nayigation Optians..

Re: Buddy

am 3o very somy Eline.| B fotes
| ocmigetcom Falders 0 .
[@ shorteuts
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Customize the Navigation Bar

You can control the appearance of the Navigation bar, displaying fewer items or more items to
suit your needs. For example, suppose that you use the Notes component regularly. You can save
mouse clicks if you display the Notes component as part of the Navigation bar.

In addition to determining which components appear on the Navigation bar, you can control the
order in which they appear. You can also control the size of the Navigation bar by choosing to
display buttons that represent each component instead of displaying the component name.

Customize the Navigation Bar

@ From any Outlook 5 AR
. HOME SEMD / RECEIVE FOLDER IEWW o
component, click here. = X mooow m e
&0 > B ress Book
Mew  Mew  Delete con Motes List  Last 7 Days [5| Fonward Move  Categorize
Mote Itermns = A -
N Search Mates (Ctrl+ B P
4 My Notes
Hotes NN

Business Tax Safe Deposit Shapping,
D boxnum Listfor
| Ryan's |

Mail Calendar Pecple Tasks

o A pop-up menu appears TE o - Notes - el Entrprines - Outlask 7T E - 5 X
° HOME SEMD / RECEIVE FOLDER VI o
. =1 x W [T} Search People
@ Click Navigation Options. o B Sl W s
Mew Hew  Delete - Notes List  Lsst7Days [= Forward Move  Cotegorize
Mate  Items = - -
Wew | Delee cument e actons Tags i .
.
Search Notes [Ctri+E] Pl
4 My Notes
Notes L L
Business Tax Safe Deposit  Shopping
[} box number Listfor

& Nagigation Options 0

Notes
Folders
T[] Shorteuts
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Maximum number of wisible items: | & C!’

[[] compact Navigation

The Navigation Options
dialog box appears.

9 Click : to specify the Display n this order
number of items you want s O
. . . . eaple owe Down
visible on the Navigation bar. %2&?4 [ oo |

Folders
Shartcuts

e To reorder the Navigation bar

entries, click an item and O B 5 I
S
=

then click the Move Up or
o= = Hates - Marmel Entergrises - Outiook 7 - x
Move Down button. HOME | SEND/RECENE  FOLDER  WIEW i)
. _ = X RV
@ You can click Reset if you oo Manvate | ol Lot [2 P Ve Consas
want to return the . ¢ 5
Navigation bar to its original toes N &
Business Tax Safe Deposit  Shopping
State o boxnumber ;\;ta:uxr

© click ok.

@ The Navigation bar appears
with your changes.

Mail Calendar People Notes Tasks Folders - C

TIP

How can I reduce the size of the Navigation bar?
Perform Steps 1 and 2 to display the Navigation Options dialog box. Then, select Compact Navigation

(] changes to [#1). Click OK, and your Navigation bar appears more compact because buttons represent the
components. You might need to widen the left
pane in Outlook to see all the Navigation — =
buttons. Slide the mouse pointer over the pane = = as s I ]
divider (I} changes to =) and drag the pane
divider to the right.
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Peek at Appointments and Tasks

rom any Outlook component, you can take a peek at today’s appointments and at your task list.
You do not need to select Calendar or Tasks to view appointments or tasks.

The Calendar peek view displays the current month, and today’s appointments appear below the
monthly calendar. The Task peek view displays upcoming tasks not only for today but also for the
week, for next week, and for next month. In the Task peek window, you can scroll through tasks and
create a new task. You can also pin a peek view to any component so that it remains visible.

‘ Peek at Appointments and Tasks ‘

0 To peek at your appointments,
slide the mouse pointer over
Calendar on the Navigation bar.

@ Outlook enables you to
“peek” at your calendar.

@ Point your mouse at any day
to view that day’s
appointments here.

9 To peek at your tasks, slide
the mouse pointer over Tasks.
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U.S. Marine imprisoned in Mexico  Tue 433 PM
Hi, Alan! )

b Carla West @
Hey there — lunch?
Around 1245 unless | find | can go

Tue 430 PM

Jjoanie
Re: MERRY CHRISTMAS
Iknow 'm sending you a lot, but
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@ Outlook displays a list of your
tasks.

© You can click [«] and [~] to
scroll through your task list.

@ You can click here and type a
name for a new task.

Note: When you press (2] to
add the task, Outlook adds the task
to your list as a task for today. See
the section “Create a New Task” for
details on editing the task.

o To pin a peek view so that it is
permanently visible, click the
docking button (7).

@ Outlook pins the tasks or
appointments to the right
side of the current
component’s window.

Note: The pinned peek view
appears only in the component
you were viewing when you
pinned it.
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[oIlE=] s Inbos - Marmel Enterprises - Outlook 7 @ - X
HOME SEMD / RECEIVE FOLDER IEWW o
= ls= x Ignore x Q @ (3 Bmesting Gl Moveto: ? YWiMover | ©) Unread/Read | Search People =
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Emai tioms - S bk~ Fl i Mere TeamEmal Tonetiote " FellonUp- ¥ Fikerkrsiic it
New Deete Respondt Cuieksteps  m Mowe Tags Find sendheceive o
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b Favorites Search Current Mailbox (Ctrl+E) O | Current Mailbos - 2 Reply 2 Replyall (3 Forward
All - Unread < hewest &[5 Wed 12/19/2012 601 AM
4 Martrel Enterprises  Today AAA Member Deals < @MemberDe
Inbox 10

AAA Member Deals
Drafts (1] Half Off Noise-Blocking SleepPhon...  6:02 AM
Your deal for Arizona e-Deals | View

Sent Itemns.
b Deleted ltems 101 4 Yesterday
Junk E-mail
Outhox Tue 6:22 PM
RSSFecds
Search Folders o
Arrange by: Flag: Due D B S
Type @ new task
4 |* Today @
Call Peteo to arrange 3 b » Tue 430 PM
ind | con g0

4" Tomorow

Estimated toc payments |

< Tue 2:04PM

41 Neut Week alot, but

Jadk-Heartguard |

4 | This Month Tue 1:55 PN
a e nosey,

Pay bills |

4| Next Month Feards

Ma\l Calendar Pecple Tasks ‘-

Half Off Noise-Blocking SleepPhones| Save 30%
it FTD

To @MARMELENTERPRISES.COM

@ I there are problems with how this message is displayed,

click here taview tina web browser,

~our dealfor Arzona
Besurs you add  @MemberD 2alUSA. com 1o yaur a4
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Deal for Arizo|

$20 for a Pair of Noise-Bloc
AcousticSheep

[ v

o yougmml: T 100 A..
e milsage report
oz e " [r——— am -

Search Falders Carla West

LS. Marine imprisoned in .. Tue 433 PM
Hi, alant )

2)
Hey there — lunch? Tue 430 PM
Around 12145 unless | find |

| ¥ Carla West
Joanie
Re: MERRY CHRISTMAS  Tue 2:04PM
I knowr 'm sencing you a
Joanie
P | C U Tue 158 PM
Iwasteeling a

lacquie Lawson e-Ca..
delici reynolds has sent y... Tue 10:00 A...

prr—
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MEMS: 12 UNREAD: 10

[0 B Inbox - Marmel Ente rprises - Outlook 7 B - x
HOME  SEND /RECEME  FOLDER  VIEW B
= N N D Y - Search Pespl
= o= = T Ignore x & (E(ﬂ &j) 2 Mesting Mo to: 7 Move 1 Unread/ Read erch People r‘ljl
N ‘A: %5 Clean Up b e i e 3 To Manager <| GERuest M Cotegorize s B Address Book e
ew  New elete  Reply Reply Forward g . = end/Receive
Emall ferms - Sslunk~ Pl EBMore |= Team Emai =l MioneMote  [™Followup~ W FitterEmsiit apEoie,
Mews Delete Respand Quick Staps 5 Mow Tags Find SendfReceive | &
€| [search Cument Mailbox (.. O | Curent Mailsox *
» Favorites & Fepl Armange by, Flag: Due Date|Today
Al Unread - ewestd [ 191 | [Type a new task
4 Marmel Enterprises Ay ABA M 4 oy
Half [=]
Inbox 10 AAA Member Deals of = Call Petco to arrange a ba., >
Drafts [1] Half Off Noise-Blocking Sl.. 6:02 AM
Sent lerns Your deal for Arizona T @MARIE 4 | Tomarrow
b Deleted ltems 104 4 Yesterday O ifthere are Estimated tax payments I
- problerms with Py
b Lydia; Diane Jon.. (2) how this message fent Wee
e Buddy Tue 622 PM is displayed, click Jack-Heartguard |
RSSFeeds Elaine, There are no words.

4 | mis Month

Pay bills I
Be sure
4 | Next Month
Produce mileage repart I
4| vater
5 Prepare mileage caleulation I
$20 f-
1 v

ARAMemberDels |,

Can I unpin a peek view?

Yes. Click x in the upper-right corner of the pinned view (€)) and

Outlook hides the view.

Arrange by Flag: Due Date | Today

Type a new task
4 |* Today

Call Petco to arrange a ba... |b
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Search for Qutlook Items

Suppose you need to locate an Outlook item, such as an e-mail message about a project you

are working on, an item on your to-do list that you need to review, or the contact record for a
co-worker that you need to call. Instead of sifting through your Outlook folders to locate it, you
can use Outlook’s Search tool to quickly find it. Each component includes a Search box; you simply
enter a keyword or phrase, and Outlook searches for a match, even displaying items that match your

criteria as you type.

r Qutlook Item

Perform a Basic Search

o Click the Outlook component
you want to search.

Note: This example uses the
Tasks component.

@ Click in the Search box.

@ Outlook displays a Search
tab, with several search-
specific tools.

@ You can click All Outlook
Items to search all Outlook
folders instead of just the
current component’s folder.

@ These tools change,
depending on the component
you selected in Step 1.
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4 My Tasks Starts every December 20 effective 12/20/2012
arra Tod

% fag: Due Date oday
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e Type your keyword or phrase.

(@ As you type, Outlook displays
items that match your entry.

You can double-click an item
to view it in its own window.

Using Advanced Search Criteria
o Click in any component’s search box.

9 On the Search tab, click Search Tools.

€@ Click Advanced Find.

@ In the Advanced Find window that
appears, specify your search criteria
at the top of the window and on the
Any Items tab. More options appear
on the More Choices tab and the
Advanced tab.

0 Click Find Now to search.

@ Results appear in the bottom of the
window.

e Click = to close the window when
you finish.

OUTLOOK
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[EEG) SEARCHTOOLS Al Outiook Itemns - Marmel Enterprises - Outlook ?2 &3 - E3
HOME  SEND/RECEME  FOLDER  VIEW SEARCH ©
= A~ e
7 curent Folder e @ @ ==I B3 This Week ~ [ Flagged s ” [x]
- g SentTo~ 1 Important =
AITo G Qutaak s 17l Frem Sabject o Categorzed I . Recent Search  Close
fters Older Results Attachments nrea ate Searches * Tools ™ Search
scope Results Refine optians Close -~
<
‘ im| * ‘ Subject Kim
4 My Tasks
All - Unread ByFolder - atoZ & Location
To-Da List
P -
Tasks Calendar Stttime  Tue12/1872012 [ 1owam
Elaine Marmel e Tuet2rierote [ oM -
Kim 1017
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[ZE] SEARCHTOOLS  To-Do List - Marmel Enterprises - Outlook ?7 @ - x
HOME SEND / RECEIVE FOLDER WIEW SEARCH o
v h=Eriv + Ol
V| CurentFolder -1 S p i ')@ L
AlTosk G2 Al Outiook ftems 11l Cotegorized Strt  Due  Modified Complete Stotus Importance More  Recent  Search — CIo
Items Older Results Date~ Datew - Tasksw - - Searches - Taals~ | Search
Scope Results Refine Optio B Indexing Status.. ~
€ | [searcn ToDo List e ) 0 ‘ [ Locations to Search »
My Tasks
range by: Flag: Due Date Today [5 Advanced Find
To-Dolist Tyme a new task [ Search Options..
Tasks
4 > Today
Call Peteo to armange 3 bath for Jack BOP
£ Any ltems: Containing kim - Advanced Find - o x

-0

Look

Search for the words); | kim

Any type of Outlook item

In: | subjectfield only

v

V| in [ Marmel Enterprises { Browse.

Fram,

sentTo,

1| Do [FROM | SUBJECT

Time: | none ] [Anytime

RECEIVED |SIZE |CATEGO...

IN FOLDER

4

Hew Search

Q

F =T Eaine L. Kim

Wied 12/, 5 KB

Calendar

Mail

FILTER APPLIED.

Can I control search options?

Yes. Perform Steps 1 and 2 in the subsection “Using Advanced Search Criteria.” Then click Search Options
to display the search options available in the Outlook Options dialog box. You can, for example, improve
search speed by limiting the number of results Outlook displays, and you can control the color Outlook uses
to highlight terms that match your search criteria. Make any necessary changes and click OK.
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Work with the To-Do Bar

Outlook’s To-Do Bar can display a monthly calendar and appointments, your favorite contacts,
or your tasks. You can choose to show all or any combination of these elements. The To-Do Bar
appears along the right side of the Outlook window.

To-Do Bar elements can appear in any Outlook component. Note that displaying To-Do Bar elements
in one Outlook component does not display them in any other Outlook component. You can,
however, display To-Do Bar elements individually in each Outlook component.

o On the NaVigation bar, CHCk the =] = cts - Marmel Enterprises - Outlook o x
Outlook component in which you %27, "0 Wﬂ .
want to display To-Do Bar G Ve s Hosnge £ P
elements. fpe— E

4 My Contacts

@ Click the View tab. s

9 Click To-Do Bar. :

a Click the To-Do Bar element you —

Want to d]Spl.ay. rnv Gayle Kearney Diane Koers
In this example, Outlook displays ’
the calendar. :
-
e -
() The To-Do Bar appears along the Mail Calendar People Tasks -
right side of the Outlook window,

: . o =] s Contacts - Marmel Enterprises - Outlook 7 "
d1splay1ng the element you HOME SEND / RECEIVE FOLDER VIEW < 5 :
selected in Step 4. C) g e e s

View s Settings Uiew  Preview | +- Expand/Collapse 3 - Bwe anee Mind indon

© Repeat Steps 3 and 4 to display | - — ) <@
another To-Do Bar element. T wmwweom

0 Repeat Steps 1 to 5 to display - I rEe
To-Do Bar elements in another ’ o el
Outlook Component. j Bl it oA

© To hide an individual To-Do Bar :
element, click % for the element. :

Note: To hide the entire To-Do Bar —

in a particular Outlook component, o/ s

repeat Steps 2 and 3 and then ;

click Off. = v

Mail Calendar People Tasks -
348 .




Link Contacts
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ou can link two contacts so that, in the People view of your contacts, you can see all information
for the linked contacts on one card.

For example, suppose that you set up two cards for one contact because you want to be able to
easily e-mail that person at two different e-mail addresses. If you link the two cards, you can still
e-mail to whichever address you want, but you have the added benefit of viewing all of the person’s
contact information on one card in the People view. You can unlink the contacts at any time.

o Click People on the Navigation
bar.

o Click People.
9 Click a contact you want to link.

a Click here.

o Click Link Contacts.

0 In the Linked Contacts dialog box,
type another contact’s name.

o Click the search result you want
to link.

@ Outlook moves the contact you
selected in Step 7 above the
search box.

© click ok.

Outlook links the contacts.
0 Click either contact card.

@ Outlook displays all contact
information for the contact on
both contact cards.

@ To unlink the contacts, click here
and then click Link Contacts to
redisplay the Linked Contacts
dialog box; click the Contact you
want to unlink and click OK.

o= = Contacts - Matmel Enterprise: - Outlook
HOME  SEND/RECEME  FOLDER  VIEW
. ¥
E o® [ x - ek Move -
Y Ny
[ & CE | §3 Mail Merge
Mew Mew Contact New  Delets  Meeting More =
Contact  Group  ltems - o 1 BB onenote
New Delete | Communica te Cumentview actions
© | [Search contadts Ctre) »
4 My Contacts
x|l
Linked contacts for Gayle Kearney - Personal
sarah

LINKED CONTACTS
Linking multiple contacts for thi w3l their information
o on u can choose 2

sers
Gayle Keamey - Personal
Contacts arney - Personal

Gayle Kearney - Work
Contacts st

LINK ANOTHER CONTACT

Find a contal
gay x

arney - Work

[83 Forward Contact~

Share Contacts > Follow Up ~
Open Shared Contacts Private
share Tags

18 Categorize -

T E -

Search People
ESAddress Book

CONTACT  NOTES WHAT'S NEW

Calendar
hedule 3 meeting

Send Email
@@@@@@@

View source
Outlook (Contacts)

Link Contacts..,

Home Address
12345 Keating Way
Tampa, FL 33626

8 x

[oZRE Contacts - Marmel Enterprises - Outlaok
HOME SEND / RECEIVE FOLDER VIEW
. L Y
0 =1 ™ [N ® - Move =
e o (v &=
«* O B ¢ [ | Samiveng:
Mew HewContact New  Delete Mesting More | pagls S m
Contact  Group  ltems~ - ", Onetlote
New Delete | Communica te Current View Adtions
€| [Search Contats (CieE) o
4 My Contacts
Contacts Karen Gill

Connect to a sodal network
Hellert, Sarah

Diane Koers

Gayle Kearney - Personal

Carla \West

Gayle Kearney - Work
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&3 Forward Contact~

15 Categorize -

T = -

Search Peaple

Share Contacts I Follow Up~ = Address Book
Open Shared Contacts Private
share Tags Find

Gayle Kearney - Per...

< Edit e .0

CONTACT  NOTES WHAT'S NEW

Calendar
Schedule @ meeting

Send Email

Send Email
@hotmail.com

View Source
Outlook {Contacts)
Outlook {Contacts)

Link Contacts.

Work Address
6547 Wilshire Blvel.
Tampa, FL 33601

Home Address
12345 Keating Way
Tamps, FL 33626
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Compose and Send a Message

You can use Outlook to compose and send e-mail messages. When you compose a message in Outlook,
you designate the e-mail address of the message recipient (or recipients) and type your message
text. You can also give the message a subject title to identify the content of the message for recipients.

You can compose a message offline, but you must be working online to send it. If you do not have
time to finish composing your message during your current work session, you can save the message
as a draft and come back at a later time to finish it.

\ Compose and Send a Message

o On the Navigation bar, click Mail CRERE ﬂ TR AR
Ignore

t d . l th M . l t HOME FOLDER VIEW o
0 disptay tne Mail component. = & S G ¥ Mo tor? HiMove - =
=1 s 2 Mesting L
&» &S x nlp~ & &(i &—i N €3 ToManager  [~| FBRules~ =
New  New Delete  Reply Reply Forward [ pfore - - Send/Receive
CI.‘ k th H t b Email Iterns » S Junk - Al WMore- |3 Team Erma B onetlote Al Fold
1C e Aome tab. ew Detets Respona ucests 6 o Senae -~
b Favorites | [Search Curvent Malloox (Ctl+E) O | Current ailsax_ - 2 Reply [ Replyall € Fornard
. .
e Click the New Email button Al Unread < ewest 4 2 Wed 1271572012 601 v
4Marmel Enterprises 4 Today AAA Member Deals < @MemberDe
Inbox 10 AAAMemberDea‘s :s’\:frgfmesa-B\n(king SleepPhones| Save 30%
Drafts [1] D 6:02 AM
Sent ltems To @MARMELENTERPRISES.COM
I Deleted Items 101 ﬁwm p b\ msw\th huwm s message is displayed,
Junk £
N b Lyd\a Diane Jones (2)
Outhox Tue 6:22 PM -
RSSFeeds e are no wards. fyou

0 Tue 33 PM

b Carla West )

Search Folders |

e thee — Tue 430 PM
Aruna 1245 uness 1nd can g
Joanie
Re: MERRY CHRISTMAS Tue 204PM
1 ke 'm sending you a let, but
Joanie
Furlc Tue 158 $20 for a Pair of Noise-Bloc
Tuvas feeling a tle nasey, :
AcousticSheep

Jacquie Lawson e-cards r) 0
delicia reynolds has sent you a not.. Tue 10:00 A,

Outlook opens an untitled message h‘j R : tried - e
. MESSAGE INSERT OFTIONS FORMAT TEXT REVIEW o
window. gy Xo s v BB gy O B @ P rtorty-
Past o B I u|¥w.a Address Ch:ck At hAtt th atur "N ImPOENCE | om

Format Painter Book Names  File e & Low Importance

e Type the recipient’s e-mail address. s e A -

@ If the e-mail address is already in L 0
your Address Book, you can click
the To button and select the
recipient’s name.

If you enter more than one e-mail
address, you must separate each
address with a semicolon (;) and a
space.

e Type a subject title for the
message.

eler ssran o ters A -

350



CHAPTER

OUTLOOK
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@ Type the message text. B e | v ormoe ccnwrrr e B -

AD Cut Calibri @oc=[1 <] A & <l [EE .,w@ I} b DA. P Follow Up
. ! High Importance
@ You can use the formatting S B PR i A et s o s 0

buttons to change the appearance S
of your message text. G.EI

Subject | Progress report

@ To set a priority level for the Hy s
message yOU can CliCk H-igh Justw;madmgweywanupdateunwherethmgsstanm\'ma\musmmshearewewmgmemanusmmanaanmpatecump\emgmyrewewbyMunaay,aswe
’ agreed.
Importance or Low Importance. ttand

Note: By default, the message
priority level is Normal.

@ Click Send.

Outlook places the message in
your Outbox.

Note: You might need to press (i) or e n -
click the Send/Receive tab and click i
. [T Sentlterns - Marmel Erterprises - Outlook 72 @ - X
Send All or Send/Receive All wowe | smvosrecee  fouss v .
fom  ignore S Ok Mesting T Move to: 7 YiMover  © Unread/ Read | Search People =
Folders to send the message. = Po, X QR e [iomer ] S B B |

New  New Delete  Reply Feply Forward [ pore - = Send/Receive
Emall fems - Solunke ) U = Team Email 7| MoneMote " Followups W FitterEmaile o poac

. Mews Delete Respond Quick Steps k] Mowe Tags Find SendrReceive -~
Click the Sent Items folder. | Frmm e B Tarerair] | @ ety € oAl S fomd

Al Unread ByDate ©  Hewest b Wed 12152012 12:58 P

. 4 Marmel Enterprises 4 Today Elaine Marmel < @marmelenter
(@) The message you sent appears in & e e Prges oo
. Drafts [1] g
the Ite m l] St; 0 utloo k Sto reS a s:“S“E'M :’D?:;;r:ﬁ:twamm — 12:58 P To  Sarah Hellert ( @uwileybooks.com)
. e stedlkem 101 Gayle Kearney - Personal (..
copy of all messages you send in ] Kt hecin e - e
Outbox Just wantad to give you an updata on where
the Sent Items folder. RS Feeds CEE WL e e things stand, I'm slmast finished reviewing the
Search Folders Lunch sounds gaad, manuscript and anticipate completing my review

by Manday, as we agreed.

Elaine

G Fsine Marmel Cova D -

Mail Calendar Pecple Tasks

How do I save a message as a draft? How do I send a copy of my message to

Click the message window's = and click Yes when someone?

prompted to save the message. Outlook saves the To copy or blind copy the message to another
message in the Drafts folder. When you are ready to recipient, either type the recipient’s e-mail address
continue composing your message, click the Drafts directly in the field or click the Cc or Bcc button to
folder and double-click the saved message to open it. | select the address from your contacts.
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Send a File Attachment

You can send files stored on your computer to other e-mail recipients. For example, you might
send an Excel worksheet or Word document to a work colleague or send a digital photo of your
child’s birthday to a relative. Assuming that the recipient’s computer has the necessary software
installed, that person can open and view the file on his or her own system.

Note that some e-mail systems are not set up to handle large file attachments. If you are sending a
large attachment, check with the recipient to see if his or her system can handle it.

| Send a File Attachmen
o Create a new e-mail message, Es G E

entering the recipient’s e-mail = o cageln x5 == v (8 3 | LHEW T Q .
address, a subject title, and the P e 18 oA BT - R
message text. S — — -
EEI e
Note: Refer to the previous section,
“Compose and Send a Message,” for R ——— O e e ; ;

~

help creating a new e-mail message.
e Click the Message tab.
€ Click the Attach File button.

The Insert File dialog box appears. s
[ Pictures B 2013-Table with chart shestxlsx
. B videos B 2013-tablexdsx v
e Locate and select the file you want v < >
File name: 3 month salessd s v AlFiles (%) v
to send. 5 e T
o Click Insert.
DianeKaers Horers |:| -
o OUthOk adds the ﬁle attaChment hmilla (.:AES(SDAGE INSE:T OFTIONS FORMAT TEXT 1’:\;:::Sa‘““FUK.VM:SSEE:(HTML) f
to the message, displaying the T emen Jxd = v [B S [ B [ feew Q
filename and file size. P e BT A B T
@ click Send. o -
Outlook sends the e-mail message st (8 ot spsmnorm
and attachment. Here are the numbers for the first 3 months of 2012 that you wanted toreview.
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Read an Incoming Message 19

You can use Outlook’s Mail feature to retrieve new e-mail messages that others have sent you and
view them on-screen. You can view a message in a separate message window or in the Reading
pane, as described in this section. By default, the Reading pane appears beside the list of messages,
but you can place it below the message list.

Note that you must be connected to the Internet to receive e-mail messages.

\ Read an Incoming Message
o CIjCk Mail‘ h HOME IWE FOLDER WIEY T - :

xlgnore S B T Move tor 7 YiMove- (3 Unread/ Read | Search People =%
QR & mven =

To Manager -| GRulesw B Categorize~  EZAddress Book

= =
. &
e CI_]Ck the Home tab_ New  New Ticteanvp Delete  Reply R;pu\y Forward (5] biore - gT:amEma\\

Send/Reczive

Ermail lterns - S lunk Tl Monemote " Followlpr W Filter Email e e
New Delete Respand Quick Steps 5 Mo Tags Find SendfReceive | A
. .
e Click the Send/Receive All e e [ ] | & vy €2 eyl S
Al Unreacl T Mewest b (S Wed 12¢15/2012 601 k4
Folders button. «Marmel Enterpris & Today AAA Member Deals < @MemberDe
Inbox & AAA Member Deals O o Bocng SasgPhnss | Seve 0%
Drafts [1] Half Off Noise Blocking SlecpPhon..  6:02 AM
Outlook retrieves new e-mail S— A ey (S
b Deleted lterns 101 4 Yesterday © i there are problems with how this message is displayed,
click here to view it in aweb browser.
messages ! Lydia; Diane Jones (@)
* Buddy Tue 6:22 PM <]
Elaine, There are no wards. IFyou .

B sure you add MemsaiDeskUSA oo oo o0
Carla West ” “ "

Men

We drive the

U.S. Marine imprisoned in Mexico  Tue 433 PM
Hi, #an! )

a If the Inbox is not selected, click
the Inbox folder.

b Carla West =]
Hey there — lunch? Tue 430 PM
Around 1245 unless | find | can go

() Messages appear in the Message
list pane, with a preview.

@ You can filter the list to show all
or only unread messages.

joanie
Re: MERRY CHRISTMAS Tue 2:04 PM
Tknows I'm sending you 3 lot, but

joanie
Fuil € U Tue 1356 PM
Vwas feeling 3 lttle nosey,

$20 for a Pair of Noise-Bloc
AcousticSheep

Jacquie Lawson e-cards . 8

M D an -

delicia reynolds has sent you a not... Tue 10:00 A...

4 Manda

Mail Calendar People Tasks -
(@ Messages you have not opened

display a vertical bar. R Wi Ereris TE - & x

HOME  SEMD/RECEME  FOLDER  VIEW &

o Click a message. G S X (3 M [t | e @t [ | £

M N bl Rty Fel F f 3 To Manager - SRules- B0 Categorize~  ES Address Book St
ew New clete  Reply Reply Forward Ejjpiore - |21 = end/Receive
Email lterns -+ G unk - 2l u Team Email oneNote > Followbp- W FilterEmail =y epigars

0 The co nte ntS Of th e m eSSa ge New Delete - Respand Quick Steps Ll Mave Tags Find Send/Reseive ~

b Favorites Search Current Mailbox (Cl+E] O | Current Mailbox ~ (€2 Reply 2 Reply Al € Forward
appear 'in the Read'ing pane. Al Unread T Newat b [ Wed 1215/2012 GOT AN
4 Marmel Enterprises 4 Today AAA Member Deals < @MemberDe
Inbox 9 AAA Member Deals Half Off Noise-Blocking SleepPhones | Save 30%
-cli Drats [1] ¥ . 6 atFib
Note: You can double-click a message bt o @D S ——
LR s b Deleted Items 101 4 Yesterd: @ IFthere are problems with how this message is displayed,
to open it in a message window. o e ik et v 111 aweh b er
Lydia; Diane Jones @
Outbex Buddy Tue 6:22 PM <]
. st i, Thre e oot o R
(@ Messages containing attachments Searh Fldr conaest PRI ekt
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Reply To or Forward a Message

You can reply to an e-mail message by sending a return message to the original sender. For example, if
you receive an e-mail message containing a question, you can reply to that e-mail with your answer.
When you reply to an e-mail, the original sender’s name is added to the To field in the message.

You can also forward the message to another recipient. For example, you might forward a message
that you receive from one co-worker to another co-worker who will find its contents useful.

Note that you must be connected to the Internet in order to send replies or forward e-mail messages.

‘ Reply To or Forward a Message
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. Drafts[1] Hi, Alan! Subject [P : Sgt. Stubby-bravest dog
Sent terms b Carla West 9_)
. » Delsted lems 99 ey there — luncr Tue 430 PM Diane, | just knew you'd lave this story.
Perform Steps 3 and 4 in the Araung T2 unse i | o go
Junk E-mail
. . " Outbx joanie From: Jim Marmel
previous su bsection Rep [y To 25 o Tt MERRY CHRITMAS Tue 20401 [mata: @cox.net]
’ ot ko 'm sendingyou a ok, butthis i Sent: Tuesday, December 04, 2012 810 A
sereh polders To: ELAINE MARMEL
Jacquie Lawson e-cards Subject: FW: ; Sgt. Stubby--hravest dog

delicia reynolds has sent you a note card Tue 10:00 AM

a Message.”

OClinkjet.com
QCHkjet.com - Popular OEM Gartridge.,  Tue 416 AM
Having troubie viewing this email? dick

4 Monday note the referen ce to Kansas City (the L
Carla West
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4 Two Weeks Ago

[Draft] Jim Marmel (=] t 5
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How do I look up an e-mail address when forwarding a message?

Perform Steps 1 and 2 in the subsection “Forward a Message.” Click the To button to display a list of your
contacts. Type a few letters to identify the contact. Outlook highlights the first contact that matches what
you typed. If necessary, use the arrow keys to highlight the correct contact. Press (Z.] to display the
contact in the To field. Click OK and Outlook places the contact name in the To field of your message.
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Add a Sender to Your Qutlook Contacts

Suppose you receive an e-mail message from someone with whom you expect to correspond
regularly, but you do not have a record for that individual in Outlook contacts. You can easily add
the contact information of the sender of any message you receive to your Outlook contacts, directly
from the message. If, at a later time, you want to send a new message to that person, you can click
the To button and choose his or her name from the Select Names: Contacts dialog box, as shown in
the tip in the previous section, “Reply To or Forward a Message.”

d a Sender to

o In the Message list pane,
click the message from the
sender you want to add as a
contact.

e In the Reading pane, right-
click the sender’s name.

@ Click Add to Outlook
Contacts.

O A window opens with the
sender’s e-mail address
already filled in.

e Type a name for the contact.

© You can click any & to add
additional information.

e Click Save.

Outlook saves the contact
information.
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Hey there — lunch? Tue 430 PM
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joanie I
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Delete a Message

CHAPTER

19

As you receive e-mail messages, you can eliminate clutter if you delete messages you no longer
need from your Inbox and other Outlook folders.

Note that when you delete a message from your Inbox or any other Outlook folder, Outlook does not
remove it from your system. Rather, it moves it to the Deleted Items folder. To permanently remove
deleted messages from your system, thereby maximizing your computer’s storage capacity, you
should empty the Deleted Items folder on a regular basis.

| Delete a Message

o In the Message list pane, click

the message you want to delete.

9 Make sure the mouse pointer
remains over the message you
clicked in Step 1.

X appears.

9 Press ((2-0), or click x in the
Message list pane, or click
Delete on the Home tab.

Outlook deletes the message
from the Inbox and the
Message list pane and adds it
to the Deleted Items folder.

@ You can click the Deleted
Items folder to view the
message that you deleted.

© To empty the Deleted Items
folder, right-click it and click
Empty Folder.
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delicia reynolds has sent you anote card  Tue 10:00 AM

| » Carla West

Mail Calendar Pecple Tasks
TEMSi 16 UNREAD: 11
[o I N Deleted Items - Marrme| Enterprises - Outlook 2 @ - x
HOME | SEND/RECEME  FOLDER  VIEW @
= "_‘El @ Ignore x e (E V;i f;)“ 2 Mesting T Move to: 7 iMove s ) Unresd/ Resd sim People r\m
M ‘A: Clean U~ o > R&ﬂ" S ) To Wanager <] TERules+ | M Categorize~ | BB Address Book s
o New elete  Reply Reply Forward g . = andReceive
Ernail Iterms - S dunk - Al ERMore~ |9 Team bmai 7| WoneMote  [”Followipe W FiterEmails i Folders
Hew Deletz Respond Cuiek steps B o Tags Find SendReceive &
<
b Favorites Search Deleted Items (Clri+E) AP | Cunent Folder_- 2 Reply 152 Reply 811 () Forward
Al Unread ByDste T Mewest b | Vied 12112012 601 A
4 Marmel Enterprises 4 Today AAA Mermber Deals < @Mer
Inbex 10 AAA Member Deals ?;l;[;g::ls;%u(kmg SleepPhones |
Drafts 1] Half Off Noise. Blocking SleepPhon: V. Gmam
Sent Iterns Ve e o Bl | e e To @MARMELENTERPRISES.COM
! Deleted ltems. 4 Yesterday © it there are problems with how this message is
=) jew Windows displayed, elick here to view it in s web browser.
Junk E-rmail Joanie
Outhox Mew Folder... Pl Fuse 1 C U Tue 1:58 PM =
RSSFeeds lwas feeling a little nosey, so |

our dealfy
Besureyou add - @UemberDeakiSAcomi

Search Fold:
Fareh Folders Copy Folder Hellert, Sarah - Indianapolis
REE 517680 TYV Office Ch 19-20 Tue 9552 A

Done.

Hellert, Sarah - Indianapolis
RE: 517680 TYV Office Ch 19-20 Tue 855 AM

) Mark Al 35 Read

Page ivin the P is your bio and Wards
. e dri
§ Empty Folder 0 Chase Home Loan Services Team
Remove from Eavoritey Your Morlgage Papment Received Alest Fro... Tue 8:47 AM
21 SortSubfoldersAtoZ
o Mol Hellert, Sarah - Indianapolis
o RE TR TV OfceCh 920 Tue 7244 $20 for a Pair of Noise
v Move Dawn m 50 s0rmy to hear about Buddy, He was your A :
cousticSheep
P Marked Head -
vocess Marked Headers Karen Rice . .
Bropertiesn Re: Buddy Tue 644 AM
1am 50 very sorty Elaine. | know just recently AR Member Deals 1o e D

4 Mondas

Mail Calendar Pecple Tasks -

TTEMS: 140 UNREAD: 97




Work with Conversations

You can view your e-mail messages as conversations in Outlook. In Conversation view, Outlook groups
related messages that are part of the same conversation, or thread, in the Message list pane.

Using Conversation view, all related messages, including messages that you have sent as replies or
forwarded to others, appear under a single heading — typically the subject of the message. You expand
a thread to view its related messages. By default, Outlook displays all messages in the Message list pane
of the Inbox in Conversation view.

‘ Work with Conversations

View a Conversation T
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Clean Up a Conversation

o Perform Steps 1 and 2 in the
previous subsection, “View a
Conversation.”

e Click a message in the conversation
you want to clean up.

© Click the Home tab.

G Click the Clean Up button in the
Delete group.

o Click Clean Up Conversation.

The Clean Up Conversation dialog
box opens.

O Click Clean Up.

(@ Outlook removes redundant
messages from the conversation.

@ Outlook places the removed
messages in the Deleted Items
folder.

Note: To permanently remove the
messages, right-click the Deleted
Items folder and click Empty Folder.

E-Mailing w1th Outlook
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Is there a way to ignore conversations where I am included but they are not relevant to me?

Yes. Perform Steps 1 and 2 in the subsection “View a Conversation.” Click the Home tab, and then click the
Ignore button. In the message box that appears, click OK. Outlook removes the conversation and places it in
the Deleted Items folder. If you realize you have ignored a conversation in error, you can stop ignoring it.
Click the Deleted Items folder, repeat Steps 1 to 3 in this tip, and then click Stop Ignoring Conversation.
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Screen Junk E-Mail

J unk e-mail, also called spam, is overly abundant on the Internet and often finds its way into
your Inbox. You can safeguard against wasting time viewing unsolicited messages by setting up
Outlook’s Junk E-mail feature. This feature enables you to make sure that Outlook bypasses e-mail
from specific web domains and instead deposits those messages into the Outlook Junk E-mail folder.

Outlook might erroneously place e-mail that is not spam in the Junk E-mail folder. Periodically scan
the contents of this folder to ensure that it does not contain any messages you want to read.

‘ Screen Junk E-Mail

View Junk E-Mail Options
o Click the Home tab.

9 Click the Junk w .
9 Click Junk E-mail Options.

The Junk E-mail Options
dialog box appears.

@ You can use the various tabs
to view junk e-mail settings,
blocked domains, and safe
senders.

@ You can click one of these
options to control the level
of junk e-mail filtering that
Outlook applies.

O click ok.
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Designate a Message
as Junk

o Click the message in the ,
Message list pane.

@ Click the Home tab.
© Click the Junk - .
Q Click Block Sender.

h HOME WE
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&5 Block Sender
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Mail Calendar Pecple Tasks

ITEMS: 24 UNREAD: 19

How can I restore a junk e-mail to my safe list?

Right-click the message in the Junk E-mail folder and, from the
menu that appears, point at Junk and click Not Junk. Outlook
alerts you that it will move the message back to its original
location and gives you the option of removing the sender from
the filter list; click OK.

Does Outlook empty the Junk
E-mail folder?

No. To empty the folder, right-click it
and click the Empty Folder button.
Outlook permanently removes all
items in the Junk E-mail folder.
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Create a Message Rule

You can use rules to determine what Outlook does when you receive a message that meets a
specific set of conditions. For example, you might create a rule that ensures that any message
from a certain sender is placed directly into a folder of your choosing as soon as Outlook downloads
the message. Alternatively, you might set up Outlook to play a certain sound when you receive a
message that meets the criteria you set.

You can set rules that are quite simple, as outlined in this section, or rules that are very complex —
involving various criteria, exceptions to the rule, and so on.

Create a Message Rule

o Click the message on which h S
you Want to base a rul.e‘ HOME FOLDER  VIEW o

o [ Ignore e (f V\i E/'\a 2 Mesting T Move tor ? ove |/ Read | Search People L_‘E
': 5 Clean Up - &(ﬂ €3 To Manager ules ~ ize - | ES} Address Book 5
Delete  Reply R:\y Foraard Bl Mare~ |9 Team Erman B e
en e

@ Click the Home tab i HP= <0
. ew Deete Respand QUiSteDs B em Cregte Rulen P
b Favorites | [Search Curvent Malloox (Cul+E) A5 Manage Rules & Alerty onwar
e CI.'ICk the Rules ¥ Al Unread By Date (Conversations) = Newest ¢ =) Tue 91172012 1219 200
4 Marmel Enterprises Carla West [0} Greg Kochaniak < @t

Inbox 20 A home without a pet is not a home Mon %18 PM RE: Button capture question

O Click Create Rule. D TP R

I Deleted Ite 87
; © ‘k : "‘"S Jim Marmel Q Indeed, now | see it, No idea why it
. unk E-mail Sat. Stubl 122012
The Create RUl.e d1al.0 bOX o e s ity e Lberty is that way... well, hope this little
uitho change for capturing buttons when
RSSFecds Microsoft not maximized will be still useful.

appears. Search Folders Microsaft Office Prafessianal Plus 2013: Do Mare! 1222012

Greg

4 Older
From: Elaine Mar el

© select the conditions [
that you want to apply Gommacrewer b8 S e
(l:l Changes to ). 1M s o e ianatar fuestion
waen Hemz
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o e © Greg Kochanial T >
when the conditions are met. M D s R, .
In this example’ select the Mail Calendar Pecple Tasks -
Move the item to folder MEMS: 26 UNREAD: 20
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Choose 3 folder:
to )' Vher | get e-mall with all of the selected conditions 2 T Marmel Enterprises
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. U Tasks
e Click the folder where you

want Outlook to move the
messages.

© click ok.
€D Click oK.

362



CHAPTER

19

Run this rule now on messages already in the current folder

OUTLOOK

E-Mailing w1th Outlook

Outlook prompts you to run the
rule now.

@ Select the check box (] changes
to [¥]).

The rule "Greg Kochaniak™ has been created,

=

o3

= Hypersnap Stuff - Marmel Enterprises - Outlook ? @A - x
@ Cl‘ick 0 K HOME SEMND / RECEIVE FOLDER IEWW o
% Ignore ~ ("\ ~ Sl Move tor 7 WiMoves (O Unread/ Read =
N .::l acenpe N € (" . _)a 3 ToManager  [v| T3Ruless | A Coteqorizer BB Address Book . a?
3 . ew  New elete  Reply Reply Forward B ppore- |9 - end/Receive
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.
example, Outlook moves any v o B lcmmtoin ]| @y Ryl @ Foums
. . h f All - Unread ByDate ~  Newest Tue 91172012 12:19AM
existing messages to the folder vt Eterpre: o Greg Kocheniak < @1
.o Inbox 14 Greg Kochaniak RE: Button capture question
you specified. ot e S
Deleted It 87
. . cleted ftems Greg Kochaniak Indeed, now I see it. No idea why it E
The next time you receive a T e U st vy, W, e s
Junk E-rmail B ppesing change for capturing buttons when
message match.in the Critel’ia Outbox Greg Kochaniak not maximized will be still useful,
g g RSSFeeds RE: Button capture question 911072012
Search Folders linstalled Office 2013 in my Windows 8 VM now. Greg
you set, Outlook runs the rule. treg Kochanisk .
RE: Button capture question 911042012 From: Elaine Marmel
Did you press Ctrl+ Shift+ 8 after pointing to the [mailto:. marmelenterprises.c
Sent: Monday, Septernber 10, 2012
Greg Kochaniak Lizpm )
RE: Button capture question o202 To: ‘Greg Kochaniak
Hi Elaine, | made some small change inthe code, Subject: RE: Button capture
question
Greg Kochaniak
Hello Efaine, Unfortunately at this time | don't have below, the Rishon is always pinned
by default, whether Word is
maximized or not—andthat’strue [+
| I R O]
[ Greg Kochaniak RE:Bution capture o l:l R
Mail Calendar Pecple Tasks

TTEMS: &

UNREAD: §

How do I add more criteria to a message rule?
Perform Steps 1 to 4. Then, click the Advanced
Options button to display the Rules Wizard, which
includes several sets of criteria that you can specify,
such as exceptions to the rule, actions, and even a
dialog box for naming the rule.

How do I remove a rule?

Click the Home tab, click the Rules w, and then
click Manage Rules & Alerts. In the dialog box that
appears, click the rule you want to delete and click
the Delete button.
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PART VII

Publisher

Publisher is a desktop publishing program that you can use to design
and produce a variety of publications. Publisher installs with a large
selection of predesigned publications that you can use as templates
to build your own desktop publishing projects; additional templates
are available from Office.com. In this part, you learn how to build and
fine-tune publications, tapping into Publisher’s formatting features to
make each document suit your own design and needs.
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Create a Publication

You can use Publisher to create all kinds of publications, such as brochures, flyers, newsletters,
and letterhead stationery. Publisher installs with a wide variety of publication design templates,
and you can search for templates at Office.com.

If none of Publisher’s predesigned publication templates suits your needs, you can create a blank
publication, populate it with your own text boxes, and design your own layout. For example, you
might want to create your own brochure or invitation and customize it.

Create a Publication

0 Open Publisher.
H Search for online templates Elaine M: |
The Publisher Start screen Publisher “ Me‘ ‘,, @m H

a p p ears. Blecemi Cards  Cortificates  Flyers
: &B
Take a

1|
&E tour H

72 - 8 X

X

FEATURED  BUILT-IN

Note: If Publisher is already
open, click the File tab and then
click New.

e Use [«] and [~] to scroll
through the available
publication templates.

e Click a publication design to
preview it.

-0

(@ Open Other Publications

() Publisher displays a preview
of the selected design

template.
@ A description of the template e
appears here. ﬂ

( You can click these buttons
to view more images of the
template.

() You can click these buttons
to preview the next or
previous template design.

e Click Create.
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PUbliSher Creates the (?-{OMEC) H\:SERT PAGE DESIGN MAILINGS REVIEWY Pu:\:;:tm"zrpum“h" E\amAMa:’me\j Z
publication. i : A E B
. P B I U XA 8- A e Do @ P B aan- ZA Rotate ksmt
© Thumbnail images of each S A Y P 0 PR Y AR SN 1 A RN O 12
page of the publication . E
appear here. =
Ej =
How can I search for additional templates?
Follow these steps:
o In the search box at the top of the s -} €'
Publisher Start screen or the New New
screen, type a kgywc.)rd that describes . 0 p@
the type of publication template you .
. tegory 8
want to find. —c— e [ ]
o m
Note: Click File and then click New to e W DMZ';T!“ .
display the New screen. — ety .
e Cl.ick p. Gradustion photo albu Gradustion phota albu :“'; j
() You can now filter the search results . ;
by clicking a category. Each category s | ﬂ o ;
you click reduces the search results s, : . Z
further. - - :
@ If nothing appeals to you, click Home e . B
and then click a blank template.
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Zoom In and Out

ou can use Publisher's Zoom feature to control the on-screen magnification of your publication.

By default, Publisher displays your document in a zoomed-out view so that you can see all the
elements on a page. When you begin adding text and formatting, you can zoom in to better see what
you are doing.

There are a few ways to zoom in and out of your publication. One is to use the Zoom settings on the
View tab. Another is to use the Zoom buttons. A third is to use your keyboard.

Zoom In and Out

e Click the Zoom = .
e Click a percentage.

Specify a Magnification R T
0 cl. kth fth E HOME INSERT PAGE DESIGN MA\L\NGS&\/\EW FORM: FORMAT E‘H\HEMHFME"H o
ick the area of the Bt Gl N M
2 1 N.\M.t :.T gsd :PEN igsien L] Basein 100% Wh\ ot i Arrange Cascade l:‘ﬁ
publication where you want e e B Do s v e
- WT—\\“M\Pw\\zum\‘w;\ iato |m\‘\m15|\\"w\\§|\u‘w \"\lw\‘“\\m\“‘mm\“?mmﬂg
to change the zoom Pages <t 4 o
magnification. ’ E i
() When you click an object on £ M . Sl |
the page, Publisher surrounds £
it with selection handles E Newsletter Title
(= and ). E :
© Click the View tab. = —

() You can also type a value in
the Zoom field.

0 Publisher Changes the Ho5 o - ewsletter ternplate.pus - Publisher DRAVING TOOLS | TEXT BOX TOOLS 7Y = x
HOME INSERT PA&GE DESIGN MAILINGS REWIEW WIE FORMAT FORMAT Elaine Marmel ~ H o
magnification setting for = [SPp e = - E ==
[ Guid [/l Page Navigation [ | Baselines B Page Width

s . Mormal Master  Single Two-Page 100% W)’\ le Arrange Cascade  Switch

your pubhcat]on‘ e P Gt | IFilds 4 scatch tees " [ selected Objects ay Wi
views ayout show zoom ndr .
caellonetion Bacttonellentose Bt llosettonelBoetonedlonstose Btonallseton BootoselonosionslBacstoned oL uston sl faitoselonesnd B

Newsletter Title

LEAD STORY HEADLINE
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3 H S @ - hewsletter terplate.pub - Publisher DRAVING TOOLS  TEXT BOX TOOLS ? - x
US]ng Zoom BUttons E HOME INSERT PAGE DESIGN MAILINGS REWIEW WIEWY FORMAT FORMAT Elaine Marmel ~ H o
N N N . . . EE [ Boundaries [ Rulers Dﬁvzph\(xMznxger [‘; alos - E %
0 Cl]Ck the area Of the pUbl] cat.lon Mormal Master  Single Two-Page L Guides Cig 2ge Nanigatio m L Basein 100% “Whole G Poge Wickh Arange Cascade  Switch
Page  Page | Spread | | Fields [ Seratch Area page El Selected Objects Al Windows~
where you want to change the e - Vi .
Wb Bt Zootaoo ol B L B Bo oo B P, 2
ﬁ t Pages < &
magnincation. . E

() Publisher surrounds the area with
selection handles (= and ).

e Click a magnification button to
zoom in or out.

Newsletter Date
Solume 1, Issue 1

You can click the Zoom buttons
multiple times to change the level e
of magnification.

( You can also click and drag the
slider to change the level of

Newsletter Title

Bttt il ool ool ol ool .

LEAD STORY HEADLINE *
ope . - . . -
magnification. T r. 1
o Publjsher ChangeS the magn]ﬁcation H -2 - hewsletter ternplate.pubs - Publisher DRAWING TO0LS | TEXT 80X TOOLS 7 - x
HOME INSERT PAGE DESIGN MAILINGS REWIEW WIEWY FORMAT FORMAT Elaine Marmel ~ H =
Sett]n for our ubhcat]on. [ Boundaries [ Rulers [ Graphies Manager [ %) ahem -
g y p . . . EE [ Guides [/ Page Navigation [] Baselines D B Page Width E %
Mormal Master  Single Two-Page 100% Whu\: Arrange Cascade  Switch
Y h Page | FPage | Spread| L Fields (] Serateh Aves Page L0 Selected Objects Al Windows~
i L it She Z Winds -~
(@ You can see the current e . : . e - -
ope . ages . oottt oot e Lk B,
magnification level here. )
[ S
Your Organization Nev.
Volu

PAGE:1OF& [ 075,131 IN.  BI] 250X 0,63 IN. -——d4——+ 1% B3

P

Are there other ways to zoom my publication?

Yes, there are several shortcuts you can use to quickly zoom a publication. For example, you can press (i)
on the keyboard to quickly zoom in and out of a publication. To quickly zoom to 100 percent, you can click
the View tab and, in the Zoom group, click the 100% button. To quickly view the whole page, click the
Whole Page button in the same Zoom group. You can click the Page Width button in the Zoom group to
match the width of the page to the width of the Publisher window.
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Add Text

hen you create a new publication based on a design, Publisher inserts a layout for the text and

displays placeholder text in the text boxes, also called objects or frames. The placeholder text
gives you an idea of the text formatting that the design applies and what sort of text you might
place in the text box.

As you build your publication, you replace the placeholder text with your own text. After you add
your text, you can apply formatting to it, as well as move and resize it, as discussed in Chapter 21.

0 Click the text object that you FHo o - e T e x
. E HOME INSERT PAGE DESIGN MAILINGS REWIEW WIEW FORMAT FORMAT Elaine Marmel ~ H o
want to edit. ) Boundories ] Rulers oo [ N
] Guides jigation [ ] Baselines i B Page Width =
3 . Harmal N;a t{ Page TVSW:;E‘ [ Fields steh A taws V::U‘: cted Objects A"Z‘TE‘ Faseads W‘S,,V;:EVCS,
You may need to zoom in first o | . ’ Vi .
3] Ko [ ol i NP LD

to see the text object.

() Publisher surrounds the selected
object with selection handles
(= and ).

9 Select the placeholder text
within the object.

_@ Newsletter Date
Volume 1, Issue 1 ‘

- Newsletter Title

H S & - hewslztter ternplate.pubs - Publisher DRAWING TOOLS  TEXT BOXTOOLS Y= x

9 Type your own text. E HOME  INSERT  PAGEDESIGN  MALINGS  REVIEW | VIEW FORMAT FORMAT Eaine Marmel - [ @
. [ Boundsries [ Rulers [ Graphics Manager [‘5 alex - E % EE]
Publ1sher re laces an = T s [J Guides [/ Page Navigation [ Baselines mg e 3 Poge Width n e St
p y S e Sead| IFids 9 scratchres * e Elstiected Obects A Windowse

l h ld M h h Views Layout Shows Zoom Window A

placeholder text with the new ] AT Y AR VY ST 8 STIC

text that you type.

Note: To apply formatting to text
and to move and resize text box
objects, see Chapter 21.

Newsletter Date
Volume 1, Issue 1 ‘

You can click anywhere outside
of the text object to deselect
the text box.

To edit the text at any time, you
can click the text box and make Newsletter Tltle

your changes. &
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Add a New Text Box

You can add new text boxes to a publication and type your own text. For example, you might need
to add a new text box to an empty area in your layout to include additional information, or you
might need to add new text boxes to a blank publication.

When you add a text box to a publication, Publisher does not supply any placeholder text. Therefore,
when you fill the text box with your own text, you do not replace any existing text. After you enter
text, you can format it or move and resize it as described in Chapter 21.

Add a New Text Box
o CIjCk the Home tab‘ e:lC;MEC)QPAGEDES\GN MAILINGS REWIEW p“\::?‘n”ﬂ'pumw E‘E\MM:mﬁ‘j z

5 ADX NI T 11 Bring Forward - 18] Group :]ﬁrmd -
@ Click Draw Text Box. e e A Tt - ilrgon, e
O AN i PRI W I RO =
[s changes to +. Pages <o
€@ Click at the spot that x
represents the upper-left 3
corner of the text box. S &
@ Drag down and to the right g
until the text box is the size = 0
that you need. E
6 Release the mouse button. E
(@ The text box appears on- MR e oo i oms e ono Do B
screen, with the insertion Brane <EH - ?Til‘"[. e
point inside (+ changes N e e A A RESEID v )
to I). Pages = L LR
0 Type the text that you want - 3
to insert into the text box.
E f
Note: To apply formatting to text ! M'@
and to move and resize text box = Iﬂ

objects, see Chapter 21. 3

o Click anywhere outside the
text object to deselect the
text box.




Swap Pictures

ou can add pictures to your publication — pictures stored on your hard drive or pictures you

download from the Internet — as described in Chapter 3. Publisher's Swap Pictures feature
enables you to insert several pictures simultaneously into the scratch area, a space outside the
publication page. Then, you can drag one picture onto your publication and, if necessary, you can
swap it for another picture in the scratch area. You can continue substituting different pictures until
you find the right one for your publication.

Swap Pictures
Click the Insert tab. FE o o -
o E HOME NSERT$ MAILINGS REWIEW WIENY o E\amAMarme\'H o

9 Click Pictures.

Note: To use online pictures, download
them to your computer, as described in
Chapter 3.

The Insert Picture dialog box
appears.

e Navigate to and select the pictures
you want to consider.

MicedBreedAgilit
yTunnel_wh.jpg

You can select multiple pictures by
holding (£ as you click each one.

e Click Insert.

File name: | "Weaves,

o The piCtureS appear in the % (-:OVMEC) \N=SERT PAGEDES\pr:‘bhw‘:\jl?\il:::hSherRE\/IEW WIENY PK:;';::TOLS Els M? \j f
scratch area outside your 2, % e = o ront - Fone B -
. . o ?‘fa . . By m- T Send Backward + ['1Ungroup  35c Replace
publication page. ¢ 81U xmanfa-a S W B e b
. pages o b BB i B B E
Note: Publisher surrounds each . ] !

picture you insert with selection Reliable Dog Sitter!
handles (+ and ).

o Click anywhere in the scratch .
area outside the pictures so that
none are selected.

@ Point at a picture you want to -
place on the publication page. : B

() A button containing an image of
a mountain (la.) appears in the -
center of the picture. :
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o Drag . to place the picture
on the publication page.

(@ The picture disappears from
the scratch area and appears
on the publication page.

e Click anywhere outside the
picture to deselect it.

0 To swap the image with
another one, point at the
picture you want to use as a

until the new p1cture appears
close to the existing picture
on the publication page.

@ Release the mouse button
when a pink outline appears.

() Publisher swaps the original
picture for the new one.
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To swap pictures, must they be in the scratch area?
No. You can swap two pictures on a publication page. Just follow the steps in this section, dragging one
picture on the page on top of the other picture. The two pictures exchange places on the page. The scratch
area is useful when you want to choose between multiple pictures for a page or when you want to add
pictures to several pages. The pictures can temporarily reside in the scratch area while you make your
decisions. When you no longer need a picture in the scratch area, click it to select it and then press (L.
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Save a Publication for Photo Center Printing

Pubh’sher enables you to save each page of a publication as an image that you can print as a photo
using any photo printing method. Publisher saves each page of the publication as a JPEG or TIFF

image — using the best possible resolution for photo printing — in a folder on your hard drive, and

Publisher names the folder using the name of your publication.

You can print photos from your own printer, take a CD of photos to a photo printing location like
Costco or Walgreens, or upload photos to commercial websites that will prepare printouts.

Save a Publication for Photo Center Printing

o Open the publication
containing the pictures you
want to save for photo center
printing.

Note: Publisher saves each page
of the publication as a separate
image.

@ Click the File tab.

Backstage view appears.
e Click Export.

e Click Save for Photo
Printing.

o Click = and choose whether
you want to create JPEG
images or TIFF images.

@ Click Save Image Set.
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The Choose Location dialog box
appears.

0 Navigate to the folder where you
want Publisher to save your
images for photo printing.

e Click Select Folder.

Publisher displays a progress bar
as it saves your images. When it
finishes, your publication
reappears on-screen.

0 You can view the folder using File
Explorer (Windows Explorer for
Windows 7 users). Click the
Explorer button on the Windows
taskbar.

@ Navigate to the folder in which
you chose to save your images.

() Publisher saves the images in a
folder using the name of your
publication.

() Publisher assigns image names to
each page based on the page
number in the publication.

P
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page names you provided.

Can I change the names that Publisher assigns to each image?
Yes. You can change them in File Explorer after Publisher creates them, or you can Page it
change them in Publisher before creating them by performing the steps that follow.
In the Pages pane on the left side of the Publisher window, right-click a page. From
the menu that appears, click Rename. In the Rename Page dialog box, type the
name you want to use for the photo image (€3) and click OK. Repeat these steps for
each page in the publication. When you create photos for printing, Publisher names the photos using the

| Buddy|
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Change the Font, Size, and Color

You can control the font, size, and color of the text in your publication. By default, when you
assign a publication design, Publisher uses a predefined set of formatting for the text, including
a specific font, size, and color. You may need to change the font or increase the size to suit your
publication’s needs. For example, you might change the font, size, and color of the publication’s title
text to emphasize it. In addition, you can use Publisher’s basic formatting commands — Bold, Italic,
Underline, Subscript, and Superscript — to quickly add formatting to your text.

Change the Font, Size, and Color

Change the Font %ﬁ, —

dog sitter,pub - Publisher DRAWING TOOLS  TEXT BOXTOOLS ? - x

HOME IPAGE DESIGN MAILINGS. REWIEW WIEN FORMAT FORMAT
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O Baskerville Old Face
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Change the Font Size

o Select the text that you want
to format.

@ Click the Home tab.
€ Click the Font Size .

e Click a size.

(© Publisher applies the font
size to the text.

This example applies a
48-point font size.

Note: You can also change the
font size by clicking the Grow
Font and Shrink Font buttons
(4" and ") on the Home tab.
Publisher increases or decreases
the font size with each click of
the button.
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How do I apply formatting to my text?
Select the text you want to format, click
the Home tab, and click the Bold (&),
Italic ( r ), Underline (u -), Subscript
(), or Superscript ( x* ) buttons.

What is the toolbar that appears when I select text?

When you select text, the Mini toolbar appears, giving you
quick access to common formatting commands. You can also
right-click selected text to display the toolbar. If you want to
use any of the tools on the toolbar, simply click the desired
tool; otherwise, continue working, and the toolbar disappears.

continued P>
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Change the Font, Size, and Color (continued)

hanging the text color can go a long way toward emphasizing it in your publication. For example,

if you are creating an invitation, you might make the description of the event a different color to
stand out from the other details. Likewise, if you are creating a newsletter, you might make the title
of the newsletter a different color from the information contained in the newsletter or even color-
code certain data in the newsletter. Obviously, when selecting text colors, you should avoid choosing
colors that make your text difficult to read.

Change the Font, Size, and Color (continued)

Change the Color
o Select the text that you want
to format.

9 Click the Home tab on the
Ribbon.

e Click = next to the Font
Color button (A -).

( In the color palette that
appears, you can click a color
to apply to the selected text
and skip the rest of these
steps.

e Click More Colors.

The Colors dialog box opens.
© Cclick the Custom tab.

@ Click a color in the Colors
field.

o Click a shade to refine your
selection.

© click ok.
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() Publisher applies the color to
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Is there another way to change font characteristics?
Yes. You can also change font characteristics using the
Font dialog box. Follow these steps:

o Select the text that you want to format.

@ Click the Home tab on the Ribbon.

e Click the dialog box launcher (I=) in the Font group.
e In the Font dialog box, click the font, style, size,

O click ok.

color, underline style, or effect that you want to apply.

General
Font: Font style: Font size:
el v |regder ] 40 ]
Font color:
Fill Effects ...
& Effects
Undetline:
(none) [v]
[ ]5uperscript []5mall caps [ 5trikethrough
[]5ubscript [lalcaps
Typography
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Sample
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More Effects ...
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Apply a Text Effect

n addition to changing the font, size, and color of text in your publication, you can also apply

text effects. These include a shadow effect, a reflection effect, a glow effect, and a bevel effect.
Text effects can go a long way toward making your newsletter, brochure, postcard, or other type of
publication appear more professional.

You apply text effects from the Format tab, under Text Box Tools. This tab appears on the Ribbon
when you click in a text box or select text in your publication.

Apply a Text Effect

o Select the text that you want iw g o - T A i
to format. TEXtF‘thOME‘BEH\’::ERT PAGvE]? EI?\%A\:;GS REWIEW WIENY FORMAT FORMAT ﬂlv Mamt larmel o
UETmDuemun B I UXX % EIEH%! A A A ¥ ﬂTex{Outylmev "
9 Click the Text Box Tools e AF f e E'E'EZ'M o LALWQ .
- At =
Format tab. Pages e Ly
e Click Text Effects. B

/A Bever

>

e Point at the type of effect
you want to apply to view a
gallery of choices.

This example shows shadow
effects.

o Click an effect.

[ shadow Optians.

ETeDirection B I U x, x* % HEE
b¥ Hyphenstion 2~ A -Aa- A A BEEHE
n n

o Publjsher appljes the text H S 2 = dog sitterpub - Publisher DRAWING TOOLS | TEXT BOXTOOLS Y = x
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A TextFil - o
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[though each publication design automatically establishes an alignment to best suit the design, you
can change the alignment to suit your own needs. You can use Publisher’s alignment commands
to change the way in which text is positioned both horizontally and vertically in a text object box.
For example, you might choose to align text in the bottom-right corner of the text object box. There
are nine alignment options: Align Top Left, Align Top Center, Align Top Right, Align Center Left, Align
Center, Align Center Right, Align Bottom Left, Align Bottom Center, and Align Bottom Right.

Change Text Alignment

@ select the text that you want [ . mf&:&lﬁ“ “ii?&l@“ﬁ = n .
to format. i 5 T Sy, = 5 ml"d o
o Hypheration 24 A - EIEI 4 CL e D Aan T
@ Click the Text Box Tools SO WO ST s seeee s seeeeets i e st IR RN O
Format tab. .

e Click a button in the
Alignment group.

() This example uses the Align
Bottom Left button (=).

bl. l. BHS & - dog sitter.pub - Publisher DRAVING TOOLS  TEXT 50X TOOLS ? - E3
0 Pu 1S h er a p p 1es the new HOME INSERT PAGE DESIGN MAILINGS REWIEW WIEWY FORMAT FORMAT Elaine Marmel ~ H o
alignment. e [ w avme | [
WiTotDiection B 1 U x. 0 %  HEE - | D A A A -] A Tedt Outtine - it
b Hyphenation &~ A -Aa- A A EEE 3 Link 2 5] & et pibects - -
. 5 5 5
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Add a Border

You can add a border to any object in a publication, including text boxes, clip art, and pictures, to
add emphasis or make the publication more aesthetically appealing. Publisher comes with several
predesigned border effects that you can apply to your publication. These include borders of various
colors, shapes, and thicknesses, with or without background shading. If none of these suit you, you can
create your own custom borders — for example, making each border line a different color or thickness.

o Select the text or object to which
you want to apply a border.

o Click the Drawing Tools
Format tab.

e Click a border style.

() You can click = to display a
gallery of borders from which to
choose.

() You can click the Shape Outline
button to make selections from
available line styles, colors, and
weights.

(@ Publisher applies the border to
the object.

() You can click the Change Shape
button to view available shapes
for the border.
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CHAPTER

Control Text Wrap

'I'o add visual interest, many publications include text as well as objects, such as photographs, clip
art images, tables, charts, or other visual elements. You can control the way in which text wraps
around a picture, table, chart, or any other object in a publication. For example, you may want a
column of text to wrap tightly around an object, to appear above and below the object but not on
the sides, and so on. Alternatively, you might want the text to simply appear on top of the object.

Control Text Wrap

BHS & - 0g sitter.pub - Publisher PICTURE TOOLS BT - .

o Create a tEXt bl'OCk and type teXt HOME INSERT PAGEDES\;N MA\ENZ:I hRE\/IEW FORMAT El: maMarme\"i t
into it. (See Chapter 20 for details.) ld o K 2 H By R
Pictures var=f(\vns R“flw'@ w v Th’i’:;::m -\;\::pv B =las =

© 1nsert a picture or other object e Tt
inside the text block. (See Chapter 3
for details.)

iDlkd

{ Reliable Dog Sitter! }
Note: The picture might temporarily i S 4
obscure some of your text. When you e

finish these steps, all text will be e, s,
visible. fr 1

e Click the picture object or other
object inside the text block to
select it (&+ and () appear around
the picture).

e Click the Picture Tools Format tab.
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o Click the Wrap Text button. EE %
HOME INSERT PAGE DESIGN MAILINGS REWIEW WIE FORMAT o
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() This example applies square text
wrapping.
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Link Text Boxes

hen you add too much text to a text object, any text that does not fit in the text box is called

overflow. In some cases, Publisher attempts to correct this problem with its AutoFit feature,
which reduces the size of your text to make it fit. Alternatively, you can correct the problem of
overflow text by creating a new text box adjacent to the existing one, linking the two text boxes,
and flowing the extra text into the new text box. You use the Linking tools on the Text Box Tools
Format tab to navigate and connect text boxes in a publication.

Link Text Boxes

.
L]nk TeXt Boxes B HS 2= link test bases.pub - Publisher DRAWING TOOLS  TEXT BOXTOOLS BT = x
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e Create another text box; you

will place the overflow text i o B
. . Paste. . B I U x X Aa | R i
into this box. o
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e Click in the text box that
contains the overflowing
text.

e Click the Text Box Tools
Format tab.

© Click the Create Link button
(I changes to &%).

G Click in the text box you
created in Step 2 for the text
overflow.

() Publisher links the two
boxes, and moves any extra
text from the first text box
into the second text box.

() You can click the Previous
button ([4]) to return to the
previous text box, which
contains a Next button ([»])
that you can use to switch
back to the overflow text box.

Note: You can turn off the
AutoFit feature by selecting the
text object to which AutoFit has
been applied, clicking the Text
Box Tools Format tab, clicking
the Text Fit button, and clicking
Do Not Autofit.
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lar walks and
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with yourbe- |
loved pup. No |
matter how

far away you |
are, you'llbe |
able to rest easy knowing Fido is well cared for by Kate and her crew.
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DRAWING TOOLS  TEXT BOXTOOLS ? - x

aine Marmel ~ [ &
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How do I break a link?

click the Text Box Tools Format
tab, and then click the Break
button (c3).

Click in the first linked text box,

Are there other ways to handle overflow?

Yes. You can also use Publisher’s Text Fit tools to auto-fit your
text into the text box. Click the text box to select it, click the
Text Box Tools Format tab, click the Text Fit button, and choose
Best Fit.
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Move and Resize Publication Objects

hen you insert an object, such as a text box, photograph, table, and so on, into a publication,

you might need to make it larger or smaller, or you might need to move it to achieve the effect
you want. For example, you may want to resize a text object or move or resize a picture you place in
a text box to fit more text into the box. When you select an object, an outline and handles appear
around it. You can drag the handles to make the object larger or smaller, and drag the outline to
move the object.

Move an Ob]eCt BHS &= link text baes. pub - Publisher FICTLRE TO0LS Y x
. . HOME INSERT PAGE DESIGN, MAILINGS REWIEW WIEN FORMAT Elaine Marmel ~ M o
o Click the object that you want

T o T B R B R |
to move. Rt T e T Bame e Dot
. . DL e e R e
() Publisher surrounds the selected . E
object with handles (= and ). E

the edge of the object until it
changes from [} to ‘i .

e Drag the object to a new £

e Position the mouse pointer over = |
=

and let him play

location. g = with the ather
doggies inKate's
Canine Com-

Kate or one of her ~
staff to dog-sit in
your home. Either

= pound. O, hire

E way, you ean cus-

301, 251N, I 4

Publisher moves the Object. P EH S @ - link test bosces.pub - Publisher FICTURE TO0LS z j x

ERT  PAGEDESIGN  MALINGS  REVIEW  VIEW FORMAT

i
=1
=
Z

- &} . .| B
: h D . A a X 3
() This example moves a picture L
object. st SR
Pages N 7‘.\“‘|‘.‘m.\ﬂ il
L
...... = 2
=N : of us: A sudden
= E business trip or
= . 3 family obligation
— = arises, but there’s
! E 1o one to take care }
E E of Fido. Fret no
53 more! Kate now
E offers dog-sitting
| services. Bring Fido
k to her and let him

2 E play with the oth-
= er doggies in
Kate’s Canine
Compound. Or,

= hire Kate or one of
=z her staff to dog-sit
3 in your home. Ei-
i ther way, you can

= | eustomizeyour
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Resize an Object
0 Click the object that you want
to resize.

(@ Publisher surrounds the selected
object with handles (= and 1).

Paste
Clipsoard &

Pages <

ki g

e Position the mouse pointer over the
edge of the object until it changes
from [} to %y, I, 7, or a=.

Note: To maintain an object’s perspective,
drag a corner using %, or /.

e Click and drag a handle inward or
outward to resize the object.

‘ [ \m
» s
il

() A dotted line represents the object’s
proposed size.

BHS @ link test boxe s, pub - Publisher PICTURE TOOLS 7 - E3
MOME | INSERT  PAGEDESGN  MALINGS  REVIEW  VIEW  FORMAT aine Marmel ~ O] @
- - = : Iy - B -
™ X £ x|z T As E ) 13 Bring Forward .:.Gmup ﬂr‘na
2E] sf oo BT T Send Backward = [T Ungroup 35 Replace
. ™ tyles  Draw Wrap
v | B By | By A TextBox 07 Texte |€ Aign- ZhRetates [ Select

able to rest easy know Fido is well-cared-for by Kate and her crew.

When you release the mouse button,

. . . B %
Publisher resizes the object. L
( This example resizes a picture. Pages <

FHS o -
HOME

] ]
0@ ) 505% 337 N % B
link test bacea pub - Publisher PICTLRE T00LS . X
INSERT  PAGEDESIGN  MALINGS  REVIEW  VIEW  FORMAT iaine Marmel « [ &
P q A/ ﬁ ) 11 Bring Forward ~ 12 Group #oFind -
~ o 3 Send Backward * [T Ungioup 25 Replace
X Aa- ML A Styles Dran Wrp - :
TetBox D7 Text- [E Mign< ChRotater [y Select~
Fant Paragraph Stles | Objects Amenge tditing
st Bt Bt B Buob BB B BB B 9. 2

o . ]
‘tomize your pet’s care|

to include regular 1
\ walks and lots of ane- |
on-one time with |
{your beloved pup. No

i
matter how far away |

(E g

|

you are, you'll be able |

|

to rest easy know Fido/
His well-cared-for by

ate and her crew.

. 220%

346 1N,

Can I rotate an object?

Yes. Click the object to select it, and then click the
green rotation handle at the top of the selected
object and drag it in the direction you want to
rotate the object. When you have rotated the object
to the desired degree, release the mouse button.

How do I delete an object?

To remove an object from a publication, click the
object to select it and press (). Publisher
removes the object from the page. You can select
more than one object to delete by pressing and
holding as you click each object.
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Edit the Background

You can add visual interest by changing the background of your publication page. You can
assign a new background color, gradient effect, or texture. If you decide you no longer want a
background, you can remove it.

Clicking the Background button in the Page Design tab enables you to quickly choose from among
several solid backgrounds and gradient backgrounds; alternatively, you can choose from a variety of
textures, patterns, and tints, or even add one of your own photographs, from the Fill Effects dialog box.

Edit the Background

Apply a Background g e A
. N HOME INSERT PAGEDES\GNﬂ REWIEW WIENY E\atharme\'H o
0 Click the Page Design tab. FD o D[] s o : o [1ad
Ch 0 tions [‘DO it Guide: = e gl Fonts A‘\‘ Mast
. g O - e | e
9 Click the Background button. Dmtj - x‘t R ]
Pages < ;.‘\\\3”\2\\\ il “\m oo B B Bt Bt
© Click the background that :

you want to apply. E

o Publjsher appl‘ies the H S & - Publicstion10 - Publisher
E HOME  INSERT | PAGEDESGN | MALINGS  REVIEW  VIEW
E 5] hor MignTo [ Delete
background. W~ B onyil .1.1 T
T:mp\g!z " 1 size - [ object

Template

a -
Lo Bt Bt B o B B o B8k B B,

Pages
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4 BHS @ - Background fill pub - Publisher PICTURE TOOLS 7 - 8 x
Create a P1 Cture BaCkground E HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW FORMAT Elaine Marmel ~ H o
. f‘gOnhneDmum [Fcalendars - A, [ Business Information~ ) @ | [ Header
@ select the page you want to fill 0B 8L B mtiens BT g B
. . e ;3;:3 bl R ’gpmtwemmhuldu pm [# Avertisernents - Tmm E\mmm (] ~ [?) Page Nurnber -
with a background picture. sangsess ot
P . \\“\HF\MP\M\‘\M\“um\‘\mlzwu\%m\“\lw\‘w\\Eum\’\m\X\m\“wu\‘”\m\“\lw\‘zlml
ages —
e Insert the picture you want to ) E

use into your publication and 40
drag it to the scratch area. =

Note: See Chapter 3 for details on

inserting a picture, and Chapter 20 ] o o
for details on using the scratch area. . S e

Delete Object

e Right-click the picture. i s

Save as Picture..

e Point the mouse at Apply to : & T e 4
3 BB Anange Thumbnails

By il
Background. s - T Tt fomt Pt
© Click either Fill or Tile. z e r—

This example uses Fill.

P HS @ - Background fill pub - Publisher FICTURE TOOLS ?2 - & x
. . HOME  INSERT | PAGEDESIGN  MALINGS  REVIEW  VIEW  FORMAT aine Marmel < [ &
[ES E‘gomm Pictures B calendars - 53] Business Information = € [ Header
E &
. . e u- cxrell I t- ) Shapes bio s Borders & Accents ~ o A Wordar 2 e [ Footer
ol Rl Rl [ picture Placeholder [®] duertisernents = o B Insert File = v Page Murnber
Fages Pt TetBox
. Pages Tables Hustrations Building Blacks 5 Tet Header & Faster
or tiles of the photo. Pages . TP YR TSN TP TN Y T AN SN LN P P

o]
-————+ 5% B

How do I remove a background? Can I apply a custom background?
Click the Page Design tab, click the Background Yes. You can assign a one-color or two-color
button, and click at the left edge of the gallery gradient background using colors you choose. You
under No Background. The option for no can also apply a texture, a pattern, or your own
background is white and fades into the gallery, custom tint. You access these options from the
but as you move the mouse, the white square Format Background dialog box. To open this dialog
becomes visible. box, click the Page Design tab, click Background,
and choose More Backgrounds.
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Add a Building Block Object

You can use Publisher’s Building Block objects to add all kinds of extra touches to your publication
projects. For example, you can add a calendar to a newsletter or a graphical marquee to

a letterhead. The Building Block objects encompass a wide variety of design objects, such as
mastheads, borders, boxes, and even coupons and logos. You can customize the design of a Building
Block object as needed — for example, you might change the border or fill color of an object. You
can also change the text in a Building Block object by selecting it and typing over it.

Add a Building Block Object
0 Clek the Insert tab. FHS 2= ﬂ Hewsleter termplate pub - Publisher

i MALINGS  REVIEW VBN

@ Click a button in the Building DB = a3
Blocks group. Cae s | o -
. Pages < s =
This example chooses - 3
Calendars. %
& R——
from the stor,|
CALENDAR
. o g H S @ ¢ lews!etter template.pUb - Publisher Y = x
e CI-]Ck the BL" l-d]ng BI-OCk E HOME INSERT PAGE DESIGN MAILINGS REVIEW WIEW e E\am:Marme\'H o
object you want to insert. DB Dag DFEER lmseesge g
pavgt Cpa:‘:f Tavme pietes Picture Placeholder pzafi _l:l e [2) Page Humb,

£l
Pages Tables

Pages < ezt

“To catch the
from the stor|

INSIDE STOR

By 2dd Selection to Calendars Gallery
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o Publjsher adds the ob'ect to H%- 2 -~ Newsletter ternplate.pub - Publisher DRAWING TOOLS  TEXT BOX TOOLS. A x
.] HOME | INSERT | PAGEDESISN  MALINGS  REVIEW  VIEW FORMAT FORMAT aine Marmel ~ [ @
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Page Cotalog  Table  Pictures _ Draw Links
L Picture Placeholder pm .Advemsem:nts TextBox B Insert File [} - [E Page Nurnber~

Pages
Fages Tables

T

“To catch the
from the stor|

INSIDE STOR

o You can move and resize the H S 2 - Newsletter template.pub - Publisher ? - X
. . E HOME  INSERT | PAGEDESIGN  MAILINGS  REVIEW  VIEW iaine Marmel « [ &
L_é Online Pictures [Ecalendars - A- [55/ Business Infarmation ~ <2 [ Header
ObJECt to SU1t your l'ayOUt' hD; Cg % pi[m:ﬂ ) Shapes~ S Borders & Accents < 5 A Worddt v 2 f:s [ Footer
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How do I customize a Building Block object?

Many of the Building Block objects are composed of simple lines and shapes. You can customize the
appearance of an object by selecting individual parts of it and making changes to the selection’s
formatting. Note that you may need to ungroup an object to edit its individual elements. To do so, click the
object, click the Home tab, and then click the Ungroup button (i) as many times as necessary to free all
of the object’s individual elements. When you finish making your edits, click the Group button (igi) to turn

the elements back into a single object.
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Create a Building Block Object

f you find yourself using an object you have created over and over, you can save that object as a

Building Block object and reuse it as needed. For example, if you use the same headline in every
publication you create, you can save it as a Building Block object; then, you can insert it into a
publication anytime you need it (simply follow the steps in the previous section, “Add a Building
Block Object,” to insert it). Anything you save as a Building Block object is accessible from any other

Publisher files you open.

Create a Building Block Object

o Click the element that you want
to save.

9 Click the Insert tab.

e Click a button in the Building
Blocks group:

Click Page Parts if the Building
Block object you want to create
is a heading, sidebar, or
something similar.

Click Calendars if the Building
Block object you want to create
is a calendar.

Click Borders & Accents if the
Building Block object you want
to create is a border or accent.

Click Advertisements if the
Building Block object you want
to create is a coupon or other
advertisement.

In this example, a Page Parts
building block is created.

@ Click Add Selection to Building
Block Gallery.

Note: The precise name of this
option varies, depending on the
button you click in Step 3.
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The Create New Building Block
dialog box appears.

o Type a name for the item.
e Type a description for the item.

o Click [v| to choose a category for
the item.

9 Type keywords describing the
item.

© click ok.

Publisher creates the
Building Block object.

() You can view the item by
clicking the button you
clicked in Step 3.
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Title: Reliable Dog Sitker

Description: | Heading for dog sitting flyer

|Page Parts
Showe jn Gallery
Headings

Galleny:

| Reliable Dog Sitter! |

Categony:

Eeywordst | pejiable Dog Sitted

Date created: 10/31/2012
Type: Shape

m QK || Cancel |

HS & - dog sitter.pub - Publisher DRAWING TOOLS  TEXT BOX TOOLS. 7 - x
MOME  INSERT | PAGEDESISN  MAILINGS  REVIEW  VIEW FORMAT FORMAT aine Marmel ~ [ @
D . @ ’_—\ [8 Online Picturs . Bcal . [ Business Information = <) @ [ Header
r& Shaps ccents~ 4 Wordsit - =23 [ Footer
Page Coclog | Table  Pic Links
Pages L Picture Placeholder Em - Ead ents e T th El Insert File [ - [5] Page Nurnber~
Pages Tables Hustratior Recently Used der i Footer Ps
h‘m\m‘mlm‘m\m‘w Lo [ B B 2
Pages <
“ 3 . 4:,
(g 5
E Headings
. - _—

=) =] =

i Selection to Page Parts Gallery

re Page Parts..

How do I remove a Building Block object?
Click the Insert tab and click the
appropriate button in the Building Blocks
group. Then right-click the Building Block
object you want to delete, choose Delete,
and click OK to confirm the deletion.

Are there more Building Block objects?

Yes. To access more Building Block objects, click the
appropriate button in the Building Blocks group and choose
More Building Blocks from the menu that appears. (The
precise name of this option varies, depending on what button
you click.) The Building Block Library window opens,
displaying all Building Block objects of the type you selected.
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PART VIII

OneNote

OneNote acts like a digital notebook, enabling you to jot down ideas,
sketch out plans, brainstorm business strategies, and compile scraps
of information in one searchable, shareable, easy-to-access location.
You might use OneNote to take notes during meetings and lectures,
collect research materials from the web, gather information about

an upcoming trip, assemble ideas for a home improvement project,
and more.
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Chapter 22: Taking Notes with OneNote .
Chapter 23: Organizing and Sharing Notes



Navigate OneNote

You can digitally use OneNote the same way that you use physical binders, with the added
improvement of being able to easily search and share your notes.

In OneNote, you can create notebooks in which you type, write, and draw your ideas; compile scraps
of information; create tables; and paste in digital images such as a screenshot of a web page or a
photograph. You can divide notebooks into sections — represented as tabs — to organize them, and
you can group sections containing related information together, as described in Chapter 23.

Navigate OneNote

0 Clek the ShOW NOtebOOk w B® |- Untitled page - Oneblote 72 @ _ x

to display a list of notebooks i

N =i =3= 4 Heading1 To Do (Ctrl+T) [T Do Tag B
DE‘@Cnpy __Ca\lthEhl -zu e — &= 3 < ea lmg Important (i) 20 FintTage 9 =
that you can open. P b BT WX o he = o [Heading? (7 quston@ieh | p oweeranes G e
Cipbomra BTt Stes Togs il vestings &
o Click the notebook you want | L my Notebook-@ﬂ . st 2-
tO open @ Add Notebook - s (DAddPage
p : 1 Untitled page
EI First Notebook 0
I
My Notebook

Open Other Notebooks

Ty uick motes
] 1 < = ? @ - x
() OneNote opens the notebook il 3
HOME INSERT DRAW HISTORY REWIEVY WIEW Elaine Marmel ~ H o
you clicked. g o G i JE-E- == % |Headingl T BTens 0y
B2 Copy X Important (Ctrl+2) 58 Find Tags -
P e fomatpainter B 1 WX v F-A- =5 |Heading?2 ©| |2 Question(Cti+D  |=] P outiook Tasks - Ep:‘;l‘ Dgt:\:%

e Click a section tab. P - - - i e | 4
&*"1 First Notebook ~ [ pictures = Search (CtrivE) p-

2 (%) Add Page
Pups
Friday,fugust 31,2012 313FM Pups
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o OneNote displays the SeCtiOI’l CIELE Tabiles - Onehlote TABLETOOLS ? B - 3

MOME | INSERT  DRAW  HISTORY  REVEW  VIEW  LAVOUT aine Marrel + [ @

tab you clicked. @ X o ——

R Copy

Heading 1

Important (Ctrl+2) 8@ Find Tags o M[:'E]
mail  Meeting

To Do (Cel+1) H [V7o Do Tag & BN

Paste ay il -
T S Formatpaingr BT U e WA X | |Heading2 P Question (€13 (] > Qutlook Tasks~ | page  Detsil <

e Click a page in the tab. - e vl i R
¢ First Notebook ~ (i _ " Search (CHI+E] o

@
Tables
Thursday, August 30, 2012 245PM Tables

Sereen Clippings

3month
sales

# dt [ 5
A Datum Corporation  Tech § 195440
Adventure Works Travel § 123721 %
8lue Yonder Airlines Travel § 34763 § 246554
City Power & Light Utiities  § 209293 § 674,285
Coho Vineyard Beverage  § 226783 § 650,385
Contoso, Ltd Misc § 230210 § 287,980
Contoso Pharmaceutical  Medical  § 371570 § 644,368
Consolidated Messenger Tech § 57aE25 § 448,399
fabrikam, Inc Utliies § 639630 § 635474
Fourth Coffee Beverage  § 676740 § 567216
GraphicDesign Institute  Educaion  § 768380 § 540282
Humongous Insurance  Financial  § 662545 § 577,508
Litware, Inc. Tech § s02264 § 206331
Lucerne Publishing Misc § 205506 § 443552
Margie's Travel Travel § 289570 § 843834,
e OneNote displays the page CIELE To Do List- Onehlote 7 @m - x
Eﬂ' HOME | INSERT  DRAW  HISTORY  REVIEW  VIEW Eaine Marmel - [ @
you Chcked. e X Cut EE I RE Heading 1 To Do (Curl+1) TaDuTag 9 %
bt 20V 3 i pmporert (Chl+2) 17 £ Find Tass Bl Mt
7Y Sromatpainer BT U s Heading 2 | (7 Question @43 7] P> Outiook Tasks - page el

Clipsoard Basic Text Styles Tags Email  Meetings A

i First Notebook ~ v Search (Ciri+E) p-

Pictures

& To Do List

Friday,dugust 31,2012 318 PM

Tables
To Do List

Screen Clippings

High Priority Medium Priority Low Priority

O
O
O
O
O
O
O
O
O
O
O

ooooooogoodg

Tip: To drag anitem from one listtoanother, move the pointer aver the |istitem until the pointer becomes afour-headed arrow, and
then dragthe item to the new location

Can I keep all my notebooks visible at all times? wosoos ¥
Yes. You can use the OneNote Navigation bar. Click = beside your notebook’s name. Then, e
click the pushpin (=) to pin the OneNote Navigation bar on the left side of the window. e
Beside each notebook, the Expand Notebook button ( ) appears; click it to view the |~ ot
notebook’s sections. Click the Collapse Notebook button ( ~) to collapse the notebook and

hide its sections. To hide the Navigation pane, click the pushpin (7).
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Type and Draw Notes

ou can jot down ideas in OneNote in a few ways. For example, you can type them using your
keyboard. You can then format your text as desired, changing the font, size, and color; applying
bold, italics, underline, subscript, or superscript formatting; and more.

Alternatively, you can use OneNote’s drawing tools to sketch drawings, such as a map. And, on touch
devices, you can use drawing tools to hand-write notes and then convert them to typewritten notes.

Regardless of the method you use, you can move the notes you create around on the page as desired.

Type and Draw Notes

Type Notes E R
. . HOME INSERT DRAM REVIEW VIEW
o Click a section and a page on &.@I ) e A ARy
. o 1oouAa
which you want to type a note. B e P ----- [ “ L OLHE
9 Click the Draw tab. (2 My Noteboo - [N~ sewa D p-

2 (%) Add Page

€ Click Type. 6 1 )
e Click the spot on the page &‘

where you want to type.

-I- © 5 0 - Take the dog to the vet - OneMate 7 @ - x
ype your note. HOME  INSERT  DRAW  HISTORY  REVIEW  VIEW Eaine Marmel - [ @
(™ Al NNSNTTL A X Delete e
) [ A AAL AL At & hes| 1A Ak
st oA A A A i e SR e T S

Tools Shapes Edit Conert a

Note: When you finish, click
anywhere outside the box

ion1 |4 Search (Ctri+E) P~
containing the note. L @
Note: Using the tools on the Home A TR
tab, you can change the text font, ramnsmg{;’mw\@

size, and color, and also apply
bold, italics, underline, subscript,
or superscript formatting and more.
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Draw NOtes E - zo:sj ’ REVIEW \;z‘;‘h‘“”g “E E\a\iMfme\j Z
- - Gy 0 e $ o |y
0 Click a section and a page 3 Yl e
on which you want to type : o |
a note. T My Notebook ~ . Searen (CtivE) o-
s
@ Click the Draw tab. 5
e In the Tools group, click a Tekethe dog othe vl
drawing tool.
( You can click [=] to view all
available drawing tools.
@ Draw or handwrite your note. %"“ e e
o Cy & " ATl Sesat] § o fﬁ
Note: When you finish, click ----- m o EEEA ° ‘;\ﬁ ok 2
Type to St0p draW]ng. {2 My Notebook « _ - Search (Ctri+E) o

4
Monday, November 05, 2012 647 AM 27th

Takethe dogto thevet l_lrt‘
% ARE ERee. 4

How do I move a note? Can I convert handwriting
To move a typed note, position the mouse over the text; the note to typing?

container appears. Position the mouse pointer over the container’s top; Yes. Click Type, drag the
when T changes to 4, click and drag the container to the desired mouse pointer over the
location. To move a drawing, click the Lasso Select button on the Draw handwriting to select it, and
tab and draw a box around the drawing. Then click Type and move the click Ink to Text.

mouse over the drawing (I changes to < ); drag the drawing.
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Insert and Format a Table

You can create sophisticated-looking tables in your notes. In addition to inserting and deleting
rows in tables as needed, OneNote supports formatting options for cells, including shading them
and hiding their borders. You can also align cell information to the left or right edge of the cell or
center it within the cell. In addition, you can sort data in your table so you can organize and display
information the way you want. You can also convert a table in OneNote to an Excel spreadsheet if

you need to perform detailed analysis on the table data.

Insert and Format a Table

Insert a Table

T © o N-
HOME

£y

v
Insert T ble  File File
Space Printout Attachment
Insert || 3x3 Table

PV o o o
e

INSERT

o Click in the notebook where 0

you want the table to appear.
@ Click the Insert tab.

€©) Click Table to display a F
table grid.

e Slide the mouse pointer
across the squares that
represent the number of rows
and columns you want in
your table.

Spre: dh\

B

e Click the square representing
the lower-right corner of
your table.

ISTORY

B

Unitled page - Oneblate

REVIEW  VIEW

an 50\
Clipping

s ned  Link R
Pictur \maga
Images Links

? @ - 8 X

aine Marmel ~ [ &
T Q

Equation Symbel

HOB

Date Time Date &

B
Page
Time  Ternplates ~
Pages

d Recard
e0

Time Stamp Symbals

Search [Cri+E)

2 (%) Add Page

27th
Untitled page

The table appears in the
location you selected in
Step 1.

© 5 I -
HOME  INSERT  DRAW

E S HERX =

Select Delete

() The insertion point appears
in the upper-left corner
of the table, ready for you
to type.

Friday, December 21,2002 G:40 4

(A

() Table Tools appear on the
Ribbon.
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Untitledt page - OneNot
HISTORY

% My Notebook + [ fiswsection 1

REVIEW  VIEW

we Below Left Right Borders

Insert. Format

v

) TABLETOOLS
LaYoUT ?
oLl i
i

Select  Select Select Select Delete Delete Delete  Insert Insert Insert Inset  Hide Shdg
Table Columns Rows Cell  Table Calumns Rows — Abon

=E

it

Search (Cri+E)

(%) Add Page

27th
Untitled page
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4 © S M- Untitled page - Onehlote TALETOOLS ? B3 - x
Apply Table Formatt]ng E HOME  INSERT  DRAW  HISTORY  REVIE Lavour aine Marmel ~ [ @
: T LI FELL
Click th b =
@ Cick the Layout tab. S EELEEL b EEY - PR )
Tasle Colmns Rows Col | Tble Coumns Rows  Abave feiow Let Rignt  Sordor gt Spreschent

Select Delete alignment

(@ You can select any of these 7 y Notebook +_ RREERR - B~

options to format your table. . ;
@ Click a cell in the table or select

multiple cells.

© click an option on the Ribbon. (7 &

Note: In this example, OneNote
applies shading. For shading, you
can click the bottom half of the
Shading button to display and select
from a palette of shading colors.

0 OneNote appl-ies the Opt-ion you MICIRLE Unitled page - Onellote TABLE T00LS 7 ® - x
. E HOME  INSERT  DRAW  HISTORY  FEVIEW  VIEW  LavouT Bane Marmel - [ @
selected in Step 8 to the cell EEFEEE Y xNEEE AOB== 4
you selected in Step 7. T cfffm;::;ﬁf EE c:\:mt Da‘wi i ‘M,; LL&R e EHfF S”t” ’ ’TL%”A‘C‘”““tQ;ii : C“;Ei;iiﬂfii*‘
{1 My Notebook ~ _ 4 Search (CHrivE] P~

2
Friday,December 21,2012 840AM 2
Untited page

(p =X

How do I select more than one cell? How do I delete a table?
Selecting multiple cells is useful when you want to apply the same Click in the table, click Layout
option to several table cells. Click in the first cell you want to select on the Ribbon, and then click
and drag either across or down to select adjacent cells. You can select the Delete Table button.
non-adjacent cells if you press and hold (70+E1T) as you drag

across each cell you want to select.

401



Attach Files to Notes

Sometimes it is helpful to attach a document or other file to a page in OneNote. For example,
suppose you have created a spreadsheet for expense account transactions in Microsoft Excel;
you can attach that spreadsheet to a OneNote page devoted to work. Likewise, you could attach a
PowerPoint presentation to a OneNote page devoted to a business meeting that you plan to attend.

When you attach a file to a note in a OneNote notebook, an icon for that file appears on the note;
you can double-click the icon to open the file from within OneNote.

Attach Files to Notes

o Click a section and a page on
which you want to attach a file.

e Click the place on the page
where you want the file
attachment to appear.

© Click the Insert tab.
e Click File Attachment.

The Choose a File or a Set of
Files to Insert dialog box opens.

e Locate and select the file you
want to insert.

0 Click Insert.

OneNote displays the Insert File
window.

@ Click Attach File.

() OneNote inserts an icon for
the file.

You can move the shortcut icon
as needed by dragging it.
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""" §_ =l T
3 ol dhd & & %= O®
Insert Table FM: File Screen Pictures Onfine Scanned  Link  Record Record | Date  Time Date &
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& First Notebook

Tables

Thursday, dugust 30, 2012

246 P

pictures | Tobles and Screen Clippings |+

Pages Symbols -~

Search (Ctl+E) o~

A [ Libraries
A |3 Docurnent its

& T L <« MyDocume.. » Excel Stuff v & Search Excel Stuff o
Organize ¥ New folder Er I @
& SkyDrive A Name : Date modified A

10/6/2012 911

10/2/2012 305

1. Bxcel 2010 Data Files
3 month sales.xlsx
3 month sales-borders & sha x

8l
M N
ci d piek @Y 2013-conditional formatting.xisx
c B Pictures 2013-Indlustry values chartadsx
B videos -
[= 2013-Industry values s
Cs @ 2013- Inustry values-stylesalsx
fomegrauy ~
C areup 2012-Sales Repartadsx
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Add Page

Tables 4
To Do List

Sereen Clippings

Attach File 4

Insert Spreadsheet

Insert a Chart or Table

6
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HRCECIE
HOME
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Insert  Table

Insert | Tables

i@t First Notebook

INSERT
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File

Space v Printout Attachent

Files

DRANY

HISTORY

Clipping

Tables - OneNote

REVIEW  VIEW
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Spreadsheet  Screen Pictures Online Scanned

Pictures Image
Images Links

¥ | Pictures | Tables and Screen Clippings 4

Tables

Thursday, August 30, 2012

& Datum Corporation
Adventure Works
Blue Vonder Arlines
City Power & Light
Coho Vineyard
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Contoso Pharmaceutical:
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Fabrikam, Inc.
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Graphic Design Institute
Hurongous Insurance
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Lucerne Publishing
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Page  Equation Symbol
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Send Information to OneNote 22

Suppose that you have composed a letter in Word or created a worksheet in Excel. You can send a
copy of your work in a OneNote notebook using the OneNote Clipping Tool.

You can think of using the OneNote Clipping Tool to place information from another program into
OneNote as a quick and easy way to copy and paste information. If you have multiple documents
open in multiple programs, the OneNote Clipping Tool copies the last document you viewed in

another program to OneNote.

Send Information to OneNote

9 Open any document in any
Office program.

This example uses a letter in
Word.

9 On the Windows taskbar,
click the Send To OneNote
button.

e Click Send to OneNote.

The Select Location in
OneNote dialog box appears.

e Click a location in the
notebook where you want to
place the document.

© click ok.

() The document appears in
OneNote.

Note: If you use these steps for
an Excel workbook, OneNote
prompts you to choose between
inserting a file attachment icon,
a spreadsheet, or a chart or
table.

@l S 0= Letter-School Absence dacx - Ward
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Elzine Marmel - H a8
X, . P Find ~
1) Tmetero iz |8 & A% == i T KAB amica Ao AaBbCﬁ i
By e Replace
Paste . AW .p - = L. -
e ¢ BT U-acxox A-%-A- = o Bordered..  Thormal THo Spac.. Heading1 = I Select~

Clipboard & Font 5 Paragraph 5 styles 5 Editing

&November 14,2012

Miss Sandra Wedell
Kenton Elementary School
1234 Main Street

Skokie, IL 60076

Dear Miss Wedell:

Nancy hasbeen diagnosed with pneumonia; at the present time, the doctor cannot
i cipatesthat shewill be

period of time; she is
ot be able to make up
ing will work out, but

PAGE 107 1 neHote et ] B

e m ‘ e

-————+ 0%

920AM
12/21/2012

CIL I School absence - OneNote ? @
HOME  INSERT  DRAW  HISTORY  REVIEW  VIEW Elaine Marmel

sE B 0

Insert | Table  File
Printaut Attachment

Insert | Tables Files

it First Notebook v (ictures " (Fbles and Sereen Ciippings | L] |Recent picks

D) Unkitied page (My MotebooksNew Section 1
sence (current page) (First NotebooksLetters)

ok>Tables and Screen

st (Fi
uit (Q ]
etters {current section) (First Notebiaok)
& November 14,2012 All Notebooks
e | First Notebook
Miss Sandra Wedell !
Kenton Elementary School

1234 Main Street

N
Skokie, IL 60076 =
[ Schaol absence
| MyNotebook
Dear Miss Wedell: & oyt
™ auick Motes

Dll®
>

Nancy has been diagnosed with pneumoni; at the preser
determine when Nancy will be able to return to school, bj
out of school for at least one month.

[] Aways send printouts to the selected lacation [austomizatie ater in @neNate Options

Nancy is very concerned about being out of school for such a long period of fime; she 15
afraid that she will fall so far behind her classmates that she will not be able to make up
the work. My husband and I have tried to reassure her that everything will work out, but
she continues to worry.

We would appreciate it if you could give all of us an idea of what Nancy’s class will be

between now and the end of the year, along with any ideas you may have on
‘how Nancy might be able to catch up with her classmates once she is well again. We feel
that some input from you would go a long way to easing her mind and letting her get the
1test she needs to recover.

921AM

e m &\ [vahallg NS

12/21/2012
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Insert a Screen Clipping

You can use OneNote’s Screen Clipping tool to capture parts of anything you can view on-screen —
including documents and web pages — and paste them into OneNote. For example, you might
clip an image of a web page devoted to a car you are interested in buying, or a price sheet for a
service you are considering using. You can move a screen clipping the same way you move a note.
For more information, refer to the tip “How do I move a note?” in the section “Type and Draw
Notes,” earlier in this chapter. This section demonstrates clipping from a web page.

Insert a Screen Clipping

o Open the document or page that
contains the item you want to clip.

EMW desler Broohures  Corporate/Special Sales Shop EMW Financial Services.  Original BAVY A
Home 1 3 5 6 7 X Z4 M Hybrid UsedAutomobiles BMW Own

Recent picks
[) School absence (curment page) (First Rotebook s Letters)
[ Untitled page (M Notebook =New Section 1)
[) Testing Stuff (First Rotebook > Tables and Sereen CI
Quick Notes (Quick Notes)
Lettars (current section) (First Rlotebook)
All Notebooks

First Notebook

=] n My Motebook
Bl = New Section 1

[

[ Urtitled page

This example clips a part of a
web page.

e On the Windows taskbar, click the
OneNote Clipping Tool button.

e Click Screen Clipping.
The screen dims and [} changes to +.

e Click and drag from the top-left corner
to the bottom-right corner of the area
you want to clip.

ain and always do the following:

Copytaciiphond | | Cance

Note: The part of the screen you select no
longer appears dimmed.

o In the Select Location in OneNote s e : T —— TE %
d:.alo'g box, click a location for the T ME e ”‘m,; e TCQH .
6 Click Send to Selected Location. | 3 My Notebook - [IFREESSERIN + = 2
.
() The clipping appears in OneNote. 0

© The clipping includes the date
and time you created it.

Note: You can move a screen clipping the
same way you move a note. For more
information, refer to the tip “How do I
move a note?” in the section “Type and
Draw Notes.”

927AM
12/21/2012

- = 93
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Create a Quick Note 22

ven if OneNote is not open, you can create a Quick Note to quickly jot down information. You can

think of Quick Notes as electronic, yellow sticky notes. You can position Quick Notes anywhere
on your screen and leave them there for as long as you need to refer to them. When you no longer
need a particular Quick Note, you can close its window. As soon as you create a Quick Note, OneNote
saves it to your OneNote notebook, so you can view it again from OneNote. You can also search and
organize Quick Notes the same way you search and organize regular notes.

Create a Quick Note

o Press ]+ to display the
OneNote Clipping Tool window.

@ Press [ or click New Quick Note.
() A Quick Note window appears.
e Type your note.

Note: To format note text, select it and
use the commands on the Mini toolbar.

e Click = to close the note.

You can click x in the OneNote
Clipping Tool window to hide it.

e Launch OneNote.

931AM

AP EO e
. © 5 K- Fanny called..555-0123 - OneNote 7 @ - X
o Cth . E HOME  INSERT ~ DRAW  HISTORY  REVEW  VIEW Elaine Marmel - O @
L. E) 1 & 8 T 0
. . TEHE I @ sl QBEVHOR B TQ
cl_]ck Qu]ck Notes. Insert | Table  File File  Spreadsheet Screen Pictures Online Scanned  Link  Record Record Date Time Date&  Page  Equation Symbol
Space - Printout Attachment  ~ Clipping Pictures Image Audio Video Time  Templates~ - -
Insert | Tables Files Images links | Recording Time Stamp Pages symbols ~
(@ Your Quick Notes section appears. £ Quick Notes 7 | oummﬂ — 5

@) Add Notebook - () Add Page

( OneNote displays the most recent

4
Qu_i Ck N Ote yO u created Ei First Notebook &‘inny called...555-0123 & Call 3;.. ..m...zp.., place to check
]
i

() You can click here to review other E Wy Notebock
Quick Notes. PAp—

I uick Notes 4

e & B I B - DO




Record an Audio Note

f you are attending a significant meeting or participating in an important conference call, you

can use OneNote to record it and store the recording as part of your notes. As you record, you can
type notes into OneNote; when you do, OneNote links the note to the recording, displaying a small
icon alongside it. You can then click this icon to listen to the audio that was recorded at the time
you typed the note.

To record audio, you must have a microphone. Ask permission before recording someone.

Record an Audio Note

o With the page tO WhiCh y0u [ECEGIEE 1 BMW ActiveHybrid 3 - OneNote 7 @ _ x

want to attach a file open in
OneNote, click the Insert tab.

@ Click the Record Audio button
and begin speaking.

™ &
OB B TQ
e Time Date&  Page  Equation Symbol

Time | Ternplates ~
Time Stamp Pages Symbols -~

Search [Ctri+E) L

2 (3) Add Page

27th
BIVIUY Active Hybrid 3

B ActiveHybrid3
o

5, cive
Sereen clipping taken: 12/21,/2012 8:27 AM
OneNote begins record'ing ® 5 K - (Recording..) BMW ActiveHybrid 3 - Onellote "ALDIO 2 VIDEG ot — x
° HOME  INSERT  DRAW  HISTORY  REVEW  VEW | RECGRDING.. tlaine Marmel - [ @
- - T KL “w
= (]
@ A shortcut icon for the audio | B i
Minutes  Seconds 10Seconds 10 Minutes  Playback Video Settings
Playback options ~

file appears.

Search [Chl+E) S,

2 (%) Add Page

() The Audio & Video Recording
tab appears, displaying
playback controls.

27th
BV AxctiveHybrid 3

BN ActiveHybrid 5

active Wbrid /2011 bl

/i e e
n dippingtaken 12,21/2012527 AL

i Jﬁ
Audio
Recording

Audi0 recording started: 9:57 AW Fridday, D e cember 21, 2012
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CIEILEE (Recording...) BIW Actiue Hybrid 3 - Onehlote AUDIO &VIDED ? 3 - 3
o You can type a note as you HOME  INSERT DRAEW H\sronvy REVEW  VIEW | RECORDING Baine warmel < [ @
record, and OneNote links the ORI (N | > OB - G
. Record Record  Play Pause  Stop Rewin frc 10 FastForward FastForward | See  Audio &
note to the record]ng. Sudio Video Minutes Seconds 10Seconds  10Minutes | Playback Video Settings
. . Sesrcn (CHi+E) o~
e To stop recording, click the .o

Stop button.

27th
BV Active Hybrid 3

B ActiveHybrid3
b

active ybid/2011 bl

Sereen cipping taken:12/21,/2012 327 Al

N
Pl
Audio
Recording

Audio recording started; 355 AN Friday, December2], 2012

| typedthis note while recording|

OneNote Stops recording. Mm@ S |- BIMW ActiveHybrid 3 - OneNote AUDIO & VIDEQ: ? B - X
HOME INSERT DRAW HISTORY REVIEWY VIEWY PLAYBACK Elaine Marmel ~ ﬂ o

; ; LR P E @ e > [N by

(@ To listen to the recording, roramrs ontoret [ st

. Audio Video Minutes  Seconds 10Seconds  10Minutes  Playback| Video Settings
double-cl]ck the Audio Recarding Playback ! Optians ! ~
: : 0 My Notebook v [ NewSeetiond |+ Search (Ci+E) o
Recording icon. - , .o
=

27th

( You can point the mouse
at a note you typed during
recording to see () beside it,
indicating the note is linked
to the recording. btpcsonprs

b brov corm,
Screen dipping taken:12/21,/2012 9:27 A0

<@

Audio
Recording

BIVIUY Active Hybrid 3

active ybrid/2011 b

Audia recording started: 3.5 AM Fri day, December21, 2012

I typed this notefwhile recording|

Kl

PS

Why do I care if OneNote links a typed note to an | Can I record video notes?

audio recording? Yes, if your computer features a webcam. Click the
The link gives you another way to play the audio. Record Video button on the Insert tab. OneNote
When you slide the mouse pointer over the note you | displays the Audio & Video Recording tab and

typed while recording, OneNote displays () beside launches a video screen in which you can view the
the note; click () to listen to the recorded audio. footage as it is recorded. To stop recording, click the

Stop button on the Ribbon.
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Create a New Notebook

You can create as many notebooks as you want. For example, you might create a notebook to hold
notes for a trip you are planning or a notebook to hold information relating to a home project.

New notebooks contain one section and one page by default; you can add more sections and pages

as needed. See “Create a New Section” and “Create a New Page” for details.

When you create a new notebook, you specify where the notebook should be stored — on the web,

on a network, or on your computer.

Create a New Notebook

BIVIW ActiveHybrid 3 - OneNote

@ Click the File tab.
o Click New.

e Choose a place to store the
notebook.

New Notebook

E;I Computer
Notebook Name:

Trip to Tampa

&@  Elaine Marmel's SkyDrive

‘L] Computer 4

ol AddaPlace

| Al.
-
Create
Notebook

In this example, OneNote saves
the notebook to the computer’s
hard drive.

Create in s different folder

e Type a name for the notebook.

() To save the notebook somewhere
other than the default folder, click
Create in a different folder and
select the folder in which to save
the notebook.

6 Click Create Notebook.

eaine Marmel < [ & &

Untitledt page - Onelote

INSERT  DRAW  HISTORY  REVIEW

© 5 I -
HOME

() OneNote creates a new notebook.

ey X Cut Ta Do (Ctrl+1y
Important (Ctrl+2)

7 Question (Ctil+3)

CalibriLight -[20 -|i= -

B I Uaxx « ¥+

(=LK 4

x

Heading 1
Heading 2

VIEW

D,
Paste v
- " Format Painter

(@ The new notebook contains one

]

Clipsoard Styles

section.

Tags

7 @ - 8 X

Eaine Marmel - [ @
o ®

Email ting
Page  Details~

ToDaTag
88 Find Tags
1> Outlook Tasks -

Email  Meetings A

Search (CHi+E) P

0’@ TriptoTampa + | NewSetion1 | 4
() The section contains one page.

Friday, December 21,2012
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CHAPTER

Create a New Section

You can use sections in notebooks to help you organize information. For example, if you are
planning a trip to multiple cities, you might want to create sections for each city. Or, if you are
planning a trip to one city, you might want to create separate sections for travel arrangements, hotel
arrangements, and sites to see during your stay. OneNote names each new section as New Section 1,
New Section 2, and so on, by default, but you can rename the sections. For help renaming sections,
see “Rename a Section or Page,” later in this chapter.

Create a New Section

. . . ® 5 M- Untitled page - GneNote 2 &3 - x
o Cth v to d1$play a l-]St 0.F E HOME | INSERT  DRAW  HISTORY  REVIEW  VIEW Eiaine Mormel < [ @

ey X, Cut _;: L=, == 2 |Heading 1 To Do (Ctrl+T)y [ To Do Tag N,
notebooks that you can open. o [t i == e Heading R =
P bomatPainter BT Y- ¥ oA~ =- 3 |Heading2 7| |2 Question(Ctr+D  |=] P gutiook Tasks - Ep:';l‘ hDA:;t‘C%

~

e Click the notebook you want e n s
L Tripto Tampa » . 0 Search [Ciri+E] o

to Open’ (®) Add Natebook - (D addPage

Untitled page

e Click the Create a New Section
tab (+).

Note: For help opening a notebook,
see Chapter 22.

First Notebook

My Notebook

Trip to Tampa 0

Open Other Notebooks

0y uick Notes
o oneNOte Creates a neW SeCtion ;mél'(e (-:lO:E] ! INSERT DRAW HISTORY REVIEWW \/\E\Munm‘m’JHEEVOMNDtt E\zm’iMme\j ?f
tab and selects its name. iy X [camr g i J= - =+ = == | [Heading 1 oo Flmne Oy
pase '%::zatpamw B I Uaxx,- ¥-A- =- x |Heading2 5| |7 &iz:::tcét:\r¢;)) B ﬁ;:::f;w EP:';‘J 'S:;ﬁ}z%
Note: You can type a new name R —
. [ Tripto T, [ HewSectin1 —0 s £
and press (Z129 or you can just e ene i
2 L

press (19 or click anywhere to
accept the default name.

Friday, December 21,2012 1033 AM Untitled page
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Create a New Page

You can easily add new pages to a notebook section. For example, if you are using OneNote to plan
a vacation, you might create a notebook with one page for each phase of the trip or for travel
arrangements, hotel arrangements, and sites to visit. Or if you are using OneNote to plan a meeting,
you might create a notebook with one page for each topic the meeting will cover.

When you create a new page, you can opt to create a blank page, or you can create a page using a
template — for example, to create a to-do list.

Create a New Page
3 © S K- Untitled page - Onellote ?E - x
o Cl]Ck the Insert tab. E HOME INSERT ‘ﬂs‘ronv REWIEW WIEW E\ameMavm:\-H 15
@ { T

. 2 B | B
9 Click the bottom half of the e S o e o : e | pa‘gg . o
Page Templates button. Snge g1 ||
L Tripto Tampa +  [“hewsSection1 | (iigseesenin) + Seareh (Gt £) H-]| 7  Simple Meeting Notes 1
e Click Page Templates. - R 0

Friday, December 21,2002 L0382 AM Urtitled page

() The Templates pane appears.

e Click the name of a category to
reveal templates available in
that category.

o Click a template.

(@ OneNote creates a new page
based on the template you
selected.

& Templates on Office.com

(@ The page title appears here.
() To close the Templates pane, o

HOME  INSERT  DRAW  HISTORY  REVIEW  VIEW

click = . : B

Insert  Table  File File  Spreadshest Screen Pictures Online Scanned lm
e
u

ain -
N
mOBIR| T Q
rd  Date Time Date&  Page  Equation Symbol
Time Templatesw - -

k
o TO Create a blank Untitl.ed \nxe: Tables Files Images inks Remmmgu Time Stamp Pages symbols -
’
C | [ Tripto Tampa ~ | Wi © NewSection? Search (Cttl+ ) £~ Templates "‘0

page, simply click the Add 1/ , 72
Add a page based on one of the
- Untitled page templates below:
Py Academic
To Do List 0 an

Page (*).
High Priority Medium Priority

Note: To move a page to a &Eﬂa?p‘lﬂﬁu
different section or notebook, 4 '
right-click the page title and
choose Move or Copy. In the Move
or Copy Pages dialog box, click
beside the notebook in which you
want to store the page, click the
desired section, and then click
Move or Copy.

IR AR

&) Templates on Office.com
Always use a spex

template

O
O
O
O
O
O
O
O
O
O
O

Pktmpltyuwaﬂ e forall
o
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CHAPTER

Rename a Section or Page 23

neNote assigns new section names, such as New Section 1, New Section 2, and so on, by default.
OneNote also assigns default names to pages.

You can assign your sections and pages more descriptive names to keep better track of where you
have stored various pieces of information. For example, if your notebook relates to a project, you
might create sections for each phase of the project and assign section names accordingly.

Rename a Section or Page

. . ®© © K- Untitled page - Oneblote ? - B
@ right-click the tab for the o [ onaw oy ey b - PR
section you want to rename. TE B U o [d g 2 e MOBE B T QO

Insert Table Dite Time Date&  Page  Equation Symbol
Space Time  Templates~ < -
Time Stamp Pages symbols -~

() To rename a page, right-click
the page’s name.

Friday, December 21,2012 10:32 M| i)
© Choose Rename. e

Search [Ctri+E) o~

- (%) Add Page

Untitled page 0
To Da List

oneNOte SeleCtS the current % (-:IO:E] I INSERT DRAW HISTORY REVIEWY V‘NINWHVTWHFEVO”:NU“ E\am’!:ane\j z

section or page name. T QO

age Equation Symbol
9 Type the new name and press T o .
Search (ctrivg 5

(%) Add Page
. Travel to Tampa

e OI'IENOte apphes the name Friday, December 21,2012 10:32 &M I:;!D‘t;?ampa @

you typed to the section tab
or the page.

Note: You can delete a section or
a page by right-clicking its title
and choosing Delete from the
menu that appears.
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Group Sections

f your notebook contains several related sections, you can gather those sections into a group

to make it easier to locate the section you need. For example, suppose that you are planning a
vacation and have created a OneNote notebook to keep track of your research. You might gather the
notebook’s transportation-related sections — one with flight information, one for rental cars, one
for hotel information, and so on — into a group. Or if you are using OneNote to jot down ideas for
your business, you might gather all the sections that pertain to a particular project in one group.

Group Sections

0 Right'cﬁck any SeCtion. eS| Travel to Tampa - Onehlote 72 @ - x

HOME  INSERT | DREW  HISTORY  REVIEW  VIEW aine Marmel ~ [ &

o Click New Section Group. ¢ H LR HOR B T O

Time Stamp Pages Symbals ~

Search [Ctri+E) L

4
Travel to Tarmpa

Ta Do List

Travel to Tampa

Friday, December 21,2012 10:32 AM

nother Section..
n

roup 0
Password Protect This Section,

Section Color »

OneNote creates a new © 5 0 - Travel to Tampa - OneMote 7 @ - x

. HOME INSERT DRAW HISTORY REWIEVY WIEW Elaine Marmel ~ H o
section group. T Q

Equation Symbol

symbols

9 Type a name for the section
group and press (Zi0].

Travel to Tampa

Friday, December 21,2012 10:32 &M

To Do List
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O click a tab.

e Drag the tab to the section
group (I changes to k).

OneNote moves the tab to the
section group and displays the
section group.

() The section tab you moved in
Step 5 appears in the section
group.

@ Click the Navigate to Parent
Section Group button (%) to
return to the regular view.

You can click the section group
at any time to see its contents.

Note: Repeat Steps 4 and 5 to add
additional section tabs to the
section group.
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23

© © N - Travel to Tampa - OneMote ?2 &3 - E3
HOME  INSERT | DRAW  HISTORY  REVIEW  VIEW aine Marmel ~ [ @

¢t BB 0 I 2R %W |

ul E gy T

v B o dd 8 QLT HOB B TQ

Inset  Table  File  Fie  Spreadsheet Screen Pictures Online Scanned  Link  Record Record Dste Time Dote&  Page  Equation Symbol

Space = Printout Attachment  ~ Clipping Pictures Image Budio. Video Tme | Templatest - .

Insert | Tables Files Images links | Recording Time stamp Pages symbols s

Organizing and Sharlng Notes

Seargaei +F) o~

% Travel Information

{2 Tripto Tampa ~

Sites to Visit 4

Travel to Tampa

Friday, December 21,2012 10:32 &M

Travel to Tarpa

Ta Da List

B® |- Travel to Tampa - Onehlote 72 @ - X
HOME | INSERT | DRAW  HISTORY  REVIEW  VIEW iaine Marmel « [ &
PER ) @ alBd@EG¢ OB B
$ B X @ ] = B % % 7} T Q
Inset  Table  File  Fie  Spreadsheet Screen Pictures Online Scanned  Link  Record Record  Dste Time Dote&  Page  Equation Symbol
Space - Printout Attachment - Clipping Pictures Image Budio Video Time | Templates -
Insert | Tables Files Images links | Recrding Time Stamp Pages Symbals -
. Trip to Tampa
L Trovel Information ¥ 9 + Seatcn (CHri+E) o
P
Travel to
Friday, December Travel o Tarnpa
To Do List

Can I remove a section tab from a
group?

Yes. Open the section group, click the
tab you want to move, and drag it to
the Navigate to Parent Section Group
button (5).

Can I change the order in which sections appear?

Yes. Click the tab for the section you want to move, drag the
tab to the desired position among the sections, and release the
mouse button. You can also change the order of pages in a
section; to do so, click the page title and drag it up or down
to the desired position among the pages.
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Search Notes

s you enter more notes into OneNote, you may find it difficult to locate the information you need.
Fortunately, OneNote offers a robust search function. Using it, you can locate any text in your
OneNote notebooks — even text found in graphics. You can limit your search to a particular notebook
or section or search all notebooks and sections. If you have enabled OneNote’s Audio Search feature,
you can also search audio and video for spoken words. Note that in order to search audio and video,

you must enable the Audio Search function. For help, see the tip at the end of this section.

Search Notes

Set Search Scope
o Click the Search .

(O A list of OneNote elements
that you can search appears.

e From the list, click the
OneNote element you want
to search.

This example uses All
Notebooks.

Conduct a Search

o Click in the OneNote Search
field.

(@ A drop-down list appears,
displaying options for
searching as well as previous
search results.
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e Type your search text.

@ As you type, potential
matches to your search
criteria appear.

e Click a match to view the
page.

(©) OneNote displays the page.

(® OneNote highlights the
search text.
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How do I search audio and video?

To search audio and video, you must enable OneNote’s Audio Search function. To do so, click the File tab
and choose Options. In the OneNote Options dialog box that appears, click Audio & Video and select
Enable searching audio and video recordings for words ([] changes to [#]). The Audio Search dialog box
appears; click the Enable Audio Search button. Finally, click OK to close the OneNote Options dialog box.
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Search for Recent Edits

You can search for recent changes that you have made in OneNote. Suppose that you made a
change to your notebook that you want to view, but you cannot remember exactly where in your
notebook you made the change. You can search the current notebook, section, section group, or all
notebooks. You can search for any change you might have made today, since yesterday, within the
last seven, 14, or 30 days, within the last three months, or within the last six months. Or, you can
search for changes made to all pages sorted by date.

Search for Recent Edits

@ Click the History tab.
o Click Recent Edits.
e Click a timeframe.

() OneNote opens the Search
Results pane and displays
pages in the current
notebook that you have
edited in the timeframe you
selected in Step 3.

You can click any page in the
list to view that page; edits
appear highlighted in yellow.

() You can click #* to change
the elements OneNote
searches.

(@ You can click # to control
the order in which the search
results appear.

e Click % to close the Search
Results pane.
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CHAPTER

Set Synchronization Options 23

OneNote enables you to store your notebooks in the cloud, and, when you do, OneNote keeps
them synchronized and up-to-date by default. You can access them using the OneNote web app,
any computer running Windows 7 or Windows 8, and many mobile devices.

But there may be times when you want or need to synchronize changes manually. For example,
suppose that you want to synchronize notebook changes to the cloud before you shut down your
computer. OneNote enables you to check sync status as well as synchronize your changes manually.

Set Synchronization Options

@ click the File tab.
o Click Info. 2
e Click View Sync Status.

Wish List - Onehate 7 - x

Notebook Information

n, First Notebook @
Settings I editas: nehlote %200 ts "&' Viaw Sync Open
- @ MNotsyncing, Status Backups

&, mwite people to this notsbook View Notebook

CAlsers\Elaine MarmelDocuments\OneNote Notebooks\y Notebook
[ZEShare on Web or Network View Notebook

=] My Notebook
Settings

Trip to Tampa
CAUsers\Elaine Marme\Documents\OneMote Notebooks\Trip to Tampa

Settings
5 [3Share on Wb or Network View Notebook

OneNote displays the Shared
Notebook Synchronization

Wll’ldOW. Howe should we syncyour hotebooks? 5
e Sel.ect a Synchronization 4 ;yr:z f;t::;ﬁcally whenever there are changes cancel Syne
method (D Changes to @). Remote notebooks: O up to date, O syncing, 2 not connected.
This example uses the Sync | rastouspons o
. ot syncing.
manually Opt'lon. I hitps:§{skydrive live.com/...0 74468 &id=documents?d  Last sync 942172012, 5
e Click the Sync All button or
. . . ’ Quick Motes Mot ing.
an 1nd1v1dual notebook’s https:{{d.docs.live.nely... NotebookfGuick Notes.one  Last syn(‘;l;];?z(:]r;g. )

Sync Now button.

OneNote synchronizes
changes to the cloud.

Note: To continue automatic
synchronization, click Sync

automatically whenever there 6
are changes.

@ click Close.
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Share Notes with People Who Do Not Have OneNote

You can share pages in your OneNote notebooks with others who do not have OneNote by
e-mailing the pages or by converting them to PDF or XPS files. When you e-mail pages from
OneNote, it starts your e-mail program, creates a new message window containing the OneNote page
in HTML format, and applies the page’s title to the message’s Subject line. You simply enter the
recipient’s address and any additional text and send the message as normal. You can also convert
note pages, sections, or entire notebooks into PDF or XPS format so that you can distribute them to
others who do not have OneNote.

Share Notes with People Who Do Not Have OneNote

E_Ma]l a NOte Page B ©SK:- Wish List - OneHote AUDIO 2 VIDEO 7 @ - x

. HOME 2 0 RAY HISTORY REWIEWY WIEW PLAYBACK Elaine Marmel ~ o
o Display the page you want to gy X o == | == % |[Heading L S ﬁ S

E@ Coy R Important (Ctrl+: 2Q Find Tags
e-mail in OneNote. P | B 1 U s Zo & Sk |Heatig2 3 |3 cmer@ad (5] p ooeraiee ol
9 Click the Home tab. | LI} My Notebook v [Fsvsaionil (;a::::ma o
B =

. . ‘» Wish List

e Click the E-mail Page button. zo

wouldn't it be nice.

() OneNote launches your e-mail
program, displaying a new
message window containing
the OneNote page.

() The message’s Subject line

BH®J ¢ Wish List - Message (HTML) 7 @ - x

Contains the page's title. MESSAGE  INSERT  OFTIONS  FORMATTEXT  REVIEW &
R = =S @ 15 M iy D. > Fallow Up ~ [
A P Vo U -4 N

! High Importance
55 Check  Aftach Attach Signature Zoom
Names  File lem=  ~ ¥ Low Importance

(@ Any audio attached to the
page appears as an e-mail
attachment.

Indude Tags & Zoom ~

o)

e Type the recipient’s e-mail
address in the To field. &

© Cclick Send.

wouldn't it be nice.

- Wish List

Your e-mail program places
the message in your Outbox
and will send the message
when you initiate sending
and receiving messages.
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Convert Notes to PDF or
XPS Format

0 Display the page, section,
or notebook you want to
convert.

© Click the File tab.
e Click Export.

e Click Page, Section, or
Notebook.

© click PDF (*.pdf) or XPS
(*.xps).
@ click Export.

The Save As dialog box
opens.

() The name of the page,
section, or notebook appears
in the File Name field.

o Locate and select the folder

in which you want to save 57 Sites to Visit.one T1/6/2012 115680 Micrasoft OneNat..,
the page, section, or & Computer
(ma Local Disk (C)
nOtEbOOk' [® Elaine-Netbook (
‘:, . v < N
Cth Save‘ File name: | Wish List.one -
OneNote saves the page, Save as type: | OneMote Section (*.one) “
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ONENOTE

Export

[a Page

&=, Section
=

Eﬁl Notebook

1. Export Current:

<0

Wish List - OneMote A %

taine Marmel < O] @ @

2. Select Format:

File Types

Onehlate 2010-2013 Section (*.ane)

Onehlote 2007 Section (one)

Word Document (“udocy)
Word 97-2003 Document (*.doc)

Lze POFCpd) a
XPSC'xps)
@% Single File Web Page (*mht)

- <09

@ = 1 | « OneNote Notebooks + Trip to Tampa » ¢ Search Trip to Tarnpa ¥
Organize * New folder = -
[ Documents A Marne Date modified Type Sizel
& Music
o |/ OneMote_RecycleBin /82021113 A0 File folder
41
E vI; ares 1) Site-Seeing TI/G012 1156 AM  File folder
ideas
L Travel Information /82021156 AM  File folder
Hotel Arrangements.one 117672012 11:56 M Micrasaft Onelot..,
ﬁ Hormegroup

|| Elsine Marmel

Plane Resenvation Information.one

/672012 11:55 AM

Microsoft Oneflot.,

Page Range: (@ Selected Pages

section, or notebook in the
format you specified.

[~ Hide Falders

(O Current Section
(0) Current Notebook

8 ST

Can I send a OneNote page as a PDF attachment to an e-mail message?

Yes. Display the page. Click the File tab, click Send, and click Send as PDF. Your e-mail program opens and
displays a message with the OneNote page attached as a PDF file, and the page name appears in the Subject

line. Type a recipient name and send the message.
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A

absolute cell references (Excel), 198-199
Access
adding
background images, 307
fields to tables, 296
records, 308-311
tables to queries, 325
applying
conditional formatting, 320-321
database themes, 305
simple filters, 318
changing views, 294-295, 302
creating
databases, 288-291
forms, 300-301
queries, 322-323
reports, 326-329
tables, 292-293
customizing reports, 329
cutting, copying, and pasting data in, 28-29
database basics, 286-287
deleting
conditional formatting, 321
fields, 297, 304
forms, 301
records, 314
sort order, 317
tables, 293
editing records in forms, 311
filtering records, 318-319
formatting form fields, 306
hiding fields in tables, 298
moving fields, 299, 303
navigating records in forms, 312
Navigation pane, 291
opening databases, 291
OR criteria, 319
performing simple queries, 322-325
primary key, 309
printing reports, 329
renaming table fields, 293
searching for records in forms, 313

420

selecting
cells in, 27
fields in custom reports, 327
sorting, 316-317, 323
add-ins, 47
aligning text, 76, 246
animations (PowerPoint), 264-267
appointments (Outlook), 334-335, 344-345
apps, 41, 46-49
arguments, constructing, 200
artistic effects, applying to graphics, 39
aspect ratios, 225
audio notes (OneNote), 406-407, 415
AutoCorrect (Word), 128-129
AutoFill (Excel), 148-149
AutoFilter (Excel), 185
AutoSum (Excel), 204-205

backgrounds
adding in Access, 307
applying in Publisher, 388, 389
editing in Publisher, 388-389
inserting songs in PowerPoint, 269
removing, 39, 389
Backstage view, 7, 225
bibliographies, creating in Word, 116-117
Bing, 35, 92, 119
blog posts, creating in Word, 70-71
borders, adding, 96-97, 382
Building Block objects (Publisher), 390-393
bulleted lists, creating, 85
buttons, 9, 11

C

cell references, 194
cells (Excel). See also Excel
adding
borders and shading, 158-159
in watch windows, 209
adjusting alignment, 152-153
clearing, 170, 171
copying formatting, 155
deleting, 171
entering data, 144-145
indenting data, 153



orientation, 153
ranges, 194
referencing in worksheets, 197
removing in watch windows, 209
selecting, 27, 146-147
table, 101
Center command, 76
charts
adding
elements in Excel, 217
to slides in PowerPoint, 250-251
changing
data in Excel, 219
layout in Excel, 216
style in Excel, 215
type in Excel, 214
creating in Excel, 210-211
deleting in Excel, 213
formatting objects in Excel, 218
moving in Excel, 213
Quick Analysis button (Excel), 187
resizing in Excel, 212
citations, adding to bibliographies, 116, 117
Clear Contents, 171
Clear Formats, 171
Clipboard, 29
closing
documents opened in cloud, 53
Office 2013 applications, 4-5
programs using gestures, 13
cloud. See Office Online
color, changing
of graphic objects, 38
in PowerPoint, 242-243
in Word, 119
Colors dialog box (PowerPoint), 243
columns. See also Excel
adding, 164-165, 249
changing width in Word, 121
converting text to in Excel, 172-173
creating in Word, 98-99
formatting in Excel, 172-173
freezing titles on-screen in Excel, 167
resizing in Excel, 166
splitting in Excel, 172-173

comments
adding, 140, 192-193
combining from reviewers of Word documents, 138-139
deleting, 141, 193, 279
editing in PowerPoint presentations, 279
inserting, 121, 192-193, 278
replying to, 141, 279
reviewing in Word, 140
working with in Word, 140-141
compressing pictures, 33
conditional formatting, 162-163, 320-321
contacts (Outlook), 336-337, 349
conversations (Outlook), 358-359
copying. See cutting, copying, and pasting data
cropping pictures, 38
cross-references, adding in Word, 111
cutting, copying, and pasting data, 28-29

D
data
analyzing in Excel, 186-187
centering across columns in Excel, 151
cutting, copying, and pasting, 28-29
finding and replacing in Excel, 180-181
formatting data in Excel, 160-161
selecting, 26-27
viewing trends with sparklines in Excel, 220-221
databases. See also Access
applying themes in Access, 305
basics, 286-287
creating in Access, 288-291
opening in Access, 291
planning, 287
Datasheet view (Access), 295
decimals (Excel), 157
Define feature, 118
delimiter, 173
Design view (Access), 294, 295, 302
Dictionary app, activating, 48-49
Dictionary feature (Word), 131
disabling
automatic spelling and grammar checker, 127
tracking changes in Excel, 191
worksheet gridlines in Excel, 159
Document Inspector, 22-23
documents. See Word
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DOCX format, 17
downloading apps from Office Store, 41, 46-49
drawing

notes in OneNote, 399

outlines around graphics, 39

E
editing
backgrounds in Publisher, 388-389
blog accounts from within Word, 71
comments in PowerPoint presentations, 279
formulas in Excel, 197
functions in Excel, 203
index entries in Word, 113
PDF files, 18
records in forms in Access, 311
slide text in PowerPoint, 239
text in Word, 65
in Web Apps, 53
effects, adding to graphic objects, 39
e-mailing
files in Outlook, 24-25
notes pages in OneNote, 418
PowerPoint presentations, 283
sharing documents via, 58
enabling
text wrapping in Excel, 150
tracking in Word, 134
worksheet gridlines in Excel, 159
endnotes, inserting in Word documents, 107
error messages (Excel), 206-207
Excel
adding
cell borders/shading, 158-159
chart elements, 217
columns and rows, 164-165
comments, 192-193
fill color, 159
Quick Borders, 158
watch windows, 208-209
worksheets, 174
analyzing data, 186-187
applying
absolute and relative cell references, 198-199
conditional formatting, 162-163
functions, 202-203
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range names, 168
themes, 161
auditing worksheets for errors, 206-207
AutoFill, 148-149
AutoSum, 204-205
centering data across columns, 151
changing
cell alignment, 152-153
chart data, 219
chart layout, 216
chart style, 215
chart type, 214
font and size, 154-155
number formats, 156
page setup options, 176-177
clearing cells, 170, 171
converting text to columns, 172-173
copying
absolute references, 199
cell formatting, 155
relative references, 198
worksheets, 178
creating
charts, 210-211
formulas, 196-197
rules for conditional formatting, 163
tables, 182-183
cutting, copying, and pasting data in, 29
data analysis choices, 187
decreasing decimals, 157
deleting
cells, 171
charts, 213
comments, 193
conditional formatting, 163
worksheets, 179
disabling
tracking changes, 191
worksheet gridlines, 159
editing
formulas, 197
functions, 203
enabling
text wrapping, 150
worksheet gridlines, 159
entering cell data, 144-145
error messages, 206-207



filtering table information, 184, 185
finding and replacing data, 180-181
Flash Fill formatting, 173
formatting
chart objects, 218
columns of data, 172-173
data with styles, 160-161
formulas, 194-195
freezing column and row titles on-screen, 167
functions, 200-201
increasing decimals, 157
inserting
charts into PowerPoint slides, 251
comments, 192-193
page breaks, 177
spreadsheets in Word, 103
moving
charts, 213
worksheets, 178
naming
ranges, 168-169
worksheets, 175
printing worksheet selections, 177
resizing
charts, 212
columns and rows, 166
reviewing worksheet changes, 190-191
selecting cells and ranges, 27, 146-147, 205
setting margins, 177
sorting table information, 185
splitting columns of data, 172-173
tracking worksheet changes, 188-189, 191
viewing
data trends with sparklines, 220-221
worksheet comments, 193
exclusion, filtering by in Access, 319

F
fields (Access)
about, 286
adding to tables, 296
deleting, 297, 304, 327
formatting in forms, 306
hiding in tables, 298
moving, 299, 303
renaming in tables, 293
selecting in custom reports, 327

files
attaching to notes in OneNote, 402
checking for hidden/personal data, 22-23
creating new, 14-15
e-mailing in Outlook, 24-25
locating, 19
opening, 18-19
printing, 20-21
saving, 16-17
sending attachments in Outlook, 352
synchronizing, 41
fill color, adding in Excel, 159
fill handle, 148
filtering, 184, 185, 318-319
Flash Fill formatting, 173
flipping graphics, 38
font
changing
in Excel, 154-155
in PowerPoint, 240
in Publisher, 376-379
in Word, 72-75
default, 75
Font dialog box, 75
footers, adding in Word, 104-105
footnotes, inserting in Word, 106, 107
formatting
applying to text, 73, 377
chart objects in Excel, 218
clearing in Word, 87
columns of data in Excel, 172-173
conditional, 162-163, 320-321
copying in Word, 86
data with styles in Excel, 160-161
form fields in Access, 306
Quick Analysis button (Excel), 187
with styles in Word, 88-89
tables in OneNote, 401
forms (Access)
about, 287
adding records to, 310-311
changing views, 302
creating, 300-301
deleting
about, 301
fields from, 304
records from, 315 423



forms (Access) (continued)
editing records on, 311
formatting fields, 306
moving fields on, 303
navigating records on, 312
searching for records, 313

Formula bar, typing data in, 145

formulas (Excel), 194-197

4:3 size, 237

functions (Excel), 200-203

G

gestures, closing programs using, 13
grammar, checking in Word, 126-127
graphics, 36-39

H

handouts, creating in PowerPoint, 273

handwritten notes, converting to typed in OneNote, 399
headers and headings, 104-105, 114-115, 124-125
hidden data, checking files for, 22-23

highlighting text in Word, 120

Home button (PowerPoint), 227

horizontal alignment, setting, 152

I

ignoring conversations in Qutlook, 359
images. See pictures

indenting, 78-79, 153

index entries, marking in Word, 110-111
indexes, generating in Word, 112-113
information, sending to OneNote, 403
Insert mode, 64-65

Insert Options button, 165

installing apps, 46-48

J

junk e-mail (Outlook), 360-361
Justify command, 76

K

keyboard, 9, 27, 147

L

languages, choosing for translation, 133
laser pointer tools, 275

424

Layout view (Access), 302
layout views (Word), 63
leader tabs, 81

line spacing, setting, 77, 245
links, 59, 385

lists, creating in Word, 84-85
locking tracking in Word, 136

M

magnifications, specifying in Publisher, 368
margins, setting, 82-83, 177
mathematical operators, 195
messages (Outlook)
composing and sending, 350-351
creating rules, 362-363
deleting, 357
reading, 353
replying to and forwarding, 354-355
saving as drafts, 351
sending copies of, 351
Mini toolbar, 73, 377

N

narrations, recording in PowerPoint, 268
Navigation bar (Outlook), 342-343
Navigation pane (Access), 291
New Query dialog box, 325
noncontiguous data, selecting in Excel, 211
Normal view (PowerPoint), 230, 256
notebooks, creating in OneNote, 408
notes. See also OneNote
adding in Outlook, 340-341
converting to PDF/XPS format in OneNote, 419
deleting in Outlook, 341
drawing in OneNote, 399
moving in OneNote, 399
searching in OneNote, 414-415
sending as PDF attachments in OneNote, 419
sharing in OneNote, 418-419
typing in OneNote, 398
viewing in OneNote, 397
Notes pane (PowerPoint), 270, 271
number formats, changing in Excel, 156
number series, 149
numbered lists, creating, 85



0

Office 2013. See also specific topics
about, 40
arranging windows, 30-31
Backstage view, 7
checking files for hidden/personal data, 22-23
creating new files, 14-15
cutting, copying, and pasting data, 28-29
e-mailing files, 24-25
exiting applications, 4-5
graphic objects modification techniques, 38-39
inserting pictures, 32-35
moving graphic objects, 36, 37
opening files, 18-19
printing files, 20-21
program windows, 6
resizing graphic objects, 37
saving files, 16-17
selecting data, 26-27
starting applications, 4-5
subscription editions, 41
using programs from SkyDrive, 54-55
using programs on tablet PCs, 12-13
using Web Apps in SkyDrive, 52-53
Office Clipboard, 29
Office Online
about, 15, 40-41
downloading apps from Office Store, 46-49
sharing documents, 44-45, 58-59
signing in, 40, 42-43
signing in to SkyDrive, 50-51
signing out, 43
uploading documents to SkyDrive, 56-57
using Office programs from SkyDrive, 54-55
using Web Apps in SkyDrive, 52-53
Office Online indicator, 6
Office program viewer (website), 25
Office Store, 41, 46-49
Office Web App, 25
OneNote
attaching files to notes, 402
converting
handwritten notes to typed, 399
notes to PDF/XPS format, 419
creating
notebooks, 408
pages, 410

Quick Notes, 405
sections, 409
deleting tables, 401
drawing notes, 399
e-mailing notes pages, 418
formatting tables, 401
grouping sections, 412-413
inserting
screen clippings, 404
tables, 400
moving notes, 399
navigating, 396-397
recording audio/video notes, 406-407
removing section tabs from groups, 413
renaming sections/pages, 411
reordering sections, 413
searching
audio and video, 415
notes, 414-415
recent edits, 416
sending
information to, 403
notes as PDF attachments, 419
setting synchronization options, 417
sharing notes, 418-419
typing notes, 398
viewing notes, 397
online presentations (PowerPoint), 282-283
online videos, inserting in Word, 92-93
opening
databases in Access, 291
documents, 52, 58
files, 18-19
operators, 195
OR criteria, in Access, 319
orientation (Excel)
cells, 153
pages, 176
Outline view (PowerPoint), 230
outlines, drawing around graphics, 39
Outlook
adding
notes, 340-341
senders to contacts, 356
cleaning up conversations, 359
composing and sending messages, 350-351
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Outlook (continued)

controlling search options, 347
conversations, 358-359
creating

contacts, 336-337

message rules, 362-363

new items, 15

tasks, 338-339
customizing Navigation bar, 342-343
cutting, copying, and pasting data in, 28
deleting

messages, 357

notes, 341

rules, 363
e-mailing files, 24-25
ignoring conversations, 359
linking contacts, 349
navigating in, 332-333
peeking at appointments and tasks, 344-345
reading incoming messages, 353
replying to and forwarding messages, 354-355
resizing Navigation bar, 343
restoring junk e-mail, 361
saving messages as drafts, 351
scheduling appointments, 334-335
screening junk e-mail, 360-361
searching for items, 346-347
sending

copies of messages, 351

file attachments, 352
To-Do Bar, 348
unpinning peek view, 345
viewing

conversations, 358

junk e-mail options, 360

Overtype mode, 64-65

P

page breaks, inserting, 109, 177
Page Layout tools, 82
pages
borders in Word, 97
changing
color of in Word, 119
setup options in Excel, 176-177
creating in OneNote, 410
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inserting numbers in Word documents, 108, 109
navigating using, 125
paragraph borders, in Word, 96
password, for track changes, 137
Paste Options button, 29
pasting. See cutting, copying, and pasting data
PC, accessing remotely, 57
PDF format, 18, 25, 419
peek view, unpinning in Outlook, 345
pen pointer tools, 275
personal data, checking files for, 22-23
personal settings, tracking, 40
photo album, creating presentations in PowerPoint, 228-229
phrases, marking in Word, 110-111
pictures
adding borders to graphics, 39
compressing, 33
correcting, 38
creating backgrounds in Publisher, 389
cropping, 38
inserting, 32-33
renaming in Publisher, 375
searching for using Bing, 35
swapping in Publisher, 372-373
Playback tab (PowerPoint), 253
playing inserted videos, 93
posting blog entries as drafts, 71
pound signs (#), in Excel, 205
PowerPoint
adding
animation effects, 264-265
charts to slides, 250-251
rows and columns to tables, 249
slide text, 238
tables to slides, 248-249
text boxes to slides, 247
video clips to slides, 252-253
aligning text, 246
applying themes, 244
assigning sounds as transition effects, 263
changing
color, 242-243
font, 240
size, 241
slide layout, 234-235
slide size, 236-237
views, 230-231



copying animation effects, 265
creating
blank presentations, 224-225
custom animations, 266-267
handouts, 273
photo album presentations, 228-229
presentations using templates, 226-227
speaker notes, 270-271
cutting, copying, and pasting data in, 28
defining slide transitions, 262-263
deleting
animations, 267
comments in presentations, 279
section markers, 261
slides, 257
transition effects, 263
duplicating slides, 233
editing
comments in presentations, 279
slide text, 239
e-mailing presentations, 283
hiding slides, 257, 275
inserting
background songs, 269
comments in presentations, 278
Excel charts into slides, 251
slides, 232-233
moving slide objects, 254
organizing slides into sections, 260-261
packaging presentations on CDs, 280-281
presenting online, 282-283
printing slide notes, 271
recording narrations, 268
rehearsing slide shows, 272-273
reorganizing slides, 256-257
replying to comments in presentations, 279
resizing
pane, 231
slide objects, 255
slide text, 239
reusing slides, 258-259
reviewing presentations, 278-279
running slide shows, 274-277
saving presentations as video, 281
selecting data in, 26
setting line spacing, 245
zooming, 231, 276

precedence, operator, 195
presentations. See also PowerPoint
building in PowerPoint, 224-225
creating using templates in PowerPoint, 226-227
online in PowerPoint, 282-283
packaging on CDs in PowerPoint, 280-281
reviewing in PowerPoint, 278-279
Presenter view (PowerPoint), 277
primary key, in Access, 309
printing
files, 20-21
margin settings and, 83
reports in Access, 329
slide notes in PowerPoint, 271
worksheet parts in Excel, 177
program window controls, 6
programs, Office 2013, 12-13. See also specific programs
public domain, 35
publications. See Publisher
Publisher
adding
borders, 382
Building Block objects, 390-391
text, 370
text boxes, 371
applying
backgrounds, 388, 389
formatting to text, 377
text effects, 380
breaking links, 385
changing
font, size, and color, 376-379
text alignment, 381
controlling text wraps, 383
creating
Building Block objects, 392-393
picture backgrounds, 389
publications, 366-367
customizing Building Block objects, 391
cutting, copying, and pasting data in, 28
deleting
backgrounds, 389
Building Block objects, 393
objects, 387
editing backgrounds, 388-389
linking text boxes, 384-385
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Publisher (continued)
Mini toolbar, 377
moving and resizing publication objects, 386-387
renaming images, 375
rotating objects, 387
saving publications for photo center printing, 374-375
scratch area, 373
searching for templates, 367
selecting data in, 26
specifying magnifications, 368
swapping pictures, 372-373
zooming, 368-369

Q

QAT (Quick Access Toolbar), 6, 10-11
queries (Access), 287, 322-325

Quick Access Toolbar (QAT), 6, 10-11
Quick Analysis button (Excel), 187, 211
Quick Borders, 158

Quick Indents, 78

Quick Notes, 405

Quick Parts, 66-67

Quick Styles, 88, 89

Quick Tabs, 80

R

ranges, naming in Excel, 168-169
Read Mode view, working in for Word, 118-121
Reading view (PowerPoint), 231
recent edits, searching in OneNote, 416
recording, 268, 406-407
records (Access)

about, 286

adding, 308-311

deleting, 314, 315

editing in forms, 311

filtering, 318-319

navigating in forms, 312

searching for in forms, 313

sorting, 316-317
reference operators, 195
referencing cells in worksheets, 197
rehearsing slide shows in PowerPoint, 272-273
relative cell references (Excel), 198
reordering sections in OneNote, 413
reorganizing slides in PowerPoint, 256-257
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replacing text in Word, 123
reports (Access), 287, 326-329
resizing
charts in Excel, 212
columns and rows in Excel, 166
graphic objects, 37
Navigation bar in Outlook, 343
PowerPoint pane, 231
slide objects in PowerPoint, 255
slide text in PowerPoint, 239
watch windows in Excel, 209
returning to Start screen, 13
reusing slides in PowerPoint, 258-259
Ribbon, 6, 8-9, 210
Right Align command, 76
rows. See also Excel
adding, 101, 164-165, 249
freezing titles on-screen in Excel, 167
resizing in Excel, 166
ruler (Word), 79
rules, removing in Outlook, 363

S

saving
files, 16-17
messages as drafts in Outlook, 351
PowerPoint presentations as videos, 281

publications for photo center printing in Publisher,
374-375

Word documents, 139
work in Web Apps, 53
scanning Word document content, 124-125
scheduling appointments in Outlook, 334-335
scratch area (Publisher), 373
screen, swiping on tablet PCs, 13
screen clippings, inserting in OneNote, 404
screening junk e-mail in Outlook, 360-361
scroll bars, 6
Search box, 19
Search Document box, 125
searching
audio and video in OneNote, 415
controlling options in Outlook, 347
for images using Bing, 35
for information using Bing, 119
for items in Outlook, 346-347
notes in OneNote, 414-415



recent edits in OneNote, 416
for records in forms in Access, 313
for templates in Publisher, 367
section markers, removing in PowerPoint, 261

section tabs, removing from groups in OneNote, 413

sections (OneNote), 409, 412-413
senders, adding to contacts in Outlook, 356
sending
copies of messages in Outlook, 351
file attachments in Outlook, 352
information to OneNote, 403
notes as PDF attachments in OneNote, 419
setting(s)
custom color in PowerPoint, 243
horizontal alignment, 152
line spacing, 77, 245
margins, 82-83, 177
printing using default, 21
Quick Indents, 78
Quick Tabs, 80
synchronization options in OneNote, 417
tabs in Word, 80-81
vertical alignment, 153
shading, adding to text in Word documents, 97
Share Workbook feature (Excel), 189
sharing
documents, 41, 44-45, 58-59
notes in OneNote, 418-419
shortcuts, 5, 9
signing in/out
of Office Online, 40, 42-43
of SkyDrive, 50-51
16:9 size, 237
size (font), changing in PowerPoint, 241
SkyDrive
about, 40
signing in/out, 50-51
uploading documents to, 56-57
using Office 2013 programs from, 54-55
using Web Apps in, 52-53
slide shows (PowerPoint), 272-277
Slide Sorter view (PowerPoint), 231, 257
slides (PowerPoint). See also PowerPoint
adding text, 238
changing
layout, 234-235
size, 236-237

defining transitions, 262-263

editing text, 239

hiding, 275

inserting, 232-233

moving objects, 254

organizing into sections, 260-261

printing notes, 271

reorganizing, 256-257

resizing

objects, 255
text, 239

reusing, 258-259
Slides from Outline command (PowerPoint), 233
social media, sharing documents via, 59
Sort by Color option (Excel), 185
sorting, 185, 316-317
sounds, assigning as transition effects in PowerPoint, 263
sparklines, 187, 220-221
speaker notes, creating in PowerPoint, 270-271
special characters, adding, 69
specifying magnifications in Publisher, 368
spelling, checking in Word, 126-127
spreadsheets. See Excel
Start screen, 13, 224
starting

Office 2013 applications, 4-5

programs on tablet PCs, 12
status bar, 6
structure, formula, 194
styles, 39, 88-89
subentries, adding in Word, 111
subscription editions, of Office 2013, 41
SUM function, 205
swapping pictures in Publisher, 372-373
swiping screen on tablet PCs, 13
Switch Windows button, 31
Symbol Gallery, 68-69
symbols, inserting in Word, 68-69
synchronization options, setting in OneNote, 417
synchronizing files, 41
synonyms, displaying, 131
system requirements (website), 4

T

tab stops, removing, 81
table of contents (TOC), 114-115

429



tables
about, 286
adding
fields to in Access, 296
to queries in Access, 325
records to in Access, 308-309
rows and columns in PowerPoint, 249
to slides in PowerPoint, 248-249
applying styles in Word documents, 102
changing views in Access, 294-295
creating, 182-183, 292-293
deleting
in Access, 293
fields from in Access, 297
in OneNote, 401
records from tables in Access, 314
filtering information in Excel, 184, 185
formatting in OneNote, 401
hiding fields in Access, 298
inserting, 100-101, 400
moving fields in Access, 299
Quick Analysis button (Excel), 187
relationships in Access, 323
renaming fields in Access, 293
sorting, 185, 316, 323
tablet PCs, using Office 2013 programs on, 12-13
tabs, setting in Word, 80-81
tasks (Outlook), 338-339, 344-345
templates
about, 15
applying in Word, 90-91
creating, 91
creating databases based on in Access, 288-289
searching for in Publisher, 367
text
adding in Publisher, 370
aligning, 76, 246
applying
effects in Publisher, 380
formatting, 73
changing alignment in Publisher, 381
converting to columns in Excel, 172-173
deleting in Word, 123
editing in Word, 65
finding in Word, 122, 123
highlighting in Word, 120

430 indenting in Word, 78-79

replacing in Word, 123
translating in Word, 132-133
typing in Word, 64, 65
text boxes, 247, 371, 384-385
text series, 148
text wrapping, 37, 99, 145, 150, 383
themes, applying, 94-95, 161, 244, 305
Thesaurus feature (Word), 130
thread, 358
title bar, 6
To-Do Bar (Outlook), 348
Totals (Quick Analysis button in Excel), 187
tracking
locking in Word documents, 136
personal settings, 40
unlocking in Word documents, 137
Word document changes, 134-135
worksheet changes in Excel, 188-189, 191
transition effects (PowerPoint), 263
translating text in Word documents, 132-133
typing, 64, 65, 398. See also font

U

unlocking tracking in Word documents, 137
unpinning peek view in Outlook, 345
uploading documents to SkyDrive, 56-57

'/

vertical alignment, setting, 153

video embed code, 92

video notes (OneNote), 407, 415

videos, 92-93, 252-253

view shortcuts, 6

views. See also specific views
changing, 62-63, 230-231
form, 302
table, 294-295

w

watch windows (Excel), 208-209
Web Apps, 40, 52-53
windows, 6, 30-31
Windows taskbar, displaying, 277
Word
adding
borders, 96-97
comments, 140



cross-references, 111
headers and footers, 104-105
aligning text, 76
applying
table styles, 102
templates, 90-91
themes, 94-95
changing
column width, 121
font, size, and color, 72-75
views, 62-63
checking spelling and grammar, 126-127
clearing formatting, 87
combining reviewer comments, 138-139
copying formatting, 86
creating
bibliographies, 116-117
blog posts, 70-71
columns, 98-99
lists, 84-85
cutting, copying, and pasting data in, 28
deleting comments, 141
Dictionary feature, 131
editing
blog accounts, 71
index entries, 113
text, 65
enabling tracking, 134
finding and replacing text, 122-123
formatting with styles, 88-89
generating
indexes, 112-113
table of contents, 114-115
highlighting text, 120
indenting text, 78-79
inserting
comments, 121
endnotes, 107
Excel spreadsheets, 103
footnotes and endnotes, 106-107
online videos, 92-93

page numbers and page breaks, 108-109

Quick Parts, 66-67
symbols, 68-69
tables, 100-101
locking tracking, 136-137
marking index entries, 110-111

reviewing comments, 140
saving documents, 139
scanning document content, 124-125
selecting data in, 26
setting
line spacing, 77
margins, 82-83
tabs, 80-81
Thesaurus feature, 130
tracking and reviewing document changes, 134-135
translating text, 132-133
typing text, 64, 65
unlocking tracking, 136-137
working in Read Mode view, 118-121
working with AutoCorrect, 128-129
working with comments, 140-141
words, marking in Word documents, 110-111
worksheets (Excel)
adding, 174
auditing for errors, 206-207
copying, 178
deleting, 179
enabling/disabling gridlines, 159
moving, 178
naming, 175
printing selections, 177
reviewing changes, 190-191
tracking changes, 188-189, 191
viewing comments, 193
wrapping text, 37, 99, 145, 150, 383

X

XLSX format, 17
XPS format, 25, 419

Y

YouTube, 92

Z

Zoom buttons (Publisher), 369

Zoom controls, 6, 62

zooming
objects in PowerPoint, 276
in Publisher, 368-369
slides in PowerPoint, 231
in Word, 62-63
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