Learn to:

- Master essential Office 2016
features

+» Get your work done faster and
easier

» Choose your path for learning
Office 2016 tasks using the
book or the videos online

IN FULL COLOR!

Faithe Wempen
Author of Office 2016 For Seniors
For Dummies

ww.allitebooks.coll



http://www.allitebooks.org

vww allitebooks.conl



http://www.allitebooks.org

Microsoft
Office 2016
At Work

DUMMIES



http://www.allitebooks.org

vww allitebooks.conl



http://www.allitebooks.org

Microsoft
Office 2016
At Work

FOR

DUMMIED

by Faithe Wempen

DUMMIES

[vww allitebooks.cond



http://www.allitebooks.org

Microsoft® Office 2016 At Work For Dummies®

Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774,
www.wiley.com

Copyright © 2016 by John Wiley & Sons, Inc., Hoboken, New Jersey
Media and software compilation copyright © 2016 by John Wiley & Sons, Inc. All rights reserved.
Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any
form or by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, ex-
cept as permitted under Sections 107 or 108 of the 1976 United States Copyright Act, without the pri-
or written permission of the Publisher. Requests to the Publisher for permission should be addressed
to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201)
748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything
Easier, and related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc.
and may not be used without written permission. Microsoft is a registered trademark of Microsoft
Corporation. All other trademarks are the property of their respective owners. John Wiley & Sons,
Inc. is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR
MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR
COMPLETENESS OF THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL
WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES OF FITNESS FOR A
PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR
PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY
NOT BE SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTAND-
ING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR
OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED, THE SER-
VICES OF A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE
PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM.
THE FACT THAT AN ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A
CITATION AND/OR A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN
THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION THE ORGANI-
ZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER,
READERS SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE
CHANGED OR DISAPPEARED BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT
IS READ.

For general information on our other products and services, please contact our Customer Care
Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002.
For technical support, please visit www.wiley.com/techsupport.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some
material included with standard print versions of this book may not be included in e-books or

in print-on-demand. If this book refers to media such as a CD or DVD that is not included in the
version you purchased, you may download this material at http: //booksupport.wiley.com.
For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2015952187

ISBN 978-1-119-14460-1 (pbk); ISBN 978-1-119-14465-6 (epdf); 978-1-119-14464-9 (epub)
Manufactured in the United States of America

10 9 87 654321

[vww allitebooks.cond



http://www.wiley.com
http://www.wiley.com/go/permissions
http://www.wiley.com/techsupport
http://booksupport.wiley.com
http://www.wiley.com
http://www.allitebooks.org

CONTENTS AT A GLANCE

Introduction

Chapter 1: Getting to Know Office

Chapter 2: Creating a Word Document

Chapter 3: Paragraph Formatting

Chapter 4: Formatting Sections, Pages, and Documents
Chapter 5: Working with Tables and Graphics in Word
Chapter 6: References and Mail Merges in Word
Chapter 7: Creating Basic Excel Worksheets

Chapter 8: Creating Excel Formulas and Functions
Chapter 9: Formatting and Printing Excel Worksheets
Chapter 10: Storing and Managing Databases in Excel
Chapter 11: Creating Charts in Excel

Chapter 12: Managing Email with Outlook

Chapter 13: Using Outlook Contacts and Tasks
Chapter 14: Getting Started with PowerPoint

Chapter 15: Formatting a Presentation

Chapter 16: Adding Movement and Sound to a Presentation
Chapter 17: Presenting a Slide Show

Index

[vww allitebooks.cond

27
57
81
101
125
155
177
205
237
257
279
319
339
359
391
415

431


http://www.allitebooks.org

vww allitebooks.conl



http://www.allitebooks.org

TABLE OF CONTENTS

Introduction

About This Book
Foolish Assumptions
Icons Used in This Book
Beyond the Book
Where to Go from Here

CHAPTER 1: Getting to Know Office

Start and exit an Office application
Work with the Ribbon

Use the File menu

Create a new document

Enter text

Move around in an application
Change the view

Save your work

Close a file

Open a saved file

Change locations when saving or opening files

CHAPTER 2: Creating a Word Document

Start a new document as Word starts
Select text

Choose between manual and style-based text formatting
Remove manually applied formatting
Change the text font

Change the text size

Select colors from a palette

Change text color

Apply text effects

Copy formatting with Format Painter
Change the style set

Apply a different theme

Check spelling and grammar

[vww allitebooks.cond

O a1l W NN = -

N NN N = ===
U W W O VW N UL W =

AR R R W W W W W Ww NN N
W N =R, O NG R WNR~RO VL o N


http://www.allitebooks.org

Viii

Email a document to others
Save a document in other formats
Create a PDF or XPS version of your document

Print your work

CHAPTER 3: Paragraph Formatting

Change a paragraph’s horizontal alignment
Indent a paragraph

Adjust a paragraph’s vertical spacing

Place a border around a paragraph

Shade a paragraph’s background

Create a bulleted or numbered list

Apply styles

Modify styles

Create new styles

CHAPTER 4: Formatting Sections, Pages, and Documents

Set margins

Set page size and orientation
Use page headers and footers
Create page breaks

Create section breaks

Set up a multicolumn document
Create a page border

Apply a page background color
Add line numbers

CHAPTER 5: Working with Tables and Graphics in Word

Create tables

Select cells, rows, and columns
Resize table rows and columns
Add and remove rows and columns
Apply borders to table cells

Apply shading to table cells

Insert a picture from a file

Find pictures online

Manage picture placement and size

Caption and auto-number pictures

[vww allitebooks.cond

46
48
50
51

57
58
59
63
66
69
70
73
74
77

81
81
83
86
91
92
94
95
97
98

101
101
107
110
111
112
115
116
116
118

122


http://www.allitebooks.org

CHAPTER 6: References and Mail Merges in Word 125

Create a table of contents 125
Insert footnotes or endnotes 130
Cite sources and create a bibliography 131
Create an index 134
Mail merge: An overview 138
Start a mail merge main document 139
Select an existing data list for a mail merge 142
Create a data list for a mail merge 144
Insert merge fields in the main document 145
Perform a mail merge 150
CHAPTER 7: Creating Basic Excel Worksheets 155
Understanding the Excel interface 156
Move between cells 157
Select cells and ranges 158
Enter and edit text in cells 160
Use AutoFill to fill cell content 162
Copy and move data between cells 164
Insert and delete rows, columns, and cells 167
Use Flash Fill to extract content 171
Create and manage multiple worksheets 172
CHAPTER 8: Creating Excel Formulas and Functions 177
Write basic formulas 178
Copy and move formulas 182
Insert functions 184
Show the current date or time with a function 190
Calculate loan terms 192
Perform math calculations 194
Evaluate a condition with an IF function 194
Refer to named ranges 196
Use Quick Analysis features 200
CHAPTER 9: Formatting and Printing Excel Worksheets 205
Apply and customize themes 205
Apply a worksheet background 212
Apply cell borders and shading 214
Format cells using cell styles 217
Resize rows and columns 219

ix



Make text wrap in a cell 223

Use conditional formatting 224
Set up headers and footers 229
Print a worksheet 232
CHAPTER 10: Storing and Managing Databases in Excel 237
Create an Excel database 237
Sort a table 242
Filter a table 245
Add a Total row to a table 247
Create queries 249
Remove duplicates from a dataset 251
Restrict data entry with validation rules 252
CHAPTER 11: Creating Charts in Excel 257
Choose the correct chart type 257
Create a chart 259
Move and resize a chart 260
Switch rows and columns 262
Modify the data range for a chart 262
Change the axis scale of a chart 263
Apply a chart style 265
Change a chart’s colors 266
Add or remove chart elements 268
Format a chart element 271
CHAPTER 12: Managing Email with Outlook 279
Understand the Outlook interface 279
Set up a mail account 283
Compose and send email 293
Receive and read email 297
Create folders for managing email 303
Moving messages between folders 304
Create a message handling rule 306
Configure the junk mail filter 309
Use an automatic signature 314
CHAPTER 13: Using Outlook Contacts and Tasks 319
Add and edit contacts 319
View and search the People list 324

Send a message to a contact 325



Forward contact data via email 327

Create and manage tasks 328
CHAPTER 14: Getting Started with PowerPoint 339
Start a new presentation 339
Move around in a presentation 340
Choose the right view 342
Add and remove slides 345
Change the slide layout 350
Use content placeholders 351
Manually place text on a slide 355
Manually place a picture on a slide 355
Move and resize slide objects 356
Delete slide objects 357
CHAPTER 15: Formatting a Presentation 359
Understanding templates versus themes 359
Change the theme 360
Change the presentation colors and fonts 362
Modify the theme in Slide Master view 364
Enable footer placeholders 373
Format text boxes and placeholders 374
Create SmartArt graphics 380
Modify the structure of a SmartArt graphic 385
Format a SmartArt graphic 388
CHAPTER 16: Adding Movement and
Sound to a Presentation 391
Add slide transition effects 392
Set slides to advance manually or automatically 393
Animate objects 394
Insert a sound clip 405
Insert a video clip on a slide 409
CHAPTER 17: Presenting a Slide Show 415
Display a slide show onscreen 416
Annotate slides with the pen tools 421
Use Presenter view 422
Print handouts 424
Export handouts to Word 428
Index 431

Xi






INTRODUCTION

M icrosoft Office 2016 is by far the most popular suite of productivity
applications in the world, and with good reason. Its applications are
powerful enough for business and professional use, and yet easy enough that
a beginner can catch on to the basics with just a few simple lessons.

If you're new to Office 2016, this book can help you separate the essential
features you need from the obscure and more sophisticated ones that you
don't. For the four major Office applications I cover in this book — Word,
Excel, Outlook, and PowerPoint — I walk you through the most important
and common features, showing you how to put them to work to make it easier
to do your job.

I designed this book for time-pressed Office users who simply want to figure
out the task at hand without spending a lot of time looking for answers. This
full-color book presents the most common Office tasks in illustrated, step-
by-step instructions and organizes them so that they're easy to find, read,
and apply. It covers classic Office tasks such as typing and formatting text,
calculating with spreadsheets, organizing email and to-do lists, and creating
PowerPoint presentations.

About This Book

This book is organized into chapters, each split into a series of common tasks.
It begins by familiarizing you with Office 2016 and showing you how to
perform basic tasks such as starting and exiting each application, entering text,
moving around, and saving your work. Then it covers each of the four main
applications:

Word (Chapters 2-6): A word processing application, suitable for creating
reports, newsletters, manuscripts, memos, and mail merges.

Excel (Chapters 7-11): A spreadsheet application, great for storing data lists,
calculating columns of numbers, and creating graphical charts that summarize
numeric data.

Outlook (Chapters 12-13): An email and personal information management
application you can use to send and receive mail, manage an address book,
and track your daily to-do list.

PowerPoint (Chapters 14-17): A presentation graphics application for build-
ing and delivering attractive presentations that include graphics, animations,
and even sound and video.

You can read the chapters in any order, at any time. Although each task is
explained step by step, if you have trouble with a particular task, I recommend



reading the entire chapter for that task — it’s just possible that you'll find a
different, better approach to accomplishing the task.

Foolish Assumptions

This book assumes that you can start your computer and
use the keyboard and mouse (or whatever device moves the
pointer onscreen).

Office 2016 runs on Windows 10 (the newest version of
Windows), Windows 8, and Windows 7 computer operating
systems, so I assume you're using one of these. The examples
in this book show Office 2016 running in Windows 10, but
Office works mostly the same on all operating systems. If
you are using Office applications on some other platform,
like Linux, Mac, or a tablet or smart phone, things may not
look or work exactly the same as described in this book.

Icons Used in This Book

The following icons highlight important or useful informa-

W tion in this book.
Tips can save you time or make it easier to do something.
SMBER
This icon emphasizes useful information to keep in mind
when using Office.
@‘“‘NG! Watch out! This icon alerts you about something that can
S hurt or wipe out important data. Read this information
before making a mistake that you may not be able to recover
from.
Beyond the Book

www . dummies . com has a heaping handful of additional
Office information:

® You can find a cheat sheet with shortcuts for working in
Office 2016 at www.dummies.com/cheatsheet/
office20l6atwork.

® Visit www . dummies . com/go/dummiesvideo to access the
Office 2016 For Dummies online video course, featuring 150
how-to videos on Office 2016.


http://www.dummies.com/
http://www.dummies.com/cheatsheet/office2016atwork
http://www.dummies.com/cheatsheet/office2016atwork
C:/Users/shayes/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/RLMAOWIS/www.dummies.com/go/dummiesvideo
http://www.dummies.com/go/dummiesvideo

To gain access to the online video, all you have to do is regis-
ter. Just follow these simple steps:

© rind your PIN code.

e Print book: If you purchased a hard copy of this
book, turn to the inside back cover of this book to
find your PIN.

¢ E-book: If you purchased this book as an e-book,
you can get your PIN by registering your e-book.
Go to www.dummies . com/go/dummiesvideo and
follow the instructions. You'll be asked to fill in
some registration information and answer a security
question to verify your purchase. Once you handle
those steps, you'll receive an e-mail with your PIN.

e Go to www.dummies.com/go/dummiesvideo.

e Follow the onscreen instructions to create an
account, enter your PIN, and establish your own
login information.

Now you're ready to start watching your videos! Your PIN
gives you access to watch as often as you want for 12 months
after you register. Once you create your registration, simply
return to the video site and log on with the username and pass-
word you created. No need to enter your PIN a second time.

< If you have trouble with your PIN or can't find it, contact

Wiley Product Technical Support at 877-762-2974 or go to
http://support.wiley.com.

Where to Go from Here

This is your book; use it how you want. You can start at the
beginning and read it straight through, or you can hop to
whatever chapter or topic you want. For those of you who
are pretty new to computers, you might want to start at the
beginning. If you're new to Office, the beginning part will
give you a good foundation on what features work similarly
in all the programs.

If you're new to Office 2016, I recommend that you start by
reading Chapter 1, which introduces Office 2016 concepts
you may not be familiar with, and explains what all (or
most) of the Office apps have in common.


http://www.dummies.com/go/dummiesvideo
http://www.dummies.com/go/dummiesvideo
http://support.wiley.com




CHAPTERONE

Getting to
Know Office

icrosoft Office is a suite of applications.

A suite is a group of applications
designed to work together and that have
similar user interfaces in order to cut down
on the learning curve for each one. Office
2016 includes a word processor (Word), a
spreadsheet program (Excel), a presentation
graphics program (PowerPoint), and an
e-mail program (Outlook). Depending on
the version of Office, it may also include
other programs. Sweet, eh? Er . . . suite.

Because all the Office apps have similar
interfaces, many of the skills you pick up
while working with one program also trans-
late to the others. In this lesson, I introduce
you to the Office interface and show you
some things the programs have in common.
For the examples in this lesson, I mostly use
Word and Excel, because they are the most
popular of the applications. Keep in mind,
though, that the skills you learn here apply
to the other applications, too.

Throughout the book, the examples all
show Windows 10 as the operating system.
Where Windows 7 or 8 are substantially
different, I let you know what to expect.

In This Chapter

w= Starting and exiting an
Office application

= Using the Ribbon
u=Jsing the File menu
u=Creating a new document
m=Changing the view

= Saving your work

= Closing a file

m=>Qpening a saved file



Start and exit an Office application

\\3

There are several ways to start Office applications. For example,
you can select it from the Start menu’s All Apps list. (Hint: It's in
a folder called Microsoft Office 2016, so look in the “M” section.)
You can also use the Search feature: with the Start menu open,
begin typing the application’s name and then click its name when
it appears. Depending on how your PC is set up, you might also
have shortcuts to one or more of the Office apps on your desktop
or taskbar, or pinned to the top level of the Start menu.

You can also double-click a data file that’s associated with one of
the Office applications to start that application.

The following steps explain how to start an Office application in
Windows 10; if you are using earlier versions of Windows, check
out the Tips throughout this book that point out differences:

0 On the taskbar, click the Start button.

If the application you want to run appears at the top of
the Start menu, click it and you're done with these steps.

Faithe Wempen Life at a glance

ed

Word 2016

Outlook 2016 Calendar

PowerPoint 2016

Excel 2016 e

Snagit 12 Microsoft Edge  Photos Cortana

" Get Started

Weather Phone Compa.. OneNote

File Explorer Play and explore

@ Settings

" Power ';‘ @

£= Allapps New Xbox Groove Music

Ask me anything

Figure 1-1: Click Start and then click All Apps.

vww allitebooks.conl



http://www.allitebooks.org

3

3

© Click All Apps.

If you have Windows 8.1, the All Apps button is a down-
pointing arrow at the bottom of the Start screen. If you
have Windows 7, click All Programs instead of All Apps.

e Scroll down to the section for the first letter of the
application name. For example, to run Word, scroll down
to the W section.

In step 3, if you have Windows 8.1, the applications won't
be in the lettered sections because the alphabetical list

is only for modern apps, not desktop apps; scroll to the
right to find the Microsoft Office 2016 section. If you have
Windows 7, all the folders and shortcuts are arranged in a
single alphabetical list, so it should be fairly easy to find
Microsoft Office 2016.

e Click the desired application.

Weather

Windows Accessories

Windows Feedback

Windows Media Player

Windows PowerShell

v

w
R
R
R
I
O]
R
R

Windows System

=
uw

Word 2016 < 4

X

"_\ Xbox

é Back

Windows Administrative... -

Windows Ease of Access

Life at a glance

Calendar

(S

Microsoft Edge

3

Weather Phone Compa...

Play and explore

»n ©

Xbox Groove Music

g [

OneNote

S

Movies & TV

Figure 1-2: Scroll to the W section and click the desired

application.

5. Press the Esc key to bypass the Start screen that appears.

In Word, Excel, and PowerPoint, a Start screen appears
when you run the application from which you can select
a template for a new document or open an existing

document.



e Click the Close (X) button in the application window’s
upper-right corner to close the application.

< If you have any unsaved changes, you are prompted to

save them here. See “Save your work” later in this chapter
for more information about saving.

= u) ¢

Figure 1-3: The Close button shuts
down an application.

Now let’s try opening and closing again, this time using a
different method for both.

e Click in the Search box on the taskbar.

Figure 1-4: Click in the Search box.

(8 ) Begin typing the name of the application to open (for
example, type Excel).

e In the search results that appear, find the name of the
application you're typing, then click that name. The
application opens.

Best match 0

X Excel 2016
Desktop app

Store
[T Excel Mobile

Spreadsheet Editor - Edit Excel & CSV Files
Folders

excel - in Tools

excel - in Tools

excel - in Tools

excel - in Tools

R My stuff L web

E}(cel

Figure 1-5: Search for the application’s
name and then click it in the search results.



10. Press Alt+F4 close the application.

Now that you know how to start and exit Office applications,
let's take a look at the interface of a typical Office application.

Work with the Ribbon

All Office applications have a common system of navigation
called the Ribbon, which is a tabbed bar across the top of the
application window. Each tab is like a page of buttons. You click
different tabs to access different sets of buttons and features. To
explore the Ribbon, follow these steps:

1. Open an Office application, as discussed in the previous
section, and if needed press Esc to bypass the Start screen.

9 On the Ribbon, click the desired tab.

3. Click the desired command.

Document1 - Word sl a

H.,meﬂ Design  layout References  Mailings  Review  View Q) Tell me what you want i Fd\lhe\f\/mn:.}url

. LOind -
AaBbCeDd| AsBbCeDd AgBhCc AzsBbCcl AaB N

T Normal | TNoSpac.. Heading1 Heading 2 Title

Calibri Body)~ |11 *| A A |Aa~x B i=riz«lic~
3, Replace
Paste B I U-aex x A-¥-A-=

¥ Format Painter 7| Iy select~

Clipboard & Font Styles 5 Ediing A~

Here are some key facts to know about Ribbon commands:

0 Not all commands are available all the time. For example,
you can’t paste content until you first cut or copy it.
Commands that appear gray (dimmed) are currently
unavailable.

e Buttons are organized into groups. The group names
appear at the bottom.

e Some groups have dialog box launchers; these open a
dialog box or task pane relating to the commands in that
group. The one in the Font group, for example, opens the
Font dialog box.

Q Some buttons, such as Bold or Italic, are on/off toggles.
Each time you click the button, it switches its state from
one to the other.

e Some groups contain drop-down lists from which to
choose settings such as fonts or sizes.

e Some buttons work as a group from which only one
button can be selected at a time. One example is the four
buttons in the Paragraph group that control horizontal
alignment of paragraph text.
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@ Some buttons have a small arrow on them. In some cases,
if you click the button face (not the arrow), the current
setting is applied. If you click the arrow, on the other
hand, a menu opens for changing the current setting. In
other cases, clicking the arrow or the button face has the
same effect: opening a menu.

m Some groups, such as the Styles group, contain galleries
from which you can choose settings by graphical example.

© You can hide the Ribbon to save space by clicking the
Collapse the Ribbon arrow or pressing Ctrl+F1. When you
do so, the tab names remain onscreen; click a tab name
to reopen the Ribbon. Then click the Pin the Ribbon icon
(the tiny pushpin) at the far right end of the Ribbon to
re-pin it open.

Document! - Ward = o

Q Tellm \ want tc Faithe Wempen

OFind -
2L 1 aabbcedd. Aagbcedd AaBbCc AsBbcer AJ B

2, Replace
T Normal | TNoSpac.. Heading1 Heading 2 Title

Home  Insert  Del layout  References  Mailings  Review  View

Calibri Body; = |11 | A A Aav B i=-i

Paste
)

- con WA - B
Format Painier B g1 U 7ok X 3 A - = Iy selea~

Font Styles s Ediing -~

6 ¢°

Figure 1-7: Ribbon controls.

@

o Depending on the width of the application window, some
groups may appear collapsed. When a group is collapsed,
it appears as a single button with the group’s name. When
you click the button, a palette appears containing all the
group'’s individual commands.

d Eal - O >
pview  View Q Tell me.. Faithe Wempen
AaBbCcDd AaBbCeDd AQBbC( [~ P
T Normal | T No Spac... Heading 1 |+ (=dlifirg)
Styles [} ~
OFind ~
b _Replace
L& Select
Editing

Figure 1-8: When the application window is not
wide enough to display all the Ribbon content,
some groups appear collapsed.



Use the File menu

In each Office application, clicking the File tab opens the File
menu, also known as Backstage view. Backstage view provides
access to commands that have to do with the data file you're
working with — commands such as saving, opening, printing,
mailing, and checking the file’s properties. The File tab is a differ-
ent color in each application. In Excel, for example, it's green. To
explore Backstage view, follow these steps:

1. Click the File tab. Backstage view opens.

A\\J

e Click the desired page from the navigation pane at the left.

The pages are the same between applications. Table 1-1
summarizes them.

e If applicable, click a section. Not all pages have sections.
@ Click the desired command.

OR

@ Click the back arrow or press Esc to leave Backstage view
without making a selection.

Share

New

Share

Open

&%  share with Pecple
Email
) Present Online

[E Postiosiog
Account
Options

Feedback

Documenti - Werd

Email

U7 g
Send as
‘Attachment

T
day
Send as
PDF

|

T
)

Send as XPS

- a

Faithe Wempen

Everyone gets a copy Lo review

Everyone works on the same copy
Everyone sees the latest changes

Keeps the email size small
Document must be saved in a shared location
Everyone gets a PDF attachment

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images
Content can't be easily changed

o fax machine needed

Figure 1-9: After clicking File, click a page and choose the command to issue.
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Table 1-1

Pages on the File Menu in Word, Excel,
and PowerPoint

Page

What You Can Do

Info

See and edit file properties
Password-protect the file and restrict editing
Inspect the file for privacy, accessibility, and
compatibility

Recover unsaved versions

New

Start a new file using a template

Open

Open an existing file

Save

Save the active file for the first time, or save changes to
an existing file using the same settings

Save As

Save changes to an existing file using different
settings

Print

Print the active file

Share

Invite others to view or edit the file online
Send the file via email to others

Present online (Word and PowerPoint only)
Publish slides (PowerPoint only)

Post to blog (Word only)

Export

Create a PDF or XPS version

Change the file type

Create a video (PowerPoint only)

Package a presentation for CD (PowerPoint only)
Create handouts (PowerPoint only)

Account

View and change the active Microsoft account

Change the background and theme for the application
window

Connect to online services (OneDrive, YouTube,
Facebook)

Manage updates and subscriptions

Options

Control application settings

Close

Close the active document

12



Create a new document

When you start an application, a Start screen appears. From
there, you can choose a template on which to base a new doc-
ument. (I'm using document generically here to refer to a Word
document, Excel workbook, or PowerPoint presentation file.) If
you just want a blank file with default settings, press Esc to start
one without having to choose a template. (Choosing the Blank
template is the same as pressing Esc.)

You can also create additional new files without exiting and
restarting the application. If you want an additional blank file
with default settings, the easiest way is to press Ctrl+N. If you
want a new file based on a template, follow these steps:

0 Click the File tab, and click New. A gallery of templates
appears.

A Type a keyword in the Search for online templates box
and press Enter.

OR
@ Click any template you want, then skip to step 4.

Document1 - Word - ja

faithe Wempen

New

Search for online templates @ p

Suggested searches: Business Personal Industry Print Design Sets Education  Event

FEATURED  PERSONAL

6 Title a Aa @

Take a
tour

Blank document Welcome to Word Blog post Single spaced (bla...

Feedback

Title Title Title
icading Heading 2 romomns

Figure 1-10: Select a template thumbnail, or type a keyword to search for templates.
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9 In the search results, click the desired template to see
details about it.

Document1 - Word H - a bes

Faithe Wempen

New
3 Home | report p
* Category -
Business 127
Reports 97
Industry 62
Small Business 9
Education 45
Finance - Accounting 35
Report (Essential... School book report Annual report wit. Pressntations 34
Account Logs 32
Student 32
epme =r Projects 28
Feedback e Teacher prd
iy Orientation 26
Personal %
Database 25
- Report Sections 25
Project status rep. Student report wi... Project status rep... ~ Blue 24 -

Figure 1-11: Choose a template from the search results.

e Click Create to download the template and start a new file
based on it.

Annual report with
cover photo (Timeless..

Provided by: Microsoft Corporation

Use this template to create an Annual Report for
your company. Includes how-to information as well
as pre-formatted titles for traditional Annual Report
sections. Select a different cover from the Insert tab
REPORT on the ribbon. Change the colors by selecting
P [VEAR] different built-in themes. Find matching templates

in the Timeless design set by clicking the See Also
link above.

4 Morelmages P )
Download size: 1141 KB

10

Create

Figure 1-12: Choose a template from the search results.

Depending on the template you choose, the document might
not behave exactly like a blank document would. There might be
pre-entered content, special formatting, or text placeholders. You
are not locked into any of the content or formatting that comes
with a template. You can delete any content that you don't want,
and make any changes as desired.
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Enter text

Because of the layout differences among Excel, Word, and
PowerPoint, the process of entering text in each program differs.

Word

Word places text directly on the document page (unless you
happen to be using a template that employs text boxes, which is
common for complicated layouts like newsletters). To type text
in a Word document, just start typing. The insertion point

(a flashing vertical line) shows where the text you type will
appear. (See Figure 1-13.)

Press Enter to start a new paragraph. (You don’t have to press
Enter at the end of each line, because Word wraps text to the next
line automatically as needed.)

To edit text, press Backspace to erase the character to the left of
the insertion point or Delete to erase the character to its right.
You can also select text (see “Select text” in Chapter 2) and then
press either of those keys to delete the selection or type new text
to replace the selection.

B - 0 .
Home | Insert

.

Paste

 Format Painter

clipboard

Document! - Word m a
Design layout References  Mailings  Review  View @ Tell me whal you want to Faithe Wempen
Body) - K K Aae A ISeiT.ut. @2 AL q s ne Lrind -
Calibri Boay -[11_+| X £ | Aa 1= == 4 naBbceod AsBbeend AgBbCc Aaebcel AJB - 4 fepiace
B I U -sx.x A-¥-A-==== 1=- H-ii- 1T Normal | TNoSpac.. Heading1 Heading 2 Title:

= Ly Select-
Font & Paragraph 3 Styles w Ediing ~

The annual revenues for the North region are well within the projected estimetes.—l

Insertion point

Figure 1-13: Type text directly onto the document page in Word.

Excel

Excel stores text in cells, which are boxes at the intersections of
rows and columns. To type text in an Excel cell, click the desired
cell to make that cell active, and then type.
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It's okay if the text is so long that it doesn't fit in the cell. The

text can spill over into cells to the right if they are empty. In
Chapter 7 you will learn how to format an Excel worksheet to

correct cell width problems.

When you are finished typing in that cell, click a different cell,
or press an arrow key on the keyboard to move one cell in the
direction of the arrow, or press Enter to move to the cell below

the active one.

If you need to edit the text in a cell, double-click the cell to
move the insertion point into it, or click the cell to select it and
then make your edits in the formula bar, which lies between the
Ribbon and the column headings. (See Figure 1-14.)

Formula bar

H 9- 0o Book1 - Excel
Home = Inset Pagelayout Fornulas  Date  Review  View  Q Tell mewhatyo

% -
Calibri o L)

B IU- A -

B2 v X v Revenue

A B C D E F G H

| Revenud |
4
5

m a
Faithe Wempen
iv 0
. Find &

IElfomat- - & Select -

Insertion point

Figure 1-14: Type text and numbers into cells in Excel.

PowerPoint

PowerPoint places text in movable, resizable boxes on slides.
Different slide layouts come with different placeholder boxes,
and you can change layouts if you want a slide to have different
placeholders. You can create your own text boxes, but you can’t
type text directly onto the slide. Everything has to be in some
sort of box or frame. To place text in a placeholder, click inside
it and start typing. At that point, text editing is the same as in

Word. (See Figure 1-15.)
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Text placeholder with text

H ©- 0 T 4&- = Presentation1 - PowerPaint Draviing Tools m a X
Home | Insert Design Transitions  Animations  Slide Show  Review  View  Format Tellme whatyou want to do Faithe Wempen
= jout~ .. - - [F~~Oo — & - ;
o | Elavout™ (g -[s0 | K A A IS iS- BNNOoa Jr g Sastpeefil P vea
. N 05 Reset D AL L L N Q‘k [Z Shppe Outline - %, Replace -
aste ew cha- A- == ooy ~ |- Amange quick
" & sige- ‘Bsection- B T Y S axfN-pa- L. === 2 v} e AT Siyles - @ Stppe Effects [ Select~
Cliphoard = sides raving + kdting ~
1
@
O . a 0
(o] (o]

ACME Research, LLC—

Click to add subtitle

o

side1of1  [%  English (United States)

Empty text placeholder
Figure 1-15: Type text into placeholders on a slide in PowerPoint.

Move around in an application

As you work in one of the Office applications, you may add

so much content that you can't see it all onscreen at once. You
might need to scroll through the document to view different
parts of it. The simplest way to scroll through a document is by

using the scroll bars with your mouse.

WBER . . )
¢ Scrolling through a document with the scroll bars doesn’t move

the insertion point, so what you type or insert doesn't necessarily
appear in the location that shows onscreen.

You can also get around by moving the insertion point. When you
do so, the document view scrolls automatically so you can see the
newly selected location. You can move the insertion point either
by clicking where you want it or by using keyboard shortcuts.

Figure 1-16 provides how to move around in a file using the
scroll bar:

0 Click a scroll arrow to scroll a small amount in that
direction. In Excel, that’s one row or column; in other
applications, the exact amount varies per click.

@ Click to one side or another of the scroll box (or above or
below it on a vertical scroll bar) to scroll one full screen
in that direction if the file is large enough that there’s
undisplayed content in that direction.
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e Drag the scroll box to scroll quickly in the direction you're
dragging.

Q Hold down the left mouse button as you point to a scroll
arrow to scroll continuously in that direction until you
release the mouse button.

R— ? h

Figure 1-16: You can use a scroll bar to move through a file.

Figure 1-17 summarizes the ways you can move around by using
the keyboard:

e Press an arrow key to move the insertion point or cell
cursor in the direction of the arrow. The exact amount
of movement depends on the application; for example,
in Excel, one arrow click moves the cursor by one cell.
In Word, the up and down arrows move the cursor by
one line, and the right and left arrows move it by one
character.

e Press Page Up or Page Down to scroll one full screen in
that direction.

e Press Home to move to the left side of the current row or
line.

Q Press End to move to the right side of the current row or
line.

@ Hold down Ctrl and press Home to move to the upper-left
corner of the document.

@ Hold down Ctrl and press End to move to the lower-right

corner of the document.
Home
End Mv Up

Enter Insert Pause Mv Dn

Shift PrtScn  ScrLk

At cl B Optons Help Fade

Figure 1-17:You can use keyboard controls to move through a file.
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Change the view

All Office applications have zoom commands that make the data
appear larger or smaller onscreen. Zoom is measured in percent-
age, with 100 percent being the baseline. A lower number makes
everything appear smaller and farther away; a higher number
zooms in for a closer look at a smaller portion of the file.

Figure 1-18 shows how the zoom controls work.
e Click Zoom Out to decrease the zoom.
e Drag the slider to change the zoom quickly.
Q Click Zoom In to increase the zoom.
Q Click the current percentage to open a Zoom dialog box.
G Use the Zoom dialog box to select a preset zoom amount.

G Use the Zoom dialog box to select an exact numeric zoom

value.
Zoom ? X
Zoom to
O Page width O Many pages:
O Text width
O whale page ES
Percent: | 100%
Preview
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
’:L‘ AaRhC DAL aYvVauZa
Cancel

Figure 1-18: Each application enables you to zoom in and out on
your data.

In addition, depending on what you're doing to the data in a
particular application, you may find that changing the view is
useful. Some applications have multiple viewing modes you
can switch among; for example, PowerPoint's Normal view is
suitable for slide editing, and its Slide Sorter view is suitable for
rearranging the slides.
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To change the view, use the buttons on the View tab, in the
Views group. The views are different for each application.
Figure 1-19 shows them for Word.

QThe Views group contains buttons for the available views.

eTurn optional screen elements on/off with the check
boxes in the Show group.

OThe Zoom group provides an alternative method of

controlling zoom.
- 0 . Document1 - Word m| a
Home Insert Design Layout References Mailings Review  View  Q Tell me whatyou wan Faithe Wempen
2 ] [=] Outline Ruler Q ' [ One Page _—: = o —
— U8 Dot Gridlines = GAMuriple Pages | — -

Read Print Web Zoom 100% Mew Amange Split Switch  Macros
Navigation Pane T pageWidth | window Al v

Windows *
Sho 2o Window Macros ~

6 & 6

Figure 1-19: Choose a view from the View tab.

Maode Layout Layout

Save your work

As you work in an application, the content you create is stored in
the computer’s memory. This memory is only temporary stor-
age. When you exit the application or shut down the computer,
whatever is stored in memory is flushed away forever — unless
you save it.

Each Office application has its own data file format. For example:
® Word: Document files, . docx

® Excel: Workbook files, . x1sx

e PowerPoint: Presentation files, .pptx

® Outlook: Outlook data files, .pst

Word, Excel, and PowerPoint use a separate data file for each
project you work on. Every time you use one of these programs,
you open and save data files. Outlook uses just one data file for
all your activities. This file is automatically saved and opened for
you, so you usually don’t have to think about data file manage-
ment in Outlook.

Each application has three important file types:

® Default: The default format in each application supports most
Office 2007 and higher features except macros. The file exten-
sion ends in the letter X for each one: Word is . docx; Excel is
.x1sx; PowerPoint is . pptx.
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® Macro-enabled: This format supports most Office 2007 and
higher features, including macros. The file extension ends in
the letter M for each one: .docm, .x1sm, and .pptm.

Macros are recorded bits of code that can automate certain
activities in a program, but they can also carry viruses. The
default formats don’t support macros for that reason. If you
need to create a file that includes macros, you can save in a
macro-enabled format.

® 97-2003: Each application includes a file format for backward
compatibility with earlier versions of the application (Office
versions 97 through 2003). Some minor functionality may be
lost when you save in this format. The file extensions are . doc,
.x1ls, and .ppt.

The first time you save a file, the application prompts you to
enter a name for it. You can also choose a different save loca-
tion and/or file type. When you resave a previously saved file,
the Save As dialog box doesn’t reappear; the file saves with the
most recent settings. If you want to change the settings (such as
the location or file type) or save under a different name, choose
File &> Save As.

Follow these steps to save a file for the first time:
0 Click the File tab, and click either Save or Save As.

Because you have not previously saved this file, the Save
As page displays regardless of which you choose.

@ Click the general location in which to save:
e This PC: Saves to your own computer

e OneDrive: Saves to your online OneDrive storage, which
is a free Microsoft-provided online storage space associ-
ated with your Microsoft account

@ Click one of the recently used folders on the right side of
the screen. These are all specific folders within the general
location you chose in step 2.

OR

@ Click Browse to open the location you chose in step 2 to
its default folder.
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Document1 - Word

©

Info S a Ve AS

New

Open 6 OneDrive - Personal Older

faithe@wempen.com
Save Faithe Wempen's OneDrive
[T ThispC
Save As b= Documents @
Faithe Wempen's OneDrive » Documents

Print I Add a Place Master document
Faithe Wempen's OneDrive » Documents » Master document

Share

Browse @ Lesson 6 Blueprint
o Faithe Wempen's OneDrive » Documents » Blueprints » Lesson 6 Blueprint

Documents

Close
https://d.sn3307.docs live.net » aSb80fdaBaef)11f » Documents

Figure 1-20: Choose File = Save As, and then select a general location in which to save.

e Type the desired file name in the File name box, replacing
the generic name there.

e (Optional) Change the file type by choosing from the
Save as type drop-down list.

(6 (Optional) Change the save location if desired. See
“Change locations when saving or opening files” later in
this chapter for details.

e Click Save.

@ Save As x
~ [§ » ThisPC > Documents >o v O | Search Documents »r
Organize New folder -
~ B ~
® This PC Custom Office Templates
w Desktop (€8] My Data Sources
[£] Documents Notes
s Downloads OneNote Notebooks
b Musi Outlook Files
usic
) Snagit
= Pictures -
=) Alignment.docx
Videos
8 [@°)BandB.docx
£ Local Disk (C) | Baseball.docx
a .. . DO P e
File name: | Memoe ~
Save as type: Word Document (*.docx)o »
Authors:  Faithe Wempen Tags: Add a tag

[]Save Thumbnail

+ Hide Folders Tools ~ 7 Cancel

Figure 1-21: Specify a file name, location, and file type.




When you save your work on an already-saved file, you can use
File = Save or the Ctrl+S keyboard shortcut if you want to save
using the same name, location, and file type. If you want to
change any of those things, you must use File = Save As so that
the Save As dialog box reopens.

") If you want the Save As dialog box to appear immediately when
you choose File &> Save As, rather than showing the general
locations first on the Save As page, choose File = Options. Then
in the Options dialog box, click Save on the left and then mark
the Don’t Show the Backstage When Opening or Saving Files
check box.

Close a file

When you exit an application, you automatically close any
open files in it. Closing each file is not necessary before opening
another file because each application can have many data files
open at once. However, you might want to close files anyway to

free up your computer’s memory, which may make it run a little
better.

To close a file without exiting the application, click the File tab
and click Close. If you are prompted to save your changes, click
Save or click Don't Save, as appropriate.

Open a saved file

When you open a file, you copy it from your hard drive (or other
storage location) into the computer’s working memory, so the
application can access it in order to view and modify it. To open
a saved file, follow these steps:

o Click the File tab, and click Open.

2. Click the general location from which to browse files to
open:

e Recent (selected by default): Shows a list of recently used
files.

e This PC: Shows files from your own computer.
e OneDrive: Shows files from your online OneDrive storage.

@ If you chose Recent in step 2, click one of the files on the
list. Skip the rest of the steps.

OR

@ If you chose This PC or OneDrive in step 2, click one of
the location shortcuts that appear, or click Browse.
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Figure 1-22: Select a location from which to browse available files to open.

e If needed, browse to a different folder. See “Change
locations when saving or opening files” later in this
chapter.

e Click the desired file name in the Open dialog box.
@ Click Open.

@l Open

Organize

~

@ Microsoft Word
#& OneDrive

= This PC
m Desktop
Documents
3 Downloads
5 Music
= Pictures
B Videos

& Local Disk (C?)

¥ Network v

A g » ThisPC > Documents >0

New folder

Custom Office Templates
My Data Sources

Notes

OneNote Notebaoks

Outlook Files

Snagit

lignment.docx

nnual Report.doc
andB.docx
Easeball.docxo
lueprint.docx

lueprint2.docx

orders.docx

v 0

File name: |Baseba|l‘docx

Search Documents

\/| All Word Documents (*docx*d ~

Cancel

Figure 1-23: Choose the file to open and then click Open.




Change locations when saving
or opening files

Office 2016 uses the current Windows user’s OneDrive as the
default storage location. OneDrive is a secure online storage
area hosted by Microsoft. Anyone who registers for the service,
or who logs into Windows 8 or later with a Microsoft ID, is
given a certain amount of free storage space, and can purchase
more.

You can also save your files locally, where the default location is
your Documents personal folder. In Windows, each user has his
or her own separate Documents folder (based on who is logged
in to Windows at the moment).

To understand how to change save locations, you should first
understand the concept of a file path. Files are organized into
folders, and you can have folders inside folders. For example, you
might have

e A folder called Work
e Within that folder, another folder called Job Search
e Within that folder, a Word file called Resume . docx

The path for such a file would be

C:\Work\Job Search\Resume.docx

When you change the save location, you're changing to a dif-
ferent path for the file. You do that by navigating through the
file system via the Save As dialog box. The Save As dialog box
provides several ways of navigating, so you can pick the one you
like best.

Figure 1-24 points out some ways of changing the location in the
Save As or Open dialog box.
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Figure 1-24: Use the controls in the Save As or Open dialog box to
change locations.
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0 Click one of the right arrows in the address bar to open a
menu of locations.

e Click the Up One Level arrow to go up one level in the
folder hierarchy.

QThe Quick access list holds shortcuts to commonly used
locations; you can place your own favorite locations here
too by dragging them here.

QTO browse your OneDrive from the top level, click
OneDrive.

GTO browse the local PC from the top level, click This PC.

G Click a location in the navigation pane to jump to that
location.
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CHAPTERTWO

Creating
a Word
Document

M icrosoft Word is the most popular of
the Office applications because nearly
everyone needs to create text documents of
one type or another. With Word, you can
create everything from fax cover sheets to
school research papers to family holiday
letters.

In this chapter, I explain how to create, edit,
format, and share simple documents. By the
end of this chapter, you'll have a good grasp
of the entire process of document creation,
from start to finish, including how to share
your work with others via print or email.
Later chapters build on this knowledge,
adding in the fancier aspects such as using
styles, graphics, and multiple sections.

The type of formatting covered in this
chapter is commonly known as character
formatting (formatting that can be applied to
individual characters). Character formatting
includes fonts, font sizes, text attributes
(such as italics), character spacing (spacing
between letters), and text color. You can
apply each type of character formatting
individually, or you can use style sets

or themes to apply multiple types of
formatting at once.

In This Chapter
|||»Starting a hew WOt‘d
document

m=Selecting and formatting
text

= Applying themes and
style sets

= Checking spelling and
grammar

m=Emailing a document to
others

m=>Sharing a document in
other formats

= Printing your work
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Start a new document as Word starts

28

When you start Word, a Start screen appears, as in Figure 2-1.

From here you can:

e Click one of the shortcuts to recently used documents to

reopen one.

e Click Blank Document to create a new blank document.

You can also press Esc to do this.

0 Click one of the template thumbnails to start a new

document with that template.

Q Click in the Search for online templates box, type a
keyword, and press Enter to look for more templates, as

you learned to do in Chapter 1.

Word search for online templates 0 p

Event

Recent

FEATURED ~ PERSONAL
Last Week

(B 2 S
Contestant Notes.docx C
Faithe Wempen's OneDrive

Older

Take a
tour

Blank document Welcome to Word

6-Hour Cour:

borders.docx
Documents

hing Trip.doex
Aa Title

B2 Eventdoc Heading
2= Documents

Memoir.dotx
Documents » Custom Office Templates.

@ Open Other Documents

Single spaced (bla.. lon design (blani)

- m] X

Faithe Wempen
faithe@wempen.com (1
Suggested searches: Business Personal Industry Print  Design Sets Education Switch account

Title Do

Blog post

Title
Heading

Facet design (blank)

Figure 2-1: From Word’s Start screen, click Blank Document.

The Start screen shown in Figure 2-1 appears only when Word
starts up; you can't get back to it without exiting Word and
restarting. However, you can access all its features in other loca-
tions in Word at any time. You can choose Filew> New to start a
new document (covered in Chapter 1), or press Ctrl+N to start a
new blank document based on the default settings. Or, to access
the list of recently used documents, choose File=> Open.
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Even when you start a blank document, you're still (technically)
using a template — a template called Normal. The Normal
template specifies certain default settings for a new blank
document, such as the default fonts (Calibri for body text and
Cambria for headings), default font sizes (11 point for body
text), and margins (1 inch on all sides).

If you stick with the default values for the Normal template’s
definition, the Normal template doesn't exist as a separate file.
It's built into Word itself. You won't find it if you search your
hard drive for it. However, if you make a change to one or more
of the Normal template’s settings, Word saves them to a file
called Normal.dotm. If Word at any point can’t find Normal.
dotm, it reverts to its internally stored copy and goes back to the
default values. That's useful to know because if you ever acciden-
tally redefine the Normal template so that it produces documents
with unwanted settings, or if it ever gets corrupted, all you have
to do is find and delete Normal.dotm from your hard drive, and
you go back to a fresh-from-the-factory version of the default
settings for new, blank documents. The template is stored in
C:\Users\user\AppData\Roaming\Microsoft\Templates, where
user is the signed-in username.

Select text

When you apply formatting, it affects whatever is selected.
Selecting blocks of text before you issue an editing or format-
ting command allows you to act on the entire block at once. For
example, you can select multiple paragraphs before choosing a
certain text font, size, or color.

Here are some mouse methods of selecting text:

0 Drag across the text with the mouse (with the left mouse
button pressed) to select any amount of text.

Your budget projecticnsﬂue by December 1.
[

Figure 2-2: Select text by dragging across it.
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e Double-click a word to select it or triple-click within a
paragraph to select the entire paragraph.

Your budget projections are due by Decerﬁ:erﬁ

Figure 2-3: Double-click a word to select it.

e Click to the left of a line to select that line; drag upward or
downward from there to select additional lines.

ﬂar budget projections are due by December 1.

Figure 2-4: Click to the left of a line to

select it.
Here are some keyboard methods of selecting text:
® Press Ctrl+A to select the entire document.

® Move the insertion point to the beginning of the text and then
hold down the Shift key while you press the arrow keys to
extend the selection.

e Press the F8 key to turn on Extend mode, and then use the
arrow keys to extend the selection.

Choose between manual and
style-based text formatting

30

In the next several sections, you will learn various ways of apply-
ing manual formatting to text, such as changing the font, size,
color, and effects. But are you sure that's what you really want to
do? Give me a moment of your time to convince you that style-
based formatting should be the norm, and manual formatting
should be done only on an occasional basis.

Word works best when you allow it to use its Styles feature

to consistently format text based on the style applied to it.
Chapter 3 covers styles in detail, but here’s a quick preview. A
style is a named collection of formatting settings. The default
style is called Normal, and in new blank documents it uses a
font called Calibri. If you wanted to change the font used in your
document, you could do it in one of these ways:

e Select all the text and then manually apply a different font
choice.

® Redefine Normal style to use a different font, which you can do
in any of these ways:



e Choose a different style set.

e Change the definition of the Normal style to use a different
font.

¢ Apply a different theme that defines Normal style differently.

e Apply a different set of theme fonts that define Normal style
differently.

It might seem like you get the same result any way you go.
However, as you start using some other Word features that work
using styles, you will realize that they aren't really the same at all.

Manual formatting overrides any formatting that comes from
the style, so if you apply a font manually to a paragraph, that
formatting will not change when you redefine the paragraph’s
style in a way that would otherwise change it. Therefore, if you
try to do style-based formatting later with a document that
you've manually formatted, you may find that your style-based
formatting is not working as planned, perhaps in unexpected
and frustrating ways.

Does that mean you should never use manual formatting? No.
Manual formatting can be very useful sometimes. For example,
you might want to emphasize a particular word or phrase by
making it bold, italic, or a different color. And, if you are creating
a very short memo or letter and you're in a hurry, you might find
that manual formatting is right for the situation.

However, if you are creating a multipage document that is going
to hang around for a while, take a look at what style-based for-
matting has to offer. Style-based formatting features are covered
in the following places in this book:

e How to apply a different theme (Chapter 2)
e How to change the style set (Chapter 2)

® How to apply styles (Chapter 3)

e How to modify styles (Chapter 3)

® How to create new styles (Chapter 3)

Remove manually applied formatting

If you apply manual formatting to some text and then later decide
that you would rather allow the formatting to be determined by
the style, you can easily remove it. Just follow these steps:

1. Select the text to affect.

e Choose Home=> Clear All Formatting. You can also press
Ctrl+spacebar.
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Figure 2-5: Remove manually applied formatting.

Change the text font

The text in the document appears using a certain style of letter-
ing, also called a font or a typeface. Office comes with dozens

of typefaces, so you're sure to find one that meets the needs of
whatever project you create. To change a font, follow these steps:

0 Select the text to affect. See the previous section to learn
some ways of selecting text.

9 On the Home tab, click the down arrow to the right of the
Font box. The Font list opens.

3
You can point at a font to see the selected text previewed
in it before clicking to make your selection in step 3.
e Click the desired font.
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Figure 2-6: Choose a font from the Fonts list on the Home tab.
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Notice the Theme Fonts section in Figure 2-6 contains a
(Headings) font and a (Body) font. These are the fonts that the
document currently defines as the default heading and body
fonts, respectively, based on the theme or style set in use. If
you apply fonts from the Theme Fonts section, you aren't really
applying the listed fonts manually; you are applying the place-
holder. If the style definitions change, any text you have for-
matted using the choices in the Theme Fonts section will also
change.

Change the text size

Each font is available in a wide variety of sizes. The sizes are
measured in points, with each point being /72 of an inch on a
printout. (The size it appears onscreen depends on the display
zoom. You learned about zoom in Chapter 1.) Text sizes vary
from very small (6 points) to very large (100 points or more).
An average document uses body text that's between 10 and

12 points and headings between 12 and 18 points. To change
the text size, follow these steps:

o Select the text to affect.

e On the Home tab, click the down arrow to the right of the
Size box. The Size list opens.

e Click the desired size.
Here are a few points to remember about changing text size:

0 Instead of steps 2 and 3, you can alternatively click in the
Size box and type a number directly. This is useful if you
want a size that's not on the list. Word accepts decimal
points in font sizes, so you can have 10.5 point text, for
example.

e Clicking Increase Font Size increases the font size by one
setting from the Size list. Depending on the size, that
might be more than 1 point. For example, notice that the
list jumps from 36 straight to 48.

e Clicking Decrease Font Size button decreases the font size
by one setting from the Size list.
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Figure 2-7: Choose a font size from the Size list.

Select colors from a palette

When selecting a color in Word or any other Office applica-

tion (for text, borders, shapes, and so on), it's important that
you understand how Office applications handle color. Take a
moment to review this information, as you'll need it many times
in the rest of this book.

Every document, workbook, or presentation has a theme. Even
plain blank ones have a theme (the default theme). One of the
theme’s duties is to define a set of color placeholders.

When you are choosing the color for an object, if you choose a
color from one of these placeholders, that color choice is depen-
dent upon the theme. If a different theme is applied that defines
the colors differently, the object changes color.

As an alternative, Word also offers a set of colors it calls Standard
colors, which are fixed choices no matter what theme is applied.

When you make a color choice, you work with a palette like the
one shown in Figure 2-8. Here are a few things to note about
selecting colors:

Q Click Automatic to return the selection to the default. On
a white or light-colored background, Automatic is black;
on a dark background, it is white.

@ Click one of the theme colors, or a variant of one, to select
a color that may change if the theme changes.

e Click a color from Standard Colors to choose a fixed color
that will not change.

Q Click More Colors to choose from a wider variety of
standard colors.
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G. Automatic

Theme Colors

EEEENTEN

Standard Colors

? ] EEERER
%’ More Colors...
D Gradient 4

Figure 2-8: Select an appropri-
ate color from the palette

If you choose More Colors, the Colors dialog box opens.
This dialog box has two tabs: Standard and Custom.

GThe Standard tab contains swatches of common colors.
Click the one you want.

Colors ? X

gstandard i custom

Colors:

e N

Current

Figure 2-9: The Standard tab of the Color
dialog box.

GThe Custom tab contains a color grid. Click anywhere on
the grid to select a color.
@The chosen color appears here.

@ Drag this slider up or down to change the color’s
lightness.
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0 If you want a specific color that has a numeric value in a
particular color model, select the color model here, and
then enter the numeric values.

Colors ? X

Standard | Custom |

Colors:

Color model: | RGE »
Red: 102

Green: 255

4AF [ 4p 4

Blue: 102

Current

Figure 2-10: The Custom tab of the Color
dialog box.

Change text color

You can choose a specific color for selected text to draw attention
to it, or to dress up a document to make it more attractive. You
can either apply color manually (covered here), or redefine the
style to use a different font color (covered in Chapter 3).

To manually change the text color, follow these steps.
0 Select the text to affect.

@ On the Home tab, click the down arrow to the right of the
Font Color button. A palette appears.

< To apply the color already shown on the face of the Font

Color button, click the button face. Opening the palette is
necessary only if you want a different color.

9 Click the desired color. See “Select colors from a palette”
earlier in this chapter for guidance.
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Figure 2-11: Choose a font color.

Apply text effects

Word supports two kinds of text effects. The basic ones, such

as bold, italic, and underline, are supported by just about any
word processing program you might work with. Stick to these

if you are going to be sharing the document with others who
might not have a recent version of Word. The more advanced
set, such as glow and outline, work only in Word 2007 and later.
Figures 2-12 and 2-13 show the effects available of each kind.

Bold BoubleStrikethroush
Italic Superscript*
Underline Subscript,

Double Underline SMALL CAPS
Strikethrough ALL CAPS

Figure 2-12: Basic effects, which work in almost any document
format.

Quftline
Shadow

Reflection

Glow

Figure 2-13: Advanced
effects, which may not trans-
late well into other document
formats.

37



Certain basic effects are available on the Home tab, in the Font
group. To apply one of these, select the text and click its button.
Figure 2-14 points out the available effects:

O old

e Italic

e Underline
(D) Strikethrough
G Subscript

G Superscript

Calibri (Body) - 3& A A Aa- A
QB I U-acx, X* A-¥-A-

006 0.,

Figure 2-14: Some basic effects can be
applied from the Home tab on the Ribbon.

Other basic effects are available only in the Font dialog box. To
open it, click the dialog box launcher in the Font group, or press
Ctrl+D. Figure 2-15 shows the Font dialog box:

@ More underline styles are available from the drop-down list.

@ You can use a different color for the underline than for
the text.

0 Double-strikethrough runs two horizontal lines through
the text.

o Small caps make all letters capital style but retain their
uppercase/lowercase statuses by the size of the letters.

@ All caps makes all letters uppercase and the same height.

oThe Preview area shows a preview of your chosen options.
In this case, it shows small caps and italic with a dotted
underline.
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Font style: Size:
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Bold 10
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Font color:

Underline style: Underline color:
Automatic v [ e—

Automatic 0
Effects G

D Strikethrough Small caps 0
Double strikethrough D All caps

D Superscript D Hidden

|:| Subscript

Preview
+800y <)
This is the body theme font. The current document theme defines which font will be used
Set As Default Text Effects... Cancel

Figure 2-15:The Font dialog box provides a complete
set of basic effect options.

@To apply the effects shown in Figure 2-13, you must use
the Effects button’s menu, as shown in Figure 2-16. Point
to an option on the menu to open its submenu, and then
make your selection.

m For quick formatting, click one of these preset
combinations of the various effects.

@ Each menu option opens a submenu.

e Click the Options command at the bottom of the
submenu to open a task pane where you can fine-tune the
settings.

W The Number Styles, Ligatures, and Stylistic Sets commands in
Figure 2-16 affect the typesetting of the text in subtle ways; these
options are rarely used except by publishing professionals.
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Figure 2-16: Use the Effects button to apply special effects such as the ones shown in
Figure 2-13.

Copy formatting with Format Painter

It might take several different operations to get some text exactly
the way you want it. Once it's perfect, you can copy its format-
ting to other text by using Format Painter. This not only saves
time, but it ensures consistency. To format text with Format

Painter, follow these steps:
ﬂ Select the text that already has the formatting you want
to copy.
9 Click Format Painter. The mouse pointer appears as a
paintbrush.
e Drag across the text that should receive the formatting.
After step 3, Format Painter shuts itself off automatically.

3
If you would like it to stay on so you can copy that same
formatting to multiple selections, double-click rather than

clicking the button in step 2.
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Figure 2-17: Use Format Painter to copy formatting.

Change the style set

In “Choose between manual and style-based text formatting”
earlier in this chapter, you learned that each document has
default definitions of the formatting. Formatting can be manu-
ally applied, or it can be indirectly changed by making a change

to the underlying style applied to that text.
One way to change a document’s look without manually tamper-
ing with individual paragraph settings is to apply a different style
set. A style set is a collection of definitions for the most commonly
used styles in a document, such as Normal, Heading 1, Heading 2,
and so on. When you apply a different style set, you redefine these
styles without having to manually do so.

1. Start with a document that already has some text typed

in it.

W If you just want some dummy text to practice with and
don't know what to type, type =RAND (5) and press Enter
to generate five sample paragraphs.

9 On the Design tab, roll your mouse over several of the
samples in the Style Sets gallery to see the different
formatting available.

3. Click the sample that best represents what you want.

Click More for more choices. (See € in Figure 2-18.)
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Figure 2-18: Apply a style set from the Design tab.

Apply a different theme

A theme is a named collection of settings for three types of
formatting: fonts (one for headings and one for body), colors
(one for each of 12 placeholders), and graphic object formatting
effects. Themes are useful for ensuring document-wide consis-
tency, but they go even further than that. Applying the same
theme to multiple documents can ensure consistency across your
entire library of work, including work you do in other Office
applications like Excel and PowerPoint.

Each document starts with a default theme applied, which it
inherits from the template on which it is based. The Normal
template by default uses a theme called Office.

0 On the Design tab, click Themes.
e Click the desired theme.

Home  Insert  Design  Layout  References  Mailings

Title

Office - Document F
Aa !]| Aa U Aa E Aai‘
G| e e
Aa ] Aa H Aa Aa U
nboard. Oroame  Tevoed fice
.Ao 1 Aa H Aa ] Aa ]E|
Wisp Banded Basis Berin
Aa ] Aa 1 Aa 1 Aa i|
Ceesial Grom Damak Dep
Aoy el [ae ] [As ‘]

Dividend Droplet Frame Headlines |+
Reset to Theme from Template
ﬁ Browse for Themes.

FZ Save Current Theme.

Select content to apply the copied formatting, or press Esc to cancel.

Figure 2-19: Apply a theme to affect the
documents colors, fonts, and effects.
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You can modify each of the theme's three aspects separately by
choosing a color, font, or effect set from the Design tab. These
sets do not correspond one-to-one with the themes on the
Themes button’s list; there are more color, font, and effect sets
than there are themes:

Q Click Colors and choose a different color set.
e Click Fonts and choose a different font set.
e Click Effects and choose a different effect set.
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Page Background ~

Figure 2-20: Change one aspect of a theme individually from the Design tab.

@ set as Default

Check spelling and grammar

Word automatically checks spelling as you type, comparing each
word to its dictionaries. If you type a word that doesn’t appear,

it places a wavy red (non-printing) underline on it, flagging it for
your attention.

You can right-click a red-underlined word to see spelling sugges-
tions, as shown in Figure 2-21:

Q Click a suggestion to change to it.

9 Click Ignore All to mark this word as correct in the current
document only.

@ Click Add to Dictionary to mark this word correct in this
and all other documents.

Ezﬁckutive Summary
0Execuiive

Executives
0_\gnore Al
Gde to Dictionary

‘,_E-'_‘, Hyperlink...

7 New Comment

Figure 2-21: Right-click a word with a wavy
red underline to see spelling suggestions.
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Grammar errors are similar, except they appear with a wavy
blue underline. A grammar error might be a usage error such as
“is” versus “are” or a punctuation error such as too many spaces
between words, as in Figure 2-22:

® clicka suggestion to change to it.

O click Ignore Once to ignore this error but not errors
similar to it.

G Click Grammar to open the Grammar task pane, which is
explained next.

Calibri (Body) ~[11 ~ A A A‘"
B I UW-A-i=-i=- stes
When you gelf the report, please forward it to Human Resources.

*E*_, Hyperlink...

7 New Comment

Figure 2-22: Right-click a wavy blue underline to correct a
grammar error.

In a long document, you may find it easier to use the full
Spelling and Grammar tool in Word rather than handle each
underlined item individually. Here’s how to use it:

0 On the Review tab, click Spelling & Grammar. A task pane
opens. It is either the Spelling task pane or the Grammar task
pane, depending on which type of error it encounters first.

- 0 : Document1 - Word m - & ¢

Home Insert Design Llayout References  Mailings = Review  View @ Tell me what you want to oc Faithe Wempen
5 n 2 - — , ol 4o Iy B - -
t/SpEII\r‘u&Gammar ﬁ) a?i; R + ] iz _7,. EJ,\mp\eMarkup J‘ ] ,'.ﬁ %!
[ Thesaurus T [2) show Markup = E ]

Compare Protect  Start  Linked
Inking  Notes

Ink__ OneNote A

Smart Translate Language  New

Track Accept
Laokup N Comment .

et . ) Reviening Pane -

2
Tracking i Changes  Co

{i#§ Word Count = show Comments

Proofing Insights Language

Figure 2-23: Choose Spelling & Grammar to start a full check of the document.

In the Spelling task pane, you can do any of the following:

0 Click Ignore to ignore this instance only but mark
other instances in the same document.



@ Click Ignore All to mark this word as correct in the
current document only.

@ Click Add to mark this word correct in this and all
other documents.

® clicka suggestion and then click Change to change
this one instance to the selected word.

O click Change All to change all instances in the current
document to the selected word.

Spelling Tx

Pese

0lgnore Ignore All Add 0

Gl—ghange Change All 0

Pose )

1. to set forth or offer for attention or
consideration

2. to put or set in place

3. to assume a posture or attitude usually for
artistic purposes
See more...

Powered by: Merriam-Webster

-

Figure 2-24: Choose what to do
with a spelling error.
In the Grammar pane, you can:
G Click Ignore to mark this instance as correct.
@ Click the desired correction and then click Change.

2. Keep working through the spelling and grammar errors
Word finds until you see a message that the check is
complete.

© click oK.
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powerful way
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Change

Spacing
Generally, words in a sentence should have
only one space between them.

« Instead of: The line was extra long.
+ Consider: The line was extra long.

« Instead of: She laughed all the way to the
bank.
+» Consider: She laughed all the way to the

L
-

Figure 2-25: Choose what to do
with a grammar error.

Microsoft Word

o Spelling and grammar check is complete.

ok <€)

X

Figure 2-26: Click OK to close the
message box.

Email a document to others
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To customize how the spelling and grammar are checked, choose
File=> Options and click the Proofing tab. You can add and
remove words from custom dictionaries, ignore certain spelling

and grammar errors, and set up automatic corrections for words
you frequently mistype.

Email can be an efficient way of delivering a document to
other people. You don't have to leave Word in order to send
it, provided you have a compatible email application already
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Print

Share

Export

Close

Aczount

Opt

Feedback

configured on your computer, such as Microsoft Outlook. (Word
doesn't support web-based email applications such as gmail and
Yahoo! Mail for sending documents.) To email a document with
Word, follow these steps:

ﬂ Click File, and click Share.
e Click Email.

© Click Send as Attachment. A new email opens in your
default email application. The file is already attached.

Document? - Word ? - o
Faithe Wempen
Share
Share Email :
b Everyone gets a copy to review
&% share with People E
Send as
Attachment
P email 0
Everyone works on the same copy
-,_Ez present Online Everyone sees the latest changes

& Keeps the email size small

— L. Document must be saved in a shared location
E‘ Post to Blog

. Everyone gets a PDF attachment

=il Preserves layout, formatting, fonts, and images

Send as Content can't be easily changed
POF

P Everyone gets an XPS attachment
L Preserves layout, formatting, fonts, and images

Send as XPS. Content can't be easily changed

No fax machine needed -

Figure 2-27: Choose to send a file as an attachment.

A\\S

0 Click in the To box and type the email address of the
recipient.

e Change the subject if desired. The default is the name of
the file being attached.

e Click in the message body and type a message if desired.
e Click Send.

If the file is saved on a sharable drive, such as OneDrive, the
Send a Link button is available, and in step 3 you can choose
to send a link rather than the attachment. Linking rather than
attaching ensures that the recipient sees the latest version.
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Figure 2-28: Compose the email message.

Save a document in other formats
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When you share a document with other people, you are assuming
they have Microsoft Word or another application that opens Word
files. These days that’s actually a pretty safe bet, with all the options
available for opening Word files. WordPad, which comes free with
Windows, opens Word documents, and the Word Online program
at office.live.com is free to anyone with a Microsoft account.

Nevertheless, you might still want to convert a Word document
to some other format in some cases. For example, you could save
a document in Word 97-2003 format for backward compatibil-
ity with early versions of Word, or you could save in Rich Text
Format (.rtf) for compatibility with just about any word process-
ing program in the world.

Here's how to save a document in another format:
6 Click File= Export.
@ click Change File Type.
© Click the desired file type.
e Click Save As. The Save As dialog box opens.
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| Uses the Word Document format
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Figure 2-29: Choose another format in which to save the document.
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Instead of steps 1-4, you can choose Filew> Save, click

Browse, and then change the setting in the File type drop-

down list.

e Navigate to the desired save location.

e If desired, change the file name. The Save as type setting
should match what you chose in step 3.

e Click Save.

@ Save As

Organize ~ New folder

[ Desktop >~ Name
4 Downloads

o@ Documents Snagit

e Pictures »
@ Microsoft Word
& OneDrive
8 This PC

&7 Removable Disk (Iv <

A |8 « faith > Documents >

Custom Office Templates

X
v O | Search Documents »r
Ez = @
-
Date modified Type
5/8/2015 1:46 PM File foldel

4/28/2015 9:23 AM  File folde!

File o‘»\/ideu scripﬂ

Save as type: |Rich Text Format

Authors:  Faithe Wempen

# Hide Folders

Tags: Add atag

Tools 7 Cancel

Figure 2-30: Choose another format in which to save the

document.
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Create a PDF or XPS version of your document

You can also save your document in PDF or XPS format. These
are both page layout formats, and files in this format are
designed to show pages exactly as they will print. They are not
designed to be easily editable. You might save a contract in this
format, for example, or a ready-to-print brochure.

PDF stands for Page Description Format. It is a very popular for-
mat by Adobe. Anyone with the free application Adobe Reader
can read PDF files. XPS is the Microsoft equivalent; is has similar
features and properties, and can be opened using the XPS Reader
application that comes with Windows Vista and later.

0 Click File= Export.
e Click Create PDF/XPS Document.

e Click Create PDF/XPS. The Publish as PDF or XPS dialog
box opens.

Video script.doc - Word ? — -

Export

T
] Create PDF/XPS Document

0 Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images
ent can't be

9 Change File Type

reate
PDF/XPS

Figure 2-31: Save a document as a PDF or XPS file.

(4] Change the file name in the File name box, if desired.

e Open the Save as Type drop-down list and choose PDF or
XPS Document as desired.
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e In the Optimize For section, click Standard or Minimum

Size.

") In step 5, use Standard in most cases. Minimum Size
decreases the resolution of the file as it decreases its size.
The smaller size may be useful when sending a document
via email, provided the document’s quality (resolution) is
not important.

\4 . . .

< After step 6 you can click the Options button for a dialog
box containing even more options for the resulting PDF
or XPS file.

e Mark or clear the Open file after publishing check box as
desired. If marked, this option opens the PDF or XPS file
in an appropriate reader application, outside of Word,
after you save.

O click Publish.

[ Publish as PDF or XPS X
A [|g » ThisPC > Documents v @ | Search Documents R
Organize ~ New folder B= -
Quick access Name ° Date modified Type
I Desktop * Custom Office Templates File folde
4 Downloads Snagit 015 9:23 AM  File folde
= Documents
= Pictures b4
@ Microsoft Word
¢ OneDrive
[ < >
File name: | Video script 0 v
Save EGPDF v
Open file after publishing Optimize for: (@) Standard (publishing
; online and printing)
7 O Minimum size
(publishing online)
“ Hide Folders Tools 0 Publish Cancel
Figure 2-32: Specify saving options for your PDF or XPS file.
Print your work

To print a hard copy of your work, first make sure you have a
printer set up in Windows. Follow the instructions that come
with a new printer to set it up, or use the Add Printer wizard
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in Windows to install a driver for an existing printer. (See the
Devices and Printers section of the Control Panel.)

After the printer is set up and ready, follow these steps.

1. (Optional) If you only want to print a certain part of the
document, select the part you want to print.

e Click File, and click Print.

e In the Printer section, make sure the correct printer name

appears. If needed, open the drop-down list and choose a
different printer.

e In the Copies box, type the number of copies you want,
or use the up or down increment arrows to change the

setting.
Contestant Notes.doct [Compatibility Mode] - Word - o
Faithe Wempen
Copies: |1
=
Print
Printer
Brother MFC-9320CW Printer 0
B e
Printer Properties
Settings

Hi, Print All Pages 0
The whale thing

Account Pages:

Print One Sided

Only print on one sice of th,

Options

4

Feedback

5y Collstsd
' 123 123 123

Portrait Orientation -

Letter
85 x 11*

- 1 Jof1» 1% - + =

Figure 2-33: Check the printer name and other settings.

e In the Settings section, if you don’t want to print the
entire document, do any of the following:

Q Open the drop-down list and choose Print Selection. If

you didn't select anything in step 1, this option is not
available.

@ Open the drop-down list and choose Print Current Page.

QType page numbers in the Pages box. You can specify
a contiguous range with a dash like this: 2-15. You
can specify individual pages by separating them with



commas like this: 2, 4, 5. Specifying a page range
automatically sets the drop-down list setting to
Custom Print.

Document Iy
”;D Print All Pages

The whole thing
DI Print Current Page 0

Just this page
Ekj_):j Custom Prlrnt ,

Type specific pages, sections or ranges
Document Info

Document Info
List of properties, such as file name, author and title
List of Markup

Vaur trackad channac

¥ Print Markup
Only Print Odd Pages

Only Print Even Pages

@-)j Custom Print - [

Type specific pages, section...

Account Pages: 2,4,5-10 0
Options E Print One Sided .
Only print on one side of th...

Figure 2-34: Set the print range if you don't want to print
the entire document.

6. Set any other printing options as desired. For example:

0 Print one-sided or two-sided. When you click this
button, you have the option of printing on both
sides automatically (if your printer supports that) or
manually by flipping the paper over after the first side
has been printed.

@ Print collated or uncollated. This is an issue only when
printing multiple copies of a multiple-page document.
Collated prints the pages in sets (1, 2, 3, 1, 2, 3);
uncollated prints all copies of each page together (1, 1,
2,2,3,3).

e Portrait or landscape orientation. Portrait prints along the
narrow edge of the paper; landscape prints along the
wide edge.

Q Paper size. Change this setting to correspond to the
actual paper size you are using.

e Margins. Change to a preset such as Wide or Narrow, or
choose Custom Margins to enter your own settings.
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G Pages per sheet. The default is 1, but you can print
multiple pages per sheet, shrinking down each page
so that they all fit. You probably won't be able to read
each page very well, though.

E Print One Sided 0

Only print on one side of th...
== Collated 4)
EE v

.23 123 123

D Portrait Orientation 0 v
L‘ Letter 0

85" x 11"
H:I:] Normal Margins 0
Left 1" Right 1"

4

1Page Per Sheet <)

Figure 2-35: Modify any other print
settings as desired.

e When all the settings are the way you want them, click
Print.

o Copies: |1 -

Print

Figure 2-36: Click Print to print
the document with the settings
you have specified.



Word has a Quick Print feature that enables you to print with the
default settings with a single click. It's not readily available by
default, though. To add it to the Quick Access toolbar:

0 Click the Customize Quick Access Toolbar arrow.
e Choose Quick Print.

= o & | -4
Home Insert [ Customize Quick Access Toolbar ilings

L] Cut - New e

D Calib =i
Copy Open

Paste B = = o

~  <¥ Format Painter v Save =

Clipboard [ Ema

v Quick Pri nte
Print Preview and Print
Spelling & Grammar

v Undo

¥ Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Figure 2-37: Add Quick Print to the Quick Access toolbar.
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CHAPTERTHREE

Paragraph
Formatting

Paragraphs are essential building blocks
in a Word document. Each time you
press Enter, you start a new paragraph. If
you've ever seen a document where the
author didn’t use paragraph breaks, you
know how important paragraphs can be.
They break up the content into more easily
understandable chunks, which helps the
reader both visually and logically.

Paragraph formatting is formatting that
affects whole paragraphs and cannot

be applied to individual characters. For
example, line spacing is a type of paragraph
formatting, along with indentation and
alignment.

If you apply paragraph formatting when no
text is selected, the formatting affects the
paragraph in which the insertion point is
currently located. If you apply paragraph
formatting when text is selected, the format-
ting affects every paragraph included in that
selection, even if only one character of the
paragraph is included. Being able to format
paragraphs this way is useful because you
can select multiple paragraphs at once and
then format them as a group.

In this chapter, you learn how to apply
various types of formatting to paragraphs
and how to simplify and automate para-
graph formatting by using text formatting
presets called styles.

In This Chapter
w=Changing a paragraph’s
horizontal alignment
= |ndenting a paragraph

= Adjusting a paragraph’s
vertical spacing

m=Placing a border around
a paragraph

m=Shading a paragraph’s
background

u=Creating a bulleted or
numbered list

= Applying styles

= Creating and modifying
styles
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Change a paragraph’s horizontal alignment
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The horizontal alignment choices are Align Text Left, Center,
Align Text Right, and Justify. Figure 3-1 shows an example of
each of the alignment types. Each of these is pretty self-evident
except the last one: Justify aligns both the left and right sides of
the paragraph with the margins, stretching out or compressing
the text in each line as needed to make it fit. The final line in the
paragraph is exempt and appears left-aligned.

If you apply Justify alignment to a paragraph that contains only

one line, it looks like it is left-aligned. However, if you then type
more text into the paragraph so it wraps to additional lines, the

Justify alignment becomes apparent.

This paragraph is left-aligned. Each line begins at the left margin. This paragraph is left-aligned. Each
line begins at the left margin. This paragraph is left-aligned. Each line begins at the left margin. This
paragraph is left-aligned. Each line begins at the left margin.

This paragraph is centered. Each line is centered at the midpoint between the margins. This paragraph
is centered. Each line is centered at the midpoint between the margins. This paragraph is centered. Each

This paragraph is right-aligned. Each line ends at the right margin, and begins in whatever position is

This paragraph is justified. Its lines are stretched so that they align with both the left and right margin.
This happens for every line except the final one, which is left-aligned. This paragraph is justified. Its lines
are stretched so that they align with both the left and right margin. This happens for every line except the
final one, which is left-aligned.

line is centered at the midpoint between the margins.

required for that to happen. This paragraph is right-aligned. Each line ends at the right margin, and
begins in whatever position is required for that to happen.

Figure 3-1: Example of horizontal alignment.

To affect a single paragraph, click anywhere in the paragraph and
then set the alignment. To affect multiple paragraphs, select the
paragraphs first.

Use the alignment buttons in the Paragraph group on the
Ribbon’s Home tab to set an alignment for one or more para-
graphs. You can also use the keyboard shortcut for a button:

O Left (Ctrl+L)
e Center (Ctrl+E)
@ Rright (Cul+R)
@ Justify (Ctrl+)



Paragraph r

Figure 3-2: Use the alignment buttons on
the Home tab.

Indent a paragraph

The indentation of a paragraph refers to the way its left and/or
right sides are inset. In addition to a left and right indent value,
each paragraph can optionally have a special indent for the first
line. If the first line is indented more than the rest of the para-
graph, it's known as a first-line indent. (Clever name.) If the first
line is indented less than the rest of the paragraph, it’s called a
hanging indent. Here are some things to remember about indent-

ing paragraphs:
0 When a paragraph has no indentation, it’s allowed to
take up the full range of space between the left and right
margins.

e When you set indentation for a paragraph, its left and/
or right sides are inset by the amount you specify. Many
people like to indent quotations to set them apart from
the rest of the text for emphasis, for example.

e First-line indents are sometimes used in reports and
books to help the reader’s eye catch the beginning of
a paragraph. In layouts with vertical space between
paragraphs, however, first-line indents are less useful
because it’s easy to see where a new paragraph begins
without that help.

Q Hanging indents are typically used to create listings. In
a bulleted or numbered list, the bullet or number hangs

off the left edge of the paragraph, in a hanging indent.

However, in Word, when you create bulleted or numbered

lists (covered later in this lesson), Word adjusts the
paragraph’s hanging indent automatically, so you don’t
have to think about it.
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whis paragraph has no indentation, so it occupies the full range of space between the left and right
margins.

&This paragraph is indented 0.5” on both the right and the left. This paragraph is
indented 0.5” on both the right and the left.

This paragraph has a first-line indent. The first line is indented 0.5” on the left, and subsequent
lines have no indentation.

0 This paragraph has a hanging indent. The first line has no indentation, and subsequent lines are
indented 0.5" on the left.

Figure 3-3: Indentation examples.

e To increase or decrease a paragraph’s left indent:

G Click the Decrease Indent button to move the paragraph’s
left indentation 0.5” to the left.

G Click the Increase Indent button to move the paragraph'’s
left indentation 0.5” to the right.

Paragraph [

Figure 3-4: Controls for changing
indentation on the Ribbon.

You can also change indentation by dragging indent markers
QWP on the ruler.

If the ruler doesn't appear, mark the Ruler check box on the
View tab.

Select the paragraphs to affect and then drag a marker, as
follows:

@ The upper triangle on the left is the First Line Indent
marker. Drag it to affect only the first line.

@The lower triangle on the left is the Hanging Indent
marker. Drag it to affect all except the first line.

0The square on the left is the Left Indent marker. Drag it to
affect all lines on the left. If you drag it when the First Line
Indent and Hanging Indent markers are set to different
values, it moves them both, maintaining the relative
distance between them.



OThe triangle on the right is the Right Indent marker. Drag
it to affect the right indent (all lines).

@ The margins for the entire document are indicated by the
spot where gray meets white on the ruler. You can drag
that spot to change the margins for the while document
(not just the selected paragraphs).

N -

b

Figure 3-5: Drag markers on the ruler to change indents.

A\

You can also create a first-line indent by positioning the inser-
tion point at the beginning of a paragraph and pressing the Tab
key. Normally this would place a 0.5-inch tab at the beginning
of the paragraph, but the Word AutoCorrect feature immediately
converts it to a real first-line indent for you.

To set left and/or right indents with precise numeric values, use
the Left and Right text boxes on the Layout tab, in the Paragraph
group. For each of these, enter a number or use the increment
buttons:

o Left indent.
(M) Right indent.

Indent Spacing
3= Left: |0” 0 > |1= Before: |0 pt
=€Right:|0" 0 S 3= After: 8 pt

Paragraph F

Figure 3-6: You can use the Layout tab’s
Paragraph group to control left and right
indentation.

For the ultimate in indent control, follow these steps to use the
Paragraph dialog box:
o Select the paragraph(s) to affect.

2. Click the dialog box launcher in the Paragraph group on
the Home or Layout tab.
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Paragraph

10

Figure 3-7: Click the dialog box launcher.

© set left and right indents in the Left and Right text boxes,

respectively.

e (Optional) Open the Special drop-down list and choose

First Line or Hanging.

e Enter the amount of first-line or hanging indent in the

By box.
Paragraph ? X
Indents and Spacing Line and Page Breaks
General
Alignment: Left hd
Outline level: | Body Text b Collapsed by default
Indentation
Left: " >‘0 Special: By:
Right: 0" = First line 0 v| |os" 0
D Mirror indents
Spacing
Before: 0 pt : Line spacing: At
After: & pt = Multiple v| |1.08 =

[] Don't add space between paragraphs of the same style

Preview

naindentatian.

This paragraph has afirst-fine indent The fist e is indented 0,57 an the left, and subsequent lines have

6

Tabs... Set As Default

Cancel

Figure 3-8: Set up indents in the Paragraph dialog box.

O click OK.



Adjust a paragraph’s vertical spacing

Vertical spacing refers to the amount of space (also known as the
leading) between each line. A paragraph has three values you can
set for its spacing:

e Line spacing: The space between the lines within a multi-line
paragraph

e Before: Extra spacing added above the first line of the
paragraph

e After: Extra spacing added below the last line of the paragraph

Adjust line spacing within the paragraph
To change the line spacing, follow these steps:
1. Select all the paragraphs to affect.

e On the Home tab, in the Paragraph group, click the Line
and Paragraph Spacing button to open its menu.

e Click a number that represents the desired line spacing.
1.0 is single-spaced, 2.0 is double-spaced (one blank line
between each line), and so on. The exact amount of space
in points depends on the font size used.

Document?2 - Word

Rilings Review View Q Tell me what you want to d

e =3= A
=izt 3 8 T papbceDd AaBbC

== = = 15'0'7' T Normal = TNo Sp

3.0
Line Spacing Options...

Add Space Before Paragraph

([Nl

Remove Space After Paragraph

Figure 3-9: Choose a line spacing amount
for the selected paragraphs.
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Adjust spacing before or after the
paragraph

To change the spacing before or after the paragraph(s), follow
these steps:

1. Select all the paragraphs to affect.

@ On the Home tab, in the Paragraph group, click the Line
and Paragraph Spacing button to open its menu.

e Click the Add Space or Remove Space command for
before or after the paragraph as needed. The default
amount of space before a paragraph is 12 points, and
the default amount after a paragraph is 8 points, both
regardless of font size.

Document?2 - Word

pilings  Review  View  Q Tell me what you want to d

- = 3= A
w7 €222 2l T | pagbcend AaBbC

= '0' [EE T Normal | TMNo Sp
1.0

115

1.5

2.0

25

3.0

Line Spacing Options...

Add Space Before Paragraph —__| 0
Remove Space After Jaragra:)h/

4
.
il

- i

Parag

Il i

Figure 3-10: Turn the spacing before and/or
after the paragraph on or off.

Use custom spacing values

You can use the Paragraph dialog box to control vertical spacing
for much more precise control than is possible with the Ribbon
method. For example, you can specify a certain amount of space
(in points) before and after the paragraph, and you can use cus-
tom values for line spacing.

1. Select all the paragraphs to affect.

e Click the dialog box launcher in the Paragraph group on
the Home or Layout tab.



WNG/

Paragraph @)

Figu

eln

re 3-11: Click the dialog box launcher.

the Spacing section, change the values in the Before

and After boxes as desired.

o Open the Line spacing drop-down list and choose a unit
of measurement:

Single: No extra space between lines.

1.5 lines: One-half a line of extra space between lines.
The actual amount of space depends on the largest font
size used in the paragraph.

Double: One line of extra space between lines. The
actual amount of space depends on the largest font size
used in the paragraph.

At least: Sets the minimum line height to a precise
amount for each line of the paragraph. Depending on
the largest font size used in the paragraph, the actual
amount of space each line occupies may be greater than
the setting.

Exactly: Sets a precise line height for each line of the para-
graph and does not take font size into consideration.

If you aren’t sure what font sizes you will be using in
the final version of your document, don’t use Exactly. If
you specify a line height that is smaller than needed for
the font size you have chosen, some letters may appear
cut off at the top or bottom.

Multiple: Like Double except you specify the multiplier.
For example, entering 3 results in triple-spacing (two
blank lines between each line). You can use decimal
places in the number, such as 3.25.

e Enter the measurement in the At box if a measurement is
required for the setting you chose in step 4.

(6 Yol

ick OK.
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Paragraph ? X

Indents and Spacing Line and Page Breaks

General

Alignment: Left w
Outline level: | Body Text v Collapsed by default
Indentation
Left: 0" = Spedial: By:
Right: 0" = (none) v =

D Mirror indents
Spacing

Before: 12 pt >:0 Line spacing: At:

After: 3pt = At least 12 pt 0

[ ] pont add space between paragraphs o

Preview

Tabs... Set As Default 6 Cancel
Figure 3-12: Adjust line spacing in the Paragraph
dialog box.

Place a border around a paragraph

You can add a border around the outside of a single paragraph
to make it stand out from the rest of the document. You can also
place a border around multiple paragraphs to visually group
those paragraphs together, separate from the rest. Here are some
things to remember about placing borders around paragraphs:

01t you place the same border around two or more
consecutive paragraphs, the border surrounds them as a
group, as in Figure 3-13. That way, you can create groups
of paragraphs that appear “boxed” together for special
emphasis.

0 This paragraph has a border around it.

This one does t00.|

Figure 3-13: A border around two consecutive paragraphs.
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e A border need not be on every side of the paragraph. You
can place a border only on the bottom side, for example,
to make it look like there is a horizontal line under the
paragraph.

® You can also put differently formatted lines on different
sides. For example, you could have a thick border on
the bottom and right sides and a thinner border on
the top and left sides, resulting in a border that looks
somewhat 3-D.

a Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you
want to add. You can also type a keyword to search online for the video
that best fits your document.

G To make your document look professionally produced, Word provides
header, footer, cover page, and text box designs that complement each
other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the

different galleries.

Figure 3-14: Paragraphs with custom borders applied.

® To apply a basic border on one or more sides of a paragraph
(or a group of paragraphs), use the Borders button in the
Paragraph group of the Home tab.

QTO place a border on just one side of the paragraph, use
the Bottom, Top, Left, or Right Border command. Repeat
to apply to multiple sides.

eTo remove all borders from the paragraph, choose No
Border.

GTO apply borders to all sides, choose All Borders. Note that
if multiple paragraphs are selected, borders apply to each
side of each paragraph; they don’t appear in a single box
as in Figure 3-13.

@To apply borders to all sides of the selected block of
paragraphs, choose Outside Borders. In a multi-paragraph
selection, this results in a single border around the
contiguous group, as in Figure 3-13. In a single-paragraph
selection, it is identical to All Borders.
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@The Inside border options apply to multi-paragraph
selections only, and place borders only between
paragraphs, not around the outsides. These same border
options are also used for table border formatting, and
Inside options are more relevant in tables than for
paragraphs.

To create custom borders that include different line thicknesses,
patterns (such as dashed or dotted), and colors, use the Borders
and Shading dialog box. Follow these steps:

1. Select the paragraphs to affect.

e On the Home tab, in the Paragraph group, click the down
arrow on the Borders button to open its menu, as in
Figure 3-15.

© cClick Borders and Shading. The Borders and Shading
dialog box opens with the Borders tab displayed.

O 1n the Style list, select the desired line style. Some of the
styles are dashed or dotted; others consist of multiple
lines or different line thicknesses.

e Open the Color drop-down list and choose a color for the
border.

6 Open the Width drop-down list and choose a width if you
want a different width than the default for the style you
chose in step 4.

@ Click one of the presets under Setting, such as Box, to
apply the border to all sides.

OR

@ Click a button in the Preview area for a certain side of the
paragraph. Repeat for other sides as needed.

O click ok

If you want different border formatting for different sides, per-
form steps 1-6 and select certain sides in step 7, and then repeat
steps 4-6 and select different sides in step 7.
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i=-i=- €32 8L T aaebcedd| AaBbCeDd

0 MNormal | T No Spac...

Bottom Border
Top Border

Left Border 0
Right Border __|
-1 No Border

All Borders 0
Outside Border50
Inside Eordersﬂ

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

Borders and Shad\'ng@

Figure 3-15: Choose borders from the
Borders button’s menu.

&
B
O

Borders and Shading ? X
Borders Page Border Shading
|| setting: Style: Preview
- T A Click on diagram below or use buttons
None to apply borders
D e S
@ Shadow | | __._____._._._____
v
D
Color:
3D
Automatic A
Width: E‘ @
Custom 3Pl —
Apply to:
6 Paragraph v
Options...
s

Figure 3-16: Set up custom borders.

Shade a paragraph’s background

Shading a paragraph helps it stand out from the rest of the doc-
ument and adds visual interest to the text. You can use shading
with or without a border.
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As with a border, shading follows along with any indent settings
you may have specified for the paragraph. If the paragraph is
indented, the shading is also.

To shade a paragraph’s background, follow these steps:

ﬂ On the Home tab, in the Paragraph group, click the down
arrow on the Fill button to open its palette.

9 Click the desired color.

You can also click More Colors and then choose from the
Colors dialog box. (See @Y in Figure 3-17.)

s e lice e=3= A
=iz €32 2T | asBbeepd AsB
==== 1=- {b-‘g 1 Normal = TNo

Theme Colors

H EEN N

.III||||||*3

Standard Colors
[ ]| EEEEE

No Color

v More Co ors..ﬂ

Figure 3-17: Choose a paragraph fill color.

Word applies only solid-color shading to paragraphs. If you want
a gradient shading behind a paragraph or you want some other
special shading effect such as a pattern, texture, or graphic, place
a text box (choose Insert = Text Box) and then apply the desired
shading to the text box as a Fill, like you would with a graphic.

Create a bulleted or numbered list

70

Use a bulleted list for lists where the order of items isn't signifi-
cant, and the same “bullet” character (such as ® or =) is used in
front of each item. You might use a bulleted list for a packing list
for a trip, for example, or a to-do list.

Use a numbered list for lists where the order of items is signif-
icant and where a sequential step number is used to indicate
order. A numbered list might contain the steps for a recipe or a
meeting agenda.

Word makes it easy to create bulleted and numbered lists in your

documents. You can create a list from existing paragraphs, or you
can turn on the list feature and type the list as you go.



Convert text to a list
To convert existing text to a list, follow these steps:
6 Select the paragraphs to convert to a list.

9 On the Home tab, in the Paragraph group, click the
Bullets button or the Numbering button.

=] - 0 [ M Document2 - Word
Home Insert Design Layout References Mailing/s Review View Q Tel
o
& Cut Calibri Body}-[11  -| A A Aa- A i=-iz-'o- &= 40T
Pt ER Copy . -
aste - 2 A A . =E=E=E=E e [
- ~ Format Painter B I U-aex: x| — - - == —
Clipboard " Font = Paragraph =
«  Milk
+ Bread 0
+ Eggs
* Salt

Figure 3-18: Apply bullets or numbering to an existing list.

Type a new list
To enter new text into a list format, follow these steps:
1. Position the insertion point at the desired location.

9 On the Home tab, in the Paragraph group, click the
Bullets button or the Numbering button.

e Type the first list item, and then press Enter.

=] - 0 w N Document? - Word
Home Insert Design Layout References Mailing Review View Q Tel
. s i

== X cut

pac Bl Copy .
aste | - 2 M\ -3 A -
- S Format Painter B T U 73 % X7 [ A -

Calibri Body) = [11 ~| A A  Aa~- &

Clipboard r- Font w Paragraph w

1. Setthe table. 0

2. Turn on the oven.

Figure 3-19: Apply bullets or numbering to an existing list.
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o Repeat step 3 until the list is complete.

5. Press Enter twice in a row, or click the Bullets button or
Numbering button again, to turn off the list feature.

Change the bullet character or
number type

The default bullet is a black circle, and the default number is an
Arabic numeral (1, 2, 3). Word offers a variety of other choices,
however.

0 When using the Bullets button or the Numbering button,
instead of clicking the button face, click the down arrow
to open a list of options.

eThen select the desired bullet character or number type.

e For even more choices, click Define New Number
Format (or Define New Bullet if using bullets rather
than numbering). You can then set up a new format in a
dialog box.

11
“

SE"QEE 2L T | paBbcend AaBbCeDd

Recently Used Number Formats ~5 Spac..

1.
2.
3

Numbering Library

1. 1) 0
Mone 2 2)
3

3)

I A a)
I B. b)
n c c)

L]

- Change List Level »

Define New Number Format...

i\

Set Numbering Value...

Figure 3-20: Choose a different
numbering type.



Apply styles

A\

A style is a named set of formatting specifications. Using a style
makes it easy to apply consistent formatting throughout a doc-
ument. For example, you might apply the Heading 1 style to all
headings in the document and the Normal style to all the regular
body text. Here are the advantages of this approach:

e Ease: Applying a style is easier than manually applying
formatting. And changing a style’s formatting is a snap. If you
want the headings to look different, for example, you can mod-
ify the Heading 1 style to change them all at once.

e Consistency: You don’t have to worry about all the headings
being formatted consistently; because they're all using the same
style, they're automatically all the same.

By default, each paragraph is assigned a Normal style. The
template in use determines the styles available and how they're
defined.

In Word 2016, in documents that use the default blank
(Normal) template, the Normal style uses Calibri 11-point font
and left-aligns the text, with no indentation.

O The Styles gallery on the Home tab contains shortcuts
for commonly used styles. The first row appears on the
Ribbon itself.

e You can see the rest of it by clicking the More button to
open the full gallery.

eTo open the Styles pane, click the dialog box launcher on
the Styles group.

Q Not all styles appear in the Styles gallery — only the ones
that are designated to appear there in their definition. The
rest of them appear only in the Styles pane.

GTO apply a style, select the paragraph(s) that you want
to affect or move the insertion point into the paragraph.
Then click the style you want to apply, either in the Styles
gallery or in the Styles pane.

e If the Show Preview check box is marked, the Styles pane
shows each style name using the formatting that style
applies.
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Figure 3-21: Choose a style from the Styles gallery or from the Styles pane.

Modify styles
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You can modify a style in two ways: by example or by manually
changing the style’s definition. The by-example method is much
easier, but somewhat less flexible.

Modify a style by example
To modify a style by example, follow these steps.

0 Apply the style to a paragraph.

9 Manually change the paragraph'’s formatting. For example,
you might change the font, font size, color, indentation,
and/or line spacing.

e In the Style gallery or in the Styles pane, right-click the
style. A menu appears.

e Click Update stylename to Match Selection, where
stylename is the style’s name.
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Figure 3-22: Modify a style by updating it to match a paragraph’s current formatting.

Modify a style by definition
To modify the definition of a style, follow these steps:

O o the Style gallery or in the Styles pane, right-click the
style. A menu appears.

O Click Modify.

Title <@ |

Update Title to Match Selection
£ Modiy.. <))

Select All: (No Data)

Remove All: (No Data)

Delete Title...

Remove from Style Gallery

Figure 3-23: Right-click a style
and choose Modify.
© 1f desired, type a different name in the Name box.

e Use the controls under Formatting to redefine the style’s
character and paragraph formatting.

e Click the Format button. A menu opens.
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Figure 3-24: Redefine the style.

G Click the type of formatting you would like to fine-
tune. A dialog box appears for that formatting type. For
example, Figure 3-25 shows the dialog box you see if you
choose Numbering.

e Select formatting options and then click OK to return to
the Modify Style dialog box.

8. Repeat steps 5-7 to further define the style as desired.

9 (Optional) Mark or clear the Add to the Styles gallery
check box to determine whether or not this style appears
in the Styles gallery on the Ribbon.

@ (Optional) If you want these changes to be reflected in all
new documents based on the current template, click New
documents based on this template.

@ click oK.
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Figure 3-25: Define style settings in one or more of the
dialog boxes for individual formatting types.

Create new styles

You can also create your own styles. This is especially useful if
you want to build a template that you can give to other people to
make sure that everyone formats documents the same way, such
as in a group where each person assembles a different section of
a report.

When you create your own styles, you can name them anything
you like. Most people like to name styles based on their pur-
poses, to make it easier to choose which style to apply. For exam-
ple, Figure Caption would be a good name; Style13 would not.

Just like when modifying a style, you can create a new style either
by example or by manually specifying a style definition.

Each new style is based on an existing style (usually the Normal
style) so that if there’s a particular formatting aspect you don't
specify, it trickles down from the parent style. For example, sup-
pose you create a new style named Important, and you base it
on the Normal style. The Important style starts out with identical
formatting to the Normal style, which is Calibri 11-point font.
You might then modify it to have bold, red text. The definition
of Important is Normal+bold+red. That's significant if you later
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change the definition of Normal to 12-point font. That font size
change trickles down to Important automatically, and all text
formatted with the Important style becomes 12 points in size.

Create a new style by example

To create a new style by example, follow these steps.

c Apply a style to some text that is similar to the style you
want to create.

9 Change the text’s formatting as needed to make it an

example of the style you want to create.

3. Select the text.
0 Click the More button on the Styles gallery on the Ribbon

to open the Styles gallery and its menu.

L

H ®©- 0 .
Home = Inset Design  Layout

==y X Cut
[ & copy
Paste = %Y
¥ Format Painter

Clipboard

Calibri Light (~[28 </ A A | Aa~- B =-i=-'%
B I U-sax, A-W-A-====
Font agrapt
Annual Report

Document? - Word

References  Mailings  Review

what you want 10

T moBbeend msBhceDd AaBbCc Assbcel AdB 4L e
TNormal TNoSpac.. Headingl Heading2 | Title -’acv

Styles

¢mm _—

T o

Orind ~

editing ~

Figure 3-26: Set up some text for the new style’s formatting and then open the Styles

gallery.
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e Click Create a Style.
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Figure 3-27: Click Create a Style.



Create New Style from Formatting

Name:

Section Heading 0

Paragraph style preview:

Stylel

Figure 3-28: Assign a name to the new style and
click OK.

O 1n the Name box, type a name for the new style.
@ click OK.

Create a new style by definition

To create a new style by defining its formatting, follow these
steps.

1. Apply a style to some text that is similar to the style you
want to create.

e If the Styles pane does not appear, click the dialog box
launcher for the Styles group on the Home tab to make it
appear.

e Click the New Style button.
o In the Name box, type a name for the new style.

By default the Style for following paragraph setting is
set to the new style itself. This is appropriate if the new
style is for body paragraphs. If the new style will be
used for headings, and you will usually want the para-
graph that follows the heading to be some other style,
such as Normal, open the Style for following paragraph
drop-down list and choose the desired style. (See Q in
Figure 3-29.)

5. Go to step 4 in the section “Modify a style by definition”
earlier in this chapter and complete that procedure to
finish defining the style.
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CHAPTERFOUR

Formatting
Sections,
Pages, and
Documents

Some types of formatting cannot be
applied to individual words or para-
graphs, but only to entire pages and sec-
tions at once. For example, you can’t set

the paper size or orientation for individual
paragraphs. This chapter looks at a variety of
these document-wide settings.

The term “document-wide” is not entirely
accurate to describe these types of format-
ting, however. It's true that normally a doc-
ument would have only one paper size, for
example, or only one number-of-columns
setting. However, Word enables you to cre-
ate section breaks in documents, and have
different document-wide settings on either
side of the break. A section break enables
you to, for example, store an envelope in
the same document file as a business letter.
This chapter explains how to create and use
section breaks to allow for flexibility in your
document layouts.

Set margins

Margins are the empty spaces on each side
of the page. A normal amount of margin
(or at least what Word calls “Normal”) is 1”
on all sides. You might want to change the
margins to accommodate special situations,
though. (Helpful hint: if you're a student,
don't try to make your research paper seem
longer by increasing the margins. Teachers
are wise to that trick.)

In This Chapter

= Setting the margins

= Setting page size and
orientation

= Creating page headers
and footers

u=>Creating page and section
breaks

m=Setting up multicolumn
documents

= Applying a page border

"= Applying page
background shading

= Adding line numbers
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Word comes with several margin presets, such as Narrow (0.5”
all around) and Wide (1” at top and bottom, 2” on left and
right). You can also set custom margins, where you get to specify
an exact number for each side of the page individually.

\3 . .

P Margins apply to the entire document. If you need part of the
document to have different margins from the rest, create a section
break, as explained in “Create section breaks” later in this chapter.

o On the Layout tab, click the Margins button.
@ Click one of the presets. You're done.
OR
@ Click Custom Margins to open the Page Setup dialog box
to the Margins tab.
4 -
Home Insert Design Layout Ref
¥ = >#Bream'
HE ID %:Dline Numbers ~
Margins Orientation Size Columns .
s - - bc Hyphenation ~
Normal - =
Top: 1" Bottom: 1"
E Left 1" Right. 1"
Narrow
m Top: 05" Bottom:0.5"
Left: 05" Right: 0.5"
Moderate
Top: 1" Bottom: 1"
D Left: 075" Right: 0.75"
Wide
Top: 1" Bottom: 1"
@ Left: 2" Right: 2"
Mirrored
Top: 1" Bottom: 1"
m Inside:  1.25" Outtts de:1”
@& Custom Margins...
Figure 4-1: Choose a margin
preset from the Margins button’s
drop-down list.
e Enter the desired value in the Top, Bottom, left, and Right
boxes.
«® The Gutter and Gutter Position settings are for situa-

tions where you are printing a double-sided publication
that will be bound like a book. The margin closest to
the binding should be somewhat larger than the rest to



accommodate the binding; depending on whether it’s an
odd- or even-numbered page, that extra gutter amount
should be either on the left or right side of the page. Using
the Gutter setting ensures that each page has the gutter on
the correct side.

O click Ok

Page Setup

Margins Paper Layout

Margins
Top: [ | Bottom: 1

Left 1" Right: 1

00 Koes
< 4y an

SGutter: o Guitter position: Left

Qrientation

Portrait  Landscape

Pages

Multiple pages: Normal v

Preview

Applyto: | Whole document v

Set As Default OK ﬂ’ Cancel

Figure 4-2: Set custom margins in the Page
Setup dialog box, on the Margins tab.

Set page size and orientation

Page size is the paper size on which you'll be printing your work.
You have a page size even if you aren’t printing, though; docu-
ments that appear onscreen have a page size too, of course. The
default page size in Word is Letter, which is 8.5" x 11".

Page orientation is the direction that the text runs on the page.
The default is portrait, in which the lines of text are parallel to the
narrower edge of the paper. The alternative is landscape, in which
the lines are parallel to the wider edge.
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Set page size

You can choose a page size preset from the Size drop-down list
on the Layout tab, or you can set a custom page size if none of
the ones on the list match the page size you want.

o On the Layout tab, click the Size button.
@ Click one of the presets. You're done.
OR

@ Click More Paper Sizes to open the Page Setup dialog box
to the Paper tab.

@ o .
Home %rt Design Layout References M

T ' Breaks ~
@ HE % —Brea Indent

[Line Numbers~ 3= Left [0"
Margins Orientation | Size Columns . . _
- - = - bc Hyphenation = =#Right: |0"

a

Letter
85" x 11"

Legal

85" x 14"
Executive
7.25"%10.5"
A4

827" x 11.69"

AS
583" x 827"

B5 (JIs)
716" x 10.12"

[ Y o O R B

Folio
85" x 13"

Envelope #10
412" x 95" -

Mare Paper S| zesm@

Figure 4-3: Choose a paper size preset from
the Size button’s drop-down list.

@ Open the Paper size drop-down list and choose a preset.
This list of presets is more extensive than the list on the
Size button.

OR

@ Enter the paper’s measurements in the Width and Height
text boxes.
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If you don't know what the paper size is called, it may be

difficult locating it by name on the list in step 3A. You
may find it quicker to enter its measurements in step 3B.

O click Ok

Page Setup ? X

Margins | Paper Layout

Paper size:

Width: 85"

u:u <

Height: 11"
Paper source

First page: Other pages:
Automatically Select Automatically Select
Auto Select By Printer Auto Select By Printer
Trayl Tray!

Manual Manual

Preview

Applyto: | Whole document | v Print Options...

Set As Default OK ﬂ:' Cancel

Figure 4-4: Choose a custom paper size in
the Page Setup dialog box, on the Paper tab.

P When printing a multipage document, you might want the first
page to pull paper from a different paper tray in your printer.
For example, it is common in multipage business letters for the
first page to be on letterhead and subsequent pages to be on
plain paper. In the Paper source area of the dialog box (refer to
Figure 4-4) you can choose a different paper source for the first
page and for other pages.

Set page orientation

Page orientation is pretty simple; there aren’t any options for it.
Here’s how you do it:

© on the Layout tab, click Orientation.
e Click Portrait or Landscape.
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Figure 4-5: Switch between
portrait and landscape
orientations.

Use page headers and footers

86

Headers and footers contain content that repeats at the top and
bottom of each page, respectively, outside of the top and bottom
margins. Every document has a header and footer area, which
are both empty by default. The header and footer appear in Print
Layout view, Read Mode, and Web Layout view, and also on the
printed page. (If you're in Draft view, you might want to switch
to Print Layout view to follow along in this section more easily.)

You can place text in the header and footer that repeats on every
page, and you can insert a variety of codes in them that display
information such as page numbers, dates, and times.

Number the pages

Have you ever dropped a stack of papers that needed to stay in
a certain order? If the pages were numbered, putting them back
together was fairly simple. If not, what a frustrating, time-
consuming task.

Fortunately, Word makes it very easy to number your document
pages. And you can choose from a variety of numbering styles
and formats. When you number pages in Word, you don’t have
to manually type the numbers onto each page. Instead, you place
a code in the document that numbers the pages automatically.
Sweet!

When you use the Page Number feature in Word, it automati-
cally inserts the proper code in either the header or the footer so
that each page is numbered consecutively.
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Page numbers are visible only in Print Layout view, Read Mode,
Print Preview, and on the printouts themselves. You don’t see
the page numbers if you're working in Draft view or Web Layout
view, even though they're there.

To number pages, follow these steps:
ﬂ On the Insert tab, click Page Number. A menu appears.

9 Point to Top of Page or Bottom of Page, depending on
where you want the page numbers. A submenu appears.

9 Click one of the presets. The document enters header/
footer mode, and the new page number appears in either
the header or footer.

The Plain Number 1, 2, and 3 presets are identical except
for the placement of the page number, on the left, center,
or right, respectively.
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Figure 4-6: Choose a page number position.
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4. If you want to further edit the header or footer, do so.
Otherwise, double-click in the main part of the document
to exit from header/footer mode.

In step 4 you can also click Close Header and Footer on
the Header & Footer Tools Design tab to return to normal
editing.

Here are some additional things you can do with page numbers
in Word from the Page Number button’s list (Figure 4-6):

e Point to Page Margins for a selection of presets in which the
page numbers appear in the right or left margin area.
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e Point to Current Position for a selection of presets that enable
you to place the page number code in the body of the docu-
ment rather than in the header or footer.

e Click Format Page Numbers to open a dialog box in which you
can select a page number format. Format in this context does
not mean font, size, or color; instead it means the numbering
format, like Arabic numerals (1, 2, 3) versus Roman numerals
(1, 11, 11I).

® Click Remove Page Numbers to remove all page numbering
codes.

Type text in the header or footer area

In addition to a page number, you can put other content in the
header and footer areas of your document. For example, if you're
typing the minutes of a club meeting, you might want to put

the club’s name in the header so that it appears across the top of
each page.

Here are two ways of putting content into them: You can use
presets to insert codes and formatting, or you can type text and
insert codes manually into the headers and footers.

To use a preset, do the following:

ﬂ On the Insert tab, click the Header button, or click the
Footer button.

9 Click one of the presets that appears on the list.
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Figure 4-7: Choose a header or footer preset.
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To create your own header or footer, follow these steps:

1A.In Page Layout view, double-click the top or bottom
margin area of the page.

OR

1B. On the Insert tab, click the Header button or the Footer
button and then choose Edit Header or Edit Footer from
the menu that appears.

The Header & Footer Tools Design tab appears on the
Ribbon.

Position the insertion point where you want the header or
footer text to appear.

Lt

The header and footer have preset tab stops: a center tab
stop in the center, and a right-aligned tab stop at the right.
So, in step 2, if you want to place something in the center,
press Tab once; if you want to place something on the right,
press Tab twice.

\\3

3. Type the text that you want to appear.

o (Optional) If you want to switch between the header and
footer, click Go to Header or Go to Footer.

e Click Close Header and Footer.

B ©- s Document? - Word Header & Footer Tools [cal o

Home Insert Design Llayout References  Mailings  Review  View Design Qe at you wa Faithe Wempen
s e Jigaa F = | L ] Ho [, Previous Different First Page ~tHeader from Top: 05"
# 0D = = A0 A [ Next Different Odd & Even Pages | =+ Footer from Bottom: [05"
Header Footer FPage  Date & Document Quick Pictures Online G ta
tion

= Numbers Time Info~ Pars~ Pictures Header
t Insert Navigati

Close Header

v Show Doc ] Inses lignment Tak
how Document Text [3] insert Alignment Tab and Footer
Close

ader & Footer Iptions P ostion S

Figure 4-8: Type text into the header or footer area.

In a complex document, you can get very fancy with headers and
footers using some of the advanced options on the Header &
Footer Tools Design tab, as shown in Figure 4-9. For example:

0 You can choose to have a different header and footer on
the first page. That might be useful if the first page is a
cover sheet or title page.

e You can also have different headers and footers on odd
and even pages. That's handy when you're printing a
double-sided booklet, for example, so the page numbers
can always be on the outside edges.

@ You can also create section breaks (covered later in this
chapter) and have a different header and footer in each
section. When you use multiple headers and footers in a
document, you can move between them by clicking the
Previous and Next buttons.
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(DR adjust the header and footer size and positioning,
use the settings in the Position group. You can specify a
Header from Top and Footer from Bottom position there.
For example, if you want a taller header section, increase
the Header from Top setting.
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Figure 4-9: Use the Header & Footer Tools Design tab to set options for your headers and

footers.

Insert a page number code

in a header or footer

If you already have the header or footer open for editing (steps 1
and 2 of the previous procedure), you can easily insert a page
number code at the insertion point’s current position by doing

the following:

ﬂ On the Header & Footer Tools Design tab, click Page

Number.

e Click Current Position.
e Click Plain Number.
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Figure 4-10: You can insert a page numbering code at the insertion point.
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Insert a date or time code
in a header or footer

If you want to insert a date or time code that automatically
updates, do the following:

6 On the Header & Footer Tools Design tab, click Date &
Time.

9 Click the desired format.
e Mark the Update automatically check box.
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Figure 4-11: Insert an automatically updating date and time code in the header or footer.

Create page breaks

Word automatically creates a page break when you reach the bot-
tom of a page. That's called a soft page break because it is variable.
If you delete some content on the previous page, the page break
point changes. You can also create hard page breaks, which are
manually created breaks that don't change when the document
content changes. For example, you might insert a hard page
break to start a new chapter of a story on a new page.

The easiest way to create a hard page break is to press Ctrl+Enter.
That way you don't even have to take your hands off the
keyboard. You can also choose Layout, Breaks, Page.
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To delete a hard page break, move the insertion point to the top
QWP of the page that follows the break, and then press Backspace.

If you have a hard time finding the page break to delete it, switch
to Draft view.

Create section breaks

Word has a lot of settings that are considered document-wide—
in other words, they affect every page of the document. These
include vertical page alignment, page size and orientation, line
numbering, newspaper-style columns, page watermarks, and
headers and footers. These settings are stored in the document’s
end-of-file marker.

However, there are plenty of times when you might want differ-
ent document-wide settings in a certain portion of a document,
like a different number of columns or a different chapter title in
the footer. For those situations, you can create section breaks. A
section break is a divider that separates one section of a document
from another. A section break can store all the same settings as
an end-of-file marker, so you can have different document-wide
settings on each side of the section break.

It's important to understand that a section break is not the same
thing as a page break, although some types of section break also
serve as page breaks. There are five types of section breaks:

® New page: Starts a new section on a new page.
e Continuous: Starts a new section on the same page.

e Even page: Starts a new section on a new page, and that page
must be even-numbered.

® Odd page: Starts a new section on a new page, and that page
must be odd-numbered.

® New column: Starts the new section in a new column. This
is relevant only in a multicolumn layout. (See “Set up a
multicolumn document” later in this chapter.)

If you select text before you insert a section break, you actually
get two section breaks, one on each side of the selection. This
places the selection in its own separate section from the rest of
the document. If you do not select text before inserting a section
break, you get a single break at the insertion point.
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To create a section break, follow these steps:
1A. Select the content that you want to be in its own section.
OR

1B. Position the insertion point where you want the section
break to occur.

e On the Layout tab, click Breaks. A menu opens.

e Click the desired section break type from the Section
Breaks area of the menu.
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Figure 4-12: Choose a section break type from the
Breaks button’s menu.

To delete a section break, position the insertion point just below
the section break and then press Backspace. If you have trouble
locating the section break, switch to Draft view. Both page and
section breaks appear as horizontal lines in Draft view, as shown
in Figure 4-13.

ng-uww 2 4 .5 6

Quality and Safety Newsletter

ction Break (Continuous)

Welcome to our first issue!

Figure 4-13: Section breaks are easily visible in Draft view.
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Set up a multicolumn document

924

There are two kinds of multicolumn layouts you can create in
Word: tabular and newspaper-style.

A tabular layout is a table that’s used for text positioning. Create
a table, as you will learn in Chapter 5, and remove the borders
from all cells. The text lines up neatly in the table columns, and
your audience is none the wiser that you used a table to make
the layout. A tabular layout can coexist in a document with nor-
mal text without using section breaks. Tabular layouts are good
for aligning the entries in multiple columns with one another,
such as a grid of names and addresses.

Newspaper columns, which I cover here, are entirely different.
Text snakes down a narrow column from top to bottom, and
then starts up again at the top of the next column. In order to use
varying numbers of newspaper-style columns in different parts
of a document, you have to employ section breaks. Newspaper
columns are good for creating newsletters, brochures, and other
graphical publications.

Follow these steps to use multiple newspaper-style columns:
1A.To affect only certain paragraphs, select them.
OR

1B. Position the insertion point within the section that you
want to affect. If the document has no section breaks, the
setting will apply to the entire document.

e On the Layout tab, click Columns.
e Click the desired number of columns.

eThe Left and Right settings in Figure 4-14 represent
two-column layouts where one column is wider than
the other.

@ If you want more control over the column widths,
choose More Columns from the menu, and then
specify exact column widths in the Columns dialog
box.
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Figure 4-14: Select a number of columns.

If you selected certain paragraphs in step 1A, Word creates two

new section breaks in step 3: one at the beginning of the selected

text and one at the end of it. The setting you choose in step 3
applies only to the section between those two breaks.

To return a section to using only one column, repeat the steps,
selecting One as the number of columns.

Create a page border

A page border is a decorative border around the entire page. It is

positioned according to the margin settings for that page. So, for

example, if you have 1” margins set up for all sides of the docu-
ment, the border will appear 1” from the edge on all sides.

Create a simple page border

You can apply a border to an entire page in much the same way
you did with a paragraph in Chapter 3. You can use any combi-
nation of line style, weight, and color you like.

To create a page border, follow these steps:

ﬂ On the Design tab, click Page Borders. The Borders and
Shading dialog box opens with the Page Border tab
displayed.
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e Choose a line style from the Style list.
e Choose a color from the Color list.

e Choose a line thickness from the Width list.
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Figure 4-15: Set the options for a page border.

Apply BorderArt

BorderArt uses a repeated graphic image to create a page border.
You can select an image and then select a size at which the image
should appear. That size determines the border thickness.

To apply BorderArt, follow these steps:

1. On the Design tab, click Page Borders. The Borders and

Shading dialog box opens with the Page Border tab
displayed.

e Open the BorderArt list and click the desired image.

9 In the Width box, use the arrow buttons to increase or
decrease the size.
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e Check the border in the Preview area to see how it will
appear.

O click oK.

Borders and Shading

Borders Page Border Shading

Style: Preview

,,,,,,,,,,,,,,,,,, ~ Click on diagram below or use buttons

None to apply borders

e

Setting:
Box R
: soeds
B~ || —— Pnat
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Color:
L Automatic
Width:

Apply to:

Custom 31pt :0
Whole document v

Art:
B b b
3 cance

Figure 4-16: Create a graphical border with BorderArt.

3

To turn off BorderArt, repeat the steps but choose (none)
in step 2.

Apply a page background color

Pages have no background by default. That's usually a good
thing, because printer ink is expensive, and you'd go broke print-
ing a colored background on every page. Sometimes, though,
you might want a background, such as in a document that you
plan to distribute online rather than in print.

To color the background, follow these steps:
© on the Design tab, click Page Color.

@ Click the desired color from the Theme Colors or
Standard Colors section.

OR

@ Click More Colors, and then select a color from the Colors
dialog box and click OK.

97



M — X
Faithe Wempen
B gl

Watermark Page Page
- Color - Borders

Fage f Theme Colors

.Illllllﬂ

Standard Colors
[ ]| EENEEE

Mo Color

More Col orn@

Fill Effects...

Figure 4-17: Choose a page
background color.

Add line numbers

928

Line numbering can help people refer to specific locations in the
document more easily when they are collaborating on drafts.
Some legal documents also make use of line numbers.

Line numbering is a document-wide setting (although you can
apply it on a section-by-section basis, as with most other docu-
ment formatting).

You can enable line numbering at a basic level by choosing a
setting from the Line Numbers button’s drop-down list on the
Layout tab, as shown in Figure 4-18. Turn line numbering off by
choosing None from this list. (See ) in Figure 4-18.)

For additional numbering options, do the following:

ﬂ On the Layout tab, click Line Numbers, and then click
Line Numbering Options. The Page Setup dialog box
opens to the Layout tab.
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9 Click the Line Numbers button.
0 Mark the Add line numbering check box.
e Set any line numbering options as desired.

O click oK.

Margins Paper Layout
Section
Section start: New page ~|

Suppress endnotes

Headers and footers

[ bifferent odd 4
[ pifferent first g

From edge: -
From text: |Auto =
Page
Countby: |1 =
Vertical alignment:
Numbering:

(®) Restart each page
(O Restart each section
Preview O continuous

BN 5

sppito: [ socmet [ e

Set As Default OK Cancel

Figure 4-19: Access the Line Numbers
button from the Layout tab.






CHAPTERFIVE

Working with
Tables and
Graphicsin
Word

Tables help you present rows and columns
of data in an orderly way. You can draw
tables or create them by using a preset grid.

You can dress up Word documents with a
variety of graphics. Graphics can make a
document more interesting and can explain
visual concepts more easily than text alone.
You know the old saying . . . a picture is
worth a thousand words. You can import
pictures from online sources, use pictures
from your collection, or create artwork
inside of Word with drawing tools (which is
beyond the scope of this chapter).

In this chapter, you learn how to insert

and format tables and images and how to
position and format pictures in a document.
You also learn about the Caption feature

in Word, which can caption and number
images automatically.

Create tables

A table is a grid of rows and columns, some-
what like a spreadsheet. Each of the row-
and-column intersections is a cell. You can
type text into a cell as if it were a text box.
Tables are useful for displaying information
in multicolumn layouts, such as address
lists and schedules. You may be surprised at
all the uses you can find for tables in your
documents!

In This Chapter

m=>Creating tables

= Selecting and resizing
rows and columns

= Adding and removing
rows and columns

= Applying borders and
shading to table cells

= |nserting a picture from
afile

u=>Changing a picture’s wrap
setting

m=>Moving and resizing a
picture

n=>Captioning and
auto-numbering pictures
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To create a table in Word, you can either insert a table as a whole or
draw one line by line. In most cases, if you want a standard-looking
table (that is, one with equally sized rows and columns), your best
bet is to insert it. If you want an unusual-looking table, such as with
different numbers of columns in some rows, you may be better off
drawing the table. You can also convert existing text to a table.

Insert a table

When you insert a table, you have to tell Word to start with a
specific number of rows and columns. You can modify the table
later to add or remove rows and columns as needed. Creating a
table by specifying rows and columns works well when you want
a table in which all of the rows and columns are the same width
and height (or at least starting out that way).

There are two ways to create a table by specifying the rows and
columns you want. Here's the first way, which is quick and simple:

ﬂ On the Insert tab, click the Table button. A menu appears
that contains a grid of squares.

9 Drag the mouse across the grid to select the number of
cells you want. For example, to create a table with three
rows and three columns, drag across three squares across
and three squares down, as in Figure 5-1.

3. Release the mouse button. The table is created.
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Figure 5-1: Drag across the grid to select
the size of the table to create.



And here’s the second way, which is a little more work but also
enables you to specify some options:

ﬂ On the Insert tab, click the Table button. A menu appears.
e Click Insert Table. The Insert Table dialog box opens.

H ©- 0O s
Home Insert Design Layout References
B Cover Page ~ ,__\_\ T SmartArt
(] @&
D Blank Page = il 1l Chart
Table Pictures Online Shapes
Pictures -

'ﬁ Page Break &+ Screenshot -

[ [
[ [
[ |
[ [
[ |
[ [
[ [
N I

ER Insert Tab emﬂ

E} Draw Table

r[‘] Excel Spreadsheet
BB Quick Tables »

Figure 5-2: Select the Insert Table
command from the menu.

e Enter a number of columns.
0 Enter a number of rows.

e Choose how you want the table’s column width to be
determined:

e Fixed column width makes the table as wide as possi-
ble given the document’s margin settings, and evenly
distributes the available space among the columns.

e AutoFit to contents allows each table cell to expand as
needed as you type text in it.

e AutoFit to window changes the size of the table as
needed so the table is fully visible onscreen. This
option is used when creating web pages and is not
common in regular documents.

O click OK.
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Insert Table ? X

Table size
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(®) Fixed column width: |Auto =
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[—| Remember dimensions for new tables

OK b Cancel

Figure 5-3: Specify the table’s number of
rows and columns and its AutoFit behavior.

Draw a table

Drawing a table is the best method when you need a table that
has unusual row and column arrangement, such as a row that is
broken into a different number of columns than other rows or
a column that is much wider than the others. When you draw a
table, you create each divider individually, so you have ultimate
control.

To draw a table, follow these steps:
o On the Insert tab, click the Table button. A menu appears.
9 Click Draw Table. The mouse pointer changes to a pencil.

e Drag to draw a box that represents the outside of the
table.

o Drag to draw vertical and horizontal lines inside the box
to create the rows and columns.

If you make a mistake in drawing a line, click Eraser and
then click the line to erase. You can then click Draw Table
to return to drawing mode. (See @) in Figure 5-7.)

e On the Table Tools Layout tab, click Draw Table to turn
off the feature, or press the Esc key.
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Figure 5-4: Choose the Draw Table command.

3

Figure 5-5: Draw the outside of the table.

<0

Figure 5-6: Draw the inner lines of

the table.
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Figure 5-7: Turn off the Draw Table feature.

Convert existing text to a table

If you already have some text, you can convert it to a table
without having to retype it. The catch, though, is that the text
must be delimited somehow. In other words, there must be some
consistent way that one column is to be distinguished from
another. For example, you might have some text in multiple
tabbed columns, with a paragraph break indicating the end of
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each row, as in Figure 5-8. (I've turned on the display of hidden
characters in Figure 5-8 so you can see where the tab stops and
paragraph breaks are.) For best results, there should be the same
number of potential columns in each row. The data in Figure 5-8
works because each line contains the same number of delimiter
characters (tabs).

First » Last —» Position9
Shelby+Roth + Catcherf]
Luis: -+ Gonzalez -  Pitcherv]

Nik -+ Rhoades -  First-base€]

Figure 5-8: These paragraphs
are delimited with tab stops,
ready to be converted to a table.
To convert text to a table, follow these steps:
ﬂ Select the text to be converted.
9 On the Insert tab, click Table.

e Click Convert Text to Table.
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Figure 5-9: Choose Convert Text to Table.

O Confirm the number of columns. Change the number if
needed.
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If the wrong number of columns is reported, you prob-
ably have an inconsistent number of delimiters in one
or more of the rows. The best thing to do is click Cancel,
check your delimiters, and then start over.

3

”

(5 ) Change the AutoFit setting if desired. See “Insert a table
earlier in this chapter for an explanation of the options.

@ Choose the delimiter character if it is not already correctly
selected.

e Click OK. The text is converted to a table.

Convert Text to Table ? X

Table size

Number of columns: 3 0

4 k[(4]»

Number of rows: 4
AutoFit behavior

(®) Fixed column width: | Auto z

() AutoFit to contents

() AutoFit to window

Separate text at
O Paragraphs () commas
(®) Tabs () other: |- 0
& oK Cancel

Figure 5-10: Specify the options for the
conversion.

Select cells, rows, and columns

Working with a table often involves selecting one or more cells,
rows, or columns. Here are some of the many ways to do this:

e To select a single cell, do any of the following:
(A Triple-click the cell.
e Click in the lower left corner of the cell.
G Choose Layout, Select, Select Cell.
Q Click in the cell and then press Ctrl+Shift+Right arrow.
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Figure 5-11: Select a single cell.

e To select a rectangular block of cells, do either of the following:

(£ ) Drag across the cells with the mouse.

G Click in the first cell, and then hold Shift and press arrow
keys to extend the selection.

First Last Position
Shelby Roth A Catcher
Luis Gonzalez 6 Pitcher
Nik Rhoades First base

Figure 5-12: Select a rectangular block of cells

e To select a single row, do either of the following:

#

© Click to the left of the row to be selected (outside the table).
You'll know you are in the right spot when the mouse

pointer becomes a white arrow that points diagonally up
and to the right. (This is different from the regular mouse
pointer arrow, which points diagonally up and to the left.)

@ On the Layout tab, click Select, and then click Select Row.
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Figure 5-13: Select a single row.
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e To select a single column, do either of the following:

‘ o Click above the column to be selected (outside the table).
You'll know you are in the right spot when the mouse

pointer becomes a black down-pointing arrow.

© on the Layout tab, click Select, and then click Select Column.
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Figure 5-14: Select a single column.

@ 7o select multiple rows, click to the left of the first row to be
selected (outside the table) and then drag up or down.

e
First Last Position
Shelby Roth Catcher
A Gonzalez Pitcher
Nik Rhoades First base

Figure 5-15: Select multiple rows.

o To select multiple columns, click above the first column to
be selected (outside the table) and then drag right or left.

+ '
First Last Position
Shelby Roth Catcher
Luis Gonzalez Pitcher
Nik Rhoades First base

Figure 5-16: Select multiple columns.

e To select the entire table, do either of the following:

@ Click the table selector icon in the upper left corner of

the table.

O On the Layout tab, click Select, and then click Select Table.
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Figure 5-17: Select the entire table.

Resize table rows and columns

S
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Word handles row height automatically for you, so you usually
don’t have to think about it. The row height changes as needed
to accommodate the font size of the text in the cells of that row.
Text in a cell wraps automatically to the next line when it runs
out of room horizontally, so you can expect your table rows to
expand in height as you type more text into them.

If you manually resize a row’s height, the ability to auto-resize to
fit content is turned off for that row. Therefore, if you add more
text to that row later, Word doesn’t automatically expand that
row’s height to accommodate it, and some text may be truncated.

In contrast, in a default-formatted table that uses fixed column
widths, column width remains the same until you change it,
regardless of the cell’s content. If you want the width of a col-
umn to change, you must change it yourself.

Change the AutoFit setting

As you learned earlier in this chapter, there are three choices for a
table’s AutoFit setting. You can switch among these settings with
the AutoFit drop-down list on the Table Tools Layout tab, as
shown in Figure 5-18. Here are some things to remember about
AutoFit:

0 AutoFit Contents allows each table cell to expand as
needed as you type text in it.

e AutoFit Window changes the size of the table as needed
so the table is fully visible onscreen. This option is used
when creating web pages and is not common in regular
documents.

e Fixed Column Width, the default, makes the table as wide
as possible given the document’s margin settings and
evenly distributes the available space among the columns.
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Figure 5-18: Change the table’s AutoFit setting.

Resize individual rows and columns
Here are several ways to resize rows and columns.
QTO resize a row, drag its bottom border up or down.
e To resize a column, drag its right border right or left.

(C I specify an exact height for a row, enter it in the Height
box on the Table Tools Layout tab.

® 1o specify an exact width for a column, enter it in the
Width box.

eTo make all rows of equal height, click Distribute Rows.

GTo make all columns of equal width, click Distribute
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Figure 5-19: Resize rows and columns.

Add and remove rows and columns

To add a row to the bottom of a table, position the insertion
point in the bottom right cell and press Tab. Using this method
you can keep growing your table as you type.

To add a row or column anywhere else, follow these steps:

1. Select a row or column adjacent to where you want the
<P new one.

If you want to insert multiple rows or columns, select
multiple rows or columns.

e On the Table Tools Layout tab, click one of the Insert
buttons in the Rows & Columns group.
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Figure 5-20: Insert rows or columns.

To remove a row or column, follow these steps:
1. Select the row(s) or column(s) to be deleted.
2. On the Table Tools Layout tab, click Delete.

You can also delete rows and columns without selecting entire
rows or columns beforehand like this:

1. Click in any cell in the row or column to delete.

9 On the Table Tools Layout tab, click the down arrow on
the Delete button, opening a menu.

e Click Delete Columns or Delete Rows.
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Home Insert Design Layout References Mailings Revie
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X Delete Rows

’__‘>_< Delete Table

[

Figure 5-21: Delete rows or columns.

Apply borders to table cells

Gridlines are the dividers that separate a table’s rows and col-
umns. Gridlines can be displayed or hidden onscreen (via
Table Tools Layout => View Gridlines). Gridlines do not print,
and when displayed onscreen, they appear as thin blue or gray
dashed lines.

You probably won't see the gridlines in most tables because
they're covered by borders. A border is formatting applied to a
gridline that makes it appear when printed. By default, table
gridlines have a plain black %2 border.
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You can change the borders to different colors, styles (such
as dotted or dashed), and thicknesses or remove the borders
altogether.

When you apply a border to an individual cell, it's pretty
straightforward: right, left, top, and bottom. When you apply a
border to a group of cells, though, there are additional options,
such as inside (applies only to the borders between the selected
cells) and outside (applies only to the borders around the edge
of the selection block).

3

Follow these steps to apply a border.

1. Select the cell(s) to affect. See “Select cells, rows, and
columns” earlier in this chapter.

@ On the Table Tools Design tab, click the down arrow on
the Border Styles button and click the desired border
style. The colors of the border styles depend on the theme
colors in the document.

H - = Document2 - Ward Table Tools m o b
Home Inset Design Layout References Mailings Review View = Design Layout  Q Tell me whatyo @ Fn\(hﬁ'W&'mpen

/| Header Row [/ First Column J) — Pl g

Total Row Last Column

. ot - 2
. . Shading Border — Borders Border
/] Banded Rows [ Banded Columns T Styleg = < Pen Color - - .

Table Style Options Table St Theme Borders.

Figure 5-22: Choose a border style to apply.

OR

@ On the Table Tools Design tab, use the Line Style, Line
Weight, and Pen Color lists to define the border you want.

| 1t 4

1%p M| - -

Border —; Borders Border
Styles ~ &L Pen Color - - Painter
Borders [F

Figure 5-23: Define the border
using the tools in the Borders

group.

113




@ Click the down arrow under the Borders button to
open its menu, and then click the desired border to
apply. Repeat as needed to apply additional borders. For
example, you might apply Top Border and then apply
Bottom Border.

OR

@ Click the Border Painter button, and then click on each
gridline individually in the table to apply the border
settings to it. Press Esc or click the Border Painter button
again to turn the feature off.

[Eal - X

knt to do... Faithe Wempen

Yz pt -
Border 3 Borders Border
Styles ~ = Pen Color = Painter
Border |-~ | Bottom Border

Top Border
\ Left Border
\ Right Border
No Border
FH Al Borders
B Qutside Borders
- Inside Borders
Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizontal Line
Draw Table

View Gridlines

CDER NN S

Borders and Shading...

Figure 5-24: Apply the border using
either the Borders button’s list or the
Border Painter feature.

To remove all borders from the table, open the Borders
button’s list and choose No Border.

You can copy border formatting with the Border Sampler feature,
which is somewhat like the Format Painter feature. Open the
Border Styles button’s list (refer to Figure 5-22) and click Border
Sampler. The mouse pointer turns into an eyedropper. Click a
border to be copied, and the mouse pointer turns into a pen
tool. Then click the border to receive the formatting. Press Esc to
turn the feature off when finished.

\\3
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Apply shading to table cells

Q¥

Shading, in this context, refers to a background fill in a table cell.
Each cell can have a different shading, although that would be
uncommon. Shading is typically used to differentiate one row
or column from another. For example, you might shade every
other line a light green to simulate an old-style paper accounting
ledger, or you might shade the top row of your table differently
from the other rows to indicate that it holds column headings.

In Excel, you can apply special shading effects to cells, like gra-
dients and textures. You can’t do that to Word tables; shading is
strictly a solid-color proposition.

To apply shading to one or more cells, follow these steps:

1. Select the cell(s) to affect. See “Select cells, rows, and
columns” earlier in this chapter.

9 On the Table Tools Design tab, click the down arrow on
the Shading button. A palette of colors opens.

3. Click the desired color.

0 Choose colors from the Theme Colors section of the
palette to apply theme colors (which change if you
change the document theme).

© Choose from the Standard Colors section to apply
fixed colors.

@ To remove shading from the selected cells, choose No
Color.

® Choose More Colors to open a Color dialog box with
more fixed color choices.

Eal - X
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= <y — Lol
- :&h ding Border > Lporders gorce
= -G Shading Border —; ~— Borders Border
@ Styles ~ ZPE” Color *  Painter
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Standard Colors

Gll mnnnn <)

No Color

0‘7.1 More Colors...

Figure 5-25: Choose a shading color for the
selected cells.
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Insert a picture from a file

Word accepts pictures in a wide variety of graphic formats,
including JPEG, TIF, GIF, BMP, and PNG. You can drag-and-drop
pictures from File Explorer directly into a Word document, or
you can insert them with the following procedure.

To insert a picture from a file, follow these steps:

1. Position the insertion point where you want the picture
to appear.

9 On the Insert tab, click Pictures. The Insert Picture dialog
box opens.

e Select the picture you want to insert. You might need to
navigate to a different location.

O Click Insert.
B - . Table Tools
Home mserl?mgn layout  References  Mailings  Review  View  Design Llayout  Q Tell me what you want to do Faithe Wempen
B CoverPage - == L | ———— e ——ii i -El_w;q- K Equatiors
|
= ] Insert Picture x =
[ BlankPage ~ —— 3 | EB Insert Pictur: 4-5  Qsymbol-
A Table  Pictures Text s
+={Page Break . 4 e > ThisPC > Pictures » v U Search Pictures 2 |gox- a-
Pages Tables Text Symbols ~
Organize = New folder =- o @
@ Microsoft Word
@ OneDrive
= This PC
m Desktop Camera Roll Sav ures canyonjpg charles jpg
[ Documents
& Downloads %
& Music
= Pictures
8 Videos
. Local Disk (C)
F Network -
File name: ¥ | |All Pictures (~emfwmfjpgi*j v
oo~ )
Pageiol1 13words [ Engiish (United States) %51

Figure 5-26: Insert a picture from your own files.

Find pictures online

The bad news about online images is: there’s no more clip art.
Microsoft has discontinued their clip art repository, and clip art
is no longer available in Office products. The good news is that
you can search the entire Internet for pictures via Bing image
search without leaving Word. The search results include only
images that are licensed by Creative Commons, meaning you can
use them without having to pay a fee.
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QUING/

Not all Creative Commons licensed images are free for every
usage. Some are free only for non-commercial use, for example.
Check a picture’s source and license before you commit to using
it in a publication.

To insert an online image, follow these steps:

1. Position the insertion point where you want the picture to
appear.

2. On the Insert tab, click Online Pictures. The Insert Pictures
dialog box opens.

O In the Bing Image Search box, type keywords that
represent what you want.

0 Click the Search button or press Enter to perform the
search.

Insert Pictures

b Bing Image Search 0 dog agility 5 m

Search the web

Y OneDrive - Personal

faithe@wempen.com

Browse »

Also insert from:

Figure 5-27:Type your keywords in the Bing Image Search box.
e Click the Close icon to clear the Creative Commons note
from the screen.
@ Click the desired image.
Scroll down to see more images. (See @) in Figure 5-28.)

e Click Insert.
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Figure 5-28: Type your keywords in the Bing Image
Search box.

Manage picture placement and size
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After you insert a graphic in a document, you may decide you
want to move it or change how the text around it interacts with
it. For example, you might want the text to wrap around the
graphic or even run on top of it.

You can size and position a graphic in several ways. You can
manually size or move by dragging; you can specify exact values
for height, width, or position on the page; or you can use the
Word placement commands to place the image in relation to
other content.

Change a picture’s wrap setting

By default, a picture is inserted as an inline image, which means
it's treated like a really large text character. That's not usually the
best way for an image to interact with the text, though. More
often you want the text to flow around the image so that if the
text moves (due to editing), the graphic stays where you put it.
You can change a picture’s text wrap setting to control this.

The most common wrap settings are:

® In Line with Text: The picture flows in with the text and is
treated like text.

® Square: Text wraps around the picture’s rectangular outer
frame.

e Tight: If the picture is rectangular, same as Square, but if the
picture has a transparent background, like with clip art, the text
wraps around the picture itself, not its frame.



e Through: Text runs right through the picture, as if the picture

were not there.

® Top and bottom: The picture interrupts the text vertically; text
flows above and below it, but not on the sides.

To set a picture’s wrap:

0 On the Format tab, click Wrap Text.

e Click the desired setting.

m
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I More Layout Options

Set as Default Layout
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Figure 5-29: Choose a wrap setting.

Here's a shortcut alternative.

When a picture is selected, a

Layout Options icon floats to its right. You can click this

icon for a quick menu from

which you can control text

wrapping, as shown at Q in Figure 5-30.
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See more.

Figure 5-30: Another way of controlling text wrap.
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Move a picture

To move a picture, drag it. Position the mouse anywhere over
the picture (except not over a selection handle on the border)
and drag.

The mouse pointer becomes a four-headed arrow when it’s posi-
tioned correctly for moving, as shown at € in Figure 5-31.

If it won't drag, the picture is probably as In Line with Text as
its wrap setting. Change this (for example, to Square), as you
learned in the previous section, and it will become draggable.

T

Figure 5-31: Drag a picture to
move it.

Resize a picture

You can resize an inserted picture to any size you like. Here are
some things to know about resizing pictures:

QTO resize a picture, drag one of its selection handles. A
selection handle is a circular marker on the outer frame of
the picture.

@ As you drag, a dotted outline shows the new dimensions,
and the mouse pointer appears as a crosshair.

e When you drag a side selection handle, the picture may
become distorted because you are changing its aspect ratio
(its height-width ratio).

QTO keep the picture’s aspect ratio constant, drag a corner
selection handle instead.



Figure 5-32: Drag a selection handle to
resize a picture.

Rotate a picture

To rotate a picture, drag its rotation handle. (See Q in
Figure 5-33.)

Figure 5-33: Rotate a picture by
dragging its rotation handle.

If you want more precise control over the rotation, such as rotat-
ing to a specific angle, follow these steps:

1. Select the picture.

9 On the Picture Tools Format tab, click Rotate Objects to
open a menu.

e Click More Rotation Options. The Layout dialog box
opens to the Size tab.
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Figure 5-34: Choose More Rotation Options.

e In the Rotation box, type a number from 0 to 359.
O click oK.

Layout ? X
Position Text Wrapping Size
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(@ pbsolute  [2.34" =
Relative % relative to | Page
Width
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Rotate
Rotation: 10° 0 =
Scale
Height: 21% = Width: 21% =
Lock aspect ratio
Relative to original picture size
Qriginal size
Height: 1113 Width: 16.67"
Reset
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Figure 5-35: Enter a precise value in the Rotation box.

Caption and auto-number pictures

In a business or academic document, you might have many pic-
tures or other illustrations, and you might want to refer to them
numerically. If you use the Caption feature, Word will keep the
figure numbers sequential even if you move content around and
add or delete content.
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To add a caption to a picture, follow these steps:

ﬂ Right-click the picture and choose Insert Caption.

,L PP o

style Crop

I3

¥ cut
" F Copy
%y Paste Options:

% Ls LA L

Save as Picture...

B Change Picture

0

Hyperlink..

Insert Cabt(oﬂ..o

Wrap Text »

Size and Position...

& B @

ed States) Format Picture

Figure 5-36: Right-click the picture and choose Insert
Caption.

N\ ) )
Instead of step 1, you can select the picture and then click

the Insert Caption button on the References tab.

9 In the Caption box, after the figure number, type the
caption that should appear.

3. Set any other options as desired:

0 If appropriate, open the Label list and choose
Equation or Table. Equations, tables, and figures are all
numbered separately.

@You can also click new Label to add another type to
the Label list, like Illustration, for example.

e Open the Position list and select a position for the
caption if you don’t want the default setting.

Q If you don't want the word Figure (or Equation, or
Table) to appear in the caption, mark the Exclude label
from caption check box.

G For more control over the numbering, such as number
format, click the Numbering button.

G If you want all figures to automatically be captioned,
click AutoCaption and then use the AutoCaption
dialog box to set up captioning options.

©® click oK.
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Caption
Caption:
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Options

Label: Figure :2
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Exclude label from caption
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AutoCaption... 0 ‘ OK 0 Cancel

Figure 5-37: Enter the caption to use, and set captioning
options.

In a technical document, you might want to have a table of
figures. That's like a table of contents except it lists the figures
and their captions and tells what page each one is on. To set up a
table of figures, use the Insert Table of Figures command on the
References tab.

\\3
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CHAPTERSIX

References
and Mail
Merges in
Word

eed to create a long, complicated docu-

ment? Maybe one with research cita-
tions and a bibliography? Microsoft Word
has you covered. Word offers a variety of
tools for automating the potentially arduous
tasks of creating footnotes, bibliographies,
indexes, and tables of contents. In this chap-
ter you learn how to create all of these.

Word is also great for merging, too. A mail
merge combines a generic document with a
database to create individual, personalized
copies of the document for multiple recipi-
ents. If you have to send out similar copies
of a document to hundreds of people, mail
merge can save you hours and days of work.
Mail merge also can be used to address
envelopes and labels for mailing.

Create a table of contents

A table of contents (TOC) appears at the
beginning of a document, listing each of its
headings and its page number. This book
has one. A TOC can contain multiple levels
of headings, with the minor ones more
indented or in a smaller font to distinguish
them. Figure 6-1 shows an example.

In This Chapter

m=>Creating a table of
contents

= |nserting footnotes or
endnotes

u= Citing sources and
creating a bibliography

= Creating an index

m=>Creating and printing a
mail merge
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Contents

Using the Explorer Interface

Understanding Windows Explorer ....

Displaying the Menu

Displaying the Folders List....

Moving Between Locations

Browsing a Folder

Browsing a Different Disk

Opening the Folders Window

Opening Additional Folder Windows ..........

Changing How Folders and Files Appear

Managing Files and Folders

Selecting Files and Folders

Creating a New Folder

Renaming a File or Folder

Copying or Moving a File or Folder

Copying or Moving with the Clipboard

Copying or Moving with Drag and Drop.....

Figure 6-1: A multi-level TOC example.

Check heading outline levels

The TOC feature in Word relies on heading styles, so before you
create your TOC, you need to make sure that all the headings in
the document are assigned an appropriate heading level.

If you use the built-in styles in Word (Heading 1, Heading 2,

and so on), you don't have to worry about the outline levels. Just
apply the styles to the headings, as you learned in Chapter 3, and
you're good to go.

However, if you have created your own heading styles, they
might not be configured for the correct outline level. For exam-
ple, your major heading style in the document might not be
assigned Level 1 on the outline.

Here's how to change a style’s outline level:

c On the Home tab, click the dialog box launcher in the Styles
group, opening the Styles pane.

e Point to the style, so an arrow appears to its right, and then
click the arrow to open a menu.

© cClick Modify.
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Figure 6-2: Select the Modify command for
the heading style.

O 1n the Modify Style dialog box, click Format to open a menu.
O click Paragraph.

Modify Style ? X
Properties
Mame: Major heading
Style type: Paragraph v
Style based on: 7 Normal v
Style for following paragraph: | T Major heading v
Formatting
Calibri (Body) viivl[B I U Automatic v
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Paragraph... 0
Tabs..
Border...
Language... in the Styles gallery
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Frame...
Numbering...
Shortcut key... Styles gallery [ | Automatically update
Text Effects... document () New documents based on this template

Figure 6-3: Choose to modify the paragraph formatting
for the style.

@ Open the Outline level drop-down list and select the desired
outline level.

e Click OK to close the Paragraph dialog box.
8. Click OK to close the Modify Style dialog box.

127



128

Paragraph

Indents and Spacing | Line and Page Breaks
General

Alignment: Left v

Qutline level: | Level 1 D Collapsgd by default

Level 2
Level 3
Level 4 Special: By:

Level 5 -
Level 6 [none) v =
Level 7
[ mirror inde( Laye 5
Level 9

Indentation
Left:
Right:

Spacing
Before: Opt : Line spacing: At
After gpt 5 Multiple | |1.08 =

D Don't add space between paragraphs of the same style

Preview

Figure 6-4: Change the style’s Outline level
setting.

Generate the TOC

When your headings are just the way you want them, go ahead
and create the TOC. Here’s how:

1. On the References tab, click Table of Contents. A menu opens.
2. Click Automatic Table 1. You're done.
Not enough options for you? Here's a more option-rich method:
c On the References tab, click Table of Contents.
e Click Custom Table of Contents.

3. Change any options as desired in the Table of Contents
dialog box. For example, you can:

Q Choose to include page numbers or not. That might seem
like a no-brainer because what good is a TOC without
page numbers? However . . .

e If you enable Use hyperlinks instead of page numbers,
each TOC entry is a live hyperlink to that section, so if
the reader is using the document on a computer, page
numbers might not be needed.
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Figure 6-5: Choose to customize your TOC.

QP The Use hyperlinks instead of page numbers check box

is somewhat misleadingly named, because it doesn't

automatically disable page numbers. It just turns on the

hyperlinks.

Q You can choose whether or not to right-align page

numbers. If you don't, the page number will appear to the

right of the heading.

Q If you do use right-alignment, a tab leader (a dotted line)
runs between the heading and the page number. You can
change the leader character.

G You can choose a format for the TOC.

G You can choose how many outline levels to show.

e Click OK to generate the TOC with the options you have

specified.
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Figure 6-6: Customize the TOC settings.

Insert footnotes or endnotes

130

3

One of the simplest ways to provide additional information in a
document without cluttering up the main discourse is to create

a footnote or endnote. They're the same except that a footnote
appears at the bottom of the page on which it is referenced,
whereas endnotes appear at the end of the document. I call them
notes when I'm referring generically to either one.

People use notes for a variety of reasons. A note might include
a lengthy paragraph explaining the rationale or details behind
a statement, for example. Notes are also sometimes used to
cite sources, but source-citing is more properly done using the
Citations feature in Word, covered in the next section.

To insert a basic footnote, follow these steps.

c On the References tab, click Insert Footnote. (If you want
endnotes, click Insert Endnote instead.)

e Type the note text.

To move the reference mark for a note (that is, the little number
in the body text of the document), you can drag-and-drop it

or cut-and-paste it. If the new position puts it out of sequence,
Word automatically renumbers it.

To delete a note, delete the reference mark. The footnote or end-
note disappears automatically.

If you change your mind about the footnote versus endnote
decision, you can easily switch. Right-click any existing note and
choose Note Options. Then click Convert, choose what you want
to convert to, and click OK.
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Figure 6-7: Create a footnote.

Cite sources and create a bibliography

When you quote someone else or repeat their ideas, either
directly or indirectly, that someone is a source. When working
with documents, the word source typically refers to published
material, like a book, web site article, or newspaper story. A
source could also be a speech (either live or recorded) or even a
private conversation you had with someone.

One of the difficulties that people who write research papers
have had for decades is that there are several different formatting
systems for citing sources, and each of those systems has compli-
cated, arcane rules for formatting the various source types.

Starting in Word 2007, academics and researchers rejoiced,
because Word introduced a formatting tool for citations that
took away all that frustration. You can choose the formatting
style, and Word will automatically create your in-text and bibli-
ography entries to match your choice.

Citing sources is three-step process.

1. Select a citation style. Make your initial selection upfront;
you can change later if needed.

2. Insert in-text references to the sources, and enter the bib-
liographic information about each source the first time you
refer to it.

3. Generate the bibliography. You can update the bibliography
later if you add more sources.

The following sections look at each step in more detail.
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Select a citation style

You probably already know which style you should be using,
because your employer or school will dictate it. But if not, use
APA for academic and scientific research, Chicago for journal-
ism, IEEE 2006 for science and technology, or MLA for English
literature.

To choose a citation style, open the Style drop-down list on the
References tab and make your selection. (See @ in Figure 6-8.)
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Figure 6-8: Select a citation style.

Cite a source

There are two ways to enter sources. You can enter their bib-
liographic information at the same time you make your first
in-document reference to that source, or you can enter a source
ahead of time, in a placeholder, and then refer to the source later.

To enter a source and cite it at the same time:

o Position the insertion point where the reference should
appear in the document.

e On the References tab, click Insert Citation.
e Click Add New Source.

o In the Create Source dialog box, open the Type of Source list
and choose the source type (such as Book or Journal Article).

e Fill in the fields in the dialog box to identify the source.
0 click OK.
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Art and music programs are not simply luxury programs that a school district may cut without harm to

students. Many studies have shown that students who are involved in music or art education programs
are 50% less likely to drop out of high school.

Figure 6-9: Choose to add a new source.
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Figure 6-10: Enter the source information.

The article is added to your document’s internal database, and
a reference to it appears in the text. The format of the reference
depends on the citation style you chose.

Here are some variations on that basic process:

0 After you have entered one or more sources, the Insert
Citation button’s menu contains those sources on it. You can

click a source to insert an additional in-document reference
to it.

@ If you aren’t ready to create an in-document reference to the
source yet, in step 2 choose Add New Placeholder. The rest of

the steps are the same, except you won't get an in-document
reference at the end.

e If you need to make edits to your source database, choose
References > Manage Sources.
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Figure 6-11: Choose an existing source from the Insert
Citation button’s menu if needed.
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Create a bibliography

When the document is complete, and includes all sources and
references to them, it's time to generate the bibliography. The

bibliography typically appears at the end of the document. Word
formats it correctly for the citation style you chose.

To add a bibliography, follow these steps:
1. Position the insertion point at the end of the document.
e On the References tab, click Bibliography.

e Click one of the built-in bibliography styles on the list. The
only difference between the three presets on the menu is the
wording of the heading.
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Bibliography
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Figure 6-12: Select a bibliography preset.

There aren't a lot of customization options for bibliographies.
You can choose Insert Bibliography from the list in Figure 6-12,

but it doesn’t open a dialog box; it just inserts a bibliography
without a heading.

Create an index
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An index appears in the back of a book or other long publica-
tion. It's an alphabetical listing of important terms, along with

the page numbers on which those terms are discussed. This book
has one.



The process of creating an index is as follows:
1. Decide on your indexing conventions.
2. Mark each instance to be indexed.
3. Generate the index.

Let’s look at each of these steps individually.

Decide on your indexing conventions

Do yourself a favor before you get started, and make some
decisions. For example, figure out your policies on the following
questions:

e In what forms will action verbs appear? For example, will
calibrating equipment be listed in the infinitive form
(calibrate) or the gerund form (calibrating)?

® What will your capitalization policy be? Most indexes
capitalize only proper nouns.

e Will you permit multiple forms of the same word? For
example, is it okay to have different entries for mature,
maturing, and maturation?

e Will you permit entries that begin with adjectives? (Tip: most
professional indexers don't.) For example, will red flowers be
listed under R as red flowers, or under F as flowers, red?

e How will page numbers be formatted? Bold? Italic? Both?

e Will you use subentries to organize a broad class of words? For
example, under housing, you might have subentries of apartment,
duplex, house, and townhouse, as well as indexing each of those
words separately.

e Will acronyms be listed by their spelled out version, by the
acronym, or both? If both, will they both have the page
number, or will one be a cross-reference to the other?

e How will proper names be indexed? Will John Doe be listed
under J for John, or D for Doe?

Mark each instance to be indexed

Now comes the tedious part: marking the terms to be indexed.

It takes a long time because you have to go through each page of
the document and create an index code for each word that you
want to appear in the index. If the same word appears on multi-
ple pages, you have to re-mark the word on each page.

135



To mark an index entry, follow these steps:

o In the document, select text to include in the index (usually a
single word).

@ On the References tab, click Mark Entry.
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Figure 6-13: Select a word to include in the index and choose Mark Entry.

e Confirm the entry in the Main entry box. By default it is the
text you selected in step 1.

o In the Options section, choose the type of entry. The default
is Current page, but you can also create a cross-reference to
another entry (no page number) or a page range, which is
defined by a bookmark.

To use Page range in step 4, you must define the bookmark
ahead of time for the text to which you will be referring. To
create a bookmark, select the text to include, and then on the
Insert tab, click Bookmark. Type a name for the bookmark
and click Add. Then in step 4 above, after selecting Page Range,
select the bookmark from the Bookmark drop-down list.

A\

e (Optional) If you want the page number formatted with bold
and/or italic, mark the appropriate check box.

Q Click Mark.

0 An XE code is inserted in the document for the index
entry, and the Show/Hide { feature is automatically
toggled on so you can see the index entry code if it wasn't
already on.

9 In step 6 if you click Mark All instead of Mark, every
instance of the word in the document is marked at once.
That might sound like a great time-saver, but it is usually a
bad idea because it results in instances being marked that
are not significant.
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Figure 6-14: Select a word to include in the index and choose Mark Entry.

3

7. With the dialog box still open, select another word you want
to mark.

8. Click anywhere in the Mark Index Entry dialog box. The word
in the Main entry box changes to the word you selected in
step 7.

9. Repeat steps 4-6 to mark the additional entry.

10. Keep marking more entries, or click Close to close the dialog
box.

Word has an AutoMark feature that enables you to create a list
of terms to index as a separate document, and then apply that
list to the document to be indexed. It marks every single instance
of each word in the document. That can result in a bad index
that doesn’t allow readers to easily identify where the important
discussions are. This book doesn’t cover AutoMark, but you can
experiment with it on your own.

Generate the index

After all the entries are marked, you can generate the index.
To do so:

1. Position the insertion point where you want the index to
appear. Usually this is at the end of the document. You might
want to start a new page (Ctrl+Enter).

@ On the References tab, click Insert Index. The Index dialog
box opens.
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3. Set any options as desired for the index.

0 Mark this check box to right-align page numbers (not
common).

© Open the Formats list and choose a format if you don't
like the default format.

Q Choose a formatting type for subentries. Indented is the
most common.

Q Choose a number of columns. Two is the default, but
three may work better on a wide page.

The number of columns you choose can make a big differ-
ence in the number of pages the index occupies.

0 Click OK. The index appears in the document.

If you realize you left out a few words or want to make other
changes, you can edit the index manually as you would any other
text. Alternatively, you can delete the index and regenerate it.
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Figure 6-15: Generate an index.

Mail merge: An overview
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Mail merging enables you to create personalized copies of a stan-
dard document for multiple recipients. You can use mail merge
to create letters, envelopes, email messages, mailing labels, and
even entries in a directory.

A mail merge consists of two documents: a main document and

a data list. The main document is just like a regular document
except in certain spots there are codes that substitute for specific
information. For example, a letter might start Dear <<FirstName>>.



A data list can be a document that contains a structured list (that
is, data in consistently organized rows and columns) in either
Word or Excel format, or an Access database table. The mail
merge feature can also pull data from the Contacts list in your
locally installed copy of Microsoft Outlook. If you do not have a
data list already, Word enables you to create one from inside of
Word by filling out a form. That process is explained in “Create a
data list for mail merge” later in this chapter.

Here's the overview of the mail merge process:

1. Start a new document, or open an existing one, to use for the
main document.

2. Use the Start Mail Merge command to select the type of
document it will be.

3. Select or create the data list source file.
4. Insert the merge fields in the main document.

5. Perform the merge, either to a new document or directly to a
printer.

This process is the same regardless of the type of document
(letters, envelopes, labels, or a catalog).

Word has a Mail Merge Wizard feature that walks you through
each step in the process, and you might want to try it the first few
times you merge, but ultimately you may find that it is faster and
easier to complete the steps on your own.

Start a mail merge main document

A\

A main document contains two important things: the text that
will remain the same between the personalized copies, and the
codes that tell Word what fields to insert at what points.

Follow these steps:
1. Start a new blank document. (Pressing Ctrl+N is a quick way.)

If you're creating letters or email messages, it's generally okay
to use an existing document as the main document. Maybe
you have a letter or message already written, for example,
and you just need to personalize each copy. If you're creating
labels, envelopes, or a directory, however, you should start a
new document.

e On the Mailing tab, click Start Mail Merge.
e Click the type of document you want to merge.

If you choose Letters, Email Messages, or Directory, your work is
complete at this point. Move on to the next step in the process:

selecting or creating a data list.
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Figure 6-16: Select the type of document.

A directory is just like a letter mail merge except that there is
no page break between copies. So, for example, instead of each
person’s copy being on its own page, a directory runs all the
merged data together on a single page, like in a phonebook.

Extra steps for creating envelopes

If you select Envelopes in step 3, the Envelope Options dialog
box appears after you complete the steps in the previous section.

e Choose the envelope size.

The standard U.S. business-size envelope is Size 10, the
default.

O click oK.

Envelope Options ? X

Printing Options

Envelope size:

Size 10 41/8x91/2in) 0 v

Delivery address

Font... From left: |Auto

AF d»

From top: |Auto
Return address

Fant... From left: |Auto

LIRS 2

From top: |Auto

ok @) cancel

Figure 6-17: Choose an envelope size.
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The document’s page size changes to reflect the envelope size
you chose. An empty text box appears near the bottom of the
document, ready to accept the merge codes for addressing the
envelopes.

Extra steps for creating labels

If you select Labels in step 3, the Label Options dialog box
opens.

o Open the Label vendors list and choose the brand of label
you have.

e On the product number list, choose the label’s product
number. It should be printed on the package.

The purpose of selecting a manufacturer and product number
is to ensure the label size, the number of labels per sheet, and
the spacing between labels is accurate in Word. If you don't
have the box the labels came in, you might have to enter the
information manually. Find a ruler so you can measure your
labels. Then click New Label and fill out the dialog box that
appears with your label sheet’s specifications.

0 click OK.

Label Options ? X
Frinter information

'::' Continuous-feed printers

'§' Page printers Iray: |Default tray (Automatically Select) v
Label information

Label vendors: | Avery US Letter 0 v

Find updates on Office.com

Product number: Label information
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5154 Print or Write Flexible Mini Name Bad Height: 1"

5155 Easy Peel Return Address Labels .l .

5159 Mailing Labels WiEE  2E

5160 Easy Peel Address Labels 5 Page size: 8.5 % 11°

5161 Easy Peel Address Labels hd

Details... New Label... 6 Cancel

Figure 6-18: Choose a label manufacturer and product

number.

If you are creating labels, Word creates a table with the dimen-
sions appropriate to the label size and arrangement you indi-
cated. By default the gridlines of this table do not appear. If you
want to see them, Choose Table Tools Layout=> View Gridlines.
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Select an existing data list for a mail merge

After you choose the main document type, you next choose
the data list. A data list must be in a structured format, such as
a Word document containing a table, an Excel workbook, or a
database such as the Contacts list in Outlook.

If you plan on using an existing Word or Excel file, it's important
to set it up beforehand. You might need to open that file sepa-
rately to prepare it.

If it's a Word table, keep these points in mind:

0 Make sure that there is nothing above the table in the
document file.

@The first row of the table must contain the field names
(column labels).

@All the rest of the rows must contain the data records.

)

First Last Address City State ZIP 0
Bob Smith 1208 Ponting Macon IL 62544

St.
Bernice Regan 542 Mallard Boston MA 02134

Ave. o
Margaret Colvin 2923 Orchard | Fishers IN 46201

St.
Pauline Hinsdale 351 E. Main St. | Moweaqua IL 62550

Figure 6-19: A Word table suitable for use as a mail merge data list.

If it’s an Excel worksheet, keep these points in mind:
@ Row 1 must contain the field names (column labels).

GAH contiguous rows below row 1contain the data records.

0 1 |First Last Address City State ZIP
2 |Bob Smith 1208 Ponting St. Macon IL 62544
3 |Bernice Regan 542 Mallard Ave. Boston MA 2134
4 |Margaret Colvin 2923 Orchard St.  Fishers IN 46201
5 |Pauline Hinsdale 351E. MainSt. Moweaqua IL 62550
6
rd

Figure 6-20: An Excel worksheet suitable for use as a
mail merge data list.
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When your data source file is ready, follow these steps to connect

it to your main document in Word:

ﬂ With the main document open, on the
Select Recipients.

e Click Use an Existing List.

Mailings tab, click

H ©- .

Home Insert Design Layout

= 5 b lie
Envelopes Labels Start Mail  Select
Merge - Recipients = Rec

References

Create L; Type a New List...

[ Use an Existing Listmﬂ
[Ed Choose from Outlook Contacts...

Mailingy

Figure 6-21: Choose to use an existing list.

(3 I avigate to the location containing your
and select it.

e Click Open.

data file

) Select Data Source

New Source...

File name: | MergeData.docx v

All Data Sources (*.odc™.mdb;™ »

Cancel

X
« ~ 4 %> ThisPC > Documents » ~ @ | Search Documents .l
Organize »  New folder - m @

4 Quick access Name Date modified Type

[ Desktop My Data Sources File folder

¥ Downloads W10-Chapter2 File folder

Er— |65 MergeData.docx 0 PT———

J-s M 5 Smple.docx Microsoft W

usic

&= Pictures

B videos
[ Microsoft Word
& OneDrive
[ This PC
¥ Network v <

Figure 6-22: Select the data file and click Open.

Congratulations, your data file is now attached. You won't notice
anything different yet, though, because you must insert merge
fields. Skip down to “Insert merge fields in the main document”

later in this chapter.
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Create a data list for a mail merge

144

3

If the data list doesn’t already exist, you can choose to create it in
a Word table or in Excel, and then attach it to the main docu-
ment as you learned in the preceding section.

However, there’s another way to create a data list that is a little
easier (or at least a little more foolproof), especially if the

list you are planning to create contains people’s names and
addresses:

© With the main document open, on the Mailings tab, click
Select Recipients.

e Click Type a New List.

H 9-
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Create & Type a New List.. 0

= Use an Existing List...

[E3 Choose from Outlook Contacts

Figure 6-23: Choose to type a new list.

e Type the name and address, pressing Tab to move to the next
fields (column).

You don’t have to fill in all the fields for every person; just do
the ones that pertain to the merge you are going to perform,
such as name and mailing address.

0 Click New Entry and then type another person’s information
on the next row.

5. Repeat step 3 until all the records are entered.
@ Click OK. The Save Address List dialog box opens.
(7] Type a name for the list in the File name box.

OnN avigate to a different save location if desired. The default

location is My Data Sources in your personal Documents
folder.

© Click Save.
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Figure 6-24: Choose to type a new list.
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Figure 6-25: Specify a data file name and location.

If you later need to edit that file, choose Mailings=> Edit
Recipient List. The saved file is in Microsoft Access database for-
mat, so you can also open and edit it with Microsoft Access.

Insert merge fields in the main document

The next step in the merge process is to insert fields where you
want the personalization to be. First, position the insertion point
appropriately:

® For letters, click where you want the merge code to appear. You
will want the recipient’s name and address near the top of the
document, just below the date. You might also want a greet-
ing like (Dear name). You might want other personalization
too, such as a mention of the person’s city or state in a body
paragraph.
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e For email messages, click where you want the first bit of per-
sonalization to appear. There isn’t a customary placement for
personalized data in email messages like there is for a business
letter.

e For envelopes, place the insertion point in the empty text box
in the center of the label.

e For labels, place the insertion point in the upper right cell
of the table. If you don't see a table, choose Table Tools
Layout=> View Gridlines.

e For a directory, click where you want the merge code to appear.
If you want some separator to appear between records, create
that (such as a horizontal line or a blank line) and then move
the insertion point above that separator.

After positioning the insertion point, you are ready to insert the
merge code. To simplify the process of inserting fields, Word
offers two special merge codes you can use:

e Address Block inserts all the fields needed to create a properly
formatted address block, including the spaces and paragraph
breaks between them, something like this:

Amy Jones
3855 W. Main St.
Arcadia, IN 46958

e Greeting Line inserts a greeting such as Dear followed by the
recipient’s name. When you insert the greeting line you can
choose whether to use their first name, last name, or both. It
might look something like this:

Dear Ms. Jones:

You can also insert individual merge fields. For example, you
might mention the person’s city in a paragraph like this:

Until June 30, our store in Indianapolis is offering 20% off all
clearance items.

Insert an address block

To insert an address block (for example, on an envelope or label,
or at the top of a letter), follow these steps:

o On the Mailings tab, click Address Block.

e Choose the format in which the person’s name should
appear.

e If you do not want the company name (if any) to appear,
click the Insert company name check box.



(4] Specify how addresses outside of the default country should
be shown.

e Check the preview to make sure the address block appears as

expected.
\§ . . . .
> If the address preview doesn’t look right, click Match Fields
and use the dialog box that appears to match up the fields
from the merge data file with the fields used for the address
block.
@ Click OK to insert the code.
The address block code appears in the document with double
angle brackets around it, like this: <<AddressBlock>>.
FECE -
Home  Insert  Design  layout  References M 5 | Review View  Q Tell me what you want to de Faithe Wempen
D> FE 2 B BE B ., B
Envelopes Labels | Start Mail  Select Edit Highlight  Address Greeting Insert Merge - Preview | Recipient Finish &
Merge = Recipients - Recipient List Merge Fields Block  Line Field = : Results | Check for Errors Merge -
Insert Address Block ? x

Specily address elements Freview
Here is a presiew fram your recipient fst:
1 oM

Anna Zimmerman
123 West Main St,
Carmel. indiana 45083

order, use Match Fields to

ted 5 iden res: i
M Format address according to the destination country/region Match Fields..

D -

Page2of2 49words L[| English (United States) 29

Figure 6-26: Specify options for the address block.

Correct the spacing issue on address blocks

One problem with the default address block is that it leaves
too much vertical space between lines, because of the default
paragraph spacing. (Each line of the address block is a separate
paragraph.) To see this for yourself, choose Mailings=> Preview
Results. Repeat that command to turn off the preview.

To correct the problem, follow these steps:
c Select the <<AddressBlock>> code.

e On the Home tab, click the Line and Paragraph Spacing
button to open its menu.

e Click Remove Space After Paragraph.
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= © - N Document? - Word
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do
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D Calibri (Body} - [11 -/ A A Aa~ A = - EE - o €= 3= él T AaBbCcl AaBbCc
Paste B I U-abex, x* A-W- A-==== 1= '0’ - 1 Major h... | T Norm

- ¥ Format Painter
1.0

115
1.5
2.0
2.5
3.0

Line Spacing Options...

Clipboard [ Font 7 Parag

«AddressBlock»
Add Space Before Paragraph

Remove Space After Paragrapho

=l ik

Figure 6-27: Remove extra space after paragraphs within the address block.

Insert a greeting line
To insert a greeting line, follow these steps:
© on the Mailings tab, click Greeting Line.

@ Use the drop-down lists in the Greeting line format section to
specify how the greeting will appear.

(3] Specify a greeting line for invalid recipient names (for
example, a record where no recipient name was specified).

0 Check the preview area to make sure the greeting line is as
you want it.

O You can dlick the Next button to move through all the
records to check each one.

e If the fields aren’t matching up, click Match Fields and
specify which fields from the data list should be included

in the greeting.
O click oK.

Insert an individual merge field
To insert an individual field, follow these steps:

© on the Mailings tab, click the arrow on the Insert Merge Field
button, opening a menu.

e Click the desired field to insert.
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Home Insert Design Layout References Mailings Review View Q Tell me what you want
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- L ¥ Match Fields
Envelopes Labels Start Mail Select Edit hlight Address Greeting Insert Merge . revie
Merge - Recipients - Recipient List ds  Block Line Field = - Resu
Create start Mail Merge Write & Insert Fields
Insert Greeting Line ? X
Greeting line format:
Dear * | Joshua Randall Jr. ~l V@
Greeting line for invalid recipient names:
Dear Sir or Madam, 0 i
Preview
Here is a preview from your recipient list:
(A gt b b
Dear Anna Zimmerman, 0
Correct Problems.
If items in your greeting line are missing or out of order, use Match Fields to identify tl rrect
address elements from your mailing list.
Match Fields...
5
Figure 6-28: Specify the settings for the greeting line.
(] ©- 0 M Document2 - Word
Home Insert Design Layout References Mailings Review View Q Tell me what yi
IR B =
™ =]
- L —! 2% Match Fields
Envelopes Labels Start Mail  Select Edit ighlight Address Greeting Insert Merge
. L . . ) hdate Labels
Merge - Recipients - Recipient List ds Block Line Field - Cpuate Labels
Create Start Mail Merge Write & Ir Firstﬂ
Last
Address
City
State
ZIP
Q1_Sales

Figure 6-29: Choose an individual field to insert.

Here's an alternate method. You can click the face of the Insert
Merge Field button (the graphical part, not the text and arrow
below it) to open the Insert Merge Field dialog box. From there
you can choose a field and click Insert.

A\

149



Perform a mail merge

After all the codes are inserted in the main document, it's time
to perform the merge. There are three ways to go about this: you
can merge to a new document, and then print that document as
a separate step after examining the merge results, you can merge
directly to your printer, or you can send email messages.

Which is better? It depends. How sure are you that you've set up
the merge correctly? I recommend merging to a new document
the first time you run a new merge to make sure that it works the
way you intended. But if you are running the same merge repeat-
edly (such as sending out the same form letters every month to
the same people), it's fine to merge directly to the printer.

You can preview the merge results without having to create a
whole new document. Just choose Mailings Preview Results.
Then use the arrow buttons in the Preview Results group to move
between results pages.

A\

Merge to a new document

To merge to a new document, follow these steps:

a On the Mailings tab, click Finish & Merge. A menu opens.
e Click Edit Individual Documents.

) - X

Faithe Wempen
Ml D_)
Finish&0
P Merge ~
By Edit Individua Docurnents...ﬂ ~
E:E'p Print Documents...

D Send Email Messages...

Figure 6-30: Choose to edit individual
documents.

(3] (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

0 Click OK. The new document is created.
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Merge to New Document ? X

Merge records

| ) Erom: To:

OK Cancel

Figure 6-31: Choose a range of
records.

5. Print and save the new document as you would any docu-
ment, and then close it.

6. Save your merge main document for later reuse if desired.

Merge to a printer
To merge to a printer, follow these steps:

c On the Mailings tab, click Finish & Merge. A menu opens.
e Click Print Documents.

) - X

Faithe Wempen
| D_)

Finish &
Merge ~

ED Edit Individual Documents... ~
E:Ea Print Documents...@

D Send Email Messages...

Figure 6-32: Choose to merge to a printer.

e (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

O Click OK.

Merge to Printer ? X

Print records

() Current record

Figure 6-33: Choose a range of
records.

() Erom: To:
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5. In the Print dialog box, specify any print options as needed.

O click OK.
Print ? X
Printer
Name: &5  Brother MFC-3320CW Printer v Properties
Status:  ldle T
Type: Brother Color Leg Type1 Class Driver
Where:  WSD-476a92fe-9504-4226-b488-ecc5e6al ebcc.006a [ print to file
Comment: []Manual duplex
Page range Copies
(@ an Number of copies: |1 5

Current page Selection

S e
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
pls1, pl1s2, p1s3-p8s3

Print what: | Document Zoom
Print: All pages in range w| Pagespersheet: 1page v
Seale to paper size: | No Scaling v

Options... Cancel

Figure 6-34: Choose printing options and complete the
printing.

Send merged email messages
To merge to a printer, follow these steps:

ﬂ On the Mailings tab, click Finish & Merge. A menu opens.
9 Click Send Email Messages.

Eal - X

Faithe Wempen
| D_)

Finish &
Merge ~

I:D Edit Individual Documents... ~
QE- Print Documents...

D Send Emai \«ﬂessages.@

Figure 6-35: Choose Send Email Messages.

e Open the To: drop-down list and select the field that contains

the recipients’ email addresses. This field might or might not
have been inserted in the message.

0 In the Subject line box, type the desired message subject.



e (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

@ Click OK. The messages are sent using your default email
application (probably Microsoft Outlook).

Merge to E-mail ? X

Message options

To: Email_Address 0 v
Subjectline: | New discounts on clearance items 0
Mail format: |y v

Send records

() Current record

) From: To:

Figure 6-36: Specify email sending options.
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CHAPTERSEVEN

Creating
Basic Excel
Worksheets

Excel has many practical uses. You can use
its orderly row-and-column worksheet
structure to organize multicolumn lists, cre-
ate business forms, and much more. Excel
provides more than just data organization,
though; it enables you to write formulas
that perform calculations on your data. This
feature makes Excel an ideal tool for storing
financial information, such as checkbook
register and investment portfolio data.

In this lesson, I introduce you to the Excel
interface and teach you some of the con-
cepts you need to know. You learn how to
move around in Excel, how to type and edit
data, and how to manipulate rows, col-
umns, cells, and sheets.

In This Chapter

= nderstanding the Excel
interface

= Moving between cells
u=Selecting cells and ranges

= Entering and editing text
in cells

m=>sing AutoFill to fill cell
content and Flash Fill to
extract content

= Copying and moving data
between cells

= |nserting and deleting
rows, columns, and cells

= Creating and managing
multiple worksheets
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Understanding the Excel interface

Let's start out with some basic terminology. A spreadsheet is a grid
composed of rows and columns. Spreadsheet is a generic term,
not an Excel-specific one. Excel calls each spreadsheet a worksheet.
An excel file is called a workbook. Here are a few other things to
remember about the Excel interface:

Q A workbook can have multiple worksheets. Each
worksheet has a tab at the bottom of the screen; you can
click a tab to switch to that sheet.

e At the intersection of each row and column is a cell. You
can type text, numbers, and formulas into cells to build
your spreadsheet.

eThe active cell has a thicker green outline around it
called the cell cursor. Whatever you type is entered into
the active cell.

QThe content of the active cell appears in the formula bar.
When the cell contains text or a fixed number, the formula
bar content is the same as what you see in the cell.
However, when the cell contains a formula, the cell shows
the results of the formula and the formula bar shows the
formula itself.

G A cell’s address consists of its column letter and row
number. The active cell’s address appears in the Name box.

H ®- L S Book1 - Excel = - o X
Home  Insert  Pagelayout Formulas Data  Review  View Q' Tell me whatyou want to do Faithe Wemp...
. o . E 0 = - -
& [Caion -z -|A A - EPwap Tex Currency - r o [ & insen z %Y p
Ry - 2] >y %" Expelete + [~
Pate g oy ou- v A &= 5= ElMerge&Conter + § - % » 42 g Conditional Formatas Cell . _ Sort& Find &
- == - E £ Eveg §-% * ** formatting - Table- Styles- E1Format= &= g oo
Cligboard = Font n Alignmert " Number Styles cells ediing ~
570 - e 7suwe;‘3510 -
A B C D E F G H 1 J K L M N o P~
1 Q1 Revenue Summary
; 0
3 January 565,054
4 February $70,285
5 March 561,010

6
7 |Total $196,349
8

9
10
1
12
13
14
15
16

17
18

Figure 7-1: Cells are at the intersections of rows and columns.
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Excel is very much like Word in many ways. Here are some parts
that might seem familiar from previous chapters:

GThe Ribbon is a multi-tabbed toolbar of commands to
issue. Click a tab to switch to it.

@ The Zoom slider controls the magnification of the work
area. Drag the slider left or right to zoom out or in.

m Clicking File opens Backstage view, where you can save,
open, and print files.

0 Scroll bars enable you to move around in the worksheet.

OThe Quick Access toolbar provides shortcuts to a few
commonly used commands.

(K] Type in the Tell Me What You Want to Do box to ask a
question if you don’t know how to do something.

H ®- - - m Book? - Excel m [u] <
Wome | Insert  Pagelayow fommulas  Data  Review  View  { Tell me whatyou want to do Taithe Wemp...

o, P 1 - .

L‘x Calibr -2 - AR ==E & Sweple ncy - @ g T E %Y p

iy - E: te - [

Pste o B IU-il- H-A- === &5= EIMegesCenter - % wa 5 . Sort& Find &

- Filter = Select~
Cipboard 7 Font 5 Aignment ‘ a
B7 M Jr =SUM(B3:B5) v

A ] c D E F G N o [

Q1 Revenue Summary
2
3 [lanuary 65,054
4 |February 570,285
5 |March 561,010
3
7 |Total $196,349 !
: |
9
10
11
12
13
14
15
16
7
18 G

Sheet1 | (@ ]

Figure 7-2: Excel has a similar interface to that of other Office applications.

Now that you know what you're looking at, check out the next
several sections, which tell you what you can do with it.

Move between cells

To type in a cell, you must first make that cell active by moving the
cell cursor there. As shown earlier in Figure 7-1, the cell cursor is a
thick green outline. You can move the cell cursor by pressing the
arrow keys on the keyboard, by clicking the desired cell, or by using
one of the Excel keyboard shortcuts. Table 7-1 provides some of the
most common keyboard shortcuts for moving the cell cursor.
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GMBER Scrolling with the scroll bar does not change which cell is active;
it only changes which cells are visible, but it does not move the

cell cursor. One common beginner mistake is to scroll to place
the desired cell in view and then start typing without first click-
ing it to make it active.

Table 7-1 Cell Cursor Movement Shortcuts
Press This ... To Move . ..

Arrow keys One cell in the direction of the arrow
Tab One cell to the right

Shift+Tab One cell to the left

Ctrl+arrow key

To the edge of the current data region (the first
or last cell that isn't empty) in the direction of the
arrow

End To the cell in the lower-right corner of the
window”

Ctrl+End To the last cell in the worksheet, in the lowest
used row of the rightmost used column

Home To the beginning of the row containing the active
cell

Ctrl+Home To the beginning of the worksheet (cell A1)

Page Down One screen down

Alt+Page Down

One screen to the right

Ctr+Page Down

To the next sheet in the workbook

Page Up

One screen up

Alt+Page Up

One screen to the left

Ctrl+Page Up

To the previous sheet in the workbook

*This works only when the Scroll Lock key has been pressed on your keyboard to turn on the Scroll Lock
function.

Select cells and ranges

You might sometimes want to select a multi-cell range before
you issue a command. For example, if you want to format all the
text in a range a certain way, select that range and then issue the
formatting command. Technically, a range can consist of a single
cell; however, a range most commonly consists of multiple cells.
Here are some things to note about cells and ranges:

Q In Figure 7-3, the range A1:F3 is selected. Range names are
written with the upper-left cell address, a colon, and the
lower-right cell address.
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eThe active cell is A1. The active cell’s address appears in
the Name box.

OThe active cell within the range appears white, while all
the other cells in the selected range are gray.

This points out the difference between the active cell and
a multi-cell range. The active cell is significant when doing
data entry; when you type text, it goes into the active cell
only. The selected range is significant when you are issuing
a command, such as applying formatting.

Q To select a row, click its column letter. Drag across multiple
column letters to select multiple columns.

e To select a column, click its row number. Drag across multi-
ple row numbers to select multiple rows.

Figure 7-3: The range A1:F3 is selected.

A range is usually contiguous, or all the cells are in a single
rectangular block, but they don't have to be. You can also select
noncontiguous cells in a range by holding down the Ctrl key while
you select additional cells.

When a range contains noncontiguous cells, the pieces are
separated by commas, like this: A1:¢3, E3:ES5. This range name
tells Excel to select the range from A1l through C3, plus the range
from E3 through E5. Figure 7-4 shows that range.

E3 - fe

bo |~ |on [un | & fwa pa | =

Figure 7-4: A noncontiguous range.
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Enter and edit text in cells

Here are some tips for entering and editing text:

O 1o type in a cell, simply select the cell and begin typing. If
you make a mistake when editing, you can press the Esc
key to cancel the edit before you leave the cell.

e Notice that if you type an entry that is wider than the
cell, it hangs off into the next column. The solution to
that is to widen the column, as you will learn to do in
Chapter 8.

When you finish typing, you can leave the cell in any of
these ways:

e Press Enter: Moves you to the next cell down.
e Press Tab: Moves you to the next cell to the right.
e Press Shift+Tab: Moves you to the next cell to the left.

e Press an arrow key: Moves you in the direction of the
arrow.

e Click in another cell: Moves you to that cell.

A B
Annual Report|<@®

Figure 7-5: Type directly into a cell.

1
2
3

If you need to edit the content in a cell, you can click
the cell to select it, and then click the cell again to move
the insertion point into it. Edit just as you would in

any text program. Alternatively, you can click the cell to
select it and then type a new entry to replace the

old one.

O you need to undo an edit immediately after you leave

the cell, click the Undo button on the Quick Access
toolbar, or press Ctrl+Z.
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Figure 7-6: Undo an edit

QTO clear a cell, select the cell; then choose
Homer> Clear=> Clear Contents.

Ea) — ] s

Faithe Wemp...

= nsert ~ >+ AY
< Delete ~ [¥] - ‘ p

L. Sort & Find &
=l Format ~ =" Filter ~ Select ~
Cells Clear All ~
v Clear Formats -
Clear Contents
y c o .

Clear Comments

Clear Hyperlinks

Figure 7-7: Clear a cell’s content.

To clear a cell you can also select it and then either press
the Delete key or right-click it and choose Clear Contents.

Don’t confuse the Delete key on the keyboard (which issues the
Clear command) with the Delete command on the Ribbon. The
Delete command on the Ribbon doesn’t clear the cell content;
instead, it removes the entire cell. You find out more about
deleting cells in the upcoming section, “Insert and delete rows,
columns, and cells.”

And while I'm on the subject, don't confuse Clear with Cut,
either. The Cut command works in conjunction with the
Clipboard. Cut moves the content to the Clipboard, and you can
then paste it somewhere else. Excel, however, differs from other
applications in the way this command works: Using Cut doesn’t
immediately remove the content. Instead, Excel puts a flashing
dotted box around the content and waits for you to reposition
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the cell cursor and issue the Paste command. If you do some-
thing else in the interim, the cut-and-paste operation is canceled,
and the content that you cut remains in its original location. You
learn more about cutting and pasting in the section “Copy and
move data between cells” later in this lesson.

Use AutoFill to fill cell content

When you have a lot of data to enter and that data consists of
some type of repeatable pattern or sequence, you can save time
by using AutoFill.

To use AutoFill:

ﬂ Select the cell or cells that already contain an example of
what you want to fill.

9 Drag the fill handle to extend the selection to the range of
cells you want to fill:

QThe fill handle is the little black square in the lower
right corner of the selected cell or range.

@As you drag, a ScreenTip appears showing what the
value will be in the final cell of the range.

A B
1 |lanuary
& 2 |February
3 |March -
4 s
5
6
7
8
9
10
11
12
13 [?Eefnoer{,
14
15

Figure 7-8: Fill a range of cells
by dragging the fill handle.
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Depending on how you use it, AutoFill can either fill the same
value into every cell in the target area, or it can fill in a sequence
(such as days of the month, days of the week, or a numeric
sequence such as 2, 4, 6, 8). Here are the general rules for how it
works:

e When AutoFill recognizes the selected text as a member
of one of its preset lists, such as days of the week or
months of the year, it automatically increments those. For
example, if the selected cell contains Monday, AutoFill
places Tuesday in the next adjacent cell.

IMonday 1| — Monday O

Tuesday

Figure 7-9: AutoFill works on commonly
occurring series.

Q When AutoFill doesn’t recognize the selected text, it fills
the chosen cell with a duplicate of the selected text.

| Brown .l Brown
—>

Brown

Figure 7-10: AutoFill duplicates the selected
text if it's not a recognized series.

® When AutoFill is used on a single cell containing a
number, it fills with a duplicate of the number.

G You can click the AutoFill Options button to open a menu
of other choices.

| 10_| —> 10

10

ﬂ ]

e

Figure 7-11: AutoFill duplicates a single
number.
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@ When Auto Fill is used on a range of two or more cells
containing numbers, AutoFill attempts to determine
the interval between them and continues filling using
that same pattern. For example, if the two selected cells
contain 2 and 4, the next adjacent cell would be filled

with 6.
10 10
15| | —> 15
25

Figure 7-12: AutoFill determines the interval
between multiple selected numbers and
repeats that pattern.

When you copy formulas or functions (using any method), Excel
automatically adjusts the cell references in the copies to the rela-
tive positioning of the new locations. For example:

Oir you have =A1+A2 in cell A3 . ..
©O. . ad you copy A3's formula into B3 . . .
o . . . the resulting formula in B3 will be =B1+B2.

This is called relative referencing, and it's covered in more detail in
Chapter 8.

B3 - fr | =B1:B2 <)

A B C D E

3 5
4 6
| O~ ?I_ojl
®

Figure 7-13: AutoFill works when copying formulas and
functions.

[C R SR TVRY N

Copy and move data between cells

When you're creating a spreadsheet, it's common not to get
everything in the right cells on your first try. Fortunately, moving
content between cells is easy.
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Here are the two methods you can use to move content: drag it
with the mouse or cut/copy and paste using the Clipboard.

Copy and move using the mouse

Moving or copying with the mouse works well when you can

see both the source and the destination locations at once. For
example, if you want to move a range of cells a few rows up or
down, or a few columns to the left or right, this is the method for
you. It's not a good method when moving or copying between
different worksheets or workbooks.

To move or copy the contents of a range of cells using the
mouse, follow these steps:

6 Select the range of cells to be moved or copied.

9 Position the mouse pointer at the dark outline around
the selected range. The mouse pointer changes to a four-
headed arrow with a white arrow pointer on top of it.

. (Optional) If you want to copy (not move), hold down

the Ctrl key and keep it down until you are finished with
step 4. If you do this, the mouse pointer changes to a
white arrow pointer with a small plus sign on it.

e Drag the selection outline to the new location.

-l

14

A

January
February
March
April

May

June

July
August
September
October
November
December

B
2

C2:.C13

C

D

Figure 7-14: Drag a selected range to a new location
using the mouse.
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Copy and move using the Clipboard

The Clipboard is a temporary holding area in Windows, designed
for moving and copying content from one location to another.
That statement is intentionally very broad because the Clipboard
works with just about any type of content. You can use it to
move files from one folder to another, or to move a selection of
data in an application (like Excel) from one spot to another in
the same data file or a different one.

You can think of the Clipboard like a real-life clipboard. You
place something on it for temporary holding, and then when
you get to the desired location, you retrieve the item.

The Clipboard works via a combination of the following com-
mands:

® Cut: Removes the item from its original location and places it
on the Clipboard.

® Copy: Places a copy of the item on the Clipboard, leaving the
original in place.

e Paste: Places a copy of whatever is on the Clipboard in the
active location.

To copy, you use a combination of Copy and Paste; to Move, use
Cut and Paste:

0 Select the range of cells to copy or move.

9 On the Home tab, click Copy (to copy) or Cut (to
move). The border around the selection becomes dashed
temporarily.

3. Click in the cell that is in the upper-left corner of the area
into which you want to paste.

If you're moving or copying a multi-cell range with the
Clipboard, you can either select the same size and shape
of range for the destination in step 3 or you can select a
single cell, in which case the paste occurs with the selected
cell in the upper-left corner.

o On the Home tab, click Paste.
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Figure 7-15: Cut or copy, and then paste.
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Because the Clipboard is such a popular tool, there are many
ways to use it. Table 7-2 summarizes the different ways to issue
each of the three basic Clipboard commands.

Table 7-2 Methods of Cutting, Copying, and
Pasting with the Clipboard
Action Right-click Method Keyboard Method Ribbon Method
Cut Right-click selection and Ctr+X Home=> Cut
click Cut.
Copy Right-click selection and Ctrl+C Home=> Copy
click Copy.
Paste Right-click at the destination ~ Ctrl+V Home > Paste

and click Paste.

Insert and delete rows, columns, and cells

Even if you're a careful planner, you'll likely decide that you
want to change your worksheet'’s structure. Maybe you want data
in a different column, or certain rows turn out to be unnecessary.
Excel makes it easy to insert and delete rows and columns to deal
with these kinds of changes.

Insert rows or columns

When you insert a new row or column, the existing ones move to
make room for it.

ﬂ Select one or more existing rows or columns adjacent
to where you want the inserted ones. For example, if
you want two new columns, select two adjacent existing
columns. See “Select cells and ranges” earlier in this
chapter for help if needed.
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There is no limit on the number of rows or columns you
can insert at once.

e On the Home tab, click Insert.
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Figure 7-16: Insert rows or columns with the Insert command.
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Delete rows or columns

When you delete rows or columns, whatever they contained is
lost, so be careful with this command. Delete is not the same
as Cut. Cut moves the content to the Clipboard, but Delete just
destroys it.

If you accidentally delete something you meant to keep, use
Undo (Ctrl+Z) to undo commands until you get it back. This
works only if you haven't closed the application or the data file
since you made the deletion.

3. Select one or more existing rows or columns to delete. See
“Select cells and ranges” earlier in this chapter for help if
needed.

There is no limit on the number of rows or columns you
can delete at once.

o On the Home tab, click Delete.

- -

Home

Calibr

Clipboard

Insert

- - Book1 - Excel m| a

v

Sort & Find &
Filter = Select -

Pagelayout  Formulas Data  Review View QT

K L U 1
= 5 o
m  Conditional Format as
Formatting = Table -
Styles

= Insert
= Delete

(%l Format -

-In - ErWepTea General

=35 [BMerge feCenter - § - S
tyles -
Alignment

cells Editing

Figure 7-17: Delete rows or columns with the Delete command.
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Insert or delete cells and ranges

You can also insert and delete individual cells or even ranges that
don’t neatly correspond to entire rows or columns. When you do
so, the surrounding cells shift. In the case of an insertion, cells
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move down or to the right of the area where the new cells are
being inserted. In the case of a deletion, cells move up or to the
left to fill in the voided space.

Deleting a cell is different from clearing a cell’s content, and this
becomes apparent when you start working with individual cells
and ranges. When you clear the content, the cell itself remains.
When you delete the cell itself, the adjacent cells shift.

When shifting cells, Excel is smart enough that it tries to guess
which direction you want existing content to move when you
insert or delete cells. If you have content immediately to the right
of a deleted cell, for example, Excel shifts it left. If you have con-
tent immediately below the deleted cell, Excel shifts it up. You
can still override that, though, as needed.

To insert cells:

0 Select a range the size and shape of the range of cells you
want to insert, adjacent to where you want to insert them.
To insert a single cell, select a single cell.

A B C
Tom Jones Pitcher
Brad Cooper Shortstop
Bryan Willis First base 0
Ed Campbell Second base

Mary Wilderman Third base
Josh Peterson Catcher

0 0~ uv kR WMN =

Figure 7-18: Select a range where you want
toinsert cells.

e On the Home tab, click the arrow on the Insert button to
open its menu.

9 Click Insert Cells.

o In the Insert dialog box, specify how you want the
adjacent cells to move.

O click oK.
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&= Insert Cells <@

Cell nd &
btyles ~ lect~
USY  Insert Sheet Columns ~
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L M N 0] [~

Figure 7-19: Choose Insert Cells from the Insert button’s
menu.

Insert ? X

Insert

() shift cells right

O Entire row
O Entire column

Figure 7-20: Choose where
existing content will move to
make room for the new cells.

To delete a range of cells or an individual cell:
1. Select the cell(s) to delete.

e On the Home tab, click the arrow on the Delete button to
open its menu.

e Click Delete Cells.

e In the Insert dialog box, specify how you want the
adjacent cells to move.

O click ok
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X
E; Delete Sheet

Figure 7-21: Choose Delete Cells from the Delete
button’s menu.

Delete ? X

Delete

(O shitt cells left

0

O Entire row
(O Entire column

oK 0 Cancel

Figure 7-22: Choose where
existing content will move when
the deleted cells are removed.

Use Flash Fill to extract content

The Flash Fill feature enables you to extract data from adjacent
columns intelligently by analyzing the patterns in that data. For
example, suppose you have a list of email addresses in one col-
umn, and you would like the usernames (that is, the text before
the @ sign) from each email address to appear in an adjacent
column. You would extract the first few yourself by manually
typing the entries into the adjacent column, and then you would
use Flash Fill to follow your example to extract the others. You
could also use Flash Fill to separate first and last names that are
entered in the same column.

To use Flash Fill, follow these steps:

1. Make sure there are enough blank columns to the right
of the original data to hold the extracted data. See “Insert
and delete rows, columns, and cells” earlier in this chapter
if you need help.
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e In the first row of the data, create an example of the
separation you want by typing in the empty column(s).

9 In the second row of the data, click in the cell in the
column you want to populate.

A C D E
17 |Tom lones Tom lones Pitcher
2 |Brad Cooper ! Shortstop
3 |Bryan Willis First base
4 |Ed Campbell Second base
5 |Mary Wilderman Third base
6 |Josh Peterson Catcher
-
8

Figure 7-23: Create an example of the separation you
want in blank column(s) to the right of the original data.

e On the Home tab, click the Fill button to open a menu.
© Click Flash Fill.

The data in the column you selected in step 3 is filled in.
(See @ in Figure 7-24.)

6. Repeat steps 3-5 as needed to populate additional
columns.

) Step 6 is necessary because you can only Flash Fill one column
at a time. If you want to split out data from multiple columns at
once, use the Data= Text to Columns command. Use the Help
system in Excel to find out how to use that command.

H - - Baok1 - Excel = o X
Home | Insert  Pagelayout Formulas Data  Review  View  Q Tell me T yOU Want t ithe Wemp,
b . - 3 [ -
% calibri -l A A - BpwrapTex General - E L Z] g o tneert %W ,O
By - ez Y = - B
BIU- - &-A- =52 B Merge & Center - ~ 9 » + s Conditional formatas Cell . . s
Edberg s Formatting = Table~ Styles P Format (8] pown
Clipboard Font u Alignment n Number Styles cells B gight ~
B2 fr | Brad B w v
€1 et
A B [ D E F G H J K L M &
1 |Tom Jones Tom J Pitcher
2 |Brad Cooper Brad < Shortstop Series
3 | Bryan willis Bryan First base Justify
4 |Ed Campbell Ed Second base & Flash Fill
5 |Mary Wilderman ~ Mary Third base —
6 |Josh Peterson Josh Catcher

Figure 7-24: The Flash Fill command populates the columns with data using your example.

Create and manage multiple worksheets

Each new workbook starts with one sheet — Sheet1. (Not the
most interesting name, but you can change it.) Each worksheet is
represented by a tab at the bottom of the Excel window; you can
click a tab to switch to that sheet.
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You can add or delete worksheets, rearrange the worksheet tabs,
and apply different colors to the tabs to help differentiate them
from one another, or to create logical groups of tabs.

Add a worksheet

Adding a worksheet gives you an additional page on which to
enter your data without having to start a new data file. To add a
worksheet:

ﬂ Click the tab that the new worksheet’s tab should appear
to the right of. If your current workbook has only one
sheet in it, this is a non-issue.

< It's kind of a non-issue anyway, because you can easily

reorder the tabs later. See “Reorder worksheet tabs” later
in this chapter.

@ Click the New Sheet button (+) to the right of the existing
sheet tabs at the bottom of the Excel window.

Sheet1 | Sheet2 @0

Figure 7-25: Add a worksheet.

Remove a worksheet

Be careful when removing worksheets; whatever was on that
sheet is lost when you do so, and you can’t use Undo to get it
back. If you are deleting a blank sheet, Excel offers no warning,
but if the sheet contains anything, you must confirm the deletion.

To delete a worksheet:
(1) Right-click the worksheet’s tab at the bottom of the screen.
9 Click Delete.

e If a deletion confirmation dialog box appears, click
Delete.
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8 Insert...

: E‘x Delete 0

1? Rename

12 Move or Copy...

13 &3 View Code

14 =] Protect Sheet...

::E Tab Color b

17 Hide

18

" Select All Sheets
Sheetl | Sheew— <)

Ready &9

Figure 7-26: Delete a worksheet.

Microsoft Excel x

| Microsoft Excel will pen@ent\y delete this sheet. Do you want to continue?

Delete Cancel

Figure 7-27: Confirm the deletion if the sheet you are
deleting is not empty.

Rename a worksheet

As I mentioned earlier, the default sheet names are not terribly
useful (Sheetl, Sheet2). You will probably want to rename each
sheet’s tab to help you remember what is stored on that sheet.

1. Double-click the worksheet tab to place the name in
editing mode. Alternatively, you can right-click the tab
and choose Rename.

e Edit the name or type a new name.

3. Click away from the tab to accept the new name.

Sheet1 | 1Q Revenue Projectioni@

Figure 7-28: Edit the tab’s name.



Reorder worksheet tabs

The tab for a new worksheet is always placed to the right of
whichever worksheet is active when you create it. You can easily
reorder the worksheet tabs, though.

e Drag a tab to the right or left to move it.

e A small black triangle shows where the worksheet tab will
be dropped when you release the mouse button.

S[t=€9 1Q Revenue Projections @

Ready

Figure 7-29: Drag a tab to the right or left.

Change the worksheet tab color

If you have a lot of worksheets in a workbook, it can get confus-
ing when you are trying to find the one you want. You can make
it easier by color-coding your tabs: gold for management, blue
for medical, red for security, and so on. (Yes, those are the Star
Trek colors. Use your own scheme.)

To change a tab’s color:
a Right-click the tab.
9 Point to Tab Color.
e Click the desired color.

10
11

12
13
14
15
16
17
18
19

Ready

s Insert...
L;.? Delete
Rename

Move or Copy...
Theme Colors

Q'_] Eie‘d‘.‘ Code . . . . . .
D Protect Sheet...

@> 12b Color ’ III
Hide | | I I I I I I

Standard Colors

Y 3] EEEEN
Select All Sheets

Sheet1 1Q R(:vc‘nu_t: FIUJECUIUNS | No Color

1 v More Colors... -

Figure 7-30: Assign a color to a tab to categorize it.
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CHAPTEREIGHT

Creating Excel
Formulas and
Functions

Math. Excel is really good at it, and it’s
what makes Excel more than just data
storage. Even if you hated math in school,
you might still like Excel because it does the
math for you.

In Excel, you can write math formulas

that perform calculations on the values

in various cells, and then, if those values
change later, you can see the formula results
update automatically. You can also use
built-in functions to handle more complex
math activities than you might be able to
set up yourself with formulas. This capa-
bility makes it possible to build complex
worksheets that calculate loan rates and
payments, keep track of your bank accounts,
and much more.

In this chapter, I show you how to construct
formulas and functions in Excel, how to
move and copy formulas and functions
(there’s a trick to it), and how to use func-
tions to create handy financial spreadsheets.

In This Chapter

= \Writing basic formulas

= Copying and moving
formulas

= |nserting functions

u=>Showing the current date
or time with a function

m=>Calculating loan terms

m=Evaluating a condition
with an IF function

u=Referring to named
ranges

u=>sing the Quick Analysis
feature
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Write basic formulas
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A formula is a math calculation, like 2+2 or 3* (4+1). In Excel,
a formula can perform calculations with fixed numbers or cell
contents.

In Excel, formulas are different from regular text in two ways:
e Formulas begin with an equal sign, like this: =2+2.

e Formulas don't contain text (except for function names and
cell references). They contain only symbols that are allowed
in math formulas, such as parentheses, commas, and decimal
points.

Excel also has an advantage over some basic calculators (includ-
ing the one in Windows): It easily does exponentiation. For
example, if you want to calculate 5 to the 8th power, you would
write it in Excel as =5"8.

Create formulas that calculate
numeric values

To create a basic formula that performs math calculations on
numbers:

o In the desired cell, begin typing the formula to create,
starting with an = sign.

e Type the formula to calculate. Use these math operators:
e + for addition
e - for subtraction

e * for multiplication

/ for division

A for exponentiation

Figure 8-1:Type a for-
mula into a cell.

3. Press Enter. The formula result appears in the cell, and the
cell cursor moves down into the next row.



o (Optional) To see the formula in the cell, click the cell. Its
formula appears in the formula bar.

Formula appears in formula bar

|

Al - S =3*3

Figure 8-2:The formula result appears in
the cell and the formula itself appears in the
formula bar.

Control the order of math precedence

Just as in basic math, formulas are calculated by an order of
precedence. Table 8-1 lists the order.

Table 8-1 Order of Precedence in a Formula

Order Item Example

1 Anything in parentheses =2*%(2+1)
2 Exponentiation =273

3 Multiplication and division =1+2%2

4 Addition and subtraction =10-4

Here are a few additional examples. Work through them yourself
and see if you come up with the same results; if you do, then you
understand order of precedence.

3*3+4/2 =11
3*(3+4)/2=10.5
3*3+4/2= 25

Reference other cells in a formula

One of Excel’s best features is that it can reference cells in for-
mulas. When a cell is referenced in a formula, whatever value
it contains is used in the formula. When the value changes,
the result of the formula changes too.
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To reference another cell in a formula:
(1) Begin typing the formula to create, starting with
an = sign.
2. When you need to reference another cell, do either of the
following:
eType the cell’s address directly into the formula (for
example, Al).
© Click the cell to fill in its address in the formula being
typed.

3. Continue creating the formula normally, adding numbers
and math operators as needed. When you are finished,
press Enter.

A B

— O

10
=A1+A2

(S PR S I

Figure 8-3: Type a
formula that includes
references to other cells
by their column letter
and row number.

Reference cells on other worksheets

When referring to a cell on the same sheet, you can simply use its
column and row: Al, B1, and so on. However, when referring to
a cell on a different sheet, you have to include the sheet name in
the formula.

The syntax for doing this is to list the sheet name in single
quotes, followed by an exclamation point, followed by the cell
reference, like this:

='Sheetl' A2

You can also select cells on another sheet by first clicking the
sheet tab and then the desired cell as you are creating the
formula, as in the following steps:

(1) Begin typing the formula to create, starting with an = sign.

e When you need to reference a cell on another sheet, click
the worksheet's tab.

e Click the desired cell on that sheet.
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A B C [

Combiped Revenue
|1 Igi‘

Q2
Total

=R R I SR SR R

@~ N W o P

Summary | Q1 | Q2

Figure 8-4: Click a tab while
typing a formula to reference a
cell on that sheet.

A B C D
Revenue
January $35,000
February = 532,000
March $41,000

@ Tos! 5106000 )

(- RV, R SEN VTR SR

L~ oy e W oo P

Summary Q1 | Q2

Figure 8-5: Click the desired
cell to reference and press Enter.

4. Press Enter to return to the sheet containing the formula
you began in step 1. Excel assumes that the formula is
complete at this point and moves out of that cell.

5. If the formula is not yet complete, click the cell containing
the formula and edit it in the formula bar.
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As you may have noticed in the preceding steps, one of the draw-
backs to selecting a cell this way is that Excel ends the formula
after you select it. It's not a big deal to edit the formula, but if
you would prefer to not have to do so, you can use the typing
method instead of the selecting method.

\\3

Copy and move formulas

In Chapter 7, you learn how to move and copy text and numbers
between cells, but when it comes to copying formulas, beware of
a few gotchas. The following sections explain relative and abso-
lute referencing in formulas and how you can use them to get the
results you want when you copy.

Refer to cells with relative referencing

When you move or copy a formula, Excel automatically changes
the cell references to work with the new location. That's because,
by default, cell references in formulas are relative references.

For example, in Figure 8-6, suppose you wanted to copy the for-
mula from F2 into F3. The new formula in F3 should refer to val-
ues in row 3, not to row 2; otherwise the formula wouldn’t make
much sense. So, when F2’s formula is copied to F3, it becomes
=B3+C3+D3+E3 there.

F2 contains =B2+C2+D2+E2

F3 - S =B3+C3+D3+E3
A B C D E F G
1 Q1 Q2 Q3 Q4 Total
2 |North 16 15 14 11 56
3 |south 20 21 25 23 89
4 |East 41 4 23 10
5 |west 19 28 17 15
6

F2's formula, when copied to F3, changes to =B3+C3+D3+E3

Figure 8-6: Most of the time when you copy a formula,
you want its cell references to change.

You don't have to do anything special to move copy with rel-

ative referencing. It's the default when you move or copy. See
Chapter 7.
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Refer to cells with absolute referencing

You might not always want the cell references in a formula to
change when you move or copy it. In other words, you want an
absolute reference to that cell. To make a reference absolute, you
add dollar signs before the column letter and before the row
number. So, for example, an absolute reference to cell B1 would
be =$BS1.

Figure 8-7 shows an example scenario in which an absolute refer-
ence would be appropriate.

e Cell B4 contains the formula =A4*$B$1. This calculates the
tax on the amount in A4, where the tax rate appears in B1.

O1r you copy this formula to the range B5:B17, you want
the reference to the purchase price to change for each row
(A5, A6, A7, and so on).

G However, you want the reference to the tax rate to stay the
same for each row.

The dollar signs in the reference $B$1 ensure that that cell refer-
ence will remain static when copied.

B4 - Jr =A4*58510
A D E

B C
Tax rate: 11%0

1

2

3 |Price Tax

4| swo0 sti0]
[5 | $15.00

6 | $20.00

7| $25.00

8
9
10

$30.00

$35.00

$40.00

O |11 sss00
12| $50.00

13| $55.00

14| $60.00

15 | $65.00

16| $70.00

Ll17 | s75.00

10

Figure 8-7: An absolute reference ensures
the cell reference will not change when
copied.

If you want to lock down only one dimension of the cell refer-
ence, you can place a dollar sign before only the column or only
the row. For example, =$C1 would make only the column letter
fixed, and =c$1 would make only the row number fixed. This is
called a mixed reference.
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To create an absolute or mixed reference, you can type the dollar
signs directly into the cell where they are needed. Alternatively
you can press F4 to cycle through all the available combinations
of relative, mixed, and absolute references.

Insert functions
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In Excel, a function refers to a named type of calculation.
Functions can greatly reduce the amount of typing you have to
do to create a particular result.

e For example, instead of using the =B2+B3+B4+B5+B6+
B7+B8+B9+B10+B11 formula, you could use the SUM
function like this: =SUM (B2:B11).

e With a function, you can represent a range with the upper-
left corner’s cell reference, a colon, and the lower-right
corner’s cell reference. In the case of B2:B11, there is only
one column, so the upper-left corner is cell B2, and the
lower-right corner is cell B11.

A B C
1 |Date Revenue
2 112/21/2017| $2,500
3 112/22/2017| $2,200
4 112/23/2017| $2,100
5 112/24/2017| $1,800 <)
6 |12/25/2017| $1,700
7 112/26/2017| $2,400
8 [12/27/2017| $1,900
9 112/28/2017| $1,200
10 |12/29/2017| $3,000
11 112/30/2017| $2,800
12 |Total =sum(B2:811)] <))
13 I
14

Figure 8-8: You can specify a range as
one of the function’s arguments.

Range references cannot be used in simple formulas —
only in functions. For example, =A6 : A9 would be invalid
as a formula because no math operation is specified in

it. You can't insert math operators within a range. To use
ranges in a calculation, you must use a function.

An argument is a placeholder for a number, text string, or
cell reference. Each function has one or more arguments,
along with its own rules about how many required and



optional arguments there are and what they represent.
For example, the SUM function requires at least one
argument: a range of cells. So, in the preceding example,
B2:B11 is the argument. The arguments for a function are
enclosed in a set of parentheses.

® You don't have to memorize the sequence of arguments
(the syntax) for each function. Excel prompts you for
them. When you type a function directly into a cell, a
ScreenTip prompts you for that function’s arguments.

|=sum{ ‘I

SUM(number1, [number2], 4@

Figure 8-9: Excel prompts you for
arguments when you type a function.

Use the SUM function

The sUM function is by far the most popular function; it sums (that
is, adds) a data range consisting of one or more cells, like this:

=SUM (D12:D15)

You don’t have to use a range in a SUM function; you can specify
the individual cell addresses if you want. Separate them by com-
mas, like this:

=SUM (D12, D13, D14, D15)

If the data range is not a contiguous block, you need to specify
the individual cells that are outside the block. The main block
is one argument, and each individual other cell is an additional
argument, like this:

=SUM (D12:D15, E22)
The suM function is so frequently used that it has its own button
on the Home tab, in the Editing group. Here's how to use it.

o Select the cell into which you want to insert the SUM
function.

e On the Home tab, click Sum.
QThe SuM function is placed in the cell.

e Excel attempts to guess the range you want to sum and
places a dashed outline around it.

0 It also fills the range into the SUM function’s argument.
The range is highlighted so it can be easily removed.
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1 |pate Revenue

2 |12/21/2017 52,500

3 |12/22/2017 $2,200

4 112/23/2017  $2,100

5 |12/24/2017 51,800

6 |12/25/2017 $1,700

7 |12/26/2017 52,400

& |12/27/2017 51,900

9 12/28/2017  $1,200

10 |12/29/2017  $3,000

11 |12/30/2017 52,800

eI — 1 ]

13

14

15

16

7

18

19 e
Sheetl | Sheet3 = Sheet2 @ f v

Figure 8-10: Select the cell to hold the function and then click Sum.

A B C D
1 |Date Revenue
2 |12/21/2017f $2,500
3 112/22/2017) $2,200
4 |12/23/0P% $2,100
5 12/24/2017F $1,800
6 |12/25/2017f 51,700
7 112/26/2017} $2,400
§ |12/27/2017} $1,900
9 |12/28/2017f 51,200
10 |12/29/2017] $3,000
11 [12/30/20178 $2,800
12 |Total  @pt=sumB2:B15«(®
13 SUM(number1, [number?], ..)
14

Figure 8-11: Excel tries to complete the
function for you.

3A.1f the range is correctly selected, press Enter to accept it.
OR

3B.Drag across the correct range to make a different selection
and then press Enter.

WMBER When you press Enter to complete a function, as in step 3, Excel
automatically adds a closing parenthesis to the function if there
was not one already entered. You do not have to worry about

typing one.
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Use AVERAGE, COUNT, MAX, and MIN
functions

Perhaps you noticed that the Sum button on the Home tab has
an arrow on it. Click the arrow for a list. (See @ in Figure 8-12.)
From this list you can select one of several other common func-
tions to use instead of SUM:

e Average: Provides the average of the numeric values
within the selected range. Ignores blank and non-numeric
values

e Count Numbers: Counts the number of cells within the
selected range that contain numeric values

Q Max: Finds and returns the largest numeric value within
the selected range

G Min: Finds and returns the smallest numeric value within
the selected range

Ea) — = X

Faithe Wempen [FSRETS
S=lnsert - |2 'ﬂ? O
&<Delete ~ | ¥ sum
(%] Format - &L_-erageﬂ
Cells Ggmmr Numbers ~
_1=x0 v
Min
§ L <@ .

More Functions...

Figure 8-12: You can select other common
functions from the Sum button’s menu.

Find and insert a function

Typing a function and its arguments directly into a cell works
fine if you happen to know the function you want and its argu-
ments. Many times, though, you may not know these details. In
those cases, the Insert Function feature can help you.

Insert Function enables you to pick a function from a list based
on descriptive keywords. After you make your selection, it pro-
vides fill-in-the-blank prompts for the arguments.
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To insert a function:
0 Select the cell in which to insert the function.

e On the formula bar, click the Insert Function button to
open the Insert Function dialog box.

B6 - F 0

A B C
1
2 Mortgage Calculator
3 Amount borrowed $250,000
4 Term, in months 360
5 Monthly interest rate 0.003333
6 |Payment due 1
7
8

Figure 8-13: Click Insert Function on the
formula bar.
9 In the Search for a function describe what you want to do.

0 In the Select a function box, click a function and then
read about it below the list.

e When the appropriate function is selected, click OK.

Insert Function ? x
Search for a function:

payment 0 Go

Or select a category: | Recommended ~
Select a function:

Fv ~

KNPV
XIRR

CUMIPMT

CUMPRINC

PPMT v
PMT(rate,nper,pv/fv,type)

Calculates the payment for a loan based on constant payments and a constant interest rate.

Help on this function 5 Cancel

Figure 8-14: Describe the function’s purpose, and then
browse the list to find the one you want.

6. In the Function Arguments dialog box, type the number
or enter the cell reference for each argument. Here are
some things to remember about this dialog box:

0 You can type directly into any of the argument text
boxes.



@You can click in an argument’s box and then click a
cell on the worksheet behind the dialog box to fill in
that cell reference.

@You can click the Collapse Dialog button for any
argument to temporarily shrink the dialog box so you
can see which cell you want to choose.

@Arguments in bold are required.
eArguments that are not in bold are optional.
GThe Formula Result area previews the formula’s result.

e Click OK to complete the function.
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|8 Recently Used = |11 Text = 1B Math & Trig - . - o Trace Dependents ¥4 Error Checking = &0
Insert Mame o , Watch  Calculation ;=
Function B Finandial |8 Date & Time = I8 More Functions ~ Manager £ Create from Selection 3% Remove Arrows = &) Evaluate Formula  window  Options ~
Function Library Defined Names Fermula Auditing Calculation ~
B6 - x ¥ K =f B v
Function Arguments ? X
A B ¢ o [~
P
|
Rate B3 = 0003333333
2 |Mortgage Calciffator
Nper b2 360
3 |Amount borrowed $250,000 o
4 |Term, in months 360 8 220000
5 |Monthly interest rate 0.003333 Fv |
& |Payment dus 5,84,83) | Type = -
;‘ - -110353823
Calculates the payment for = loan n constant payments and & constant interest rate.

9
10 Rate i the interest rate per period for the loan. For example, use 6%/4 for guarterly payments at 6%
11
12
E] Formula result = 1193538239
14
15 pelp Mm-'mn.é 7 cancel
16
17
18 -

Sheetl | Sheet3 = Sheet2 | Sheetd ® . »
Edit B B 3 —— 0%

Figure 8-15: Fill in the arguments for the chosen function.

Choose from the Function Library

Once you become familiar with the names of Excel’s most com-
mon functions, you will not need to look them up every time
you need one, as you did in the previous section. Instead you
can shortcut the process, either by typing them directly into the
cell or by choosing them from the Function Library group on the
Formulas tab.

The Formulas tab’s Library group organizes functions by their gen-
eral purpose. There is a separate drop-down list button for each
category. There are also extra buttons for AutoSum, which is the
same as the Sum button on the Home tab, and Recently Used.
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To select a function from the library, follow these steps:
1. Select the cell in which to insert the function.

@ On the Formulas tab, click the button for the category of
function you want.

9 Scroll through the list and click the desired function.

You can point at a function on the list to see a pop-up box
describing it. (See Y in Figure 8-16.)

H ©- - s
Home Insert Page Layout Formulas Data
fx > AutoSum ~ |8 Logical - |& Lookup & Refer
Insert |ﬂ Recently Used - Text~ E Math & Trig =
nse
Function E Financial 'ng Date & Time ~ |! More Functions
T | Library
NPER L
B6 NPV Jr
ODDFPRICE B C D
1 ODDFYIELD
ODDLPRICE 4
2 | M or
ODDLYIELD [
3 Amg 10,000
4 Ten  PDURATION 360
5 Mol PMT %0 133333
6 |Pay PPMT
7 PRICE PMT (rate,nper,pv,fv,type)
8 PRICEDIS Fa culates the payment for a loan
9 based on constant payments and a
10 PRICEMA  constant interest rate.
11 v @ Tell me more
12 RATE
13 RECEIVED
14 RRI -
15 fx Insert Function...
16
17

Figure 8-16: Choose the desired function
from the category list.

4. Pick up the steps in the preceding section, “Find and
insert a function,” at step 6 to complete the function.

Show the current date or time with a function

You can use functions to show the current date or time in a cell
and have that value be updated automatically every time you
open the worksheet. (You can also update the field manually any
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time by pressing F9 or choosing Formulas = Calculate Now.)
The functions to do this are

® NOW: Reports the current date and time
® TODAY: Reports the current date

Even though neither uses any arguments, you still have to
include the parentheses, so they look like this when you use
them:

=NOW ( )
=TODAY ( )

If you want a different format than the default for either of those
results, you'll need to apply a different number format to the
cell. Here's how:

o With the cell selected that contains the function, click
the dialog box launcher for the Number group on the
Home tab.

Date -
$~% » W% B

Number |:<o

Figure 8-17: Click the
dialog box launcher for the
Number group.

e In the Format Cells dialog box, in the Category list, click
either Date or Time, whichever you want.

e Select the desired format from the Type list.
O Click OK.

You can combine the NOW or TODAY function with a formula to get
results that are in the past or future. For example, =TODAY ( ) +7
returns the date that is 7 days in the future. Use decimal points to
indicate times. For example, =NOW ( ) -0. 5 returns the time that is
12 hours (50 percent of one day) in the past.

There are many other date and time functions available. Check
out the functions on the Date & Time button’s menu on the
Formulas tab.
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Format Cells ? X

Number Alignment Font Border Fill Protection

Category:
General Sample
Number
Currency
Accounting
Date
Perlemagg

Fraction

1:51:36 PM

Scientific
Text
Special
Custom

Locale (location):

English (United States) e

Time formats display date and time serial numbers as date values. Time formats that begin with an
asterisk () respond to changes in regional date and time settings that are specified for the operating
system. Formats without an asterisk are not affected by operating system settings.

. )

Figure 8-18: Select a specific date or time format.

Calculate loan terms

192

One of the most common calculation tasks in Excel is to deter-
mine the terms of a loan. There is a set of functions designed
specifically for this task. Each function finds a different part of
the loan equation, given the other parts:

e pv: Short for present value; finds the amount of the loan

® NPER: Short for number of periods; finds the number of
payments (the length of the loan)

® RATE: Finds the interest rate per period
® pMT: Finds the amount of the payment per period

Each of those functions uses the other three pieces of informa-
tion as its required arguments. For example, the arguments for
PV are rate, nper, and pmt.

So, let's say, for example, that you want to know the length of

a loan in which you borrow $20,000 at 5 percent interest per
year (0.417 percent per month) if you make a monthly pay-
ment of $350. You can use the NPER function to figure that out.
Here's how:

ﬂ In Excel, create the labels needed for the structure of
the worksheet, as shown in Figure 8-19. Fill in the
information you already know about the loan.



A B

2 Loan Calculator

3 |Amount borrowed 520,000
4 |Term, in months

5 |Monthly interest rate 0.417%
& |Payment due 5300.00
7

Figure 8-19: Create the structure of the
worksheet, including the descriptive
labels and any numbers that you already
know.

9 Type =NPER( into the cell where the function should be
placed.

A ScreenTip reminds you of the arguments to use and
their proper order. (See @) in Figure 8-20.)

e Click or type the cell that contains the interest rate and
then type a comma.

A B C D
1

2 |Loan Calculator

3 |Amount borrowed 0,000

4 |Term, in months _=NPER(BS,

5 |Monthly interest rate NPER(rate, pmt, pv, [fv], [tyue:}ﬂ
6 |Payment due a $300.00

-

Figure 8-20: Begin entering the function and its
arguments.

e Click or type the cell that contains the payment amount,
and then type a comma.

O click or type the cell that contains the loan amount, and
then press Enter to complete the formula. The closing
parenthesis is automatically added for you. If you do the
example correctly, the loan term will show as -58.95187.

Besides these four simple functions, there are dozens of other
financial functions available in Excel. For example, IPMT is like
PMT except it returns only the amount of interest in the pay-
ment, and PPMT returns only the amount of principal. Explore
the functions on the Financial button’s menu on the Formulas
tab on your own.
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A B C D
1
2 |Loan Calculator
3 |Amount borrowed ::__529,_[]_0__
4 | term, in months =NPER(B5,B6,53]
5 |Monthly interest rate "_ \.IJER{rate‘-:J”nt. pv, [fv], [typel)
6 |Payment due | 530&001
- —_—

Figure 8-21: Add the remaining arguments, separating
them with commas.

The result of the calculation will be negative if the present value
(the loan amount) is a positive number. If you want the term to
show as a positive number, change the amount borrowed to a
negative number, or enclose the function within the ABS func-
tion (absolute value), like this: =ABS (NPER (B5,B6,B3) ). ABS is
short for absolute value.

A\

Since the number of payments must be a whole number,

you might choose to use the ROUNDUP function to round that
value up to the nearest whole. The ROUNDUP function has
two arguments: the number to be rounded and a number of
decimal places. For a whole number, use 0 for the second
argument. The finished formula would then look like this:
=ROUNDUP (ABS (NPER (B5,B6,B3) ), 0).

Perform math calculations

Technically, all formulas perform math calculations, but there’s

a specific category of functions called Math & Trig for functions
that deal directly with familiar math calculations like finding the
square root (SQRT), tangent (TAN), sine (SIN), or cosine (COS)
of a number. The ABS and ROUNDUP functions I mentioned at the
end of the previous section fall into this category also. Check out
the Math & Trig category list on the Formulas tab for a complete
list of math functions.

Most of the math-related functions are fairly simple, with just
one or two arguments. For example, the SQRT function takes
only one argument: the number to be calculated. SQRT (A1)
finds the square root of the number in cell A1.

Evaluate a condition with an IF function

The IF function determines whether or not a condition is true
and then performs different actions based on that answer. IF is
only one of many logical functions that Excel provides; see the
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list on the Logical button on the Formulas tab for others. For
example:

0 Suppose a customer gets a 10 percent discount if he
spends more than $50. You could use the IF function to
determine whether his order amount qualifies.

ES - f =IF(D5>=50,05*0.1,0)
A B C D E F
1 |Order Log
2
3 |Date Cust# Order#  Amount Discount Total >0
4 12/1/2017 1 €01 $45.20 50.00 545«
5 |12/1/2017 2 C02 $55.60 S5.56. $50.04
6 |12/2/2017 1 C03 $100.22 5§10.02  $90.20
7 |12/2/2017 3 Co4 $38.50 $0.00  $38.50
8

Figure 8-22: The amount of discount is determined using an
IF function.

An 1F function typically contains three arguments:
condition, value if true, and value if false.
Like all arguments, they are separated by commas.

GThe condition in this example is D5>=50. In other
words, is the value in D5 greater than or equal to 50?

GThe value if true in this example is calculated by
multiplying D5 by 0.1 (in other words, calculating 10
percent of it).

@ The value if false in this example is zero (0).

=IF(D5>=50D5*0.1/0

Figure 8-23: An IF function with
three arguments.

The condition argument is the only required one. If you omit
the value if true argument, the function returns 1 if the
condition is true and 0 if the condition is false. If you omit the
value if false argument, a value of 0 is assumed for it.
Therefore in the above example, technically we did not have to
include the value if false argument, since we wanted zero
for it anyway.
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) If you want to combine a SUM operation with an IF condition,
you can use the SUMIF function, which does both at once. It
sums a range of data if the condition you specify in its argument
is true. You'll find it on the Math & Trig button’s list, rather than
under the Logical category.

Refer to named ranges

When constructing formulas and functions, naming a range can
be helpful because you can refer to that name rather than the cell
addresses. Therefore you don’t have to remember the exact cell
addresses, and you can construct formulas based on meaning.
For example:

0 Instead of remembering that the number of employees is
stored in cell B2, you could name the cell B2 Employees.

eThen in a formula that used B2's value, such as =B2*3,
you could use the name instead: =Employees*3.

-

c2 - I =Employees*3

A B (¢ D E
1 |Store Employees Uniforms

1 250

3

Figure 8-24: You can use range names in formulas.

You can name individual cells, as in the above example, but in
some cases it may be more advantageous to name multi-cell
ranges. For example, you might name multiple cells in a column
that contains the same kind of information. When you then use
the range name in a formula or function, Excel assumes that you
mean the cell within that range that corresponds to the row or
column in which you are typing:

Q In Figure 8-25, the named range of Employees
encompasses B2 : B7.

QThe same formula is used in every cell in column C:
=Employees*3.

G In each row, Excel assumes that you mean the cell in that
same row.



c7 v S =Employees*3 6

A B C D E

1 |Store Emp@ees Uniforms
2 1 250 750
3 2 300 900
4 3 200 600
5 4 250 750
6 5 200 600
T 6 100 300
8

Figure 8-25: When a multi-cell range is named, references
to that range are relative to the cell in which the formula is
entered.

Excel is rather intelligent about deducing what you mean when
you refer to named ranges. When you refer to a range in a calcu-
lation like the one shown in Figure 8-25, the reference is to an
individual cell in the range. However, if you use the range name
in a formula where it makes sense to be referring to the entire
range, Excel does so.

For example, =SUM(Employees) would return the sum of all
values within that range. (See ) in Figure 8-26.)

B8 - S =SUM(Employees)
A B C D E

1 |Store Employees Uniforms

2 1 250 750

3 2 300 900

4 3 200 600

5 4 250 750

6 5 200 600

7 6 100 300

2 [Total | 1300} =~ F )

Figure 8-26: When you refer to a multi-cell range in a context
that infers the entire range, Excel interprets it that way.

You can name a range in three ways, and each has its pros
and cons.

Create range names by selection

If default names are okay to use, you may find automatic naming
useful. With this method, Excel chooses the name for you based
on text labels it finds in adjacent cells (above or to the left of the
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current cells). This method is fast and easy, and it works well
when you have to create a lot of names at once and when the
cells are well labeled with adjacent text:

ﬂ Select the range to name. If you want to create multiple
named ranges, each referring to a different column or row,
select the entire range, including the cells containing the
names to use.

e From the Formulas tab, click Create from Selection.

= 9 - - = functions.xlsx - Excel
Home Insert Page Layout Formulas Data Review  View Q Tell me what you |
. X AutoSum ~ Logical ~ @ Lookup & Reference ~ = Define Name ~
) = o
Insert Recently Used ~ Text~ @ Math & Trig ~ N Use in Formula
nse ame
Function |g Financial ~ E Date & Time ~ |! More Functions = Manager [ Create from Selectionﬂ
Function Library Defined Names
Al - K Store
A B C D E F G H
1 |Store Employees Uniforms
2 1 250 750|<)
3 2 300 900
4 3 200 600
5 4 250 750
6 5 200 600
7 6 100 300
8

Figure 8-27: Allow Excel to automatically create ranges with names defined by
labels in adjacent cells.

e In the Create Names from Selection dialog box, mark
or clear check boxes as needed to indicate where the
labels are.

e Click OK. The range names are created.

Create Names from Sele.. 7 X

Create names from values in the:

3

D Left column
I:‘ Bottom row
|:| Right column

Figure 8-28: Confirm that Excel has
correctly guessed where the labels are.
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If you aren’t sure if the ranges were correctly created, click the

Name Manager button on the Formulas tab to see a list of all
named ranges and their definitions.

Create range names using
the Name box

With this fast and easy method, you get to choose the name
yourself. However, you have to do each range separately;
you can't do a big batch at a time:

@ select the cells to include in the named range. Make sure
that you select only the cells that contain actual data, not
the cell containing text (like the column header).

e Click in the Name box and type the new range name.

3. Press Enter.

Uniformsﬂ' Jx
A B C
1 |Store Employees Uniforms
Ce 1 250 750
3 2 300 900 | @)
4 3 200 600
5 4 250 750
6 5 200 600
7 6 100 300
8
Figure 8-29: Type a range name into the
Name box.

Create range names using Define Name

If you want to more precisely control the options for the name,
you can use the Define Name command. This method opens a
dialog box from which you can specify the name, the scope, and
any comments you might want to include:

o Select the cells to include in the named range. Make sure
that you select only the cells that contain actual data, not
the cell containing text (like the column header).

9 On the Formulas tab, click Define Name.

e In the New Name dialog box, type the desired name in
the Name box.
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e (Optional) To limit the scope of the name to just the
active worksheet, change the Scope setting to a particular
sheet (such as Sheet1).

e (Optional) Type any comments in the Comment box.
This can help you remember why you created the range.

O click OK.
H ©- - & -
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
2 AutoSum ~ Logical ~ |E Lookup & Reference ~ Iﬁi Define Nameﬂ 3 Trace Pre
| — o
Insert Recently Used - Text - @ Math & Trig ~ N Qf,‘,—Use in Formula ~ ol Trace Del
nse| ame .
Function |g Financial = |E Date & Time ~ |ﬂ More Functions ~ Manager £S5 Create from Selection v‘s{ Remove 4
Function Library Defined Names
Uniforms - e =B2*3 New Name ? x|
A B ; D | Name: Unifarms 0 B J
1 |Store Employees Uniforms o
2 1 250 750 seope: | workoook <) b
3 2 300 900 (EopIIEDE
4 3 $ 600
5 4 0 750 0
6 5 200 600
I 6 100 300 : —
Refersto! | —sheets!$5C52:3C57 :
§ |Total
10

Figure 8-30: Define a range using the Define Name command.

Use Quick Analysis features

Here are some points to keep in mind about Quick Analysis:

QWhen you select a range of cells, a small icon appears
in the lower right corner of the selected area. This is
the Quick Analysis icon, and clicking it opens a panel
containing shortcuts to several types of common activities
related to data analysis.

9 Click on the five headings to see the shortcuts available
in that category. Then hover over one of the icons in that
category to see the result previewed on your worksheet.

e Formatting: These shortcuts point to conditional
formatting options, which you will learn about in
Chapter 9. For example, you could set up a range to
make values under or over a certain amount appear in a
different color or with a special icon adjacent.
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A B e D E F G
1 |Store Employees Uniforms
2 1 250 750
3 2 300 900
4 3 200 600
5 4 250 750
6 5 200 600
i 6 100 300
8 =0
9
10 '[g[mgj_l:__tjp_g‘ Charts  Totals  Tables Sparklines|0
11
e - =
13
14 Data Bars  Color Icon Set  Greater  Top 10% Clear o
15 Scale Than Format
::g Conditional Formatting uses rules to highlight interesting data.
18

Figure 8-31: Open the Quick Analysis panel by clicking its icon.
Then choose a category heading and click an icon for a command.

Q Charts: These shortcuts generate common types of charts
based on the selected data. You will learn about charts in
Chapter 11.

Formatting Charts@)tals Tables Sparklines

e B O B 1

Scatter Clustered Clustered Line Stacked More
Column Bar Bar Charts

Recommended Charts help you visualize data.

Figure 8-32: Quick Analysis offers shortcuts for creating several
common chart types.

G Totals: These shortcuts add the specified calculation to
adjacent cells in the worksheet. For example, Sum adds a
total row or column.

G Notice that there are separate icons here for rows versus
columns.

@ Notice also that in this category there are more icons than
can be displayed at once, so there are right and left arrows
you can click to scroll through them.
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Formatting

Formulas automatically calculate

Charts Tutals@bles Sparklines

552 , |

= X [#] =% =\ an) .0
Average Count % Total ~ Runnin, Sum

als for you.

Figure 8-33: You can use Quick Analysis to add summary rows or

columns.

@ Tables: You can convert the range to a table (covered

in Chapter 10) for greater ease of analysis. You can
also generate several different types of PivotTables via
the shortcuts here. A PivotTable is a special view of the
data that summarizes it by adding various types of
calculations to it.

0 The PivotTable icons aren’t well differentiated, but you

can point to one of the PivotTable icons to see a sample
of how it will summarize the data in the selected range.

If you choose one of the PivotTable views, it opens in its
own separate sheet.

16
7

A

B g D E F G

Store

Employees Uniforms |

Row Labels | - Sum of Uniforms Sum of Store

300 6
1200 8
1500 5

900 2

Grand Total 3900 21 \

Formatting Charts Totals Tahlesoarklines /

= R R B »S

Table PivotTable PivotTable PivotTable PivotTable More

Tables help you sort, filter, and summarize data.

Figure 8-34: You can convert the range to a table or apply one of several
PivotTable specifications.



0 Sparklines: Sparklines are mini-charts placed in single cells.
They can summarize the trend of the data in adjacent
cells. They are most relevant when the data you want to
trend appears from left to right in adjacent columns.

Formatting Charts  Totals  Tables Sparklineso

Line Column  Win/Loss

Sparklines are mini charts placed in single cells.

Figure 8-35: Choose Sparklines to add mini-charts that show
overall trends.
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CHAPTERNINE

Formatting
and Printing
Excel
Worksheets

ace it: Plain worksheets aren't that

much to look at. A worksheet packed
full of rows and columns of numbers is
enough to make anyone’s eyes glaze over.
However, formatting can dramatically
improve a worksheet’s readability, which
in turn enables the reader to understand its
meaning much more easily.

You can apply formatting at the whole-
worksheet level or at the individual-cell
level. This lesson focuses on formatting
entire worksheets — or at least big chunks
of them. You learn how to adjust rows and
columns, apply worksheet backgrounds,
create headers and footers, and format
ranges as tables, complete with preset table
formatting. You also learn how to print your
work in Excel.

Apply and customize
themes

Themes are formatting presets that you can
apply to entire worksheets to change their
formatting without having to select each for-
matting aspect manually. A theme includes
font, color, and effect choices. You learned
about themes in Word in Chapter 2, and

In This Chapter
= Applying and customizing
themes

= Applying a worksheet
background

m=Resizing rows and
columns

"= Applying cell borders and
shading

= Formatting cells using
styles

u=UJsing conditional
formatting

m=Setting up headers and
footers

u=Printing a worksheet
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SMBER

themes work basically the same way in Excel, too (and also in
PowerPoint, as you'll see in Chapter 15). The theme choices are
the same across those three applications, so you can standardize
your formatting across all the documents you create, regardless
of application used.

A theme doesn't override manually applied formatting. It simply
redefines the default values for fonts, colors, and effects. In order
for a theme’s fonts to apply to a certain cell, you must not have
changed its font manually, or you must have changed it to one
of the fonts in the Theme Fonts section of the Font drop-down
list. Similarly, in order for colors to take effect, you must have
recolored objects only with the theme colors placeholders, not
with fixed colors. See Chapter 2 for more information. If a cell
or object doesn’t appear to be working with the applied theme,
select it and choose Home => Clear = Clear Formats.

Apply a theme
To apply a theme, do the following:

© on the Page Layout tab, click Themes. The Themes menu
appears.

9 Click the desired theme.

H o- - -
Home Insert Page Layout Formulas Data Rev|

= OB D G

= F

t.. - [ L= -

Themes MargmsOrlemtatlon Size  Print Breaks Backgrou
DEf‘feds - ~  Area~ -

Custom -

Aa

Corporate
Office

et 2o

Office Facet Integral

Al 2B ] A ‘j

lon Board... Organic Retrospect Slice

Aol ] 2] 2]

Wisp Banded Basis Berlin

ra ] 2= 22 2]

Celestial Circuit Damask Depth -

lfl Browse for Themes...
% Save Current Theme...

Figure 9-1: Choose a different theme to
change the formatting.




Each aspect of a theme can also be individually changed, using
the Colors, Fonts, and Effects buttons on the Page Layout tab.
Each one opens a menu from which you can make your selec-
tion. These color, font, and effect schemes do not correspond
one-to-one with the themes on the Themes button'’s list; there
are more color, font, and effect schemes than there are themes.
You can change these as follows:

0 Click Colors and choose a different set of colors.
e Click Fonts and choose a different set of fonts.
@ Click Effects and choose a different effect type.

d o- - -
Home Insert Page Layout Formulas Data Rev|

Colmrs 1 = [ﬂ |
T D D [H; -

Fonts '
ins Orientation Size  Print Breaks Backgrou
DEffeds - Areav -

T Office

Officel} | Office 20.. Sublle S0..  Banded E..

el

Smokey G.. Glow Edge Grunge Te.. Frosted G...

@9 Ep Gy (=

Top S.had. Inset Milk Glass Riblet

RO

Reflection  Extreme S... Glossy

oS VW kW e

o
o

&

14

Figure 9-2: Change one aspect of a theme
individually from the Design tab.

CMBER Effects apply only to certain graphic objects, such as drawn lines
and shapes and SmartArt. Therefore, you should not expect to
see an immediate, dramatic difference in your worksheet when
you apply a different Effect setting unless your worksheet con-
tains graphic objects and those graphic objects have not been
manually formatted with specific effects.

Create a custom theme

You can create your own custom themes and then save them and
share them with other people. This is handy when your company
has specific fonts and colors that you are expected to use in your
work-related projects; you can create a theme that uses the right
formatting, and then everyone in your company can use that
same theme, ensuring consistency.
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To create a custom theme, follow these steps:

1. Make your selection of Color, Fonts, and Effects, as in
Figure 9-2. If none of the font and color themes are
suitable, you can create your own custom schemes, as
I explain in the next two sections.

@ on the Page Layout tab, click Themes, and then click Save
Current Theme.

B - .-
Home Insert | Pagelayout Formulas Data  Review

Colors il =y (N

= O 3 Diles -

IA Fonts - 5 ) . _ = B

Themes — Margins Orientation Size Print Breaks Background
- L‘ Effects - - - - Amea~ -

Custom -

Aa

E
Corporate

Office

e ][]

Office

P
o

IF

e

tafl [A]

t Integral lon

Aa] A | R

lon Board... Organic Retrospect Slice

Aol [ [a] 2]

Wisp Banded Basis Berlin

] e 2] 2]

Celestial Circuit Damask Depth -

& Browse for Themes...

EQ save Current Theme.

Figure 9-3: Select the Save Current Theme
command from the menu.

3. In the Save Current Theme dialog box, type a name in the
Filename box for the new theme. Leave the save location
as-is.

e Click Save.

From now on, your custom theme appears on the Themes
button’s menu, in the Custom section, as shown at Q in
Figure 9-5.

If you want to share the theme with others, repeat steps
1-4 but this time navigate to a shared location before
clicking Save. Excel will save a copy of it there.

If you want to use someone else’s custom theme, click the
Themes button and click Browse for Themes. Navigate to
the file’s location and click Open. (See @) in Figure 9-5.)



Save Current Theme X

™ <« Temp.. > Document Them... * v O Search Document Themes r
Organize ~ New folder f= -
~
$# Quick access Name Date modified Type
Microsoft Excel Theme Colors 7/31/2015 809 AM  File folde
Theme Effects 7/31/2015 8:09 AM  File folde
% OneDrive Theme Fonts 7/31/2015 8:09 AM  File foldei
= This PC
¥ Network
< >
File name: | Corporate o
Save as type: | Office Theme (*.thmx) ~

“ Hide Folders Tools ~ 4 Cancel

Figure 9-4: Save a custom theme to Excel’s default location for
themes.
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E[al Browse for Themes. 0

r‘g Save Current Theme...

Figure 9-5: Custom themes appear at the
top of the menu.
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Create a custom color scheme

As you learned in Chapter 2, each color scheme in Office appli-
cations consists of values for 12 color placeholders. Each of the
preset color combinations is represented on the Colors button'’s
menu.

To create your own color combination, follow these steps:
c On the Page Layout tab, click Colors.
9 Click Customize Colors.

H - & -

Home Insert Page Layout Formulas
E‘Hmm- R ;é LF
Themes OTice “lint Bre

. |l N office fea-
- I I Office 2007 - 2010 | seyp

W TN Grayscale

H11 | N Biue Warm
NN G r

N I NN Bl

L || T e Green
N TN Green

3 — Green Vellow

4 T Yellow

5 | | S vellow Orange

S W SR orng

7| S Orange Red

8|S SO e Orange

O | e

= | B Red Violet
T Violet

2 - violet I

B T Median

if W R Poper

5 T Man -

16 Marquee

17 Customize Colors.

18

- _sheet1 | @

Figure 9-6: Choose Customize
Colors from the menu.

e For each of the 12 placeholders, click its arrow and then
choose the desired color.

In most cases you will want to choose one of the colors in
the Standard Colors area, or click More Colors for a wider
selection. (See @ in Figure 9-7.)

If you choose a color that is in the Theme Colors section,

the color choice will not hold when you apply a different
color theme or choose different colors for the other place-
holders. (See @) in Figure 9-7.)

e In the Name box, type a name for the custom color
scheme.

e Click Save.
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Create New Theme Colors ? X

Theme colors sample
Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2

Text/Background - Light 2 [. i ':|

Accent 1

Theme Colors

/

Accent 2
Accent 3

Accent 4

Accent 3
: I-“IIIIIIII

Accent § Standard Colors

Hyperlink L EEEEN
v More Colors...

Followed Hyperlink ™

Mame: |Corporate 0
Reset §aveo Cancel

Figure 9-7: Select the desired color for each
of the placeholders.

Create a custom font scheme

A font scheme consists of font choices for two types of text:
Headings and Body. You can define these placeholders with the
same font or two different fonts.

To create a custom font scheme:
c On the Page Layout tab, click Fonts.
e Click Customize Fonts.

9 Open the drop-down list for the Heading font and choose
a font.

e Open the drop-down list for the Body font and choose a
font.

e Type a name for the scheme in the Name box.
O click OK.

<P Should you wish to share your custom font or color schemes
with others, you can find them in C:\Users\username\AppData)
Roaming\Microsoft\Templates\Document Themes, in the Theme
Colors or Theme Fonts folders, respectively. (Replace username
in that path with your Windows username. Browse the C:\Users
folder if you don’t know the exact name.)
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Hi1 a Constantia
Office
s Office
2 Calibri Light
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] Arial
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13
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Sheet1 ®

Figure 9-8: Choose the
Customize Fonts command.

Create New Theme Fonts ? X

Heading font: Sample

kamors <€) “!  Heading

Body font: Body text body text body text. Body
text body text.

Constantia

Name: Ccrporat90
T

Figure 9-9: Define the fonts for the custom scheme.

Apply a worksheet background
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A worksheet background is a background picture that appears
only onscreen; it doesn’t print. Some people use a background to
dress up the appearance of a sheet, but be careful not to impede

readability when using one.

As Excel defines it, a “background” is a picture. If you want a
solid-color background, apply the same shading to the entire
worksheet. You'll learn about cell shading later in this chapter, in

“Apply cell borders and shading.”



A background picture repeats (tiles) itself as needed to fill the
entire worksheet. You can’t modify that behavior to stretch the
picture or make it repeat only once. (Are you getting the idea yet
that a background is a pretty simple, limited feature? It is.)

To apply a picture background:

© on the Page Layout tab, click Background. The Insert
Pictures dialog box opens.

2. Do one of the following:

0 Click Browse next to From a File to browse your
computer for the picture to use.

@ Click in the Search Bing box, type a keyword to use for
an Internet image search, and press Enter to initiate
the search.

G Click Browse next to OneDrive to browse your
OneDrive storage for the picture to use.

6 5 - -
Home  Insert | Pagelayout = Formulas Data  Review  View @ Tell mewhat you want to do. Faithe Wempen
B colors - LT S [ o Width: | Automatic | Gridlines Headings [ c
! O 5 D= @B : g O o e
[alFonts - £l Height: Automatic = [v] view  [v] View - )
Themes Margins Orientation Size  Print Breaks Backgrownd Pint 1) o Bing  Send  Selection Align
- [@Efeas- - - Aear - Titles  CRIScaler [100% -] [T print [T Print  Fonyar~ Backward = Pane
Themes Sace Setun = Sealata i G Shast Ontions. 5 amange ~
x
H11
N Insert Pictures

1

N M Fromafie Srowser]

2 Browse files on your computer or local network

4

5 .
6 |’ Bing Image Search Search Binc
,_ Search the web - —
7

8

9

Z& OneDrive - Personal Browse b
10 faithe@wempen.com

6 Also insert from:
17
s L1 J
| S— 7 »
[

il (O —————; T

Figure 9-10: Select a source from which to locate an image.

e Select the desired picture. (If you chose option @Y or &
in step 2, you might need to browse for it.)

e Click Insert.

To remove a background image, choose Page Layout => Remove
Background.
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1BACK TO SITES

b Bing Image Search

99 search results for pencils

pencils

N 4 v I ki

Search results are images licensed under Creative Commons. Please review the specific license for any image you want touse X

to ensure you can comply with it. | Show all web results

Colored Pencils Wallpaper by MAUXWEB.
> - 3 1 item selected Insert jancel
000 x 800 - mauxwebmaster.deviantart.com

Figure 9-11: Select the desired image.

If you want a background picture that prints, add a picture to
the header or footer. You'll learn about headers and footers later
in this chapter, in “Set up headers and footers.” After entering
the header/footer for editing, use the Header & Footer Tools
Design = Picture command to insert a picture in the header or
footer. A code appears in the header or footer, but the image
itself appears behind the worksheet.

A\

Apply cell borders and shading

Borders and shading are two ways of dressing up a cell’s plain
appearance. Here are some tips for using them:

0 A border is a line around one or more sides of a cell. Not
all sides of a cell necessarily have a border. For example,
in Figure 9-12 only the top and bottom of this cell have a
border. Borders print with the worksheet.

© Don't confuse borders with gridlines, which are the lines
onscreen that mark where one cell ends and the next one
begins.

QTo turn off the display of gridlines onscreen, clear the
View check box in the Gridlines section of the Page Layout
tab.

@ Gridlines do not print by default. To force gridlines to
print, mark the Print check box in the Gridlines section.

214



[ hr I L SR Book1 - Excel
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

B colors - @ @ IE IE%F! '% E‘::E:\F! as Width: |Automatic - Qlines Headings I

Fonts ~ ! - i ! # [ Height: |Automatic = | [¥] View [+ View -
Themes Margins Orientation Size  Print Breaks Background Print - " ) . Bring
B Effects - = . - A~ - Titles i&:‘ Scale: 100% 2 Print Print  ronvard o
Themes Page Setup w Scale to Fit & éweat Options &
B15 - S
A B C D E F G H 1 ]

ACME Corporation

ot s oW e

Figure 9-12: Borders versus gridlines

To apply a border:
o Select the cell or range that should receive the border.

e Click the arrow on the Borders button on the Home tab,
opening a menu.

(3 i you don’t want the default colored line (black), point to
Line Color and then select the desired color (if not black,
the default).

Hd - - - Book1 - Excel
Home Insert  Pagelayout Formulas Data  Review  View  Q Tell me whaty
0 % Constantia  ~|11  <| A A - EPWrap Text General
By~ - I
Paste . B T U~ | '0—' === €3 T MegeacCenter - $ - %
Clipboard 7 Borders ment o Number]
£ Bottom Border
B3 - .
i TopBorder
A | I LeftBorder E F G
B iT] Right Border
2
3 ACME Cc i Mo Border
4 Training { [ Al Borders
5 [ outside Borders
6
S [H thick outside Borders
8 Bottom Double Border
9 £ Thick Bottom Border
1o : Top and Bottom Border
1u ™
. 2 Top and Thick Bottom Border . Automatic
B £ Top and Double Bottom Border | Theme Colors
14 Draw Borders H EEEENEN
15 [® Draw Border
16 .
- aw Border Grid | II
z cARRRRNNER
8 rase Border u
10 M Line Colon ,  Standard Colors
Sheet [ ] | EEEEE
— Line Style

.

Figure 9-13: Select a line color.

Oif you don’t want the default line style (solid thin line),
reopen the Borders button’s menu, point to Line Style,
and click the desired line style.
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Figure 9-14: Select a line style.

5. Reopen the Borders button menu if needed. Then click the
type of border in the Borders section of the menu:

QThe Outside border, when applied to a multi-cell
range, creates a single border around the range.

@All Borders applies the border to every side of every
cell in the range.

® some of the possible styles include solid (thin), solid
(thick), dotted, and dashed (in various patterns).

A B C D E F
1
z
3
4 Week 1 52
5 Week 2 43
5| ((pr|weeks 2
T Week 4 58
B ———
: Note: All figures are preliminary ___ _
10
11

Figure 9-15: Some border examples.
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Format cells using cell styles

As you learned in Chapter 3, in Word you can apply formatting
preset called styles to individual paragraphs. You can do the same
thing to individual cells in Excel, except in Excel they are called
cell styles.

Excel provides a number of styles with names that reflect their
suggested uses. For example, there are Heading 1 and Heading

2 styles, a Total style, and a Title style. There are also styles that
apply shading using the theme's color placeholders.

To apply a cell style to one or more cells:
© select the cell(s) to affect.
e On the Home tab, click Cell Styles.
e Click the desired style.

Book! - Excel B - &8 x
Tell me what you want to do Faithe Wempen
E = e =t 3 AutoSum - A,
et General - r 557 mﬂ =X [ S p
Lr\ﬂ 2 R B Slri- z
8 Center - $ -0 9 0o Conditional Format as = Cell Insert Delete Format Sort 8 Find &
Formatting - Table - Styles® - - Clear~ Filter - Select =
Numbe Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model
I ) K —
Calculation Explanatory : Note
owlar:h Output Warning Text
Titles and Headings
Week 1 Heading 1 ing 2 Heading 3 Heading 4 Title Total

Week 2 Themed Cell Styles
Week 3
20%-Accentl 20%-Accent2 20%- Accentd  20%-Accentd  20%-AccentS  20%- Accents

Week 4
40% - Accentl  40%- Accent2  40%- Accent3  40%- Accentd  40%- AccentS  40% - Accent6
Note: All figures

Number Format
Comma Comma [0] Currency Currency [0] Percent

= New Cell Style.
] Merge Styles.

Figure 9-16: Apply a cell style.

You can also create your own custom cell styles. To do so:

o Format a cell the way you want it, with font, color,
alignment, border, and fill settings. Make sure that cell is
selected.

e On the Home tab, click Cell Styles.
e Click New Cell Style.
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Data and Model
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Number Format
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&3] - = x

Formatting = Table~ Styless - - & Clear ~ Filter ~ Select =
Numbg Good, Bad and Neutral
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Figure 9-17: Format a cell the way you want the style, and
then choose New Cell Style.

o Type a name for the style in the Style name box.
e Review the style definition in the six categories listed.

O If there is any additional formatting you need to define
for the style, click Format. Make your choices in the
Format Cells dialog box and click OK to return to the
Style dialog box.

e Click OK to create the style.

Style ? X

Style name: | Column heading 0

Style Includes (By Example)
[ Number  General

[4] Alignment  General, Bottom Aligned
] Font Calibri (Body) 16, Bold Italic Red
[ Border Bottom Border

B Fint Shaded

[ Protection Locked

oK 0 Cancel

Figure 9-18: Define the new style with
six categories of formatting.




After you have defined a custom style, it appears at the top
of the Cell Styles button'’s gallery, in the Custom group.

(See @ in Figure 9-19.)

To manage a custom style (modify, delete, or duplicate
it), right-click it and choose the appropriate command.

(See @ in Figure 9-19.)

Excel = -

B & B 2y O

s %9 5 Conditional Formatas Cell | Insert Delete Format Sort& Find &
’ Formatting~ Table~ [Stylesw - - - £ Clear - Filter ~ Select -

mbe  Cu

Colum—
i Apply
Good, Ba
Modify...
Normal Neutral
Duplicate...
Data and Delete 0
[Coleulati 1 Gyt Quice Access Tooteer [

Qutput Warning Text

Faithe Wempen

x

Figure 9-19: Custom styles appear at the top of the Cell Styles
gallery.

Resize rows and columns

Each column in a worksheet starts with the same width, which is
8.43 characters (based on the default font and font size) unless
you've changed the default setting. That's approximately seven
digits and either one large symbol (such as $) or two small ones

(such as decimal points and commas).
3

Choose Home = Format = Default Width and then
desired default width.

You can define the default width setting for new worksheets:

fill in the

As you enter data into cells, those column widths may no longer
be optimal. Data may overflow out of a cell if the width is too
narrow, or there may be excess blank space in a column if its
width is too wide. (Blank space is not always a bad thing, but if
you're trying to fit all the data on one page, for example, it can

be a hindrance.)

In some cases, Excel makes an adjustment for you automatically,

as follows:

¢ For column widths: When you enter numbers in a cell, Excel

widens a column as needed to accommodate the 1

ongest

number in that column, provided you haven’t manually set a

column width for it.
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e For row heights: Generally, a row adjusts automatically to fit
the largest font used in it. You don't have to adjust row heights
manually to allow text to fit. You can change the row height if
you want, though, to create special effects, such as extra blank
space in the layout.

The units of measurement are different for rows versus columns,
by the way. Column width is measured in characters of the
default font size. Row height is measured in points. A point is /7
of an inch.

Change a row’s height

There may be times when you want to manually adjust a row’s
height. For example, you might want to add some extra blank
space vertically between one row’s text and another’s.

After you manually resize a row’s height or a column’s width,
it won't change its size automatically for you anymore. That's
because manual settings override automatic ones.

To manually change row height to a specific value, do the
following:

1. Select any cell in the row.

@ Choose Format & Row Height to open the Row Height

dialog box.
&3] - X
Faithe Wempen

EE)( E > AutoSum ~ AY p
k= [ Fill~ z
Delete Format Sort & Find &

- - < Clear~ Filter = Select -
Cells | Cell Size ~

1[ Row Height... 0 v

AutoFit Row Height
£1 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 3
Protection
E‘ Protect Sheet...
Lock Cell

Format Cells...

Figure 9-20: Choose Row Height from the menu.



9 Enter the desired row height in points. You can use
decimal points for precise sizing if needed.

O Click OK.

Row Height ? X

Row height: | 20.25<€)

Figure 9-21: Specify a row height.

You can also adjust a row’s height manually by dragging
the divider below the row’s number up or down. (See €)
in Figure 9-22.)

A ScreenTip shows the height as you are dragging. (See @)
in Figure 9-22.)

If you manually adjust a row height, that row will no
longer autofit its height to content. To autofit row height,
double-click the divider below the row’s number. (See (&
in Figure 9-22.)

A B

T 1

Height: 34.50 (46 pixels})

Figure 9-22: Adjust row height
by dragging.

Change a column’s width

You can adjust a column width any time you need it to be wider
or narrower to achieve the look you want. Most often this will be
because the content of one or more cells in the column over-
flows its cell (or is truncated), but you can also widen or narrow
columns to create specific layout effects, such as adding more
space between columns of text or numbers.

To manually change column width to a specific value, do the
following:

1. Select any cell in the row.
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e Choose Format => Column Width to open the Column
Width dialog box.

[cal - x

Faithe Wempen
ng - E AutoSum - AY
e L Rl Fin- z p

Delete Format Sort & Find &
- - < Clear~ Filter - Select ~
Cells | Cell Size ~

I[ Row Height...
AutoFit Row Height
P icanmn ﬂidth...Q T ul
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color »
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Figure 9-23: Choose Column Width from
the menu.

e Enter the desired column width in characters (of the
default font and size).

O Click OK.

Column Width ? X
Column width: | 10|<€)

Figure 9-24: Specify a column
width.

To autofit a column'’s width to the widest entry in that col-
umn, double-click the divider below the column'’s letter
and the one to its right.

You can also adjust a column’s width manually by
dragging the divider to the right of the column'’s letter to
the left or right. (See Q in Figure 9-25.)
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Width: 14.14 (104 pixels)
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Figure 9-25: Adjust column width by
dragging.

Make text wrap in a cell

When you have an entry that overflows its cell but you don’t
want to widen the column for some reason (perhaps it would
interfere with the worksheet'’s layout, for example), you might
choose to wrap the text in that cell to multiple lines. The row
height increases automatically as much as needed to display the
multiple lines and decreases again later if conditions change such
that the additional height is no longer needed.

To wrap text in a cell:

1. Select the cell(s) that should be set for wrapping. You can
set a cell for text wrapping even if it doesn’t have anything
in it at the moment that requires wrapping.

9 On the Home tab, click Wrap Text.

E oS - & s
Home Insert Page Layout Farmulas Data Review W Q Tell me what
J Cut Calibri A E=E - BEwepTe
BB Copy ~
aste - | B . - - == = €= 3= -
' Format Painter BIU = & A === 3= [ Merge & Center

Clipboard [F] Font [F] Alignment [F}

Figure 9-26: Wrap text to multiple lines in a cell.

To remove the setting for a cell (or multiple cells), repeat the
steps to toggle the option off.
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Use conditional formatting

224

Conditional formatting is formatting that appears only if cer-
tain conditions are met in the cell’s content. It can help readers
understand the data they are seeing more easily. For example,
you might have a cell display a green background if the value

is over a certain amount and a red background if the value is
under a certain amount. A reader can quickly scan a long column
of numbers and zero in on just the red or green shaded cells as
being especially small or large.

Excel provides several preset types of conditional formatting,
including these:

® Data bars: Each cell has left-to-right shading proportionate to
the value of the number. The end result is that each cell func-
tions as a mini-chart. See Figure 9-27 for an example.

A B
Date Volume

10/1/2017 || 27129
10/2/2017 44147
10/3/2017 )] 13337
10/4/2017 [ 57161
g | 10/5/2017 & 53422
o | 10/6/2017
10| 10/7/2017 B 71957

11| 10/8/2017F] 18513

Figure 9-27: Data bars.
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® Color scales: Each cell has a background color that reflects its
content. For example, in Figure 9-28, lower numbers are red,
average numbers are yellow, and higher numbers are green.



A B C
Date Volume

10/1/2017, 27129
10/2/2017 44147
10/3/2017 13337
| 107472017  s7e1
10/5/2017 55422
10/6/2017) 84140
10 10/7/2017 71997
11| 10/8/2017

Figure 9-28: Color scale.
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® Icon sets: Each cell has an icon that varies depending on its
content. In Figure 9-29, higher numbers have green check
marks, average numbers have yellow exclamation points, and
lower numbers have red Xs.

A B q
Date Volume

10/1/2017 € 27129
10/2/2017 () 44147
10/3/2017 € 13337
10/4/2017 () 57161
10/5/2017 () 55422
10/6/2017 € 84140
10 10/7/2017 @ 71997
11| 10/8/2017 €) 18513

Figure 9-29: Icon set.

W0 W N O s W

You can also define your own custom conditional formatting.
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Apply conditional formatting

Let's look at a simple example: applying a color scale. In the
following steps you will apply a preset color scale and then
customize it.

1. Select the cells to which to apply conditional formatting.
9 On the Home tab, click Conditional Formatting.

e Point to Color Scales.

e Click the desired color scale—or one that is close to what
you want if none are right.

| o 14— Eﬂ
- utoSu
- : ] 4 gm —9\
Tﬂﬂ ,;| - = = FI” -
E] Conditional Formatas Cell Insert Delete Format
Formatting~ Table - Styles - - - - & Clear~
= Fad Cells
gy Highlight Cells Rules »
—TIE] Top/Bottom Rules » o 5 a
:I-: ]
E Data Bars »
= = =
o b = = = =
= | Color Scales <€) =igi-il= :__
s+ 5 (2
B v | G )
- = i
p Clear Rules »
@ More Rules...
E Manage Rules...

Figure 9-30: Choose a conditional formatting preset.

Next, you'll customize the preset that you just applied.

e With the same range still selected, click Conditional
Formatting again.

@ Click Manage Rules.
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[# ClearRules 4
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Figure 9-31: Choose Manage Rules.

o Select the rule you just created.

@ Click Edit Rule.
Conditional Formatting Rules Manager ? X
Show formatting rules for: |Current Selection |
‘ [7] New Rule... | | [£5 Edit Rule.@x Delete Rule | allw
Rule [applied in order shown)  Format Applies to Stop If True
Graded Color Scale =5B54:56523 E .
oK I | Close Apply

Figure 9-32: Select the rule to edit.

9 Open the Color palette under Minimum and choose the

desired color.

@ Open the Color palette under Maximum and choose the

desired color.
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@ Change any other aspects of the rule as desired. For
example, you can define exact minimum and maximum

values, change the midpoint, choose more or fewer colors
for the scale, and so on.

@ click OK.
Edit Formatting Rule ? *
Select a Rule Type:
= Format all cells based on their values
= Farmat only cells that contain
~ Format only top or bottom ranked values
= Format only values that are above or below average
= Format only unique or duplicate values
= Use a formula to determine which cells to format
Edit the Rule Description: @
y
Format all cells based on their values:
Format Style: |3 Color Scale ~
Minimum Midpoint Maximum
Type: | Lowest Value ~ || |Percentile ~ || Highest Value w
Value: |[Lowest value) E&: 50 E‘}E (Highest value) E‘}:
col - -] -
Preview 1heme Colors -
H EHEN nEm
I OK @Cancel
T
Standard Colors
| ] | ENEEN
vy More Colors...

Figure 9-33: Modify the rule.

13. Click OK to close the Conditional Formatting Rules
Manager.

Remove conditional formatting
To remove the conditional formatting from cells:

1. Select the cells from which to remove conditional
formatting.

e On the Home tab, click Conditional Formatting.
9 Point to Clear Rules.

e Click Clear Rules from Selected Cells.
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Figure 9-34: Clear conditional formatting.

Set up headers and footers

If you plan to print your worksheet, you might want to set up a
header and/or footer. Headers and footers are lines of informa-
tion that repeat at the top and bottom of each page. These lines
can contain any text you want plus codes that print page num-

bers, the current date and time, or other information.

The header and footer areas exist on all worksheets, but by
default they are blank so you don't notice them. Follow these
steps to display the header and footer areas and place text and

codes in them as desired:

0 On the Insert tab, click Header & Footer.

3] - = x

Faithe Wempen
A g 4 - 7T Equation ~

Text Header
Box & Footer

Text Symbols A

Q) Symbol

Figure 9-35: Choose Header & Footer
from the Insert tab.
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The display changes to Page Layout view. The worksheet is
displayed as it will print, with header and footer areas at
the top and bottom. Consider Figure 9-36:

0 Notice that the Header area consists of three boxes.
Depending on which box you choose to enter content
into, it will appear left-aligned, centered, or right-
aligned at the top of the page.

GThe Header & Footer Tools Design tab appears,
containing buttons for inserting various types of
content into the header and footer.

(2] (Optional) If you want to work with the footer, click Go
to Footer.

e Click in the placeholder area in which you want to
enter header or footer content. The insertion point
appears in it.

[=] L- = volume - Excel Header & Footer To...
Home  Inset  Pagelayout  Formulas Data Review  View Design 00 Tell me what you want to do...
M e O & gy &2 LG HQDiffevEntF\rEtPagE 7| Scale with Document
Goto

Header Footer  Page Mumber Current Current File  File  Sheet Picture Differant Odd & Even Pages [ Align with Page Margins
- Number of Pages Date  Time Path Name Name Footer

Header & Footer Header & Footer Elements MNavigation Options

N3 - fe

Header

Figure 9-36: The Header area in Page Layout view.

e If you want text to appear, type it. Any text you type will
appear the same on all pages.

e Click to move the insertion point to a different section if
desired.

6. Click a button on the Header & Footer Tools Design tab to
insert a code:

0 Page Number shows the page number of each printed
page.

e Number of Pages shows the total number of pages in
the printout.

QYou might want to type of between the Page Number
and Number of Pages codes.
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H L T volume - Excel Header & Footer Tools
Hom Inset  Pagelayout  Formulas  Data  Review  View Design Q Tell me what you want to do...

D D E@@ \_L; = u D ’__‘D D Different First Page /| Scale with Document

Header Footer  Page Number Current Current File  File  Sheet Picture Format  Goto Goto Different Odd & Even Pages [ Align with Page Margins
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Header & Footer Header & Footer Elements Navigation Options
18 e fe
3 4 6|
A B C D E F G H |

Header ? g
ACME Industries &[Page] of &[Pages]

Figure 9-37: Codes inserted in a header.

Q Current Date inserts an automatically updating date
code.

G Current Time inserts an automatically updating time
code.

G File Path prints the entire path and file name of the
workbook.

@ File Name prints only the file name (not the path) of
the workbook.

@ Sheet Name prints the sheet name (as represented on
the sheet tab).

0 Picture prompts you to select a picture to include. Note
that this picture will not be confined to the header or
footer area.

volume - Excel Header & Footer Tools
Home  Inset Pl n? ? View Design Q@ Tell me what you want to do...
D D . |r“. Different First Page | Scale with Document
Header Footer  Page  Number CurrEnt CurrEnt File Fl\e Sheet Plcture rmal | Goto Goto | [] pifferent Odd & Even Pages (7] Align with Page Margins
© Number ofPages Date Time Path Neme Name ture | Header Footer
Header & Footer Header & Footer Elements Mavigation Options

Figure 9-38: Other types of codes you can insert.

The Picture code is somewhat different from the other codes.
You are prompted for the picture to use when you insert this
code. You can choose a picture from your own files, or you can
search online for a picture.

Depending on its size, the picture may overflow out of the header
and footer, into the background of the worksheet itself. The pic-
ture starts out in whatever area of the header or footer you place
itin. So, for example, if you want a picture to start in the lower
right corner of the page and extend upward and to the left from
there, place its code in the right-hand section of the footer.
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To change the picture’s size, click Format Picture. In the Format
Picture dialog box, on the Size tab, you can set its height and
width. You can also crop the picture using the controls on the
Picture tab of that dialog box.

If you don't see the picture immediately after inserting the code,
click in some other section of the header or footer to move the
insertion point out of the one where the picture code resides,
and the picture should appear.

Print a worksheet
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You can print your work in Excel on paper to share with people
who may not have computer access or to pass out as handouts at
meetings and events. You can print the quick-and-easy way with
the default settings or customize the settings to fit your needs.

By default, when you print, Excel prints the entire active work-
sheet — that is, whichever worksheet is displayed or selected at
the moment. But Excel also gives you other printing options:

® Print multiple worksheets: If more than one worksheet is
selected (for example, if you have more than one worksheet
tab selected at the bottom of the Excel window), all selected
worksheets are included in the printed version. As an alterna-
tive, you can print all the worksheets in the workbook. To select
more than one worksheet, hold down the Ctrl key as you click
the tabs of the sheets you want.

e Print selected cells or ranges: You can choose to print only se-
lected cells, or you can define a print range and print only that
range (regardless of what cells happen to be selected).

Print entire worksheets

To print the active worksheet, and optionally other worksheets
too in the same workbook, follow these steps:

o If you want to print only one worksheet, click its tab to
make sure it is active.

OR

If you want to print multiple worksheets, hold down Ctrl
and click each of the worksheet tabs of the desired sheets
to group them.



N

Sheet1 Sheet? | Sheet3d )

X/

Ready

Figure 9-39: Select the tabs of the sheets to
print, if more than one.

e Choose File = Print.

If you chose more than one sheet in step 1, [Group]|
appears in the title bar. (See Q in Figure 9-40.)

e Make sure the correct printer appears in the Printer
setting; click to change it if needed.

e Specify a number of copies in the Copies box.

e Change any additional print settings as needed. For
example, you can change the collation options if you are
printing multiple copies, and you can change the margins
and paper size. These options are like the ones you
learned about in “Print your work” in Chapter 2.

e (Optional) Click the left and right arrows to preview the
pages of the print job.

e Click Print.

Q

\
volume [Group] - Excel ? - 8 %

Faithe Wempen 8 @

Printer
o Erother MFCS320C Printer
= ‘0
Ready
e

Settings

Figure 9-40: Set print options and then click Print.
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8. If you grouped sheets in step 1, right-click one of the
grouped sheet tabs and choose Ungroup Sheets.
Set and use a print range

If you want to select a range for a one-time print job, you can
select the range of cells and then choose to print only the selec-
tion. Here’s how:

1. Select the cells to print.

2. Choose File => Print.
e Click Print Active Sheets to open a menu.
e Click Print Selection.

5. Continue printing normally, as in the previous section’s
steps.

Settings

Print Active Sheets
Only print the active sheets

I:l Print Active Sheets
= Only print the active sheets

D Print Entire Workbook
= Print the entire workbook

= Print Selection ﬂ
1 Only print the current selection

Ignore Print Area

Figure 9-41: Choose to print only the
selected cells.

If you want to print a certain range every time you print that
sheet, it may make more sense to set a print range. When you do
s0, Excel prints only the cells included in your specified range,
even when you don't select that range before printing.

To set a print range:
1. Select the desired cells to include.
® On the Page Layout tab, click Print Area.
9 Click Set Print Area.
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Figure 9-42: Set the print area.

When a print area is set, nothing outside of that area will print
on that sheet. If you want to override this behavior temporarily
to print the entire sheet, choose the Ignore Print Area command
on the menu shown in Figure 9-41.

To clear the print area, repeat the steps for setting the print area,
but in step 3 choose Clear Print Area instead.

If you want the same cells (only) to print each time you print
this worksheet in the future too, you can select them as a print
range, and Excel remembers them.
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CHAPTERTEN

Storing and
Managing
Databases in
Excel

Besides its calculation capabilities, Excel
also has some great features for manag-
ing databases. You can store, search, sort,
and filter large lists of information with

ease in Excel. And by converting a range to a
table in Excel, you can access certain sorting
and filtering commands even more easily.

In this chapter, you learn some database
concepts and find out how to create and
manage tables in a workbook. You'll also
learn how to create and save a query,
remove duplicates from a dataset, and use
data validation to minimize data entry
errors.

Create an Excel database

Here are a few terms you need to know. A
database is a collection of information stored
in a consistent, structured way. An address
book is a database, for example, because

it stores the same pieces of information
about each person: name, address, city,
state, and ZIP code. In that example, each
type of information is a field. Each person's
complete entry (all fields) is a record. The
collection of data as a whole is called a table,
or dataset.

In This Chapter

= Entering database data in
Excel

= Converting between a
range and a table

= Sorting a table
u=Filtering a table

= Referring to named
ranges in formulas in a
table

u= Creating and saving a
query

u=Removing duplicates from
a dataset

m=>\/alidating data to mini-
mize entry errors
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In a database table in Excel:

O tach column s a field. The field names appear in the first
TOW.

e Each record appears in a separate row beneath the column

headings.
A B C D E F

(M First B Last B Address M city Bstate Hzr E
2 |Anna Zimmerman | 12%West Main St. Carmel Indiana 46088
3 |Beth Yoder 345 SR 234 West Noblesville Indiana 46060
4 |carl West 50818 Highway 37 Indianapolis Indiana 46240
5 |Dan Turner 577 W. Walnut Street  |Franfort Ohio 43291
6 |Ed Sanchez 9881 Maple Lane Franklin Ohio 42199'0
7 |Frank Richards 91 Mockingbird Drive Noblesville Indiana 46060
8 |Gary Perry 456 North Carmel Drive |Indianapolis Indiana 46211
9 |Hank Niederman |2847 Wilson Parkway |Carmel Indiana 46088
10 |Inez Montoya 1991 Ponting Street Fishers Ohio 46115
11 [Jaqui Keith 998 Madison Trail Fishers Ohio 46115
12 |Kim Jones 789 Williams Lane Greenwood Indiana 47281
13 [Larry lles 1811 Scout Street Greencastle Indiana 49828
14 |Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828
15 [Norman  Gordon 1084 Riverview Drive Fishers Ohio 46115,
16

Figure 10-1: A simple database in an Excel table.
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Tables have several advantages over ranges:
® You can filter by columns using an easy drop-down list.

® You can add a Totals row that adds summary calculations with-
out having to manually enter the formula for it.

® You can apply table formatting presets.

® You can publish a table to a SharePoint server.

Convert a range to a table

Before you convert a range to a table, make sure you have prop-
erly prepared the range. Specifically, you need to do the following:

® Make sure that the first row contains the field names you want
to use. The entries in the first row will become column headings.

® Make sure that each row contains one and only one record.

® Make sure that there are no blank rows between rows containing
records



When the data is cleaned up and ready to go, follow these steps:
ﬂ Select the range of data that should become a table.

9 On the Insert tab, click Table. The Create Table dialog box
opens.

9 Confirm that the range is correct.

O Click OK. The range is converted to a table and the default
table formatting style is applied to it.

- - s
Home Insert Page Layout Formulas Data Review  View Q Tell me what yol
v
lllustrations PivotC
Tables Add-ins Charts
Al - e First
A B C D E F G

1 |First Last Address City State ZIP

2 JAnna Zimmerman 123 West Main St. Carmel Indiana 46088

2

3 jBeth Yoder Create Table ? w lana 46060

4 1carl West lana 46240,

5 IDan Turner Where is the data for your table? o 43291

6 |Ed Sanchez =3AS1:5F515 = b 42199

7 JFrank Richards My table has headers lana 46060,

8 )Gary Perry lana 46211

9 jHank Niederman 4 Cancel iana 46088

10 JInez Montoya _ _ o 46115

11 Paqui Keith 998 Madison Trail Fishers Ohio 46115

12 jKim Jones 789 Williams Lane Greenwood Indiana 47281

13 jLarry lles 1811 Scout Street Greencastle Indiana 49828

14 [Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828

15 fNorman |Gordon 1084 Riverview Drive Fishers. Ohio 46115

16

Figure 10-2: Convert a range to a table using the Insert tab’s Table
command.

Convert a range to a table and
choose a table style

Here’s an alternate method that enables you to specify the table
formatting style you want:

a Select the range of data that should become a table.
9 On the Home tab, click Format as Table.

© Click the desired format. The Format as Table dialog box
opens. (It's exactly the same as the Create Table dialog box
shown in Figure 10-2 except for its name.)
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4. Confirm that the range is correct.

5. Click OK. The range is converted to a table and the chosen
table formatting style is applied to it.

HdH -2 &- = Addressesxlsx - Excel [ 8 x
Home Insert Page Layout Formulas Data Review View @ Tell me what you want to do. Faithe Wempen

I S -l - A === ®- Swaptex General - }m [ Insert - - ?Y p
Ly - [ & " Bxpelete + [~ )
ey B TUC IR Ar S Bweeacmes §% 0 w8 SRR Gl g, o St T
Clipboard = Font = Alignment 3 Numbel Light -
AL - S || First
A B C D E F

1 [First Last idress City State  ZIP

2 |Anna Zimmerm 23 West Main St. Carmel Indiana 46088

3 [Beth Yoder 345 5R 234 West Noblesville Indiana 46060

4 |carl West 50818 Highway 37 Indianapolis  Indiana 46240

5 |Dan Turner 577 W. Walnut Street  Franfort Ohio 43291

6 [Ed Sanchez 9881 Maple Lane Franklin Ohio 42199

7 |Frank Richards 91 Mockingbird Drive  Noblesville Indiana 46060

8 |Gary Perry 456 North Carmel Drive Indianapalis Indiana 46211

9 [Hank Niederman 2847 Wilson Parkway  Carmel Indiana 46088
10 |Inez Montoya 1991 Ponting Street Fishers Ohio 46115
11 aqui Keith 998 Madison Trail Fishers Ohio 46115
12 [Kim Jones 789 Williams Lane Greenwood  Indiana 47281
13 [Larry llles 1811 Scout Street Greencastle Indiana 49828

14 |Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828

15 [Norman _ Gordon 1084 Riverview Drive Fishers Qhio 46115

% New Table Style,

17 3 New PivotTable Style.

18

19 e

Sheet1 @ ‘ b

Average: 46251.35714 Count: 90 sumie7sie B @ M -———F——+

Figure 10-3: Convert a range to a table by applying table formatting to it.

Change the table appearance

After a range has been converted to a table, you can modify its
appearance by adjusting the table style.

To choose a different table style, on the Table Tools Design tab,
choose a different style from the Table Styles gallery. (See ) in
Figure 10-4.)

Fine-tune the table’s appearance by marking or clearing check
boxes in the Table Style Options group:

e Header Row turns the display of the header row on/off.

GTotal Row toggles a total row at the bottom of the table.
In tables with numeric data that can be summarized,
this is great, but in a database that is purely unrelated
records, like in an address book, it makes no sense to
use this.

@ Banded Rows and Banded Columns toggle the use of
shading in alternate rows or columns to make the data
easier to browse.
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G First Column and Last Column make their respective
columns formatted differently from the others in the

table; this is useful if those columns contain headings or
summary data.

@ rilter Button toggles the down-pointing arrow button on
each field name at the top of the table.

H ®- - - Addresses xlsi - Excel Table [cal -
Home Inset Pagelayout Formulas Data  Review  View @ QT Faithe Wempen
Table Name: [i2] Summarize with PivotTable _?Y —‘ J Header Rew % Calumn VI Mterlzunun
Table3 E-ERemove Duplicates Total Row Last Column
- - Insert  Export Refresn
[ Resize Table | S Convert to Range Slicer - . k Banded Rows | Banded Columns
Properties Tools External Table Data Table Style Options Table Styles ~

Figure 10-4: Control table formatting on the Table Tools Design tab.

Convert a table to a range

If you decide you want the dataset to go back to being a regular
range, you can easily restore that status. Here’s how:

ﬂ Select any cell within the table.
9 On the Table Tools Design tab, click Convert to Range.

e Click Yes to confirm. The range is no longer a table;
however, it retains any formatting that it had as a table.

= 9 - L WA Table Tools
Home Insert Page Layout Formulas Data Review View Design
Table Name: Summarize with PivotTable D Properties v| Heg
Table3 Ea Remove Duplicates g Open in Browser Tot:
- Insert  Export Refresh
T Resize Tahl% Convert to Range Slicer - - Unlink | Ban
Properties Tools External Table Data
- K Zimmerman
A B Microsaft Excel X
1 s o | as M Add -
2 |Anna Zimmerman |123 Y o 8
fr Do you want to convert the table to a normal range?
3 |Beth Yoder 3455 60
4 carl West 5081 3 240
Yes Mo
5 Dan Turner 577\ 291
6 Ed Sanchez 9881 Maple Lane Franklin Ohio 42199

Figure 10-5: Convert a table back to a range.
A\

If you want to remove the table formatting, select the range and
choose Home=> Clear=> Clear Formats.
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Sort a table

You can sort a table’s data by a single field or by multiple fields.

Sort by a single field

When you sort by a single field, Excel rearranges the records in A
to Z (ascending) or Z to A (descending) order based on the field
you specify.

There are several ways to sort by a single field, including the
following:

0 Click any cell in the desired column and then click the AZ
or ZA button on the Data tab.

=] hr I L TR Addresses.xlsx - Excel Table Tools
Home Insert Page Layout Formulas Data Review View Design
F [ Show Queries TITB, nections Al H Y Clear
= From Table ) Reapp
Get External  New Refresh z| Sort | Filter
Data - Query - [&;Recem Sources All - Edit PAdvanced

Get & Transform Connections Sort & Filter

Figure 10-6: Use the Sort Ascending (AZ) or Sort Descending (ZA)
button for a quick one-column sort.

e Right-click any cell in the desired column, point to Sort,
and then click Sort A to Z or Sort Z to A. (The wording of
the choices is different if the column contains numbers or
dates.)

Hd ©- - s Addressesxls - EBxcel Table Tools [ca - 8 x
Home Insert Pagelayout Formulas = Data | Review View  Design  Q Tell me what you want to do Faithe Wempen

W ™ E a Claar E Be [ g7 B Goup -
[ i Show Queries “_j Fcomnections m; il e e o] p
F— 2% From Table < cperties - 2 Hlealioi -[11 <[ & A 8§ - % 0 B2 PET gy -
[Get External  New Refresh z| Sert BI=~06 A C 0 W ihat-If Forecast N
Data®  Query~ [ Recent Sources ) - t Links - el o alysis~ Sheet .
Get & Transform Connections Sprt R Filter Nata Tanls Forecast Outline ~
% Cut
E5 - fe || oOhio B h
“B Copy
A B C D Ty Paste Options: H J K L M N -
Mo B Bladee.  Bcy __BsulES
2 Anna Zimmerman 123 West Main St. Carmel Ind
3 Beth Yoder 345 SR 234 West Noblesville Ind ~ Paste Special..
4 Carl West 50818 Highway 37 Indianapalis Ind © Smart Lockup
5 |Dan Turner 577 W. Walnut Street  Franfort Ohi
6 Ed Sanchez 9881 Maple Lane Franklin Ohi
7 Frank Richards 91 Maockingbird Drive  Noblesville Ind Insert "
& Gary Perry 456 North Carmel Drive Indianapalis Ind Delete »
9 Hank Niederman 2847 Wilson Parkway Carmel Ind Select »
10 Inez Montoya 1991 Ponting Street  Fishers Ohi
. N . . Clear Contents
11 Jagui Keith 998 Madison Trail Fishers Ohi _
12 Kim Jones 789 Williams Lane Greenwood Ind = Quick Analysis
13 Larry llles 1811 Scout Street Greencastle  Ind  Sort b A senAtz
14 Mort Hausman 5917 BluffFallsWay ~ Greemwood  Ind .~ v 7L senztoa
15 Norman  Gordon 1084 Riverview Drive  Fishers Ohi - R
e Table ' Put Selected Cell Color On Top
17 %3 Insert Comment Put Selected Font Color On Top
18 [El Format Cells. Put Selected Cell lcon On Top
19 -
Fé Pick From Drop-down List. tom Sort.
Sheet1 ® % ’

Hyperlink.

Figure 10-7: Right-click in the column, choose Sort, and click the desired sort.
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@ Click the arrow at the top of the column to open its
menu, and then click Sort A to Z or Sort Z to A. (Again,
the wording of the choices is different if the column
contains numbers or dates.)

A B C D E F

Wit Bleee  Bdndgdress  Blcy  Bsoe B.(_H
2 |Anna Zimmerman 123 We 2 SortAtoZ 46088
3 |Beth Yoder 345SR | z . 46060
4 |Carl West 50818 + AL sarateh 46240
5 |pan Turner sjyw. ey celer "] 43201
6 |Ed Sanchez 9881 M 42199
7 |Frank Richards 91 Moc 46060
8 |Gary Perry 456 Nol Text Filters N 46211
9 |Hank Niederman 2847 W 46088
10 |Inez Montoya  1991pc  Search Ol a6115
11 |Jaqui Keith 998 Ma (v (select All 46115
12 [Kim Jones 789 Wil ¥ indizna 47281
13 |Larry Illes 1811 S¢ 14 onio 49828
14 | Mort Hausman 5917 BI 49828
15 |[Norman  Gordon 1084 Ri 46115,
16

17

18

19 cancel

Sheet1 @®

Figure 10-8: Open the column’s menu and choose a sort option.

Sort by multiple fields

When you sort by multiple fields, it does a single sort by the first
field you specify, and then in the event of a tie for that field, it
relies on the additional field(s) you specify to break the tie. For
example, if you sort first by City and then by State, Decatur GA
will come before Decatur IL.

To sort by multiple fields:

c Click anywhere within the table to sort. It does not have
to be within a specific column.

9 On the Data tab, click Sort. The Sort dialog box opens.

e Open the Sort by drop-down list and choose the first field
on which to sort.

0 Open the Order drop-down list and choose the desired
order.

O Click Add Level.
6. For the newly added level, repeat steps 3-4.
e Add more levels if needed; click OK when finished.
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Figure 10-9: Choose multiple sort fields and the order in which they will be applied.

Remove a sort or filter

When a table has been sorted, the button at the top of the
column shows an up-pointing or down-pointing arrow on it,
depending on whether you sorted in ascending or descending
order. (See @ in Figure 10-10.)

=] hr IR L T Addressesxlsx - Excel Table Tools

Home Insert Page Layout Formulas Data Review  View Design q

[ Show Queries [#] Connections YCIearQ
E & 8l )
&~
Refi

= From Table

Get External  New efresh Properties z| Sort [Filte EReapply
Data - Query - Dg Recent Sources  aj - | Edit Links A 3’ Advanced
Get & Transform Connections Sort & Filter
E4 - S Indiana
| First - Last - Address
2 |Anna Zimmerman 123 West Main St. Carmel Indiana 46088
3 |Hank Niederman 2847 Wilson Parkway  Carmel Indiana 46088
4 |Larry llles 1811 Scout Street Greencastle Indiana T 0828
5 |Kim Jones 789 Williams Lane Greenwood Indiana 47281
6 |Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828
Carl \Woct SNR1K Ligh 37 Indi \H Indiana AR2AN0

Figure 10-10: Sorted data columns appear with an extra arrow on
their button.
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To clear the sort (and also clear any filters that have been

applied):

O click any cell in the table.
e Click the Clear button on the Data tab.

Filter a table

Filtering data means to hide certain records, displaying only the
ones that match criteria you specify. There are several ways to

specify filter criteria.

Filter by selection

Perhaps the easiest filtering technique is to filter by selection,
which hides all records where the specified field does not contain
a sample value you select. Here’s how to do it:

ﬂ Click a cell in the table that contains the value by which
you want to filter. For example, to show only addresses
with Indianapolis as the city, select a cell in the City
column that contains Indianapolis.

9 Right-click the cell, and then point to Filter.
e Click Filter by Selected Cell’s Value.

H ©- - &- Addresses.xlsx - Excel able Tools
Home  Insert  Pagelayout Formulas  Data | Review View  Design @ Te
B F = Show Queries ‘l:j [Z Connections el
=] ) c . IR
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et Bxtemal - New efres! — e ¢
Data-  Query- L RecentSources - B I =0-A-H-50
Get & Transform Connections Snrt & Filter
: % cut
D7 - fe || Indianapolis B copyr
A B C [7 Paste Options:
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15 Ed Sanchez 9881 Maple Lane F B
Taple .
16
17 73 Insert Comment
18 [ format Celis.
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Hyperlink.
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d 2 Ungroup -
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Filter by Selected Cell's Icon

Figure 10-11: Filter by one specific value in one field.

A filter is immediately applied so that only records that match
that value in that field are shown.
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Filter by choosing values from a list

If you want to filter by more than one value in a field, here’s a
technique that enables you to do so:

6 Click the arrow on the column containing the values by
which you want to filter.

9 Clear the check boxes for each value that you do not want
to include.

W In step 2, if you want only a few values to be selected,

click the (Select All) check box to clear all check boxes,
and then mark just the few you want.

e Click OK. The filter is applied.

4. (Optional) To filter the data even further, repeat steps 1-4
for additional columns.

A B C D E F
W Bl Bages  Hoy B 1. Boe 0
2 |Anna Zimmermal 2| SortAto?Z Indiana 46088
3 |Hank Niederman Z] sortZtoA Indiana 46088
4 |Larry llles Indiana 49828
5 |Kim Jones Sort by Color Indiana 47281
6 |Mort Hausman Indiana 49828
7 |Carl West !\ndiana 46240
8 |Gary Perry Text Filters ) Indiana 46211
9 |Beth Yoder — Indiana 46060
10 |Frank Richards Search £ indiana 46060
11 |Inez Montoya -] (Select Ally ~ | Ohio 46115
12 Jaqui Keith [l carmel Ohio 46115
13 |Norman Gordon Eishers Ohio 46115
14 |Dan Turner 0 E::E: Ohio 43291
15 |Ed Sanchez [ Greencastle Ohio 42199,
16 -] Greenwood
17 [J indianapolis “
18 B
19 3 cancel

Sheet1

Figure 10-12: Filter by choosing which values to include or exclude.

Filter using conditions

Depending on the content of the field (text, date, number, etc.)
you can also use conditions for that type of data, such as Begins
With, Ends With, or Contains (for text) or Greater Than, Less
Than, or Between (for numbers).

For a field that contains text, do the following:

ﬂ Click the arrow on the column containing the values by
which you want to filter.

@ Point to Text Filters (if it's a text field) or the equivalent
command for number or date field if appropriate.

e Click the desired logical condition, such as Begins With.



A B
[Wrirst Edliast BN ncoress

2 Anna Zimmermal 2| sortAtoZ Indiana 46088
3 |Hank Niederman Z| SortZtoA Indiana 46088
4 Larry lles Indiana 49328
by »
5 Kim Jones Sort by Color Indiana 47281
6 Mort Hausman Indiana 49828
7 |Carl West l\ndiana 46240
8 Gary Perry ; -
Text Filters 0 L4 Equals...
9 Beth Yoder =
10 |Frank Richards Search je Does Not Equa
11 Inez Montoya ¥ (Select All) ~ Begins With.uo
12 [Jaqui Keith -4l carmel
[¥I Fishers Ends With..
13 Norman Gordon :
Franfort
14 Dan Turner _F::;n Contains...
15 |Ed Sanchez [¥] Greencastle Does Not Contain...
16 -[¥l Greenwood Custom Filter...
17 [¥lIndianapolis v
18
19 oK Cancel
Sheet1

Figure 10-13: Choose a condition.
e In the Custom AutoFilter dialog box, specify the condition
<P value. You can optionally enter a second condition, too.

Use ? to represent a single character or * to represent any
number of characters.

e Click OK. The filter is applied.

Custom AutoFilter ? *

Show rows where:
City
begins with ~ Green|0 ~
@®and Oor

Use 7 to represent any single character
Use * to represent any series of characters

OKo Cancel

Figure 10-14: Define the condition(s).

Add a Total row to a table

One of the advantages of making a data range into a table is the
ability to show a Total row as part of the table, summarizing one
or more columns that you specify. Contrary to its name, a total
row can do more than just total (add). A total row performs a
summary operation of your choice on any field(s) in the table.
For example, you can average, count, sum, or find the minimum,
maximum, or standard deviation of that column’s data.

0 To enable the total row, on the Table Tools Design tab,
mark the Total Row check box.
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H ®- - - Addresses xlsi - Excel Table Tools [cal -

Home Inset Pagelayout Formulas Data  Review View  Design | @ Tell me what you want to de Faithe Wempen
Table Name: [i#] Summarize with PivotTable _ﬁ ™ Properties /| Header Row First Column | Filter Button oooEm EEEEa -
Table3 EERemove Duplicates —

— Total Row Last Column Bl B
insert Bport Refresn o EREEEI oo s am e

{»Resize Table G Convert to Range Slicer /| Banded Rows | Banded Columns RS EREEE -

Properties Togls External Table Data Table style Options Tabie Styles ~

Figure 10-15: Enable the total row by marking the Total Row check box.

The Total row appears at the bottom of the table. Each of
the cells in that row now have their own arrow that opens
a menu.

e At the bottom of a column that contains data you want to
<P summarize, click the arrow to open the drop-down list.

The arrow for a cell appears just outside the cell to its
right.

There are more options available when working with a
numeric field, but even text fields have some totals they
can display, such as a count of the number of records. You
can use any function in Excel for this, but the most com-
mon ones are available from a menu for easy access.

If a column has a calculation in the Total row that you
don't want, click the arrow on that cell to open its menu
and choose None. (See @ in Figure 10-16.)

6 Click the kind of calculation you want.

e (Optional) Type a text label in an adjacent cell to describe
the calculation you chose.

===

46060

46060 Count

46115 | Count Numbers

Max
46115|,,

46115|Sum

43291 StdDev
Var

42199 | More Functions.<()
70

Figure 10-16: Select the desired calculation.
Use text labels to make sure your meaning
is clear.
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If you want a function that isn’t on the list in Figure 10-16,
choose More Functions, and then choose from the Insert
Function dialog box, just as you would if you used the
Insert Function command on the Formulas tab in a nor-
mal range. (See @) in Figure 10-16.)

Create queries

When you sort and filter a table in a certain way, it may take you
a few minutes to set up those conditions. Wouldn't it be nice to
be able to save that sorting and filtering specification to use again
later? A query does that and can also do much more. For exam-
ple, a query can also temporarily hide certain columns as well as
sort and filter rows.

Although the full query capabilities of Excel are beyond the
scope of this book, the following steps give you a little taste of it.

To create a query:
a Click anywhere within the table.

9 On the Data tab, click From Table. A Query Editor
window opens.

(] o - L A Addressesx|

Home Insert Page Layout Formulas Datal

D F 3 Show Queries ’T‘; Connections
B .From Table@ Properties

Get External  New Refresh
Data - Query - D) Recent Sources All - Edit Links
Get & Transform Connections
Cc2 - Je 123 West Main St

A B C
(M First B2 Last 4| Address B ciy
2 |Anna Zimmerman |123 West Main St. 0 ICarme
3 |Hank Niederman 2847 Wilson Parkway  Carme

Figure 10-17: Start a new query based on a table.

e Sort the data the way you want it. Use the AZ and ZA
buttons on the Home tab or open a column’s menu and
choose a sort order for that column.

e Filter the data to include only the records you want. Use a
column’s menu to set up the filter, as you learned earlier
in this chapter.
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If you want to remove one of the instructions, click it in
the Applied Steps box and then click the X to its left. (See
@ in Figure 10-18.)

O you want to exclude certain columns, click Choose
Columns. Clear the check box for each column to exclude
and click OK.

@ Change the name in the Name box to something
meaningful for the instructions you specified.

e Click Close & Load. The query results appear on a new
sheet in the workbook.

&5~ = | Cities that start with Green - Query Editor a x
Home  Transform Add Column  View 2]
A v - e}
Properties - 7] Data Type: Text = New Source ™
[y, Byeren &” Hl R £ yp A
< [ & Advanced Edito YR 5 Use First Row As Headers ~ Recent Sources.
Close & Refresh Choose Remove  Reduce split  Group . Combine
Load ™  Preview™ Columns Columns = Rows ™ Column~ gy 2 Replace Values -
Close Query Manage Columns Sort Transform New Query
. Fist v ast * Address | cy v siate  |r|ze  [* Q
uery Settings x
1 Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828 ’ 9
g 2 lany llles 1811 Scout Street Greencastle Indiana 49828 4 PROPERTIE:
]
& 3 Kim Jones 789 Williams Lane Greenwood Indiana 47281 Name

Cities that start with Green
All Properties
<4 APPLIED STEPS

Source
Changed Type
Filtered Rows
Sorted Rows

&x Removed Other Columns

6 COLUMNS, 3 ROWS

PREVIEW DOWNLOADED AT 9:49 AM

Figure 10-18: Define the query specification.

The query results sheet becomes a permanent part of your
workbook. Any time you want to view the query results, just
display that worksheet. However, the data on the query results
sheet doesn’t automatically update when the data changes on
the original sheet. Therefore you will want to refresh the query
whenever the original data changes. To do this, on the Data tab,
click Refresh All. (See @) in Figure 10-19.)

H - - s Addresses.xlsx - Excel
Home Insert Page Layou, Formulas Data Review
D = [T Show Queries Connections Al |ZIA
(A= 2 9

From Table . [= Properties
Get External  New Refre il Sort
Data ~ Query - D) Recent Sources AII - Edit Links A
Get & Transform Connections

Figure 10-19: Click Refresh All to refresh all results.
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Remove duplicates from a dataset

A dataset may contain records for which certain fields are iden-
tical, and usually that is not a problem. For example, you might
have multiple people with the same last name, address, and
phone number if they all live in the same household.

In some cases, though, duplicate values in multiple fields may
signal that the same record has been accidentally entered multi-
ple times. For example, if two people both have the same Social
Security number, that's probably an entry error.

You can define a Remove Duplicates operation so that multiple
fields must all be identical in order for a deletion to occur. For
example, you might delete records with the same phone number
only if both the first name and last name are identical.

V?‘“‘NG! When removing duplicates, you don't get to select which of the
S duplicates will be deleted; the first instance is kept and all others
are deleted. Therefore if it's important that the most recently
entered record be kept, sort the table in descending order by a
Date field first.

To find duplicates:
© click anywhere in the table.
9 On the Data tab, click Remove Duplicates.

H ©- 8- Addresses.xlsx - Excel Table Tools [cal - ] x

Home Insert  Pagelayout Formulas Data  Review View  Design QT

@8 [ Show Queries ”u FConnections . Y % Clear = Ze "I & Group -
B a e ek 3 &

Faithe Wempen

. [T From Table "~ € T Reapply ! &5 Ungroup -
Get External  New Refresh % sort | [Filter o Textto ., P What-If Forecast
Data~  Query- LoRecent Sources gy~ b Advanced  colymns = T Analysis - Sheet
Get & Transform Connections Sort & Fifter Data Tools Forecast Qutiine ~
E2 - fe | Indiana -
A B C D E F G H J K L M N -
il Fiest Bl Bladeres B Bsite Bzo Bl saie: B
2 |Aﬂna Zimmerman 123 West Main St. Carmel Indiana < 1 p088 50000
3 |Hank Niederman 2847 Wilson Parkway ~ Carmel Indiana 46088 40000

Figure 10-20: Click Remove Duplicates.

e Mark or clear check boxes as needed to define which fields
must all be duplicate in order for records to qualify for
deletion.

O Click OK.
5. At the confirmation box, click OK.

If the deletion results are not what you expected—for example,
if some records were deleted that you meant to keep—use Undo
(Ctrl+Z) immediately after the deletion to get them back.
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0 Last
D Address

Remove Duplicates ? X

To delete duplicate values, select one or more columns that contain
duplicates.

4= select All 5= Unselect Al My data has headers

Columns A

First

L] city

D State v

4
Cancel

Figure 10-21: Choose which fields to check for
duplication.

Restrict data entry with validation rules

252

Data entry errors can cause big headaches in database manage-
ment. When two entries vary, is it because they are truly differ-
ent, or did someone just make a mistake? It's hard to know.

Data entry inconsistencies can also plague a database, especially
if multiple people are entering records. For example, should
states be entered with their full names or as two-character
abbreviations? If the data isn’t consistent, you won't get accurate
results when you query, sort, or filter on a certain state.

A validation rule can limit entry to only certain types of values,
such as only integers or dates. It can also limit text entry to a
certain number of characters.

Create a validation rule
To create a data validation rule:

ﬂ Select the cells for which the rule will apply. For example,
to restrict entries in a certain field in a table, select that
field’s column.

e On the Data tab, click Data Validation.



H ®- s -
Home Insert

Addresses.xlsx - Excel Table Tools

Page Layout ~ Formulas  Data | Review  View Design  Q Tell me what you

‘I
o B

B F [Tshow Queries [y [l Connections W Clear . f& Be W & Group -
— ~ =6 0
[T From Table L roperties TiReapply | _ == & Ungroup
Get External  New Refresh ort | Filter Textto ., What-If Forecast . _
Data-  Query~ LoRecentSources - ol EditLink W Advanced | Columns * nalysis~ Sheet e
Get & Transform Connections Sort & Filter Data Tools Forecast Outline
E1 5 State
A B C D E F G H J K
2 |Anna  Zimmerman 123 West Main St. Carmel Indiana 88 50000
3 |Hank  Niederman 2847 Wilson Parkway  Carmel Indiana 46088 40000
Montoya 1991 Ponting Street __ Fishers Ohio. 46115 52000

= —

Faithe Wempen

Eﬁ

Figure 10-22: Click the Data Validation button.

3. On the Settings tab, open the Allow drop-down list and
choose a restriction. Then enter any parameters for that

restriction.

For example, if you wanted states to be entered as
two-character codes, you might choose Text length and
then enter 2 as both the minimum and maximum length,

as in Figure 10-23. (See @ in Figure 10-23.)

Data Validation

Settings Input Message Error Alert

Validation criteria
Allow:
Text length 0 ~ Ignore blank
Data:
between >
Minimum:
2

n
il

Maximum:
|

n
il

Apply these changes to all other cells with the same settings

Cancel

Figure 10-23: A text length validation rule.

Or, if you choose a certain type of entry, such as Whole
Number, you can enter a range of whole numbers into
which the value must fall, as in Figure 10-24. (See )

in Figure 10-24.)
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Data Validation ? x

Settings Input Message Error Alert

Validation criteria
Allow:
Whale number 0 ~ Ignore blank
Data:
between e
Minimum:
1

n
sl

Maximum:
1,000,000

n
il

Apply these changes to all other cells with the same settings

Figure 10-24: An integer validation rule where the
number is positive.

e Click the Error Alert tab.

e In the Title box, enter text to appear in the title bar of an
error message box that will appear if the rule is violated.

e In the Error message box, enter text to appear as the body
of the error message.

@ cClick OK.

Data Validation ? X

Settings. Input Message Error Alert 0

Show error alert after invalid data is entered

‘When user enters invalid data, show this error alert:

Style: Title:

Stop ~ Positive Integers Only 0

Error message:

Please enter a positive mtagar.o
-~
Q

Clear Al 7 Cancel

Figure 10-25: Create the error dialog box text.



When someone violates the rule, the error box appears
that you set up in steps 4-6. (See (@ in Figure 10-26.)

Positive Integers Only X

8 Please enter a positive integer.

Figure 10-26: The error message appears
in a dialog box when the validation rule is
broken.

Remove a validation rule

To remove data validation, follow these steps:

1. Select the cell(s) from which to remove data validation.

2. On the Data tab, click Data Validation.
© Click Clear All
O Click OK.

Data Validation ? X

: Seftings | Input Message Error Alert

Validation criteria
Allow:
Whole number v Ignore blank
Data:
between ™
Minimum:
1

n
il

Maximum:
1000000

n
il

] Apply these changes to all other cells with the same settings

Q Clear all 4 Cancel

Figure 10-27: Clear data validation rules from the
selected cell(s).
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CHAPTERELEVEN

Creating
Charts in
Excel

s a picture really worth a thousand words?

Just ask anyone who has been faced with a
spreadsheet full of numbers to analyze. Cre-
ating charts that summarize data is a quick
way to make sense of data — or to present
data to someone else.

In this lesson, you learn how to create several
types of charts and how to add and remove
chart elements such as legends, data labels,
and data tables. You learn how to move and
resize charts, how to place a chart on its own
separate tab in a workbook, and how to
apply a variety of formatting to a chart.

Choose the correct
chart type

Excel offers various chart types, each suited
for a different type of data analysis. Here
are some things to note about Excel'’s

chart types:

@ pie charts are good for situations
in which the relationship among
the values being charted is the most
significant thing. For example,
suppose Bill sold 15 cars, Dave sold
7, and Tom sold 8. If the important
thing is that Bill sold 50 percent of
all the cars, a pie chart is ideal. Pie
charts are limited in that they can
handle only one data series.

In This Chapter

m=>Creating a chart

= Moving and resizing a
chart

u=Switching rows and
columns

= Modifying the data range
for a chart

m=>Changing the axis scale
"= Applying a chart style
u=Changing a chart’s colors

= Adding, removing, and
formatting chart elements
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e The key that tells what each color represents is called a
legend.

Cars Sold

P

Bill mpave mTom B

Figure 11-1: A pie chart shows the relation-
ship of each data point to the whole.

Q A column chart is good for showing multiple data series
on a two-axis grid. This particular sub-type is called a
clustered column chart; each data point has its own bar,
and the bars are clustered together into groups.

Revenue Plan

$60,000

$50,000

$40,000 o
| $30,000

$20,000

$10,000

s0
January February March

W History mHobbies ® Fiction Religion ™ Current Events

Figure 11-2: A column chart summarizes multiple data series.

QWhen a column chart is horizontal, it’s called a bar
chart.

O The sub-type shown here is called a stacked chart; instead
of having a separate bar for each month, it combines all
three months in a single bar. This makes it easier to see
their cumulative value.



Revenue Plan

March

January

0

S0 $20,000 $40,000 $60,000 $80,000 $100,000$120,0005$140,000

W History mHobbies mFiction Religion ® Current Events

Figure 11-3: A bar chart is a horizontal version of a column chart.

A few of the other chart types available include:

® XY (Scatter): Plots each data point as a small dot on a
two-dimensional (XY) grid, like in geometry class

@ Stock: Plots the high, low, open, and close price of a stock on a
particular day or range of dates

® Line: Plots each data point as a small dot, and then connects
the dots of each series with a different color of line

® Area: Like a line chart, except the area beneath each line is
filled in solid with color

® Surface: Like an area chart only three-dimensional

There are many other types, and you might want to explore them
on your own. For the rest of this chapter, though, I stick with the
basic column and pie charts for the examples.

Create a chart

Here’s how to create a chart:

0 Select the data to include. Make sure you include any
labels that go with that data too. The labels will become
label text on the chart.

To select noncontiguous cells, hold down Ctrl as you drag
across them. For example, if the labels aren’t contiguous
with the data you want to include, you might need to use
Ctrl to select the labels.

If there are total rows or columns in your data, don't
include them in your selection in step 1 unless you are only
charting the total row or column. (See @ in Figure 11-4.)
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= - L TR charts.xlsy - Excel
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
% = 5 ame o pOWEC e w b
- . - 2-D Column

PivotTable Recommended Table lllustrations My Add-ins - E Recommended e

PivotTables - Charts.
Tables Add-ins hﬂﬂl \_H_H \_Q_H S|

A2 - Je Subject 3-D Column
e d-ei 19

1 |Revenue Plan 1

El Subject January February March Tota 2-D Bar

3 |History $25,600  $32,400  $16,200 | $74,200

4 |Hobbies $21400  $14,200 528,900 | $64,500 % E E

5 |Fiction 512,600 $11,200 515,000 | $38,800

6 |Religion $8,600 $7,200 56,900 | $22,700 3-D Bar

7 |Current Events | $55,100 $52,800 548,500 |5156,400

; 2 258

9

10 [I]ldl More Column Charts...

11

12

Figure 11-4: Click a chart type, and then choose a sub-type.

e On the Insert tab, in the Charts group, click the button
for the chart type you want. You can change the chart type
later if you change your mind.

CMBER e On the menu that appears, click the desired sub-type.

N
O
€ A preview of the chart appears behind the menu as you

move the mouse pointer over the various sub-types.

Move and resize a chart

After creating a chart, you can move it around on the worksheet
or resize it by dragging it:

@ Position the mouse pointer over any part of the chart
except a selection handle, so that the pointer becomes a
four-headed arrow, and drag it where you want it.

GTO resize a chart, drag one of the selection handles (white

\‘&N\BE/; circles) on its border.
& Resizing a chart may change its aspect ratio (its ratio of
height to width), and the chart may stretch or compress as

you drag.
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o o -
. e
Chart Title {}gﬂ
Chart Area
560,000
340,000
530,000
> S B
520,000
e Tl e
$0
History Hobbies Fiction Religion Current
Events
W January ®February ® March
O O O

Figure 11-5: Drag a chart to move or resize it.

You can also place a chart on its own separate sheet in the work-
book. Here’s how to do that:

0 Select the chart.
9 On the Chart Tools Design tab, click Move Chart.
9 Click New Sheet.
e (Optional) Change the sheet name if desired.
O click oK.
Chart Tools
iew View Design Format Q Tell me what you want to do... Faithe Wem
iiq,,,,]: | z |E@||&
£ 38ss)} e = = ’: Switch Row/ Select ~ Change  Move
E - Column Data Chart Type Chart
Chart Styles Data Type Location ~
L M N 0 P Q R S T U -

Move Chart ? X

Choose where you the chart to be pla
New sheet: |Re\renue\ |

O Object in: |Sheet2 B

Events

ligichr S——— 1

Figure 11-6: Move a chart to its own sheet.
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To reverse that process, display the chart’s sheet and repeat steps
2-5, but in step 3 choose Object in and then choose the desired
existing worksheet.

Switch rows and columns

When you create a chart that includes multiple data series, the
chart might not plot that data in the way that you expect by
default. For example, take a look back at the chart in Figure 11-5.
What if you had intended for the different column colors to rep-
resent the different book categories, as in Figure 11-7?

Chart Title
$60,000
450,000
$40,000
$30,000
420,000
$10,000
S0
January February March
B History mHobbies mFiction Religion M Current Events

Figure 11-7:This chart uses the same data as Figure 11-5 but plots
it by columns rather than by rows.

On the Chart Tools Design tab, click Switch Row/Column to
switch back and forth between the two ways of plotting the data.
(See ) in Figure 11-8.)

H ©- LR charts.xlsx - Excel Chart Tools [ = x
Home  Insert Page Layout  Formulas Data Review  View Design Format Q Tell me what you want to do. Faithe Wempen
] 0 e e = = = = = = . & din
15 B O PR l . E P TR I - ~E"™EE SN | 1
Add Chart Quick | Change | == =52 | = . BeEes = R =] -5=% || switchRow/ Select  Change  Move
Element - Layout~ Colors ~ Column  Data ChantType Chart

Chart Layouts Chart Styles Data Type _ Location ~

Figure 11-8: Click Switch/Row/Column to change the plot orientation.

Modify the data range for a chart

If you need the chart to plot different data than you originally
chose, there are two ways to go. One is to delete the chart and
start over. If you haven't invested much time formatting and
customizing the chart, this may be your quickest option.
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The other method is to modify the data range for the chart, as
follows:

0 On the Chart Tools Design tab, click Select Data.
2. To select a different range for the chart:

0 Click in the Chart data range box.

e On the worksheet, drag to redefine the range.

e Clear the check box for any series or category that you
want to temporarily exclude.

e Select any series that you want to remove permanently
from the chart and then click Remove.

O click OK.
H - + - Chart Teols
Home Insert FPagelayout Formulas Data  Review View Design Format @ Tellm n Faithe Wempen
Column  Data | Cha Char
Chart Layouts Chart styles Data Locatio ~
A2 fe
A 8 [e D E F G H J K L M N [¢] P -
1 Revenue Plan Select Data Source : x
2 January February March =
3 |History 575,500 B 20400 $16,200 | 574,200 Chart dta range: =shaeE‘suz:m560 =
4 |Hobbies 521,400 %a¥14,200 528,900 | 564,500
5 |Fiction $12,600 | $11,200_$15,000 | $38,800
& |Religion $8,600 57,200 $6,900 | $22,700 2] switch Row/Cotumn
/' |Current Events | 555100 | 552,800 | 548,500 |5156,400 | | \¢gend ntries (series) Herizontal (Category) Avis Labels
z 1 add ﬁxmmm ‘ - Fedt
10 History January
11 Hobbies February
12 [ ridion ] maren
13 o»@ Religion
14
15
16 Eidden and Empty Cells & ok Cancel
i7
18
Sheetl | Sheetz | (@ . ,

Figure 11-9: Modify the data range.

Change the axis scale of a chart

The axis scale is the numeric scale on the chart on which the
values are plotted. In Figure 11-6, for example, the axis scale is
$0 to $60,000.

Excel sets the axis scale automatically based on the values in the
data range. However, you might sometimes want to adjust the
axis scale strategically to give the audience a different impression
of the data. For example, check out the following charts:

e In this chart, the axis scale is automatically set by Excel.
The lower value is 16150 and the upper value is 16650.
The differences among the bars are obvious.
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Units

16650
16600
16550

16500
16450
16400
16350
16300
16250
16200
16150

West North South

Figure 11-10: With the default axis scale, the differences are clear.

@ In this version, the axis scale has been manually changed
to 0 as the lower value and 16650 as the upper value. In
this version, the values appear to be nearly identical.

Units

16000
14000
12000
10000
8000
6000
4000
2000
0

West North South

¢

Figure 11-11: You could manually modify the axis scale to make the
differences seem less significant.
Here’s how to set the axis scale:
@ Click the vertical axis on the chart to select it.
OR

@ On the Chart Tools Format tab, open the Select Object
drop-down list and choose Vertical (Value) Axis.

e On the Chart Tools Format tab, click Format Selection.
The Format Axis task pane opens.

e Click Axis Options text hyperlink if it is not already
selected.

o Click the Axis Options icon.
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e Click the Axis Options heading to expand its options if it
is not already expanded.

e In the Bounds area, change the Minimum and Maximum
values as desired.

If you decide to go back to the default value, click Reset.
(See @ in Figure 11-12.)

e Click Close to close the task pane.

Chart m & »
View Desgn Fomat Qe . Faithe Wermpen

s Shape Fil =

¥ ol Shape Effects s Selection Pane.

on : = - [Z wape Cutiee - B a-
Sy : . grwom- | A A A Ca
'élu Maich Style {4% | ¥ ac

Chat 3 . Je

: A B s © E F (] H } L3 = FQ'H Axis % “‘0

Aais Optioms v Tt Opitions

| Units. O
0 West 16300 Units
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Figure 11-12: Change the axis scale in the Format Axis task pane.

Apply a chart style

Excel provides many chart styles, which are formatting presets for
charts. Rather than manually formatting a chart, you may wish
to save yourself some time by applying a chart style to improve
a chart’s appearance. (If you do want to do manual formatting,
though, it's covered later in this chapter.) Some things to note
about applying chart styles:

QTO apply a chart style, choose one from the Chart Styles
gallery on the Chart Tools Design tab.

e As with other galleries, you can click More to open up a
list of additional choices.

Some chart styles have more or fewer chart elements (that is,
helper objects such as titles, legends, labels, and so on). In the
next section you learn how to add and remove chart elements, so
you aren't tied to the particular combination of elements that a
particular chart style uses.
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Figure 11-13: Apply a chart style.

e‘g\l\BElf Here’s another way to apply a chart style. With the chart selected,
& click the Chart Styles button (the paintbrush button) to the right
of the chart’s frame. Then select a style from the palette that
appears.

Change a chart’s colors

You can change the colors used in the chart, independently of
the chart style. To do so, click Change Colors on the Chart Tools
Design tab, and then choose a different set of colors. (See (A) in
Figure 11-14.)
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Figure 11-14: Change the colors used in the
chart.

Note that these are not really different color schemes in the same
sense as the overall color scheme for the entire workbook. The
colors that appear on the Change Colors button’s menu are just
different combinations, tints, and shades of the overall work-
book’s colors.
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Here’s another way to change the colors. With the chart selected,
click the Chart Styles button (the paintbrush button) to the right
of the chart’s frame. At the top of the pane that appears, click
Colors, and then choose the desired colors.

If you want to change the overall colors of the workbook, do the
following:

0 On the Page Layout tab, click Colors.

@ Click the desired color scheme. This changes all the color
placeholders for the workbook and also affects the chart
colors.
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Figure 11-15: Apply a different color
scheme to the entire workbook.

If you want to individually customize a particular chart element,

such as making a certain data series or data point a specific color,
see “Format a chart element” later in this chapter.
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Add or remove chart elements

Chart elements refers to the individual parts of a chart that you
can enable, adjust, and format separately. Figure 11-16 points
out some of the most common chart elements. Most of these
elements are optional and can be turned on/off.

In Figure 11-16, I have increased the size of some of the text-
based chart elements so you can see them better. To increase
the size of a text-based element, such as data labels or a legend,
select that element and then use the Grow Font button on the
Home tab. Keep in mind, though, that if you manually change
the size of some text, it won't change automatically anymore if
you resize the chart.

A\

Here are some things to remember about chart elements:
eThe chart area is the entire chart.
e A chart title describes the entire chart.

© The plot area is the section of the chart area that contains
the actual plotted data. It is usually set to the same
background color as the chart area, so it’s not that
noticeable, but in Figure 11-16 I've made it a different
color so you can see it.

QThe legend is a key that describes the meaning of each
series color or pattern.

G A data table shows the data on which the chart is based; it
can be helpful to use a data table if the chart is not near
the data.

G An axis contains the scale on which the data is plotted.
When the axis contains numeric values, it’s called the
value axis. When the axis contains labels, like the months
in Figure 11-16, it’s called the category axis.

@ An axis label explains the unit of measurement or the
meaning of the axis values.

@ Data labels report the exact value of each data point.

o An individual bar, column, slice, or other data marker is a
data point.

°The set of bars, columns, or other data markers of a
common color or pattern is a data series.
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(K N 3D-style chart, like the one in Figure 11-16, has walls
behind the data series, and a floor on which the bars sit.
The walls and floor can be formatted separately from the
chart or plot area and can even be formatted separately

from one another.

G Gridlines appear behind the columns or bars to help make
the height of the columns or bars easier to read on the axis.
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Figure 11-16: Parts of a chart.

A few of the elements of a chart are fairly essential, like the

data points and the value axis, and you couldn’t remove them
without the chart losing its meaning. Most of the other elements,

however, are optional. A chart can still make sense without a

data table, data labels, or even a legend, in some cases.

A\

Some chart elements can be removed by selecting them (by click-

ing) and then pressing the Delete key on the keyboard. The chart
title and legend are that way, for example.

To add or remove a chart element:

1. Select the chart, so that icons appear in its upper right

corner.

9 Click Chart Elements. A menu of the optional chart

elements appears.

e Mark or clear the check box for each element to turn it on

or off.

4. When you are finished, click Chart Elements again to

close the menu.
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Figure 11-17: Add or remove
chart elements.

Going the above route is the quickest and easiest way to enable
or disable a certain element. However, if you are enabling an
element, you might want a bit more control over how it appears.
For some additional options, use the following method instead:

1. Select the chart.
e On the Chart Tools Design, tab, click Add Chart Element.
e Point to the desired chart element to see a submenu.

e Click the desired option on the submenu.
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Figure 11-18: Add a chart element with
specific options.
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In Figure 11-17, if you hover over one of the items on the
menu, you see a right-pointing triangle. Click that, and a
submenu appears that contains many of the same options
as in Figure 11-18.

3

Format a chart element

Now let’s look at some ways to change a chart element'’s
appearance.

Reposition a chart element

As you saw in Figure 11-18, each element has a submenu on the
Add Chart Element button’s menu. Some of these, like the ones
for Legend and Chart Title, contain options for different posi-
tions within the chart area.

You can also drag-and-drop some of the chart elements to move
them within the chart area:

o Select the chart element, so that selection handles appear
around that element.

9 Position the mouse over it so the pointer turns into a
four-headed arrow.

3. Drag the element to a new location.

o O %
'Units.©
JUnitse

Figure 11-19:
Add a chart
element with
specific options.

Not all chart elements can be repositioned. For example, the data
points and the axes are in fixed locations, and a data table can’t
appear anywhere other than below the chart.

Change the properties of a chart element

Each chart element has its own unique customizable properties.
It's hard to generalize about these, as they vary so dramatically
depending on the element. For example, for a data series (a set of
colored bars) in a 3D column chart, you can adjust the width of
the bars, the gaps between them, and the shape of the bars (box,
pyramid, cylinder).
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To access an element’s properties, do the following:
@ Click the chart element to select it.
OR

@ On the Chart Tools Format tab, open the Select Object
drop-down list and choose the desired element.

e On the Chart Tools Format tab, click Format Selection.
The Format task pane opens for that element.

e Click the rightmost icon on the task pane. Its name and
appearance varies, but this is the one that shows the
properties that are specific to the chosen element type.

e Adjust the properties as desired.
e Close the task pane.
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Figure 11-20: Change the chart element’s properties from its task pane.

W While you're in the task pane, check out the other sections to see

what else you can do to change the appearance of that element.
There are dozens of settings available.

Resize chart element text
To adjust the size of some text in a chart, do the following:

o Select the desired chart element. You can do this by
clicking it or by using the Select Object drop-down list on
the Chart Tools Format tab.

272



@ On the Home tab, click the Increase Font Size or Decrease
Font Size button to change the font size.

OR

@ Open the Size drop-down list and select a specific size.
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Figure 11-21: Use the Home tab controls to change the text size.

Format chart element text

You can also change the attributes of the text (bold, italic, and so
on). From the Home tab, use the buttons in the Font group, as
shown in Figure 11-22, or use keyboard shortcuts:

O Bold (Cul+B)
O 1talic (Cul+)
e Underline (Ctrl+U)

Calibri (Body) ~|9 A A
B I U- S -
666 .. :
Figure 11-22: Apply bold,

italics, or underline to a text
element on a chart.

>
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To apply further special effects to the text, use the Text Effects
settings in the element’s task pane. Here's how:

0 Select the desired chart element.

e On the Chart Tools Format tab, click Format Selection to
open the element’s task pane.

e At the top of the task pane, click the Text Options
hyperlink.

e Click the Text Effects icon.

O Click an effect category to expand its settings.

@ Adjust the settings as desired.

7. Repeat steps 5-6 as needed, and then close the task
pane.
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Figure 11-23: Apply special effects to a text-based element from the Text Effects section of
its task pane.
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Change a chart element’s border and fill

Most of the chart elements have their own rectangular frames
around them, although by default that frame may not have any
border or fill so the element blends in with the background
behind it. For example, the plot area is its own separate rectan-
gular area, but you usually don't see it. The same is true for the
legend, the axes, and the axis labels.



First, here’s a quick way to apply border and fill combinations to
a chart element — apply a shape style to it:

1. Select the chart element.

9 On the Chart Tools Format tab, click the More button in
the Shape Styles group to open the Shape Styles gallery.
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Figure 11-24: Click More to open the Shape Styles gallery.
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9 Click one of the shape styles to apply it.
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Figure 11-25: Choose a shape style.
Want more control? To manually change the fill and/or border
of an element, follow these steps:
0 Select the chart element.

9 On the Chart Tools Format tab, open the Shape Fill
button’s menu.

3. Select a fill color:

QAutomatic allows Excel to choose the color based on
the background color, and is the default.

eYou can choose one of the theme colors.
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GYou can choose a standard color. Click More Fill
Colors for additional choices.

® To remove the fill, click No Fill.

eYou can also choose a picture, gradient, or texture fill.
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Figure 11-26: Choose a fill effect for the selected element.
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e Open the Shape Outline button’s menu.

5. Select an outline color:

GAutomatic allows Excel to choose the color based on
the background color, and is the default.

@You can choose one of the theme colors.
@You can choose a standard color.

0To remove the outline, click No Outline.



After selecting an outline color, you can optionally adjust the
line style and thickness:

@ Click the Shape Outline button again to reopen its menu.

e If you want a different line thickness, point to Weight and
select a line weight.

@ The default is a solid outline; if you want a dotted or
dashed line, point to Dashes and select a line style.
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Figure 11-27: Choose an outline color for the selected element.

Apply special effects to a chart element

Special effects that you can add to an element include shadow,
glow, soft edges, bevel, and 3D rotation. Most people don't take
the time to apply such effects, but you may encounter situations
where it is worthwhile to do so.

To apply an effect:
0 Select the chart element.

© On the Chart Tools Format tab, open the Shape Effects
button’s menu.

© roint to an effect to open its submenu.
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e Click the desired effect.

To remove an effect, click the selection in the No area
of the menu, such as No Bevel for a bevel. (See ) in
Figure 11-28.)

5. Repeat steps 2-4 to apply additional effects as desired.
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Figure 11-28: Apply special effects to a chart element.
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CHAPTERTWELVE

Managing
Email with
Outlook

Outlook is a multipurpose program. It’s
an address book, a calendar, a to-do
list, and an email handling program, all in
one. The most popular Outlook feature,
though, is the email handling. Millions of
people use Outlook as their primary email
program, and for good reason! It’s fast,
full-featured, and easy to use and customize.

In this chapter, I show you how to set up an
email account in Outlook and then how to
use it to send and receive email messages.

Understand the Outlook
interface

Outlook 2016 is like other Office 2016
applications in many ways. For exam-

ple, it has a Ribbon, a File tab that opens
Backstage view, and a status bar that shows
status messages and provides a Zoom slider
for changing the magnification of the appli-
cation’s content. The following sections
explain what is unique about Outlook, and
what you might not pick up on immediately
on your own.

In This Chapter

= Navigating the Outlook
interface

= Setting up a mail account

u=Receiving and reading
email

= Composing and sending
email

m=> Attaching a file to a
message

u=>Creating folders for
managing email

= Creating a message-
handling rule

= Configuring the junk mail
filter
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If you've never used Outlook before this, you might be prompted
to set up an email address before Outlook starts working nor-
mally. See “Set up a mail account” later in this chapter if you
need help with the initial setup.

3

Understand the Mail section’s layout

The Mail section consists of three panes. From left to right,
they are:

Q Navigation: Lists different locations you can click to make
the active location. The default location is Inbox, where
your incoming mail is located.

9 List: Provides a list of emails stored in the active
location.

G Reading: Shows a preview of whatever message is
selected in the Mail list pane.
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Figure 12-1:The Mail area of the Outlook application.

® You can move the Reading pane to the bottom of the screen,
or turn it off altogether. On the View tab, click Reading Pane,
and then make your selection from the menu. (See @) in
Figure 12-2.)
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Figure 12-2: Change the location of the Reading pane if
desired.

Switch between folders

In the navigation pane, you can click any folder to view its
contents in the center (List) pane. The exact folders that appear
depend somewhat on the type of email account you have set up
and the folders on its server, but will probably include these:

0 Inbox: This is where incoming email arrives. You will
probably spend most of your time in this folder.

e Drafts: Any messages that you partially compose and
then quit working on for some reason wait here for you
to complete and send them.

G Sent Items: Outlook saves a copy of every message you
send in this folder, for your reference.

@ Deleted Items (or Trash): When you delete a message from
any other folder, it goes here instead of being destroyed. To
permanently delete a message, delete it from Deleted Items.
For some mail accounts this folder is called Trash.

G Junk Email: If Outlook’s junk mail filter identifies a
message as potentially unwanted, it moves it here.

G Outbox: Messages that you have sent but that have not yet
been uploaded to the mail server wait here. If a message
stays here for more than a few minutes, there may be a
problem with your mail server or Internet connection.

@ RSS Feeds: RSS stands for Really Simple Syndication.
It's a technology for aggregating updates from multiple
websites in a single, easy-to-read location. It's not very
popular anymore, but if you use this service, messages
appear here.

@ Search Folders: If you have any saved searches, you can
run them from here.
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You can also create your own mail folders, as you will
learn later in this chapter. If you have done so, they will
appear in the Navigation pane also.

o Notice at the very top of the Navigation pane in
Figure 12-3, it says Drag Your Favorite Folders Here. You
can drag a folder from the main section of the navigation
pane and drop it there to create easily accessed shortcuts
to the folders you use most often. This is not that big a
deal if you just have a few folders, as in Figure 12-3, but if
you start creating your own custom folders, over time you
may have dozens of folders, with one inside another, and
navigating to the correct folder may become not so simple
anymore.

o If more than one email account is configured in Outlook,
you might have multiple sections in the Navigation pane.
At the top of each section is the email address to which
it pertains. Other email accounts might have their own
sections beneath that. Alternatively, all email accounts
might use the same set of folders under a generic heading
like Outlook or Mail, depending on how they are set up.
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faithe@wempen.com
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Deleted ltems 0
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Outbox
RSS Feeds <@

Search Folders <)

Figure 12-3: Navigate among the available
mail folders.

Navigate to other areas of the application

Outlook has several diverse areas, each providing a different ser-
vice, and each area has a different interface. These areas are Mail,
Calendar, People, Tasks, and Notes. (Two other items that are
also listed aren't really separate areas: Folders and Shortcuts.)



Even though this lesson covers only the email component of
Outlook, it's a good idea to familiarize yourself with the entire
application so you can get an idea of how the areas fit together.

You click a button in the lower-left corner of the Outlook appli-
cation window to switch to the area you want to work with,
as shown in Figure 12-2:

O Mail: Send, receive, and manage email
e Calendar: Record and display appointments and events

e People: Store and retrieve information about people and
businesses

Q Tasks: Record and track the progress of to-do items

G More: Open a menu of other areas of Outlook, such as
Notes

Mavigation Options..

Motes

999

1 b &0 . @ Shortcuts

ltems: 2 Unread: 1

Figure 12-4: Switch among the different Outlook areas
using the buttons in the lower left corner.

Set up a mail account

The first time you start Outlook, you're prompted to complete
several setup operations. The most important of these is to set up
your email account.

If you are not prompted to set up a mail account, and Outlook
simply opens up, your mail account may already be configured.
If that's the case, you don't have to do anything other than start
enjoying it. See the rest of this chapter to learn what to do.

If you are not prompted but you also don’t have a valid email
account set up, or if you want to set up additional accounts, use
the following steps. If you are prompted, jump into the follow-
ing steps at step 3.

283



3

284

Setting up an account automatically

First, let Outlook try to configure your account automatically. If
it works, you've just saved yourself some time and effort:

1. In Outlook, click File to open Backstage view.

9 Click Add Account. The Add Account dialog box opens.

Inbox - faithej

Account Information

= faithe@wempen.com
= pOP/SMTP

+ Add A(munt@

Figure 12-5: Choose to add a new account.

e Fill in the information as prompted.
0 Click Next.

Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts.

(@) E-mail Account

Your Name:

E-mail Address:

Password:

Retype Password: |*=+=

() Manual setup or additional server types

Faithe Wempen
Example: Ellen Adams

faithewempen@outlook.com 0
Example: ellen@contoso.com

Type the password your Intemet service provider has given you.

<sok T

Figure 12-6: Enter the basic information about your email address.

e Wait for Outlook to attempt to configure the account. If

it is successful, you see a Congratulations message. Click
Finish and you're done.

Outlook is usually successful if you have a Microsoft
Exchange account on the network to which your com-
puter is connected, or if you are using an Outlook.com or
Hotmail.com address. That's because those are Microsoft
account types.



Add Account X

Congratulations!

Configuring
Outlook is completing the setup for your account. This might take several minutes.
+/  Establishing network connection

+/  Searching for faithewempen@outlook com settings

+  Logging on to the mail server

Congratulations! Your email account was successfully configured and is readly to use.

‘Add another account..

Ba F\'mshi’ Cancel

Figure 12-7: Click Finish if Outlook was successful in automatically
configuring your mail account.

Dthange account settings

6. If the initial attempt failed, you might see the following:

An encrypted connection to your mail server is not available.
Click Next to attempt using an unencrypted connection.

If you see that message, click Next to try the alternate,
unencrypted method.

7. Wait for Outlook to try the alternate method. You might
see a success message, like in Figure 12-7, or another
failure message.

e If you see another failure message, mark the Change
account settings check box at the bottom of the dialog
box, and then click Next.

: Change account settings
pro e

Figure 12-8: Choose to change the account settings manually.

9. Go on to the next section to continue your mail setup
attempt.

Setting up an account manually

If the preceding procedure didn't work out for you, you'll need to
manually enter the settings for your account. That means you'll
need to know a bit more about your email account.
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These are different kinds of mail servers. You need to know
which type you have before you start setting up your email
account in Outlook. Ask your Internet service provider or IT
department if needed. If that information is not available, try
POP3 first; it's the more common type.

POP3 (Post Office Protocol 3) is the most common for home use
and for most offices. With a POP3 account, mail is stored on the
server until you retrieve it, and then it's downloaded to your PC
(and deleted from the server). This is called a store-and-forward
system.

With an IMAP (Internet Mail Access Protocol) account, the mail
stays on the server at all times. This is convenient because you
can get your email from anywhere (and review old messages
from anywhere), but it's slower than POP3 to access and more
labor-intensive for the company managing the server. Some
companies provide IMAP to their employees who travel a lot so
they can get their email from different PCs.

A third kind of email account is available: a web-based account,
such as Yahoo! Mail, Gmail, and so on. These are also known
as HTTP accounts (HyperText Transfer Protocol). Generally
speaking, Outlook doesn’t support this type of email account.
However, Outlook does support web-based accounts through
Outlook.com, its own service, as well as Microsoft email
accounts ending in hotmail.com or live.com.

Workarounds are available for many of the web-based email ser-
vices, like Gmail and Yahoo! mail that enable Outlook to work
with them. Check the provider’s Support section on their website
for information.

You not only need to know what kind of account you have,

but also the incoming and outgoing mail server addresses. An
incoming email server might be something like pop.provider.
net or imap.provider.net. An outgoing email server usually starts
with smtp (Simple Mail Transfer Protocol), as in smtp.provider.
net. Don't try to guess, though; get the information from the
mail provider.

Depending on the account type and provider, you might also
need to know the following:

e What kind of authentication does the outgoing mail server
require?

® What ports are used (numeric codes) for incoming and outgo-
ing mail? For example, a mail server might use 110 for incom-
ing and 3535 for outgoing mail.
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After arming yourself with all that information, follow these steps.

1. If you didn’t come here directly from the previous section,

do the following to get caught up so that you see what's
in Figure 12-9: Click File=> Add Account=> Add Account.
Then click Manual setup or additional server types, and
click Next.

e At the Choose Service screen, make your selection of your

account type.

If you have a Web-based email account or an Exchange
server account, choose the first option; if you have an
account from an ISP such as through your cable or DSL
service, choose the second option.

© Click Next.

Add Account X

Choose Service

(C)Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contadts, and tasks

(@) POP or IMAP
Connect to a POP or IMAP email account

<ok canca

Figure 12-9: Choose the appropriate account type.

4. Fill in the information about your email account using the
data you gathered from your provider or IT department.

Some of the important fields include:
eAccount Type: Choose POP3 or IMAP.

9 Enter the incoming and outgoing mail servers.

e For your username, enter your entire email address,

not just the portion before the @ sign.

Q Enter the password you were assigned for your email

account.



G If you choose POP3 as the account type, you have
a choice of using an existing Outlook data file or
creating a new one to store the received mail for this
account. This choice isn’t available for IMAP because
IMAP stores messages on the server.

WBER 9 Click More Settings.
Some of the fields will be different depending on the account type.

Add Account X

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Faithe Wempen We recommend that you test your account to ensure that
. the entries are corredt.

Email Address: faithe@wempen.com

Server Information

,,,,,, Test Account Settings ...
Account Type: WOPS B

Incoming mail gager: pop.secureserver.net [] Automatically test account settings when Next is
< clicked

Outgaing maif er (SMTPI™~ smtpout.secureserver.net Deliver new messages to:

Logon Information (@ New Outlook Data File 0

User Name: GQanhe@wEmpen,mm (O Existing Outlook Data File

Password: e ER
Remember password

[CIRequire logon using Secure Password Authentication (SPA)

More Settings 0
< Back Cancel

Figure 12-10: Enter your account settings.

6. If your mail provider indicated that your outgoing server
requires authentication, do the following:

0 Click the Outgoing Server tab.

0 Mark the My outgoing server (SMTP) requires
authentication.

e Choose and configure the authentication method as
directed by your provider.

7. If your mail provider indicated that you should use
specific ports for mail sending and receiving, do the
following:

@ Click the Advanced tab.

G Enter the correct port numbers in the Incoming server
and Outgoing server text boxes.

G Adjust any other settings as directed by your provider.
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Internet E-mai ings *

General Cutgoing Server Advanced
My outgoing server (SMTP) requires authentication
(@) Use same settings as my incoming mail server

() Log on using

(g

Remember password

Require Secure Password Authentication (SPA)

() Leg on to incoming mail server before sending mail

Figure 12-11: Allow Outlook to send authentica-
tion to the outgoing mail server.

O click oK.

Internet E-mail Settings X

General Qutgoing Server Ad\'aﬂCEd0

Server Port Numbers

Incoming server (POP3): Use Defaults

DTh\s sErver requires an encrypted cdhwsecti L)
Qutgoing server (SMTP):
Use the following type of encrypted connection: |None ~

Server Timeouts
& Short ¥ Long 1 minute
Delivery

[#]Leave a copy of messages on the server

Remove from server after |14 -3 days

[ Iremave from server when deleted from 'Deleted Items®

B 8

Figure 12-12: Specify port numbers and any
other advanced settings.
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e Click Next. Your account settings are tested. If the test is
successful, you see Completed in the Status column for
both tasks. If not, you see an error message.

10. Click Close to close the Test Account Settings box.

Test Account Settings

Some errors occurred while processing the tests. Review the list of errors Stop
below for more details. If the problem persist after taking the suggested
actions, contact your Internet Service Provider. 9

Tasks Errors

® send test e-mail message: Outlook cannot connect to your outgoing (SMTP) e-mail
server. If you continue to receive this message, contact your server administrator or
Internet service provider (ISP).

Figure 12-13: Check the results of the test.

11. If the test had errors, correct them and then return to step
10 to try again, or click Cancel to give up for now and go
get help.

OR

If there were no errors, click Finish to finalize the account
setup.

Modify an account’s settings

If an account isn’t working right, check with your provider to
make sure your settings haven't changed. For example, my email
provider changed the default port for outgoing mail, and I didn't
know until T suddenly couldn’t send mail one day.

To modify an account’s settings:
1. Click File to open Backstage view.

e Click Account Settings to open a menu, and then click
Account Settings on the menu.

e Click the account you want to change.
o Click Change.
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Inbox - faithe@wempen.com - Outlook

©

Account Information

Open & Export

=1 faithe@wempen.com
Save As E

POP/SMTP

@ Account Settings

Change settings for this account or set up more connections.
Account —

Office Account Settings ~ 0

Options ,@ Account Settings.

Add and remove accounts or
Feedback change existing connection settings. Ibox by emptying Deleted Items and archiving.

Creanup
Exit Tools -

Rules and Alerts

El Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | ypdates when items are added, changed, or removed.
& Alerts

Figure 12-14: Choose Account Settings.

Account Settings X

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feed| arePoint Lists Internet Calendars Published Calendars Address Books

i New.. % Repair.. U Change.. @ Setas Default X Remove # &

Name Type
(] faithe@wempen.com POP/SMTP (send from this account by default)

faithewempen@outlook.com Exchange ActiveSync

Selected account delivers new messages to the following location:

faithewempen@outlook.com\inbox
in data file C:\Users\faith\..\Microsoft\Outlook\faithewempen@outlook.com.ost

Close

Figure 12-15: Choose the account to change.

e Modify the account’s settings. You cannot change the
account type (Exchange, POP3, IMAP), but you can
change most other properties.
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If you need to change the account type, remove and recre-

ate the account in Outlook.

e Click Next. Outlook performs a test send and receive
operation.

Change Account X

Server Settings
Enter the information that is required to connect to an Exchange ActiveSync service.

User Information
Your Name: Faithe Wempen
E-mail Address: faithewempen@outlook.com

Server Information

Mail server: snt407-m.hotmail.com

Logon Information 0
User Name: faithewempen@outlook.com

Password: il

[“]Remember password
Offline Settings

Mail to keep offline: § A

< Back 6 Cancel

Figure 12-16: Modify the account settings.

e Click Close.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop
[ con

Tasks  Errors

Tasks Status
-/Log onto Exchange ActiveSync mail server (EAS) Completed

Figure 12-17: Click Close to accept the test results.

8. If the test was successful, click Finish. If not, return to step 5.

9. Click Close to close the Account Settings dialog box.
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Compose and send email

3

You can send a new email message to anyone for whom you
have an email address. Just fill in the recipient, subject, and
message and then send it off.

If you have stored contacts in the People section of Outlook, you
can look up recipients’ email addresses from there. If you are

on an Exchange server, you can also use the directory or address
book provided on that system.

Compose and send a message
Follow these steps to compose and send a message:
o On the Home tab, click New Email.

e If you have more than one email account set up in
Outlook, click From and choose the account from which
you want to send this message.

© 1n the To box, type the recipient’s email address. For
multiple recipients, separate them with semi colons.
Or, alternatively, look up addresses, as explained in the
section “Address an email” later in this chapter.

o (Optional) If you want to send copies to anyone else,
enter their email addresses in the Cc box.

You can also send blind copies (Bcc) from Outlook. To do
s0, click the Cc button and then enter them in the Bcc text
box in the dialog box that appears.

e In the Subject box, type the email subject. This text will
appear in the recipient’s inbox.

G Type the body of your message.

e If desired, format the text in the message body using the
Basic Text group on the Message tab. The controls are
nearly the same as on Word's Home tab.

e Click Send.
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Home | Send/Receive  Folder View @ Tell me what you want to do.
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New New o ' Delele Reply Reply Forwerd EyMore~ (i pepiy & Delete ' Create New - . Send/Receive
Emall Home« SNk o [ Reply & Delete Create New SHoneNote [ FollowUp- T Filter Email Al Foldor
New Delet = hdmeceve |~
. H % O - - Annual review - Message (HTML) = - u] x
“ Message  Insert _Options FormatTet Review @ Tell mewhat you want to de
4 faithe@wempen.com PT——— . ) il AtachFile~ > Fallow Up - ' B 1:52 P
Inbox 4 - B X 5
st e Cray | i Aach kem= | High importance v
- aste ay . Al = ress Check C
Drafts 1] -« BRAU - Book Names LZSignature~ % LowImportance  agq.in
Sent ltems |clipboard = Basic Text u Mames Include Tags = adddins ~ ling
Deleted ltems
Junk E-mail . From~ | faithe@wempen.com
Outbox 0 _ Tou M@MO
Send
RSS Feeds 0
ce

Search Folders
Subject Annual review

Faith i
aithe@wempenicom (1) Please have the files for your department's annual review ready by rridayﬂ@

+ faithewempen@outlook.com

Will you be avallable September &-3 for an -

Figure 12-18: Compose and send an email.

Address an email

You can look up recipient email addresses as you compose a
message. You can place recipients into one of three categories:

® To: Main recipients
® Cc: Recipients that should receive a courtesy copy

® Bcc: Recipients that should receive a courtesy copy without
other recipients knowing about it

Follow these steps to select recipients in one or more of these
categories from your company’s address list on its mail server or
from your own private list of addresses stored in the Contacts
section of Outlook (covered in Chapter 13):

a Click the To button in the message composition screen.

From « faithe@wempen.com

To.. 0

Cc..

Figure 12-19: Click To.

9 Double-click the desired name. Repeat this as needed for
additional recipients.

The name moves to the To line in the dialog box. (See Q
in Figure 12-20.)

294



QWING/

If the names that appear on the list in the dialog box
aren't the ones you expect, or if the list is empty, you
might need to change which address book is shown. To
do so, open the Address Book drop-down list and select
another source. (See @ in Figure 12-20.)

9 (Optional) If you want to choose recipients to receive a
Cc copy, move the insertion point into the Cc box and
then double-click the desired name.

0 (Optional) If you want to choose recipients to receive a
Bcc copy, move the insertion point into the Bcc box and
then double-click the desired name.

O click oK.

Select Names: Contacts X

Search: @Name only OMora columns ~ Address Book

Go Contacts - faithe@wempen.com v@fanced Find

| Name Display Name E-mail Address

.‘.Ash\ey Colvin Ashley Colvin (ashley pen.. ashley pen.com

.“ Sheldon Wempen Sheldon Wempen (sheldon@w... sheldon@wempen.com
.“ Vick Webb Vick Webb (vick@acmecorpora... vick@acmecorporationlimited.c...

Duncan Louks Duncan Louks (duncan@sycam... duncan@sycamareknoll.com

To -» Duncan Louks [duncan@svcamorekno\l‘coml0

cc-» 0

OKO Cancel

Figure 12-20: Select names for the To field, and optionally for
Cc and/or Bcc.

Attach a file to a message

You can attach a file to an email, such as a word processing docu-
ment or a photo. There is no limit on the number of attachments
you can add to an email, although some mail servers have a limit
on the size of an email message being sent or received (usually
somewhere between 2 and 10MB).

For your safety, Outlook does not allow you to receive attach-
ments with certain file extensions, such as exe, com, and vbs.
That's because those executable formats can carry viruses. Other
people’s email programs may have the same restriction, so any
files you send with those extensions might not be received.
Therefore if you need to send such files, compress them in a ZIP
file or use a file sharing service such as OneDrive or Dropbox.
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To attach a file as you are composing an email, follow these steps:

0 From the message composition window, on the Message
tab, click Attach file.

e From the menu that appears, click Browse This PC.

=] = Untitled - Message (HTML) 3] a8 X
Message  Insert  Options  FormatText  Review Q@ Tell me what you wa

Cur : BEY :.\, E/ [ Fallow Up 9
Copy ! High Importance
Paste B I ul®™-A Address Cneck AllachA Signature

Book Names | Filex Item - + Low Importance
Clipboard 5 Basic Text Names Recent Items <
F1220n.png
= From - | faithe@wempen.com WXPS\Books\Office At WorkChapter 12 Figures\
) To F1219n.png
send W\XPS\Books\Office At WorkiChapter 12 Figures\
c F1221.png
Subject VXPS\Books\Office At Work\Chapter 12 Figures\
F1220.png

\XPS\Books\Office At WorkyChapter 12 Figures\
Fi219.png
V\XPS\Books\Office At Work\Chapter 12 Figures\,
F1218.png
\\XPS\Books\Office At WorkiChapter 12 Figures\
F1217.png
\\XPS\Boaks\Office At WarkiChapter 12 Figures\

F1216.png
\\XPS\Books\Office At WorkiChapter 12 Figures\ |~

rrPPPRPRPRP®E

rowse Web Locations ]

Browse This P(..Q

Figure 12-21: Click the Attach File button.

e Navigate to and select the desired file to attach.
e Click Insert.

5. Finish sending the message as you normally would.

=1 Insert File X
I [§ » ThisPC > Documents » ~ 0 Search Documents el
Organize * New folder # - m @
~ -~
% Downloads  # Custom Office Templates
[ Documents A (€8] My Data Sources
= Pictures + Outlook Files
Chapter 10 Figur Snagit
Chapter 11 Figur Addresses.csv
Chapter 12 Figur 3| Addresses.xlsx

Chapter 16 AR Fi lignment.docx

nnual Report.doc

ﬂﬂ Microsaft Outlook

=|BandB.docx

=

& OneDrive Baseball.docx

@ |Blueprint.docx 0
= This PC E

@:|Blueprint2.docx
6 Netwark v & | borders.docx o

File name: |Blueprintdccx \/‘ All Files (*%) ~

Tools - 4 Cancel

Figure 12-22: Choose the file to attach and click Insert.
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Receive and read email

After you configure your email account(s) in Outlook, receiving
mail is an automatic process. Outlook automatically sends and
receives mail when you start it and also at 30-minute intervals
(by default) whenever Outlook is running. Your incoming mail
comes automatically into the Inbox folder. You can also initiate
a manual send/receive operation at any time.

Send and receive email manually

When you manually send and receive mail, Outlook connects to
the mail server(s), sends any mail you have waiting to be sent,
and downloads any waiting mail for you.

To send and receive manually, you can either press F9 or do one
of the following:

0 On the Quick Access toolbar, click Send/Receive All Folders.
e On the Send/Receive tab, click Send/Receive All Folders.

_ Show Cancel Download
OUPST pragress Al Headers -
Downioad Server Breferences ~

Send/Receive
All Folders =]

Figure 12-23: Perform a manual send/receive.

Change the send/receive automatic interval

If you would like to change the interval at which Outlook auto-
matically sends and receives mail, or disable automatic send/
receive altogether, do the following:

o On the Send/Receive tab, click Send/Receive Groups.
e Click Define Send/Receive Groups.

© select the default group name (All Accounts) if it is not
already selected. There might not be any other groups.

o Increase or decrease the value in the Schedule an
automatic send/receive every minutes box.

You can also turn the automatic send/receive off alto-
gether by clearing its check box. (See Q in Figure 12-25.)

There are separate settings for when Outlook is offline; this
might happen if you were on a dial-up connection that
was not always on. Scheduling an automatic send/receive
to occur when Outlook is offline would tell Windows to
establish the dial-up connection each time, get the mail,
and then disconnect. (See e in Figure 12-25.)
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Home Send / Receive Folder Vie

Send/Receive . Show Can
All Folders ] SR G aouress Al

. Inbox
4 faithe@w
Download Inbox Headers
Inbox 1
Process Marked Headers
Drafts "faithewempen@outlook.com” Only
Sent ltems
Inbox
Deleted Ite Download Inbox Headers
Junk E-mail Process Marked Headers
Qutbox

H & &- -

=" ! Update Folder =]

=iSend All

0 "All Accounts” Group

“faithe@wempen.com™ Only

) Download Address Book...
RSSFeeds " Define Send/Receive Groups@
Search Folc Disable Scheduled Send/Receive

Figure 12-24: Select Define Send/Receive
Groups.

e Click Close.

Send/Receive Groups x
&+ A Send/Receive group contains a collection of Qutlook accounts and
W%  folders. You can specify the tasks that will be performed on the group
during a send/receive.
Group Name Send/Receive when
0 -All Accounts Online and Offline New...
Edit...
Copy...
Remave
Rename

Setting for group "All Accounts”

Include this group in send/receive (F9).

Schedule an automatic send/receive every 15| S| minutes.

[perform an automatic send;receive when exiting.

when Qutlook is Offline

Include this group in send/receive (F3).

M Schedule an automatic send/receive every |30 2| minutes.

R 5

Figure 12-25: Change the interval for automatic
sending and receiving.




Read a received email message

e Unread messages appear with bold and blue subject lines

in the Inbox.

9 You can read the selected message in the Reading pane.

@ You open a received message in its own separate window

by double-clicking the message.

Figure 12-26: Read a message.

% -
T v + Planning... ] - =] X N
loer Move~  (EiUnread/ Read E
Mamoge | @ Tell me whot you wank fo d HiRules- I Cotegorize- [ AddressBook (="
X . ¥ § 8 Fiter e+ STOReCEE
Bl QReply M, ? =Rl S Q few | SBoneNote ™ Follow Up - ilter Email All Folders
2 Reply All £3 To Manager i Move Tags Find Send/Receive A
8- Delete < Mg 2 "1 Move Q‘l’] Tags Editing Zoom g in encReceiv
& 7 Forwsrd Team Email R =L - Car
(R
Delet ond Move ~
4 pe F- 3 fecl 1:52 PM|
faithe@weampen.c P .
G, SR s Planning retreat o
Planning retreat o
Will you be available September 8-9 for an off-site planning
Will you be available September 8-9 for an off-site planning retreat? retreat?
RETTI SO e STV
Sl Thanks, Cheryl: Ves | was aware of those
4 faithewempen@outlook.com Faithe Wempen
Planning retreat Wed 1:52 M
Inbox Wil you be available September 8-3 for an
Drafts (This computer only) 5
Firestone
Sent ltems save $10 on any ol change wed 1119 PM
Deleted ltems. Also, save on Standard Brake Service for your ca
ke E_mail (21

Work with a received attachment

After receiving an attachment, you will want to do something

with it, such as view it or save it. Here are some tips for working
with received attachments:

Q If the received message has an attachment, a paperclip
icon appears in the message list.

9 In the Reading pane, the attachment file name appears
above the message.

e To open the attachment in whatever program is the
default for its type on your system, double-click it. Doing
so does not automatically save the attachment to your PC,

although it remains available via the message in Outlook
until you delete that message.

QTO save the attachment to your PC, or to perform other

actions on it such as printing or previewing, click the
arrow on the file name in the reading pane.
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G Choose Quick Print to print a copy of the attachment on
your default printer using default settings.

(F )1 you choose Save As, the Save Attachment dialog box
opens. Navigate to a storage location and click Save.

@ If there are multiple attachments and you want to save

them all to the same location, use Save All Attachments to

save them all at once.

@ Remove Attachment is not common, because normally
you would want to keep a record of having received the
attachment. You might use it if the attachment contained
sensitive information, or a virus.

0 Copy places the attachment on the Windows Clipboard;
you can then use Paste (Ctrl+V) to paste it somewhere
(such as in a location in File Explorer).

[=] % = Attachmend
Home  Send/Receive  Folder View  Atiachments | Q Tell me

e@mE G

Open Quick Send Save  Save All
Print  To-

4faithe@wempen.com
Inbox
Drafts
Sent ltems
Deleted Items 1
Junk E-mail
Qutbox
RSS Feeds
Search Folders

4faithewempen@outiook.com
Inbox 1
Drafts (This computer only)
Sent Items
Deleted ltems

Barke Eomnail 121

\ttachments Attachment

ment Tools  Inbox - faithewempen@outlook.com - Outlook

at you want to do.

x &

Remove

| [search Current Mailbox (Clrl<EY P Jcunentmaibor 1y pepty £ Reply Al (3 Fo
All  Unread By Date ~ 4 Faithe Wempes € a2
4 Tod ‘

esay eprint

Faithe Wempen ]

FW: Blueprint 12:58 PM = Blueprint.doct _

From: Faithe Wempen 31KB

< Yesterday Preview
Outlock.com Team Ooen
Getting started with your mail account Wed 537 PM

<+ Update the width and height when the final

Quick Print.
sithe@wempen.com]
av :51 PM

newls.émrlmwpm en@outlaok.com>

1 the attached project blueprint by

Connected

Figure 12-27:You can save or print a received attachment.

Reply to a message

Email messages often consist of multiple back-and-forth
exchanges. Rather than starting a new message each time, you
can use the Reply feature. Here's how:
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ﬂ To reply to a message, select the message and then click
Reply on the Home tab.

Use Reply All if you want the reply to also go to anyone
who was also a recipient of the original message. (This
doesn’t include Bcc recipients.) (See @Y in Figure 12-28.)

You can also use the Reply or Reply All button in the
Reading pane. (See @) in Figure 12-28.)
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=] H + Inbox - faithe @wempen.com - Outlook [c3] - a X
Home  Send/ Receive w  Q Tell me what you want to do.
=] (ool fxlgnare ™ E2Meeting i Move tor 7 {3 To Manager I (£ Unread/ Read =%
sl 2% Cleanup- > - C7eam Email ¥ Done 1 Bi Cateqorize - [3Address Book | =1
New New Delete  Reply Reply Forward ) pore - X Send/Receive
8 Junk~ W K i 7.8 . .
Email Tems = S unk I & Reply & Delete Create New eNote  [* Follow Up Y Filter Email Al Folders
Hew Delete Respond Quick Steps Find SendfReceive | A
€ | [Search current Maibox (Ctri<E) D [ curent Mailbor ~
4 faithe@wempen.com Al Unread By Date = Newest ¥ Faithe Wempean <faithe@ 251~ d 1:52 PM|
Inbox Etes s Planning retreat "
Drafts Faithe Wempen
Planning retreat Wed 1:52 PM
Sent [tems Will you be available September 3-3 for an Will you be available September 8-9 for an off-site planning
Deleted ltems 1 N retreat?
Firestone
Junk E-mail Save $10 on any il change Wed 1:12 M
Outbox Also, save on Standard Brake Senvice for your car

Figure 12-28: Click Reply or Reply All.
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When you reply to a message, the original attachments are
not included. That's because the original recipient proba-
bly doesn’t want to get his or her attachment back.

The reply message begins in the Reading pane by default,
but you can pop it out into its own window if you want
by clicking Pop Out. (See Q in Figure 12-29.)

The recipient is already filled in, based on the sender of
the original message. (See @ in Figure 12-29.)

The subject is already filled in; it's the original subject
with RE: at the beginning. (See G in Figure 12-29.)

9 Type your reply in the message body.

The original message appears quoted. You can delete any
portion of it that you don't want to include in your reply.
(See G in Figure 12-29.)

e Click Send when you are finished composing the reply.

B s 3 Compose Tools Inbox - faithe@wempen.com - Outlook [cal - a X
Home  Send/Receive Folder View  Message Q@ Tell me what you want o do..
. o s o v, . =)
i Femeeyre Pean BRI Py 1 .37;‘ m L L, ! High Importance = {
n - ¥ Low Importance wm=e
Paste ) B I U W-A- = = 5= Address Check Attach Attach Signature Bec Office
- ¥ Format Painter - - T 7 Book Names File- Iem- - Add-in:
clipboard 5 Basic Text ~ Names Include = Show Fields | Add-ins ~
Search Current Mailbox (Clrl+E) L | current Mailbox_~ T PopOut X Discard
4 faithe@wempen.com All  Unread By Date ~  Newest +
+ Yesterd From= | faithe@wempen.com
Inbox sty CE
O [Draft] Faithe Wempen o To Faithe Wempen <fajthe@wempen. mm>0
Planning retreat Wed 1:52 PM e
Sent ltems will you be available September 8-9 for an .
Deleted Items 1 Firestone Subject RE: Planning m..mﬂ
Junk E-mail Save §10 on any oil change Wed 1:19 PM
Outbox Also, save on Standard Brake Service for your car ves, 1will be there 0
RSS Feeds

Search Folders

4 faithewempen@outlook.com
Inbox
Drafts (This computer only)
Sent Items
Deleted ftems

Hanke €.

From: Faithe Wempen [mailto:faithe@wempen.com]
Sent: Wednesday, August 19, 2015 1:52 PM

To: faithe@wempen.cem

Subject: Planning retreat

will you be available September 8-9 for an off-site planning
retreat?

Figure 12-29: Compose your reply.
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Forward a message

Forwarding is mostly the same as replying (see the previous sec-
tion) except the recipient isn't filled in automatically for you.

To forward a message, follow these steps:

0 To forward to a message, select the message and then click
Forward on the Home tab.

You can also use the Forward button in the Reading pane.
(See @) in Figure 12-30.)

N

4

Home  Send/Receive  Folder  View Q Tel

T 6 4

5 =1 fxlgnore

&~

- Clean Up ~

ew New o B
Email Items - 411K

Hew Delete
faithe@wempen.com
Inbox

Drafts

Sent ftems

Deleted ltems 3
Junk E-mail

Outbox

x A } ing || Move to:? £3 To Manager WiMover  [)Unread) Read =
etee | 7 ‘I- Re‘\_ . -)d =1 Team Email v Done c=Rules~ Bl Categorize~ [ Address Book B de:|
elete  Reply Reply Forward fypore- ) . Send/Receive
o ] C&Reply & Delete  f Create New < HoneNote [™FollowUp- T Filter Email Al Folders
Respond Quiick Steps 5 Move g5 Find Send/Receive | A
| [sesrch Current Maitbox (ctri+E) P [eurentiatbor < Capeply (G Reply All (5 Forward
All  Unread ByDate = Mewest Faithe Wempen <faithe@ e
| i Planning retreat "
Faithe Wempen
Planring retreat wed1520M |
Wl you be availsble September 8-0 for an Will you be available September 8-9 for an off-site planning
N } retreat?
Firestone
Save $10 on any oil change wed 1119 PM

Inbox - faithe@wempen.com - Outlook = - = X

me what you want to do.

Also, save on Standard Brake Service for your car

Figure 12-30: Click Forward to begin forwarding a message.

O Enter the recipient(s) in the To box, or click To and select
them.

9 (Optional) Type any comments or notes you want to
include in the message body.

e Click Send.

Boe &- -
Home Send / Receive Folder View Message Q Tell me what you want to d

Q do
PR - 33! o8 ) .1 )
Calibri (Be-[11 -| & A =- e 23 & m‘ L |—=> ! High Importance

4

= X e

Pas

Ul By Copy
te
¥ Format Painter

Clipboard

faithe@wempen.com
Inbox

Drafts

Sent ltems

Deleted ltems 2

Junk E-mail

Qutbox

RSS Feeds

Search Folders

4 faithewempen@outlook.com Subject: Planning retreat

Inbox
Drafts (This computer only)
Sent Items

Deleted ftems

Bk Eomail 171

Compose Taols Inbox - faithe@wempen.com - Outlook e} - ] x

¥ Low Importance

= 5= Address Check Attach Attach Signature

Tu w-A-E

Book MNames File~ lem- - Add-ins
Basic Texl n Names Include Tags = Show Fields| Add-ins ~
€| [ search current Mmailbox (ctri+E) L |curentvaibor v Fpooour X Discard
All Unread By Date = Newest 4
+ Yertentay . From= | faithe@wempen.com
e 4 gpiaees—— )
Planning retreat Wed 1:52 PM =
will you be available September 8-9 for an ce..
Firestone Subject FW: Planning retreat
Seve 10 on any <l change Wed 112 PM
Also, save on Standard Brake Service for your car Ashley, please check my calendar and see if 1 am free \0

From: Faithe Wempen [mailto:faithe @wempen.com]
Sent: Wednesday, August 19, 2015 1:52 PM
To: faithe@wempen.com

Will you be available September 89 for an off-site planning
retreat?

Figure 12-31: Forward a message.
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Unlike when replying, forwarding includes any attachments

that the original contained in the forwarded copy.

Delete a message and recover deleted
messages

Most of the email you receive will eventually be deleted, just as
most of the postal mail you receive ultimately ends up in your
wastebasket.

To delete a message, select the message and then do any of the
following:

® On the Home tab, click Delete.
® Press the Delete key on the keyboard.
® Right-click the message and choose Delete.

If you make a mistake and delete the wrong thing, you can
recover it from the Deleted Items folder:

O in the navigation bar, click Deleted Items. (Or, depending
on your mail account, it may be Trash.)

(2] Drag the message from the message list to the desired
folder in the navigation pane, such as to the Inbox.

% s Tt = Deleted Items - faithe@wempen.com - Oyl
Home Send / Receive Folder View @ Tell me what you want to do...

=1 t!f;lgncre x N Y (O . ¥ Move to: 7 Lj To Manager
El &= — H_—(_\ Li)l 72 Meeting o g

Team Email

g::;fl Itg;::" :@Junk' Delete  Reply REATIIY Forward g More - Q@ Reply & Delete # Create New
New Delete Respond Quick Steps
N Search Deleted Items (Ctrl+E) ,O Current Folder -
4 faithe@wenfiparicom = ANl Unread By Date = Newest &
Inbox Faithe Wempen i
Drafts l?}j Planning retreat Wed 1:52 PM

| Vill you be avaiable September -8 for an

Sent Items
&Deleted Items
Junk E-mail
Qutbox

RSS Feeds

Search Folders

Figure 12-32: Retrieve a deleted message.

Create folders for managing email

As you receive more and more messages, messaging handling
becomes increasingly important. You don’t want to have to wade
through thousands of messages in your Inbox just to find the
one you need in a hurry.
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To create a mail folder:
ﬂ On the Folder tab, click New Folder.

Instead of step 1 you can right-click the Inbox folder and
choose New Folder from the shortcut menu.

A\

- - Inbox - faithe@wempen.com - Outlook m - 5 X
Home  Send/Receive Folder View QT vhat you want to do.
Copy Folder 4 =l Al 7% Clean Up Folder - =) =
. Z &% Delete Al —
New New Search Mark All Run Rules  Show All § Showin  AutoArchive Folder
Folder  Folder asRead Now FoldersAtoZ et ! Favorites  Settings cns Properties
Favorites Properties ~

New Actions Clean Up.

Figure 12-33: Choose New Folder from the Folder tab.

e Type the folder name in the Name box.
© Click Inbox to make the folder a subfolder of your inbox.

It's not required, but it’s a good idea to make all of the
folders that will hold received mail subfolders of Inbox.
That way when you act upon the Inbox folder (for exam-
ple, archiving it), all your subfolders will be included in
that operation.

0 Click OK. The new folder appears in the navigation pane.

3

Create New Folder X

MName:

Vendors@

Folder contains:

Mail and Post ltems |

Select where to place the folder:

v (LIE faithe@wempen.com ~
Inbox (2]
[#] Drafts
[ Sent ftems
2] Deleted Items

=

5] calendar
[25 contacts
E‘g Journal
L@ Junk E-mail
Notes

= _Durthay

o conc

Figure 12-34: Name the new folder.

Moving messages between folders

The main point of creating new folders (covered in the preceding
section) is so you can move messages into them for storage.
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To move a message, select the message in the message list, and
then drag-and-drop it on a different folder in the navigation
pane. (See @) in Figure 12-35.)

r‘lj A ] - - s Inbox - faithe@wempen.com - Outlool
Home Send / Receive Folder | View Q Tell me what you want to do..
Copy Folder ZN F Al %% Clean Up Folder ~
- = -
Move Folder 2 z (> Delete All
New New Search R - N Mark All Run Rules  Show All N - Show il
elete Folder Recover Deleted Items
Folder  Folder VEIRIETOIOET 35 Read  Now  Folders Ato Z CCover DEleted Tems - ravorit
New Actions Clean Up Favoritd
Search Current Mailbox (Ctrl+E) p Current Mailbox ~
afaithe@wempen.com All Unread By Date ~  Newest
4lnbox 1 Loty
VETED B Faithe Wempen
: Planning retreat Z11PM
Drafts ¥es, | will be there
Sent Items 4 Yesterday
Deleted ltems H .
Firestone:
Junk E-mail Save $10 on any oil change Wed 1:19 PM
Also, save on Standard Brake Service for your car
Outbox
RSS Feeds

Figure 12-35: Drag a message from its current location to a different
folder in the navigation bar.

If drag-and-drop isn’t your thing, here is another way to move a
message:

1. Select the message.
9 On the Home tab, click Move.
e Click the desired folder.

[E3] - = x
¥ Move~ £ Unread/ Read "
Vemdorso =1 .
- Send/Receive
Contacts All Folders
E Notes (This computer only) Send/Receive |
L_'a Re Contacts1 (This computer only)
Inbox
Sa1-  211PMm

t Other Fol der‘.ﬂ

[F Copy to Folder...

£3 - -
v Always Move Messages in This Conversation...
(1 J—

Figure 12-36: Move a folder using the Ribbon.

If the folder you want doesn’t appear, click Other Folder
to browse a more complete list. (See Q in Figure 12-36.)
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Create a message handling rule

You may find it tedious to be constantly moving messages into
different folders manually. Outlook can help with that chore by
running message handling rules.

A message handling rule evaluates the mail and then processes
it according to your instructions based on criteria you specify.
For example, you might have a rule that evaluates mail when it

arrives and, if it is from a certain sender, moves it into a certain
subfolder.

Move messages from a specific sender

Here’s a quick way to set up a rule based on a specific sender.
To use this method, you must have a message from that sender
available to select:

c In the message list, select a message that is from the
sender for which you want to create a rule.

e On the Home tab, click Rules.

e Click Always Move Messages From Sender where Sender is
the person’s name.

= L Inbox - faithewempen@outlook.com - Outlook cal - g X
Home | Send/Receive Folder View @ Tell me what you want o do.

— - k" N . 3
= o (i5¢Ignore x (2 2 £ mmeeing | Move to: 7 (3 To Manager ¥ T (2 Unread/ Read :
& 2 Clean Up - € le 2 =1 Team Email ¥ Done 1i Categorize~ [} Address Book
New New Delete  Reply Reply Forward % pore~ ¢ . Move | Rules
Eomal Trema - | S lunk~ o OMore~ | CiReply & Delete ¥ Create New | v R [ Followup~ T Filter Email -
Hew Delete Respond Cuick Steps 5 Always Move Messages From
N earch Current Mailbox (Ctrl+E) O [ current Mailbox ~ CRe Viove Messages To: faithet
4faithe@wempen.com Al Unread ByDate = MNewest + ssages To: faithew oM e
4 Inbox 4] Toamy ule.
Vendors Faithe Wempen 0 Ly Manage Rules & Alerts.
W: Blueprint 12558 PM > Blueprintdock
Drafts Fram: Farthe Wempen [ Sy

Figure 12-37: Select a message from that sender.

e Select the folder into which you want to move the
messages.

If the folder doesn't exist yet, you can click New to create
it on-the-fly. (See @Y in Figure 12-38.)

e Click OK. The rule is created and the message moves to
the new folder. All other messages from that same sender
also move.
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Rules and Alerts x

Choose a folder:
3 RSS Feeds - oK 0
| Tasks

v E faithewempen@outlook.com Cancel
v Inbox

Projects DED:: A

[# Drafts (This computer only)
[=7 Sent Items

|2 Deleted Items
E Calendar
[25] Contacts

EL') Journal (This computer only)
[ Junk E-mail [2]
MNotes (This computer only)

Outbox v

Figure 12-38: Choose a folder to which to
move the messages.

Create a message handling rule

The following steps show a method that works for multiple types
of criteria, not just the sender’s name. You can use this procedure
to filter by subject line, sender, and/or recipient account (if you
have more than one email account set up in Outlook).

1. Select a received message that matches the criteria you
want to specify.

9 On the Home tab, click Rules.

e Click Create Rule.

E3] - =2 *x
YiMover £ Unread/ Read L_'\?
- Rules @)1} Categorize - EZ Address Book =1

<and/Receive
Always Move Messages From: Mail Delivery System \|| Folders

= Always Move Messages To: faithe@wempen.com  2nd/Receive ~
et Re =1 Create Rg\e...o
s
T Manage Rules & Alerts... |1 341 P

Figure 12-39: Choose to create a new rule.

e Mark the check boxes for the conditions which must
apply for the message. The message must match all of the
<P criteria you choose.

If you want to set up a rule that applies if one condition or
the other is met, create two separate rules.

307



e Specify what you want to happen when a message
matches the criteria. You can make Outlook play a sound,
display an alert, and/or move the message.

e If you want the item to be moved to a certain folder, make
sure the Move check box is marked and make sure the
correct folder appears in its text box.

Click Select Folder and choose a different folder if needed.
(The dialog box for selecting the folder is the same as
shown in Figure 12-38.) (See @) in Figure 12-40.)

e Click OK to create the rule. The rule runs.

Create Rule X

When | get e-mail with all of the selected conditions

[TFrom mail Delivery System
0 Subject contains | Delivery Status Notification

DSent to | faithe@wempen.com ~

Do the following

[ ] pisplay in the New item Alert window

0 DPIay a selected sound: Windows Notify Ema | # L} Browse...

Move the item to folder: Admino Select Folder... A

OKo Cancel Advanced Options...

Figure 12-40: Define the rule.

Modify or delete a message handling rule

Over time, your rule needs may change. Some rules may no lon-
ger be applicable, and others may need modification. If you later
need to make changes to a rule, here’s how.

1. On the Home tab, click Rules, and then click Manage
Rules & Alerts.

e Select a rule.

The rule’s description appears in the lower part of the
dialog box. (See @) in Figure 12-41.)

You can delete the selected rule by clicking Delete.
(See @) in Figure 12-41.)
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9 Click an underlined portion of the rule description to
modify that section of the rule. For example, to change
where to move the message, click the underlined folder
name.

4. Make a change in the dialog box that appears. The dialog
box that appears depends on what portion of the rule you
are modifying.

5. Then click OK to return to the Rules and Alerts dialog box.
e When you are done modifying the rule, click OK.

Rules and Alerts X
E-mail Rules  Manage Alerts
Apply changes to this folder: |Inbox [faithewempen@outlook.com] ~

‘= Mew Rule... Change Rule~ EE Copy.. x Qelet90 Run Rules Now... Options

Rule (applied in the order showmn) Actions

0 Faithe Wempen ’ Iy

Rule description (click an underlined value to edit):

Apply this rule after the message arrives

& from Faithe Wempen:
move it to the Projects

and stop processing more rules

[Jenable rules on all messages downloaded from RSS Feeds

6 Cancel Apply

Figure 12-41: Manage rules from the Rules and Alerts dialog box.

Configure the junk mail filter

Outlook isn't a great tool for spam filtering. You will probably
want to add on another one, unless your company’s email server
or your ISP has its own spam filter.

Nevertheless, Outlook’s tools do provide some measure of filter-
ing and control. Here’s what Outlook has to offer.
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Enable junk mail filtering

Outlook’s junk mail filtering tool evaluates incoming mail
and then moves some of it to a Junk Email folder based on its
evaluation.

Outlook’s junk mail filtering is disabled by default. You can
enable it with your choice of three levels of filtering:

® Low: Moves only the most obvious junk mail to the Junk Email
folder.

® High: Moves nearly all junk mail to the Junk Email folder,
but some regular mail may be accidentally moved too, so you
should check the Junk Email folder frequently.

e Safe Lists Only: Only mail from recipients that you designate
as safe senders will appear in your Inbox; everything else will
move to the Junk Email folder.

If you opt for Safe Lists Only, you'll need to set up your list of
never-blocked senders, as described in “Manage the blocked and
unblocked sender lists” later in this chapter.

To enable junk mail filtering, follow these steps:
6 On the Home tab, click Junk.
9 Click Junk Email Options.

=) - -
Home Send / Receive Folder View Q Tell me wh|
=1 &7

EF Ignore x ’
- e Meeting
" Up- QLREG =
New New Delete Reply Reply Forward E'@ More ~
Email Items - s Junk All
New n.'@ Block Sender
Never Block Sender trl+
. \ g (@ ple. )
4 faithe@wer Never Block Sender's Domain (@example.com
) ) ) - .
Al s Never Block this Group or Mailing List
Admin
Vendors © Junk E-mail thions‘..ﬁ

Figure 12-42: Choose to open junk mail filtering options.

e On the Options tab, select your preferred level of filtering.
O click oK.



Junk E-mail Options - faithe@wempen.com X

Options  safe Senders Safe Recipients Blocked Senders International

, Outlook can move messages that appear to be junk e-mail into a
- special Junk E-mail folder.

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

(C) Mo Automatic Filtering. Mail from blocked senders is still moved to
the Junk E-mail folder,

(@) Low: Move the most obvious junk e-mail to the Junk E-mail folder.

() High: Most junk e-mail is caught, but some regular mail may be
& caught as well. Check your Junk E-mail folder often.

() safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbox.

[JPermanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

Disable links and other functionality in phishing messages.
(recommended)

[ Warn me about suspicious domain names in e-mail addresses.
(recommended)

4 Cancel Apply

Figure 12-43: Select a filtering level.

Block or never block a certain sender

You can quickly block a particular email address from sending
you mail. When you get mail from that address, Outlook will
automatically move it to the Junk Email folder. You can also set
a particular address to never be blocked.

To block (or never block) a certain sender, follow these steps:
1. Select an email you have received from that sender.

9 On the Home tab, click Junk.

- =

Home Send / Receive Folder  View Q Tell me wj

F‘ El-[;ilgm:‘re x SN, TN TN .

» A A [ [EE Meeti

=1 & x Clean Up ~ L‘(-‘ L(-l L-) <

N N Delete Reply Reply F d E J
ew New g a elete  Reply Reply Forward B pore

Email ltems~ &® All
New f'@ Block Sender0
Never Block Sender by
4 faithe@wer Never Block Sender's Domain (@example.com)
A e Mever Block this Group or Mailing List
Admin
Vendors © Junk E-mail Options...

Figure 12-44: Block a sender.
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9 Click Block Sender (or Never Block Sender).
4. Click OK at the confirmation message.

If you need to unblock a blocked sender, see the next section.

Manage the blocked and unblocked
sender lists

You can manually add and remove addresses from the lists of
blocked and never-blocked (safe) senders; you don't have to wait
until you have an email from one of them.

To access the lists, follow these steps:
ﬂ On the Home tab, click Junk.
9 Click Junk Email Options.

= -
Home Send / Receive Folder View ¢ Tell me wh

=1 @xignore x TN AT TN
@ — =1 [—d [E2Meetin
El aE Clean Up ~ L(-‘ “_(-l L-) € 1
New New g Delete Reply Reply Forward By More ~
Email ltems - S&Junk=<)) Al
MNew :'@ Block Sender
Never Block Sender 4
4 faithe@wer Never Block Sender's Domain (@example.com)
Al Never Block this Group or Mailing List
Admin
Vendors © Junk E-mail thions..@

Figure 12-45: Choose to display junk mail options.

e Click the Blocked Senders tab.

4. To block an email address or domain, do the following:
O Click Add.
@Type the address or domain to block.

The domain is the name that follows the @ sign in an
address. You can block or allow entire domains with one
entry; for example, you might add your company’s domain
to your Safe Senders tab.



@ click OK.

Options Safe Senders Safe Recipients Blocked Senders |nternational

wf‘ E-mail from addresses or domain names on your Blocked Senders List

will always be treated as junk e-mail.
Add..ﬂ

Edit...

Remave

Add address or domain X

Enter an e-mail address or Internet domain name to be
added to the list.

spammer@nefariousdeeds.com 0

Examples: someone@example.com, @example.com, or

example.com
c Cancel rom File...

Export to File...

oK Cancel Apply

Figure 12-46: Choose to display junk mail options.

5. To remove the block on an address or domain, do the
following:

@ Select the address or domain.
G Click Remove.

G (Optional) To add to or remove from the list of never-
blocked senders, click the Safe Senders tab and then

&'N\BEH repeat steps 4 and 5 on that tab.
O
Addresses you add on the Safe Senders tab will not be
blocked; you are approving the addresses you place here.

e Click OK to close the dialog box.
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Junk E-mail OgAmns - faithe@wempen.com X

Options Safe Senders Safe Recipients Blocked Senders ' International

@ E-mail from addresses or domain names on your Blocked Senders List
will always be treated as junk e-mail.

spammer@nefariousdeeds.com <) Add..

Edit...

Rem0v90

Import from File...

Export to File...

7 Cancel Apply

Figure 12-47: Choose to display junk mail options.

Use an automatic signature

314

Many companies like their employees to append a certain signa-
ture block to the end of every message they send from their work
email accounts. This could include the company’s name and
address, their job title, and/or a privacy notice.

To set up an automatic signature block, follow these steps:
1. Choose File®> Options.
O cClick Mail.
e Click Signatures.
e Click New.
e Type a name for the signature.
O click OK.

e Type the desired signature text in the Edit signature box.



Customize Ribbon
Quick Access Taolbar
Add-Ins

Trust Center

I;?

AL

QOutlook Options
General @ Change the settings for messages you create and receive.
MailQ
Calendar Compose messages
Peaple 'ﬁ’.j Change the editing settings for messages.
Tasks Compose messages in this format: [HTML |+
Search
Language AVBC [] Always check spelling before sending
Advanced lgnore original message text in reply or forward

Create or modify signatures for messages.

Use stationery to change default fonts and styles,
colors, and backgrounds.

Editor Options...

Spelling and Autocorrect...

5igﬂatures.0

Stationery and Fonts...

Outlook panes

Message arrival

Customize how items are marked as read when using the
Reading Pane.

[ & W

Reading Pane...

oK Cancel

Figure 12-48: On the Mail tab of the Options dialog box, click the Signa-

tures button.

E-mail Signature

Edlit signature

atures and Sta

Selegt signature to edit

one

Personal Stationery

Choose default signature

E-mail account:

faithe@wempen.com ~
New messages: | nong =
Replies/forwards: |none) -

Calibri (Body) B I | New Signature 7 x [ Business card
Type a name for this signature: L
Marketing
v
oK Cancel

Figure 12-49: Create a new signature.

Use the formatting buttons to format the text as desired.
(See Q in Figure 12-50.)

8. Repeat steps 4-7 to create additional signatures if needed.

9 Open the Email account drop-down list and choose one
of your email accounts that should use a signature.
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(A g

Signatures and Stationery ? x

E-mail Signature  personal Stationery

Select signature to edit Choose default signature

E-mail account: | faithewempen@outiookcom 0 ”

Edit signature

Newmessages: PP [ -
Replies/forwards: (ncne]@ v

New. save Rename

v ~|B I U Automatic v|[[= = = |Edpusinesscard | (D B

Faithe Wempen ~
Marketing Manager

ACME Corporation

'www.acmecorporation.com

317-555-1818 (v)

317-555-1781 (f)

odp o

Figure 12-50: Create a new signature.

@ Open the New messages drop-down list and choose the
signature you just created.

@ (Optional) If you want to use a signature on replies and
forwards, choose it from the Replies/forwards drop-down
list.

12. Repeat steps 8—10 as needed if you have additional email
accounts for which you want to use a signature.

® click oK.
14. Click OK to close the Outlook Options dialog box.

As you are composing an email message, Outlook places
the signature in the message body when you open the
message composition window. You can manually delete
or change the signature as you wish before you send.
(See @) in Figure 12-51.)

You can also open the Signature drop-down list from
the Message tab and choose a different signature for the
current message. (See @) in Figure 12-51.)

You can also reopen the Signatures and Stationery dialog
box (Figure 12-50) by choosing Signatures. (See Q in
Figure 12-51.)
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317-555-1781 (f)

Figure 12-51: Using signatures when composing new messages.
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CHAPTERTHIRTEEN

Using Outlook
Contacts
and Tasks

Outlook is much more than just an
email program. It excels at storing
information that you need for your daily
business and personal dealings, such as con-
tact information and to-do lists. If you can’t
keep yourself organized with all these tools
available to you, don't blame Outlook!

In this chapter, I show you how to enter and
use contact information in the People area
of Outlook. I also show how to create and
manage tasks and to-do items in the Tasks
area.

Add and edit contacts

The People area of Outlook stores a contact
(also called a record) for each person or
business that you want to save for later use.

You can access the People area by click-
ing the People icon in the lower left cor-
ner of the Outlook window. (See @ in
Figure 13-1.)

If you have more than one email account
set up in Outlook, you might have multi-
ple separate Contacts listings. If so, you'll
see them listed in the navigation pane.
Click the one you want to see. (See @) in
Figure 13-1.)

In This Chapter
= Adding and editing
contacts

m=\/ijewing and searching
the People list

u=Sending a message to a
contact

= Forwarding contact data

via email

= Creating and managing
tasks
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Figure 13-1: Click People to open the People area of Outlook, where contacts are stored.

Create a new contact

Outlook stores complete contact information about the people
you want to keep in touch with. You can store not only mailing
addresses but also phone numbers, email addresses, pager num-
bers, and personal information such as birthdays, spouse names,
departments, and professions.

To create a new contact, follow these steps:

c From the People area of Outlook, on the Home tab, click
New Contact.

e Fill in the fields with all the information you want to
record about that contact.

A summary of the person’s contact information appears in
the upper right corner. (See @J) in Figure 13-2.)

- F Contacts - faithe@wempen.com - Qutlook [ca) - = X
Home = Send/Receive Folder View @ Tell me what you want o do.
o® [° x o p— =L Y - ¥, =% &—" [ Forward Contact = I categorize -
s b = ML e ) :
o - o) Heg U [ Y] - Se Boo ontac [> FollowUp~  [IFAddress Book
New MewContact New Delete Email Meeting More People | BusinessC... | Move Mail OneNote N
Contact  Group  Items~ - Merge rlvate
Newr Delete Communicate Current View Adtions share Tags Find ~

Figure 13-2: Start a new contact.

You can store as much or as little information as you like
about each contact, and it need not be consistent between
contacts. For some people, all you need is an email
address. For others, you might need multiple ways to con-
tact the person, as well as personal details such as spouse’s
name and birthday.

\\j
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When creating a contact, the window in which it appears
may truncate the available fields at the bottom if the win-
dow is not tall enough. You can increase the window size,
but if you are using a very small screen size or low reso-
lution, you might not be able to make the window large
enough to see all the fields, and you can’t scroll down to
see them because there’s no scroll bar in this window. The
bottommost field is the Addresses area, so if you can see
that, you're good.

WING/
g‘?‘

Firsn Collvin
€A Prataysiona

Secerty Muge 0

128 Ponting Sereet
Terre Houta B4 42017

i Cotn (ien@sTamaremL com,

08 Posting Soree
Tere My, M 2417 9

Figure 13-3: Enter the information to store about that contact.

9 (Optional) If you need to enter additional information
about the contact, click Details and fill in any of the
additional fields.

0 Click Save & Close.

he] - - Finn Colvin - Contact [cal - g X
Comact  Inset FormatText RevieWP @ Tell me whatyou want to de
= Details 5 Fla 28} 2% (o2 [ | >
= x z [.‘. ] I_f k~

e m
e ML) -] | Yo =
l 2 % Certificates ve 5 i
Save & Delete Save & Forward OneNote General — All Field: Email Meeting More Address Check Business Picture Categorize Follow Private
Close New~ £= Al Fields Book Names Card . . up~
Actions Show Communicate Names Options ags Zoom  Ink ~
Department Manager's name | argaret Kemmerly
Office Assistant's name | Riley 0'Malley

e <] einhda Nane m

Suffix +| anniversary None m

intermet Free-Bus;

Address

Figure 13-4: Record any additional details as needed.

If you need to make changes to a contact, you can double-click it
to reopen it.
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Change how a contact is filed

If someone asked you how contacts were alphabetized in
Outlook, you would probably say that they're done by last name,
right? And you'd be absolutely . . . wrong.

The File As setting determines the sort order in the People list. By
default, when you create a new contact, the File As setting for it
is set to Last Name, First Name. But you can change that to some
other setting if you prefer, such as the company name or the first
name. Here's how:

1. Double-click the contact to reopen it for editing.

e Open the File as drop-down list and choose a different
filing method for the contact.

If you want both the company name and the person’s

A\ . .
name to show, choose one of the File As options that
includes both. The one that appears first will be how
it is alphabetized. For example, Strong, Terry (ACME
Corporation) alphabetizes by Strong but also includes
ACME Corporation in the title.
e Click Save & Close.
=] T+ ¥ s TR Finn Colvin - Contact cal - ] x
Contact Insert Format Text Review Q Tell me what yo
Qj I3 Save & New - (= = Ernailr 2 .-T! .:').‘Eg\ g 111 Categorize ~
[25 Forward = [E3 Meeting & g > Follow Up ~
Save & Delete m Show . Address Check Business Picture )
Close £l OneNote - t[+| More Book Names Card - Private
Actions Communicate Names Qptions Tags Zoom Ink A
Full Name... Finn Colvin Finn Colvin
CA Professionals
Company CA Professionals Security Manager
Job title Security Manager e
File as Colvin, Finn ‘ M
= 108 Ponting Street
Internet :?:‘EOET;‘ Terre Haute, IN 42817
[ E-mail... ~ | |CAProfessionals
Colvin, Finn {(CA Professionals) Notes
Display as CA Professionals (Colvin, Finn)

Figure 13-5: Change the File As setting to control how the contact is filed alphabetically.

Delete and restore a contact

With Outlook, you don’t have to tear pages out of a paper
address book to get rid of a person’s information; just delete the
contact:
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QTO delete a contact, select the contact and then click
Delete on the Home tab.

() Alternatively, you can right-click the contact and click
Delete.

G You can also select the contact and then press the Delete
key on the keyboard.

[ - = Contacts - faithe@wempencom - OUTIook 2 g x
Home  Send/Receive  Folder  View @ Tell me whatyou want to do..

= ...a ;": xﬂ TI:I _E;. ..‘ ﬂ i ¥ =) % L-T.F i Categorize =

|> Follow up - E address Book
Mew NewContact New Delete Email Meeting More People | BusinessG.. .| Move Mail OneNote

Contact  Group  ltems~ Merge ontacts ) Private
New Delete Communicate Current View Actions Share Tags Find ~
< o 5
4 My Contacts Sesrch Contacts (Ci+E) o
Conin 2 [ Colvin, Ashley Colin, Finn
Contacts - faithews mpen@outlock.com b Ashley Colvin Finn Colvin

T snsls
2 Copy nager

B
48 Quick Print
=

=] Forward Contact » |
b

reet

| Create »
VIN 42817
mn ol ,
w At
“ Louks, Duncan Ih Categorize 3
. " )
i Duncan Louks P Followup * 3b
B P oration
ov N
. duncan@sycamorekmoll.com Mave Jealth & safety Manager
[ Onenote
ur 119Work
'}X Delete |y orporationinited.com

‘Wernpen, Sheldon

e Chaldnan Wamnan

Figure 13-6: Delete a contact.

To restore an accidentally deleted contact, follow these steps:

© Click the More (. ..) button in the lower left corner to
open a menu.

e Click Folders. The navigation pane is replaced by a list of
folders.

e Click Deleted Items.
e Select the deleted contact.

e Drag the deleted contact and drop it on the Contacts
folder in the navigation pane.

6. Click the People icon in the lower left corner to return to
the People area.
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Figure 13-7: Find a deleted contact in the Deleted Items folder.

[5] Calendar
&5 Co 5
Drﬁkz
Figure 13-8: Find a deleted

contact in the Deleted Items
folder.

Sheldon Wempen

View and search the People list

Depending on the view you're using at the moment, each contact
may be displayed as a card, a business card, or an item in a list.
Consider Figure 13-9:

@To change the view, make a selection from the Home tab's
Current View group.

© You might need to click the More button to see all the
choices, depending on the window size.

- M Contacts - faithe@wempen.com - Outlook 22} - = X

Home Send/Receive  Folder  View  Q Tell me whatyou wantto do.

o . W T P -y 2] Forward Contact - [l Categorize -
D &8 XA E . = R - I Coteg :
- 2] S . Saa NG s I Follow Up~ [ Address Book
New NewContact New Delete Email Meeting More Peop ™ | Business Con: | - Mail OneNote
Contact  Group  Items~ . Merge Private
New Delete Communicate Current view Aadions share Tags Find ~

Figure 13-9: Choose between different views of the People list.
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As your list of contacts grows, you might need some help find-
ing a particular contact.

@ You can click a letter to jump to the corresponding section
in the listing. This is a good way to look up a contact
if you know what it was filed under (for example, the
company name, or the person’s last name).

(D)3 you aren’t sure how the contact was filed, you can
search by entering any piece of information you know in
the Search Contacts box and pressing Enter. For example,
you might search by entering the person’s first name or
the city in their mailing address.

(=] - Contacts - faithe@wempen.com - Outiook [ a x
Home | Send/Receive  Folder View  Q Tell me whatyou want to do

< ® = 0 e b - (3 Forward Contact * i Categorize -
B & s X @& o ) ss [H
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New NewContact New Delete Email Meeting More pegple | BusinessCu. | Move Mail OneNote R .

Contact  Group  Items~ - ~ Merge Op aton nuate
New Delete Communicate Current View Adions Share Tags Find ~
< 5 .
Search Contadts (CrI+E

4 My Contacts - ‘0 2

Contacts 2 [ Cokin, Ashiey Colvin, Finn

S ab "

el Ashley Colvin Finn Colvin

Cca professionals
Security Manager

Webb, vick Wempen, sheldon

- Vick Webb Sheldon Wempen
ACME Corporation
Corporate Health & Safety Manager sheldon @wempen.com

Figure 13-10: Locate a contact.

Send a message to a contact

You can easily address an email message to a contact in your
People list. You can initiate this process either from the Contacts
area of the program or from the Mail area.

To send from the People area, do the following:
0 Select the contact.

e On the Home tab, click Email. Outlook starts a new
message with the recipient’s email address pre-entered.

3. Compose and send the email as you would normally.
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Figure 13-11: Send an email from the People area of Outlook.

To send from the Mail area, do this:

o Click New Email.

© In the new message window, click Address Book, or click

the To button.

9 In the Select Names window, click the contact’s name.

e If the name does not immediately appear in the To box,

click the To button.

5. Add other names to the To, Cc, and/or Bcc lines as

desired.

0 click OK.

7. Compose and send the email as you would normally.
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Figure 13-12: Address an email message.
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Forward contact data via email

You can share a contact by attaching the contact record to an
email in one of these formats:

® Outlook contact: The attachment is an Outlook contact, which
only Outlook can accept. The recipient must have Outlook to
make use of the attachment.

® Business card: The attachment is in vCard format (.vcf), a
standard format for personal data that many programs can
accept.

Sharing contact data can be a quick way of transferring informa-
tion about vendors and customers between employees; you can
also use this feature to share your own contact information with
people, so they can import your contact info into their address
book without having to manually type it in.

To attach contact information to a message:
O o the People area, select the contact to send.
9 On the Home tab, click Forward Contact.
e Click either As a Business Card or As an Outlook Contact.

= - - Contacts - faithe@wempen.com - Outlook [cal = 8 X
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Ashley Colvin Finn Colvin
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work Security Manager
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Figure 13-13: Forward a contact to an email recipient.

e In the New Message window that appears, enter or select
the recipient(s).

The contact’'s name appears on the Subject line, but you
can change this. (See ) in Figure 13-14.)

The contact information is already attached. (See @ in
Figure 13-14.)

e Click Send to send the email.
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Figure 13-14: Compose and send the message.

Create and manage tasks
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A task is a database record that contains information about
something that you need to accomplish. For example, when I
was writing this book, I used a task in Outlook to keep track of
my deadlines and progress.

Don’t confuse tasks with appointments. A staff meeting would be
an appointment, and you would enter that in the Calendar area
of Outlook. A task, on the other hand, is something that you
need to complete by a certain date or time, but not necessarily

at that exact date or time. For example, a task might be to turn in
your time card before 5 p.m. on Friday.

The Tasks area in Outlook helps you create and manage action
items for yourself and others. Not only can Outlook keep track

of what you need to do, but it can also remind you of upcoming
deadlines, record what percentage of a large job you've completed,
and even send out emails that assign certain tasks to other people.

Click the Tasks icon to switch to the Tasks area. (See @) in
Figure 13-15.)

It's important to understand the difference in Outlook between
Tasks and the To-Do list:

e Tasks are specific items you created in the Tasks area of
Outlook. Something isn't technically a task unless it was
created in the Tasks section. If you click Tasks, you see
only tasks created in the Tasks section.



Q If you have more than one email account, each one may
have its own Tasks entry, which opens a separate task list.

Q The To-Do list contains everything from the Tasks list as
well as other items you have marked for action, such as
email messages you flag for follow-up. If you click To-Do
List, you get all your tasks plus any other flagged items
from other areas.

(=] 4 s Tasks - faithe@wempen.com - Quriook [ a x
Home | Send/Receive Folder View  Q Tell me whatyou want to do
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Click here to add a new Task

T ju)-"

Tasks
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Figure 13-15: Work with the Tasks list.

Enter a new task

Here's a very simple way to enter tasks. If you have a lot of tasks
to enter, and you don't need to record much information about
them, this method is your best bet:

e Enter a new task by typing it in the Click here to add a new
task box at the top of the task list.

e You can enter a due date in the DUE DATE column or
leave it blank for no due date.

QThe fields available depend on the view you have chosen.
See “Change the Tasks view” later in this chapter. Simple
List view is shown here.

Q After entering a task this way, you can double-click the
task to open it in its own window and enter additional

details.
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Figure 13-16: Click in the box and begin entering the task.
To enter more information about a task as you create it, use the
following method instead:
0 From the Tasks area, on the Home tab, click New Task.

2. Enter data in the fields in the New Task window. You can
enter as much or as little information as you like:

O Enter a Start date and/or a Due date.
e Choose a status.
® Choose a priority.
Q Estimate the project’s completion percentage.
e Set a reminder.
G Type any notes about the task.
9 Click Save & Close.
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Figure 13-17: Enter information about the task.

To reopen a task for editing, double-click it.
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Change the Tasks view

There are many different views available for the Tasks list. Here
are some tips for working with different views of your tasks:

QTO choose among the available views, on the Home tab,
click Change View and then click the desired view.

9 Some views show different fields. For example, Detailed
view has several more columns than Simple List view.

G Some views also filter the task list to show only items
with certain statuses. For example, Active shows only
uncompleted tasks, and Overdue shows only overdue tasks.

Q Some views place the tasks in a certain order. For example,
Prioritized arranges them by their priority status.
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Figure 13-18:

Change the view if desired.

Set up a recurring task

You can set up a task once in Outlook and then tell it to reoccur
at a defined interval. This can save you a lot of time reentering
tasks that are the same every day, week, or month. Here's how:

1. Double-click an existing task to open it for editing, or start
a new task.

9 On the Task tab, click Recurrence.
© set the task to recur daily, weekly, monthly, or yearly.

O set up the details of the recurrence. The options change
depending on your choice in step 3.

e If the recurrence should end on a certain date or after a
certain number of times, set that up.

O click oK.
e In the task window, click Save & Close.
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Task | Insert  FormatText  Review Q Tell me what you want to do..
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Save & ete Forward OneNote  Show Mark  Assign Send Status Recurrence™Categorize Follow Zoorm
Close - Complete Task Report e Up~ i king
Actions Manage Task Recurrence Tags Zoom Ink L
© overdue by 3 days. Task Recurrence H
Subject Renew lease Recurrence pattern 9
Start date None " Opally (@Every  August w 13
(O Weekly .
Due date Tue 87182015 () The third ~ | | Tuesday ~ | of August ~
() Monthly X
Reminder None (O Regenerate new task 1 year(s) after each task is completed
(@) vearly
Range of recurrence
Start: | Tue 8/18/2015 ~| @No end date e
(C)End after: 10 OCCuUrrences 0
(O)End by: Sun 8/18/2024 v
& 0K Cancel Remave Recurrence

Figure 13-19: Set up task recurrence.

If you want to remove the recurrence on a task, repeat steps 1-2
and then click Remove Recurrence.

Send a status report

Your manager or supervisor will want to know how you are pro-
gressing on any work-related tasks. You can quickly send some-
one a status report on a task by doing the following:

1. From the Tasks area, double-click the task to open it.

e On the Task tab, click Send Status Report. A new email
window opens.

The Subject line shows Task Status Report plus the name of
the task. (See o in Figure 13-20.)

The status report appears in the message body. (See @ in
Figure 13-20.)

(3) Compose and send the email as you would any other
message.
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Task | Insert  FormatText Review @ Tell me what you want to do. n
1
% M, [5aideBook
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Message | Inset  Options  Format Text .

Save & Delete Forward OneNote  Show  Mark A end Status

Close * Complete Tk Report Review @ Tell mew

Actions Manage Task

4 BEHE) [l Atach File  |* - & 2
e [
Subject Update Windows book V@ p: prach item - 1 .g
Paste BT U A Address Check , | Offc
Start date Mon 11/30/2015 [F| ststus  [inProgress - Book Names L Signature ¢
Clipboard = Basie Text Names Indlude Too n Addins | A
Due date Mon 2/15/2016 ER prierity  |Normal
! Reminder Sun 2/14/2016 m 2:00 AM - From - faithe@wempen.com

ub] 01“;{ Status Report: Update Windows book

-—-Original Task——
Subject: Update Windows book
Priority: Normal

Start date: Mon 11/30/2015
Due date: Mon 2/15/2016

Status: In Progress
% Complete: 50% -

Figure 13-20: Email a status report for a task.

Assign the task to someone else

Assigning a task to someone else in Outlook accomplishes sev-
eral things at once:

® [t sends an email containing the task details to the person to
whom you assign it.

e It gives them the choice of accepting or declining the task and
sends their reply back to you.

o If they accept the task, it places it on their Tasks list in Outlook
(if they use Outlook).

To assign a task, follow these steps:
1. Double-click the task to open it.

e On the Task tab, click Assign Task. An email composition
screen appears within the task window.

+ L7 L T Renew lease - Task cal - a x
Task Insert Format Text Review @ Tell me what you want to do..

EXGE- VL O WP

Save & Delete Forward OneNote  Show Mark  Assign Send Status Recurrence Categorize Follow — Zoom
Close - Complete Task Report - Up -
Actions Manage Task Recurrence Tags Zoom

Figure 13-21: Click the Assign Task button in the open task window.

333



9 Type or select the email address of the person who is

being assigned the task.
e Click Send.
= hr] + ¥ L TR Renew lease - Task £ - ] x

Task | Insert  FormatText  Review Q Tell me what you want to do..

EXE VY B EHE O WP

Save & Delete OneNote =~ Task Details Cancel Address Check Recurrence Categorize Follow' ~ Zoom  Start
Close Assignment  Book Names - Up~ nking
Actions Show Manage Task Names Recurrence Tags Zoom Ink ~

0 Due in 10 days.

From = faithe@wempen.com

To... faithewempen nutlnnk.cnm;ﬂ

Send
Subject Renew lease
Start date MNone [T| status  |Not Started -
Due date Mon 8/31/2015 E Priority High «| % complete 0% :

| Keep an updated copy of this task on my task list

+/| Send me a status report when this task is complete

Figure 13-22: Email the task to the person to whom you want to assign it.

After you have sent the assignment, the task’s icon changes
in the task list. (See @ in Figure 13-23.)

<

Oy [V )@ | susJecT
Click here to add a new Task

Shop for sofa
Buy groceries for the party
Pick up dog medicine at the vet

H[<H [P [P

8

Renew lease
Update Windows book

<b

OO0 0o

Figure 13-23:The task’s icon indicates it
has been assigned to someone.

Receive an assigned task

When you receive an email-based task assignment from some
other user, it comes to your Inbox along with the rest of your
email. When you open it, you see the task information.
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1. Accept or decline the task:
0 To accept the task, click Accept.
OR
e To decline the task, click Decline.

+ L7 L TR Renew lease - Task cal - a x

Task Q@ Tell me what you want to do..

¥ il 2 Repl = v
& X | 72 e %7 WP
> EaReply Al |~ Fas =1 1
Save & Delete OneNote = Task Detalls C ept Decline Assign Send Status  Categorize Follow Zoom
Close é é (3 Forward Task  Report - Up~
Actions Show spond Manage Task Tags Zoom ~

0 Assigned by Faithe Wempen on 8/21/2015 5:01 PM.
Subject  Renew lease
Due date Due on 12/31/2015

Status Mot Started Priority Normal % Complete 0%

Owner Faithe Wempen

Figure 13-24: Receive and accept a task.

e The sender will receive an email with your response. If
you want to edit that email, click Edit the response before
sending. If not, leave Send the response now selected.

3. Click OK.

Accepting Task X

This task will be accepted and moved into
the Tasks folder. Do you want to edit the
response before sending it?

&<g Edit the response before sending
Send the response now

Figure 13-25: Send your response to the
requester.

4. If you chose to edit the response in step 2, make any
changes or comments on the email, and then click Send.
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Change a task status

As you make progress on a task, you will want to update its sta-
tus in Outlook. Here’s how:

1. Double-click the task to open its window.

9 Open the Status drop-down list and choose a different
status if needed.

") Completing the task doesn't delete it, although a com-
pleted task may vanish from your list. When you set a
task to a status of Completed, it changes which views it
appears in. For example, if you are using Active view, a
completed task will appear to vanish. Switch to a view
that includes completed tasks, like Simple List, and you'll
see it again.

e Set the % Complete value to the approximate percent of
<P completion for the task.

If you set the % Complete to 100%, the Status field
changes to Completed automatically.

0 Click Save & Close.
=] A ] T ¥ - - = Update Windows book - Task cal - ] x
Task Insert Format Text Review @ Tell me what you want to do...

C S Vv O WP

Save & Delete Forward OneNote  Show Mark  Assign Send Status Recurrence Categorize Follow

Close - Complete Task Report - Up~
Actions Manage Task Recurrence Tags Zoom Ink ~
Subject Update Windows book
Start date Mon 11/30/2015 [T status Q
Due date Mon 2/15/2016 R | pricrity  |Normal - | % Complete |75% =

/| Reminder Sun 2/14/2016 [E | 800AM - | Owner Faithe Wempen

Figure 13-26: Update a task’s status.

You can also update a task’s status from certain views without
opening the task’s window. For example, Active view contains a
% Complete column, and you can click there and type a different
number. (See @ in Figure 13-27.)

O[]0 [sussect STATUS DUEDATE = % COMPLETE CATEGORIES e
7 Shop for sofa Not Started  Mone 0% >
vl Buy groceries for the party Not Started  None 0% g
7| pick up dog medicine at the vet Not Started ~ Sat 8/15/2015 0% >
vl Renew lease (copy) Not Started  Mon 8/31/2015 0% |
2 Renew lease Not Started  Thu 12/31/2015 0% |
~ Update Windows book In Progress  Mon 2/15/2016 75% 0 |

Figure 13-27: You can also update a status from certain views.
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Delete a task

As I mention earlier, completing a task doesn't delete it. You
might want to keep completed tasks around for later reference. If
you don’t want to see them, switch to a view that doesn’t include
completed tasks, such as the Active view. If you're sure you want

to delete a task, though, it’s

easy enough to delete it.

To delete a task, do any of the following:
e Right-click the task and click Delete.

9 Select the task and click Delete on the Home tab.

Q Select the task and press Delete on the keyboard.

&= 4 Tarbe_fsithaamann.om - Oullook m - &8 X
Copy
Home = Send/Receive Folder View  Q Tell mewhatyou o
% Quick print
. e £ Week ¥
vl = am = v & (€9 EE' i .
- -> Date ] I [} Address Book
New New New Delete eply Forward Eg - Mark  Remove Change  Move OneMote Categorize
. . 3 om +
Task  Email ltems Complete from Lis| -~ View = - -
ew Delete Respond Manage Task - Current View Acticns Tags Find ~
< v/ Mark Complete
Search Tasks (Ctri+E)
4 My Tasks - . rch Ta o)
B 10 | subEc i Assign Tas . e - i JATE ) LDER |CATEGORES  [%
To-Do List MDD [suskcT : . Tus  |DUE DATE MODIFED | DATE COMPLETED | IN FOLDER | CATEGORES  [¥
Rename Task
Tasks - .
o > started Mone .. None [
Tasks =l . started Mane >
O ¥ Fick up dog Started Sat 8/15/2015 >
O Renew | 0 OneNote Started Mon 8/31/2015 Fri 8/21/2015.. None |
¥ Renew lease X Delete 5 Started Thu 12/31/2015 Fri 8/21/2015.. None |
0 o T e 7

Figure 13-28: Delete a task.
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CHAPTERFOURTEEN

Getting
Started with
PowerPoint

PowerPoint is the most popular presenta-
tion software in the world. Presentation
software creates support materials for peo-
ple who give speeches. You can project Pow-
erPoint slides on a big screen behind you as
you speak, create handouts to distribute to
the audience, and print note pages for your
own reference. PowerPoint can also create
self-running presentations for distribution
via CD or online.

This chapter offers you some basics for
working with PowerPoint. You learn how to
start a new presentation, add slides and text
to it, and move and resize the content on a
slide. In later lessons, you learn how to add
other types of content and special effects to
a show.

Start a new presentation

When you start PowerPoint, as with the
other Office applications, a Start screen
appears. From here, you can:

Q Click Blank Presentation, or press
Esc, to start a new blank presentation.

In This Chapter

"= Moving around in a
presentation

= Choosing the right view

= Creating a new presenta-
tion with a template

= Adding and removing
slides

= sing content
placeholders

= Manually placing text on
a slide

= Moving and resizing slide
objects

m=Deleting slide objects
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e Click one of the other templates to start a new

presentation based on it

G Open an existing presentation.

PowerPoint

Recent
Last Week

Personal

Q

B Leaming Styles.ppix

Faithe Wempen's OneDrive

Older

Blank Presentation

PowerPoint Project 1-A_Student_.

Faithe Wempen's OneDrive » canai

PowerPoint Project 1-B_Student ...
Faithe Wempen's OneDrive » canadian »...

PowerPoint Project 1-C_Student ...

P
Faithe Wempen's OneDrive » canadian »...

PowerPoint Project 1-D_Student .
Faithe Wempen's OneDrive » canadian »..

@ Open Other Presentations

C

Berlin

Berlin

search for enline templates and themes

Welcome to PowerPoint

Organic

Depth

?

fe)

Suggested searches: Presentations Business Orientation 4:3  Education  Blue

Take a @

tour

Create an Office Mix

Organic ‘ BANDED

Depth

Faithe Wempen

faithe@wempen.com

— (=) x

B

Switch account

Figure 14-1:The Start screen in PowerPoint.

To start a new presentation at any other time than startup,
press Ctrl+N for a blank one, or click File = New and choose a

template.

Move around in a presentation

A slide is an individual page of the presentation. The term page
isn't a perfect descriptor, though, because PowerPoint slides are
designed to be displayed on a computer screen or with a pro-
jector rather than printed. A presentation is a collection of one or
more slides saved in a single data file.

At a big-picture level, the PowerPoint interface is very similar to
that in Word and Excel: It has a Ribbon, a File tab, and a status
bar. The default view of the presentation, called Normal view,
consists of three panes, as shown in Figure 14-2.

3

The presentation shown in Figure 14-2 was created with
the Welcome to PowerPoint template. Here are some things

to note:
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@ The Slides pane is the bar along the left side. Thumbnail
images of the slides appear here. It is sometimes called the
thumbnails pane or the slides pane.

© The slide pane (that's singular, not plural) in the middle
shows the active slide in a large, editable pane. Here's
where you do most of your work on each slide. It is
sometimes called the editing pane.

QThe Notes pane runs along the bottom of the screen. Here
you can type any notes to yourself about the active slide.
These notes don’t show onscreen when you display the
presentation, and they don't print (unless you explicitly
choose to print them).

bd L Presentation? - PowerPoint m - a x
Home Insert  Design  Transitions  Animations  Slide Show  Review  View @ Tell me what you want to do. Faithe Wempen

X =] [FlLayout - SR L Find

e B g, EReset : AL L3 Shape Outline * 23, Replace *
ste oW X A P
Side~ ‘Dsecion+ B T U S < o (RIANE

Ciipboard slides Fom paragragh Drawing

I3 Select~

Editing ~

2

3 E—
= 1
= _ -
4 e ——— -

Click to add notes

Siide 2ot 5 English (United States)

Figure 14-2: Normal view consists of three panes.

QThe Notes pane is minimized in a new blank presentation.
To see it, position the mouse pointer just above the status
bar (orange bar) at the bottom of the screen and drag
upward. Drag the top border of the Notes pane down
again to hide it.

e Another way to display or hide the Notes pane is to click
the Notes indicator on the status bar.
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= Notes B comments E B T -——F——+ 59% [H
Figure 14-3: Drag upward from the status bar to display the Notes pane.

You can navigate a presentation in many of the same ways you
moved through other applications’ content.

G Click above or below the vertical scroll bar in the Slide

pane, or press Page Up or Page Down, to move one slide
at a time.

@You can also drag the scroll box to move more quickly
as well.

@You can click an up or down arrow on a scroll bar to scroll
a small amount at a time.

0You can also click a slide in the Slides pane to jump
directly to that slide.

°The Slides pane has its own scroll bar, in case you can’t see
all the slides there at once.

= L S Presentation? - PowerPaint m - a X
Home Insert Desian Transitions Animations Slide Show Review  View Q Tell me what you want 10 do.. Faithe Wempen

S =) [FElayout~ - ; NN O She O Find

B - r 7 Reset L Lo Shape: Outlin @ Replace ~
c ew / PR )

*  uge- ‘Boeaion- B T U 8 “ (IRIAN! Sha 3 select~

Clipboard & Shides Font Paragraph Draving Editing -

4 Welcome

1

4 Design, Impress, W. 0

2

-a L

é ¢

Click to add notes

4 Leam More
5 S

Siide 30f5  English (United States)

2 Notes WA Comments

Figure 14-4: Ways to move around in Normal view.

Choose the right view

PowerPoint provides several views for you to work with. Each
view is useful for a different set of activities. Here are some things
to remember about views:
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@ To switch views, on the View tab, click a button for the
view you want.

e The Master views are not regular PowerPoint views; they
enable you to edit the underlying designs and layouts on
which individual slides are based. You will learn about
them in Chapter 15.

@ Slide Show view is not represented on the View tab. To
switch to Slide Show view, use the From Beginning or
From Current Slide button on the Slide Show tab instead.

=] ¢ BT & - Q Welcome to PowerPoint.optm - PowerPoint cal - g x
10

Home  Insert  Design  Transi Animations  Slide Show View QT Nat you w > de Faithe Wempen
= F= 0 “_“ @l @ [ sler Q I Color == B Arange All = F
| i) -
= o Gridlines &= Grayscale — T Cascade — -
Normal Outline Slide Notes Reading | Slide Handout Notes _ Notes Zoom Fitto New Switch  Macros
View Sorter Page View |Master Master Master Window mmBlackand White  yyingqy = Move S Windews ©
Presentation Views Master Views Show Zoom Color/Grayscale Window Wacros ~

Figure 14-5:View buttons on the View tab of the Ribbon.

You can also click one of the View buttons in the bottom-right
corner of the PowerPoint window:

Q Normal

G Slide Sorter
G Reading View
@ Slide Show

Figure 14-6: View buttons on the status bar.

Here's a quick overview of the available views:

® Normal: You've already seen this one in Figure 14-4; it’s the
default. It consists of a Slides pane, a Slide pane in which you
can edit the slide, and a Notes pane in which you can record
private notes and comments.

® Qutline: This view is identical to Normal view except instead
of the Slides pane there is an Outline pane that shows a text
outline for each slide.
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@‘“‘NG! In Outline view, only text from the slide’s text placeholders
5 appears in the Outline pane. If you have any manually created
text boxes (such as those you create with Insert = Text Box),
their text doesn’t appear there.

e Slide Sorter: This view shows thumbnail images of each slide,
like the Slides pane does in Normal view, but it takes up the
entire window. You can't edit slide content in this view, al-
though you can rearrange and delete slides. See Figure 14-7:

(H )3 your presentation has sections, as the Welcome to
PowerPoint template’s presentation does, each section
appears on a separate row in Slide Sorter view. You can
manage sections with the Home => Section command.

OTo zoom in or out on the thumbnail view, drag the
Zoom slider. A lower zoom means more slides are
visible at once, and they're smaller. A higher zoom
means fewer slides are visible, but you can see each
one more easily.

=] B4 - Presentation2 - FowerPoint |2 - =] x
Home Insert  Design  Transitions  Animations  Slide Show  Review  View  Q Tell me what you want to do. Faithe Wempen

= =5 g Rule = Color = Hanangean 01
B EED B = Q= = ==
‘ o = Grayscale B Cascade -
Normal Outline Slide Notes Reading Slide Handout Notes Notes  Zoom Fitto i New Switch  Macros
View Sotter Page View Master Master Master  CU10E Window mm Blackand White  window e 5P Windows -

Presentation Views Master Views Show Zoom Color/Grayscale Window Macros ~

4 Welcome

Welcome to PowerPoint

1

4 Design, Impress, Work Together 0
esign

Werk Together

slide 3 of 5 English (United States)

Figure 14-7: Slide Sorter view is good for arranging slides.

® Notes Page: This view shows a vertically oriented page for each
slide, as shown in Figure 14-8:
O 1he top half of the page shows the slide.

@The bottom half of the page provides a large text box
into which you can enter and edit note text.

o Use the Zoom slider to zoom in to make the note text
easier to see as you work with it if desired.
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H -0 T & - Presentation? - PowerPoint rawing To. [ca a x
Home Insert Design Tramsitions Animations SideShow Review View = Format @ Tell me what youwant © do Faithe Wempen

EREERNEENE M Ruler q “t,| I color == F Anange Al F'_‘rj
= = =
— Gridlines = Grayscale T Cascade -
Normal Outline Slide Notes Reading Slide Handout Notes oles Zoom Fitto M Switch | Macros
View Sorter Page View Master Master Master — Ouides Window mm Black and White  window Pt Windows -

Bresentation Views Master Views Show 5 Zoom Color/Grayscale Windew Macros ~

Welcome to PowerPeint

Notes 1of 5 ([ English (United States)

Figure 14-8: Notes Page view makes it easy to compose and edit lengthy speaker notes.

® Slide Show: This is the view you would use to show the pre-
sentation full-screen on your monitor. It's covered in detail in
Chapter 17. Each slide fills the entire screen, one by one, and
you click to advance.

® Reading: Reading view is like Slide Show view except the
presentation runs in a window rather than full-screen. That's
useful because you can do other things, like work with other

programs or windows, while the presentation is running.

CMBER . . .
SO Most people prefer to work in Normal view most of the time when
creating a presentation, so switch back to Normal view before you

go any further, after experimenting with the other views.

Add and remove slides

Each new blank presentation begins with one slide in it: a title
slide. (Presentations based on other templates may have more.)
You can easily add more slides to the presentation by using the
default layout (Title and Content) or any other layout you prefer.

Several methods are available for creating new slides, and each
one is best suited for a particular situation. In the following
sections, you learn each of the methods.

Create a new slide in the Slides pane

In the Slides pane in Normal view, you can click to place a
horizontal insertion point between two existing slides or at the
bottom of the list of slides and then press Enter to create a new
slide. (See Figure 14-9.)
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Figure 14-9: Create a new slide from the
Slides pane (Normal view).

The layout of the new slide depends on the layout of the slide
immediately before (above) it. If that slide uses the Slide

Title layout, the new slide uses the Title and Content layout.
Otherwise the new slide uses the same layout as the preceding
slide. You learn more about slide layouts in Chapter 15.

Create a new slide in the Outline pane
In Outline view, you can create a new slide as follows:
© In the Outline pane, click at the beginning of the title of
the slide that the new slide should come before.

2. Press Enter. A new paragraph (a slide title) is created, and
that causes a whole new slide to be created also.

e Press the Up arrow key once to move the insertion point
up into the new blank slide title, and type the title text.



1 ACME Corporation

Annual Report

2 Agenda
* Welcome
* Operations
*» Sales
* Finance
* Personnel
* Legal
* Adjournment

31 |©
4 Welcome <)

* Introduction of managers
* Organizational structure

Figure 14-10: Create a new slide from the
Outline pane (Outline view).

Create a new slide from the Ribbon

When you create using the Ribbon, you can select the layout you
want for the new slide. Follow these steps:

o In Normal view, select the slide that the new slide should
come dafter.

@ On the Home tab, click New Slide to create a slide with
the same layout as the selected one (unless the selected
one is a title slide, in which case the layout will be Title
and Content).

OR

@ Click the arrow on the New Slide button, and then select
the desired layout from the gallery that appears.
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Figure 14-11: Create a slide by selecting a layout from
the New Slide button’s gallery.

Duplicate a slide

If you need to create a series of very similar slides, you might
find it easier to copy or duplicate a slide and then make the small

modifications to each copy.

Copying and duplicating are two separate commands in
PowerPoint, but they have essentially the same result.

When you copy a slide (or multiple slides), you place a copy of it
on the Clipboard, and then you paste it from the Clipboard into
the presentation. You can paste anywhere in the presentation

or into a different presentation (or, for that matter, a different

document altogether).
To copy a slide:
ﬂ Select the slide in the Slides pane.
e Press Ctrl+C or choose Home => Copy.

3. Click where you want the copy to go. If you want to place
the copy after a certain slide, select that slide.

4, Press Ctrl+V or choose Home => Paste.
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Clipboard

- 6
Home Insert Deq
[E=] Layout -
'F_IReset
w

Slide ~ {5 Section ~

[ Slides

Figure 14-12: Copy a slide
using the Clipboard.

When you duplicate a slide (or multiple slides), you don’t have
to paste, because that command accomplishes both a copy and
a paste operation at the same time. However, you also don't get
to choose where they're pasted; they're pasted directly below the

original

selection.

© select the slide(s) to be duplicated. To select more than
one slide, hold down Ctrl as you click each one in the
Slides pane.

e Click the arrow on the New Slide button to open its
menu.

O click Duplicate Selected Slides.

H -0 B - -
Home Insert Design Transitions Animations
"D P9 [=lLayout - 5
By - 5 Reset R
Paste 2 New B I U S abc AV A
- Slide = Section = .
Clipboard & || Office Theme
1
Title Slide Title and Content ~ Section Header
2
Two Content Comparison Title Only
3
Blank Content with Picture with
4 Caption Caption
o.ﬁ Duplicate Selected Slides
rlj Slides from Quitline...
I Reuse Slides...
5

Slide S

Figure 14-13: Duplicate one or more slides.
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Delete a slide

Deleting a slide removes it from the presentation. To delete a
slide, right-click it and choose Delete Slide, or select it in the
Slides pane and press the Delete key. (See @) in Figure 14-14.)

2 % Cut
By Copy
[y Paste Options:

e, e

New Slide

)

W

|i Duplicate Slide
I ';' Delete S]ideﬂ

0

E

] Add Section

Publish Slides

Layout 4
23 Reset Slide

& Format Background..

) add

Al Hide Slide -

Figure 14-14: Delete a slide.

«® There’s no Recycle Bin for slides; you can’t get them back after
you delete them. However, you can undo your last action(s)
with the Undo button on the Quick Access toolbar, and that
includes undoing deletions. If you haven't saved your work since
you made the deletion, you can also get a deleted slide back by
closing the file without saving changes and then reopening it.

Change the slide layout

A slide’s layout determines the placeholders that appear on it
and the arrangement and positioning of those placeholders.

To change a slide’s layout, follow these steps:
© select the slide to change in the Slides pane.
@ On the Home tab, click Layout to open a gallery.
e Click the desired layout.
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\\3

The layouts available depend upon several factors, including
the template you started with, the theme that is applied (see
Chapter 15), and any custom layouts you may have created in
Slide Master view. The nine layouts shown in Figure 14-15 are
the default ones that come with the Blank template.

H -0 ® &- - .
Home Insert Design Transitions Animations Slide Show
= X Layout ~
D B - Office Theme
Paste | New
e e [ =
Clipboard = —m I Par]
1 Title Slide Title and Content  Section Header |-
ME Corg
mar | mar e | o
2 i —
Two Content Comparison Title Only
3
Blank Content with Picture with
Caption Caption

Figure 14-15: Choose a different layout.

Use content placeholders

The most common type of placeholder is a multipurpose
Content placeholder. It gives you a choice of filling it either with
text or with one of six types of graphical content.

You can fill each placeholder with only one type of content; if
you want other content on the slide, you must use a layout with
multiple content placeholders or add the extra content manu-
ally, as described in the next two sections. The available types of
content are:

Q Table
9 Chart

e SmartArt Graphic

Q Picture

G Online Picture

G Video
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Figure 14-16: The types of graphical content
for a Content placeholder.

Fill a Content placeholder with text

To fill a Content placeholder with text, click in the box and start
typing. It's as simple as that!

Here are some things to keep in mind about Content placeholders:

e Most templates and designs use bulleted lists in the Content
placeholder boxes by default, which means any text you
type will automatically be formatted as a bulleted list.

© You can turn off the bullet for a paragraph by clicking the
Bullets button on the Home tab.

O Use the Numbering button to convert a bulleted list to a
numbered one.

QTO demote (indent) a paragraph — for example, to create
a subordinated bulleted list within a list, click Increase
List Level on the Home tab.

eTo promote a paragraph, click Decrease List Level.

It might seem counterintuitive to increase something you are
demoting, but think about the list level as a hierarchy, with 1 as
the most superior. If you increase the level, you demote the item
to a later, less-important level.

Another way to demote a paragraph is to press Tab when the
insertion point is at the beginning of the paragraph. Another way
to promote is Shift+Tab.

You can use the commands in the Font and Paragraph groups on
the Home tab to format the text in the placeholder, the same as
you do in Word. Here are a few minor differences to note:



G Shadow adds a shadow to the text.

@ Character Spacing lets you adjust the spacing between
letters from the Ribbon. In Word this capability is
available in the Paragraph dialog box.

@ Clear All Formatting removes all manually applied
formatting, reverting back to the formatting specified by
the template or the design.

0 Columns enables you to set a text placeholder box in
multiple columns.

() Align Text enables you to set vertical alignment within the
text box of Top, Middle, or Bottom.

@ Text Direction changes the orientation of the text to
vertical, stacked, or rotated.

G Convert to SmartArt Graphic converts the selected
paragraphs to a SmartArt graphic.

1

=] - 0 =) L TR Presentation? - PowerPoint
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o
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* Introduction of officers

* Introduction of the company
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. Sales
* Finance
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* Legal

= Adjournment
o

Click to add notes

Slide 2 of4 [[4 English (United States)

Figure 14-17: Here are some text formatting buttons that are
different in PowerPoint than in Word.
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Fill a Content placeholder with a graphical
element

To use one of the graphical types of content, click the corre-
sponding icon in the Content placeholder. A dialog box appears
that guides you in selecting the content to include. The process
is a bit different for each of the content types. Most of these con-
tent types you have worked with in earlier chapters; the dialog
boxes are the same or nearly the same as in other Office appli-
cations. The one type you haven't used yet, SmartArt graphics, is
covered in Chapter 15.

Just as an example, here’s how to use a Content placeholder to
insert a picture:

6 Click the Pictures icon in the Content placeholder.

0

Figure 14-18: Click the place-
holder icon you want.

e In the Insert Pictures dialog box, select the desired picture.

e Click Insert.
m Insert Picture X
4 & > ThisPC > Pictures ~ O Search Pictures »r
Organize ~ New folder

% Downloads ~

|%] Documents

= Pictures

Chapter 11 Figur,
Chapter 12 Figur Camera Roll Saved Pictures canyonjpg charlesjpg
Chapter 13 Figur, 1 L]

Chapter 14 Figur

EI Microsoft PowerPc

T ~

& OneDrive Jumpjpg trio.tif

v

File name: ‘charlesjpg V‘ All Pictures (*emfxwmf*jpg;*j v

Tools ~ 3 Cancel

Figure 14-19: In the dialog box that appears, choose the content
to place in the placeholder.




Manually place text on a slide

First, a warning. Whenever possible, you should use the place-
holders on the slide layouts and not create text boxes manually.
One reason is that text in manual text boxes doesn't appear in
the Outline pane in Outline view. Manually placed text boxes
also aren't affected when you change layouts or designs for a
slide, so with the new arrangement of placeholders the text box
might be obscured, or might obscure other content.

Nevertheless, sometimes you really do need a manual text box.
For example, you might want a little informational box to appear
floating next to a picture or chart to explain it.

To create a text box on a slide, follow these steps:
o On the Insert tab, click Text Box.
(2] Drag to draw the desired text box on the slide.

3. Release the mouse button, and then type in the text box
that appears.

H &- i) 1 ¢ Presentation2 - PowerPoint [ca] - & x
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Mew  Table Pictures & ® My Addeins + Fperlink Action Comment  Text  Healier WordArt o, Equation Symbol | Video Audio Screen
Slide~ - Siphoto Album - wil Chart Box & Footer I - = Recording

Siices | Tables images Hustrations Addins Links Cemments Text Symbals Media ~
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Pilates and Gyrotonics Instructor

oL g
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Figure 14-20: In the dialog box that appears, choose the content to place in the placeholder.

Manually place a picture on a slide

Same warning here as in the previous section: Try not to man-
ually place pictures if you can help it. Use placeholders when-
ever possible. If you make changes to the layouts or change to

a different design later, you'll thank me for this advice, because
pictures in placeholders resize and move as needed, rolling with
the changes. Manually placed pictures don't.
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To manually insert a picture, do the following:
1. On the Insert tab, click Pictures.

2. In the Insert Pictures dialog box, select the desired picture.
(It's the same dialog box as in Figure 4-19.)

3. Click Insert.

You can also insert various other types of graphics manually
using the buttons on the Insert tab, such as Online Pictures,
Chart, and SmartArt.

Move and resize slide objects

Objects on a slide are all free-floating frames. You can move and
resize them just like in Word and Excel:

e Drag an object by any part except the selection handles
to move it. If it's a picture, you can drag it by any part,
including the middle. If it’s a text box, you have to drag it
by its border.

e Drag a selection handle to resize it. To maintain the aspect
ratio, hold down Shift and drag only the corner selection
handles.

e Drag the rotation handle to rotate it.

'Gv 0

Cg)(:harlie ths been

- with the company
_.since 2001, and
works primarily
{ with private

i clients.

Figure 14-21: Drag the
object’s border to move it,
or drag a selection handle to
resize.

-

You can specify an exact size for an object in the Size group:

eThe tab on which the Size group appears depends on the
object type. For example, for a picture, it's on the Picture
Tools Format tab, and for a chart it's on the Chart Tools
Format tab.
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© Set an exact height in the Height box.
G Set an exact width in the Width box.

- B & s Presentation2 - PowerPoint Picture To... [
Home  Insert Design  Transitions  Animations  Slide Show Review  View Format & what you want 1o de. Faithe Wempen
Ed Corrections = [= [ Picture Border= [ Bring Forward = (3 = ’:.;r e
. [ Color~ [ nst| |l | ] il et s - & Picture Effects- ') Send Backward - L
Remove — = _— == - Crop =1
Background [@Aristic Effects~ 31 - = Bbpicwre Layout~ D Selection Pane  “h+o" woe 016

Adjust Picture Styles - Arvange Size

Figure 14-22: Control an object’s size precisely with the Height and Width settings.

Delete slide objects

To delete an object on a slide, select the object and press Delete
on the keyboard. You can get a deleted object back immediately
after deleting it by using Undo. Click the Undo button on the
Quick Access toolbar or press Ctrl+Z. (See @Y in Figure 14-23.)

Q

H - B 4~

Figure 14-23: Undo a deletion with the
Undo button or Ctrl+Z.
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CHAPTERFIFTEEN

Formatting a
Presentation

OHe reason PowerPoint is so popular

is that it’s easy for anyone to create
great-looking presentations. In this chapter,
you learn how simple and even fun it is

to create different looks for your presenta-
tions, including different themes, colors,
and fonts. You also learn how to modify the
presentation’s overall formatting in Slide
Master view, and how to format text boxes
and placeholders. Finally, you learn how to
create and format SmartArt graphics that can
change dull bulleted lists into interesting
graphical diagrams.

Understanding templates
versus themes

Back in Chapter 14, you learned how to
create a presentation based on a template,
and the template came with its own theme
settings, such as font, color, and background
choices. So what's the difference between a
template and a theme? Doesn’t a theme pro-
vide all those things too? Perhaps a quick
overview is in order before we launch into
themes in this chapter.

In This Chapter

w=Changing the theme

m=>Changing the presenta-
tion colors and fonts

= Modifying the theme in
Slide Master view

u=>Enabling footer
placeholders

m=>Formatting text boxes
and placeholders

= Creating SmartArt
graphics

= Modifying the structure of

a SmartArt graphic

= Formatting a SmartArt
graphic
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A template is a file on which you can base new presentations.
PowerPoint templates typically have a .potx extension (or a
.potm extension if macro-enabled). A template file may contain
one or more themes (that is, sets of design choices), plus one or
more slides containing sample content.

A theme is both simpler and more complex than a template. A
theme can exist either inside of a template or as a separate file
with a .thmx extension. A theme is simpler in that it cannot hold
some of the things that a template can, such as sample content.
A theme can provide only variant, font, color, effect, background,
and layout settings. On the other hand, a theme can also do more
than a template, in that you can apply a theme saved as a sepa-
rate file to other Office applications, so you can share the theme's
formatting settings with Word or Excel, for example. You can’t do
that with a template.

Change the theme

360

As you learned in Chapter 9, Office applications share a com-
mon set of themes. A theme includes color choices, font choices,
and effect choices. Chapter 2 and Chapter 9 offer longer expla-
nations of the features if you didn’t catch them the first time
through.

Themes are especially important in PowerPoint because there’s
typically more color and flash in a presentation than in a doc-
ument or a spreadsheet. Accordingly, themes have a few extra
features in PowerPoint:

0 Many themes provide decorative background graphics that
repeat on each slide.

e Certain slide layouts, such as title slides, may have
different background graphics than the other slides.

G You can choose variants of a theme. Usually a variant is
the same theme with a different background color and
color scheme, but for some themes the variants have
different background graphics as well.
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Figure 15-1: Theme features in PowerPoint.

To change the theme, follow these steps:
o On the Design tab, in the Themes group, choose a theme.

You can click More to see additional themes. (See @) in
Figure 15-2.)

9 In the Variants group, click the desired variant of the
chosen theme.

Most themes have only a few variants, but if there are
more than can be displayed in the Variants group, you can
click the More button in that group to see the additional
variants. (See (G) in Figure 15-2.)

-0 Presentation2 - PowerPoint [cal - =l X

ome Insent | Design | Transitions mations  Slide Show  Review Vi Faithe Wempen
=
ACI Aa A1 A'l
--- ------ -—- - --- Slide Format
Size = Background
6 = .

Figure 15-2: Choose a theme and a variant.

<P You can modify most aspects of the theme, including removing
or repositioning the background graphics and the placeholders,
in Slide Master view. See “Modify the theme in Slide Master
view” later in this chapter for details.

It is generally expected in business presentations that you will
use the same theme across all the slides in your presentation,
because it makes for a more consistent and professional look.
However, you might occasionally have a situation where you
need to use a different theme, or perhaps a different variant of
the theme, for certain slides.
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To apply a theme or a variant of a theme to only certain slides,
do the following:

0 In the Slides pane in Normal view, or in Slide Sorter view,
select the slide(s) to affect.

@ oOn the Design tab, right-click the desired theme or variant.
9 On the menu that appears, click Apply to Selected Slides.

H %- 0 T §&- - Presentation2 - PowerPoint = - a X
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* Personnel

- Legal

« Adjournment
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Figure 15-3: Apply a theme or variant to only certain slides.

Change the presentation colors and fonts

Just like in Word and Excel, you can change the color and font
schemes separately from the theme itself. The main difference in
PowerPoint is in where those commands are located.

Here’s how to access the color schemes:

a On the Design tab, click the More button in the Variants
group.

®%- 0 B 4- = Presentation2 - PowerPoint [cal - g X

Home  Insert = Design  Transitions  Animations  Slide Show  Review  View Faithe Wempen
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Slide Format
Size
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Figure 15-4: Click More in the Variants group.

9 Point to Colors.
e Click the desired color scheme.
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Figure 15-5: Choose a different color scheme.

W Yes, you can customize the color schemes, just like in Word and

Excel. Just click Customize Colors to get started with that. Check
out “Create a custom theme” in Chapter 9 for help.

It's pretty much the same thing for the font schemes:

1. On the Design tab, click the More button in the Variants
group.

9 Point to Fonts.

9 Click the desired font scheme.
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Figure 15-6: Choose a different font scheme.
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Modify the theme in Slide Master view

Slide Master view is where you can really get down to the nitty-
gritty of formatting a presentation. It enables you to customize
the theme formatting by changing colors, backgrounds, layouts,
fonts, and more. Here are some things to keep in mind about
Slide Master view:

0 To enter Slide Master view, choose Viewr> Slide Master.
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Figure 15-7: Enter Slide Master view.

In Slide Master view, the navigation pane at the left shows
thumbnail images of slides.

e The topmost thumbnail is the theme master, and it represents
the theme as a whole. Any changes you make to this slide
affect all slides that use that theme, regardless of their layout.

@ Each of the thumbnails beneath that topmost one is a layout
master and represents an individual layout. Any changes you
make to one of these affect only slides that use that layout.

Q If you need to know which layout a particular thumbnail
represents, point at it with the mouse and read the name
in the ScreenTip. The ScreenTip also tells how many slides
in the presentation use that layout.

SlideMaster  Home  Insert  Transitions  Animations  Review

EEEDE .
— - Gridlines
Notes Reading  Slide

Page  View

Guides

Master

Side Moster (5 Engish Unted States

Figure 15-8: Customize slides in Slide Master view to affect many slides in the presen-
tation at once.
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e If there is more than one theme applied in the presentation
(for example, if you chose to apply an alternate theme or
variant to selected slides), there will be multiple theme
masters in the navigation pane. Scroll down to find the
other(s).

Figure 15-9: Scroll
down in the naviga-
tion pane to find other
themes used in this
presentation.

The following sections outline some things you can do in Slide
Master view.

Create a new layout

Before you start fiddling with a layout, it's a good idea to make a
copy of it. Then you can make your changes to the copy, and the
original layout remains safe.

To duplicate a layout, right-click a layout master and choose
Duplicate Layout. (See ) in Figure 15-10.)
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Figure 15-10: Duplicate a
layout.

You can also create a new layout from scratch. To do so, follow
these steps:

© select the theme master (the big slide at the top of the
navigation pane).

9 Click Insert Layout.
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Figure 15-11: Create a new
layout.

A new layout appears in the navigation pane, below the
other layouts for that theme. (See @) in Figure 15-12.)

The new layout contains a title placeholder, but no con-
tent placeholders. (See (@ in Figure 15-12.)

If the theme master contains a slide number, footer, or
date placeholder, the new layout inherits them. (See ) in
Figure 15-12.)
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Figure 15-12:The newly created layout.

WING/

To add content placeholders to the new layout, see, “Add
placeholders” later in this chapter. To reposition any of
the placeholders on the layout, see “Reposition and resize
a placeholder.”

Remove placeholders

To remove a placeholder from a layout, select the placeholder’s
outer frame and then press Delete on the keyboard.

Make sure you have the correct layout master or theme master
selected in the navigation pane before you delete a placeholder.
Deleting a placeholder from the theme master also removes it
from all layouts; deleting from a layout master affects only that
layout.

Certain placeholders can be hidden (that is, toggled off) without
deleting them. That's useful in case you might want to toggle
them back on again later. Consider Figure 15-13:

0 To temporarily hide the title placeholder, clear the Title
check box on the Slide Master tab.

@To temporarily hide the slide number, footer, and date
placeholders (all of them as a group), clear the Footers
check box there.
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When working with the theme master (not an individual layout
master), you can toggle each of the default placeholder elements
on or off; this change affects all layouts under that theme. Follow
these steps:

o Make sure the theme master is selected in the navigation
pane.

9 On the Slide Master tab, click Master Layout.

e In the Master Layout dialog box, clear the check box for
any element you don't want to use.

O Click OK.
8 - B & -
Slide Master Home Insert Transitions Animations Review
SR
) = Rename
Insert Slide Insert Master Themes
Master  Layout 3 Preserve Layout -
Edit Master Master Layout Edit Theme
- ——

Master Lay...

Placeholders
Title
Text
D Date

Cancel

= Fifth level

Figure 15-14:The check boxes in the Master Layout
dialog box affect all layouts.

Enabling the placeholders for footer, slide number, and date
does not make those elements automatically appear on the
slides. All it does is define where those items will go if you choose
to enable them. See “Enable footer placeholders” later in this
chapter to learn how.



Add placeholders
To add a placeholder to a slide, follow these steps:

o Make sure the desired layout is selected in the navigation
pane.

9 On the Slide Master tab, click Insert Placeholder.

e Click the desired content type. Content is the most flexible;
the other choices limit users to a specific type of content.

H - ¢ B L T
Slide Master ~ Home Insert  Transitions  Animatio
= = Delet: y J
B . ] Title
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- Content L\ﬁ
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Figure 15-15: Add a placeholder.

(4] Drag on the slide to draw a rectangular frame where
the placeholder should appear. A colored box appears
showing the dimensions of the new placeholder.

CLICK TO EDIT MASTER TITLE STYLE

Figure 15-16: Draw the placeholder on the layout
master.
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When you release the mouse button, the new placeholder
appears on the slide. See the next section if you need to move
or resize it.

Reposition and resize a placeholder

Placeholders are like any other objects on a slide. You can move
and resize them freely:

QTO move a placeholder, drag its border (but not a selection
handle).

eTo resize a placeholder, drag a selection handle.

« Edit Master fext styles
* Second level

» Third level
* Fourtfidevel

= FHfth level

Figure 15-17: Move and resize a placeholder as you
would any other object.

Hide or remove a background graphic

First, let’s get one thing straight: there’s a difference between
hiding a background graphic and removing it. Removing a back-
ground graphic is done on the theme master, and it applies to
all layouts. It is not easily reversible; once you delete the graphic,
it's gone — at least until you reapply the default version of the
theme, which also erases all your other customizations, too. On
the other hand, hiding a background graphic is done on an indi-
vidual layout and is easily reversible.

To hide a background graphic on an individual layout:
0 Select the desired layout master.

9 On the Slide Master tab, mark the Hide Background
Graphics check box.

370



H ®- 0 O - Presentation2 - PowerPoint [cal - 5 X
S Master Home Insert Transitions Animations Review View \_7 Te J Faithe Wempen
|

Aﬂ. B colors - &) Background Styles - i | L

] m=| v Tite

2 Rename : [A]Fonts ~ Hide Background Graphics -
Insert Slide Insert et pgorers Themes g Slide  Close
Master  Layout Placeholder = - {9 Effects

Size~  Master View
Edit Masts: faster Layout Edit Theme kgroun 5 size Close ~

Figure 15-18: Hide the background graphic on an individual layout.

QNING/ The preceding steps hide any background graphics that have
& been inherited from the theme master. They do not hide any
background graphics that are directly located on the layout
master. To delete those, select them and press Delete. (But
remember, if you delete, rather than hide, they’re gone for good.)

To delete a background graphic for the entire theme:
6 Select the theme master.
9 Select the graphic to be deleted.
3. Press the Delete key.
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Figure 15-19: Delete a graphic from the theme master.

Change the text size

In most cases, it is best to leave the text in the theme’s place-
holders set to the default size. Locking in the text to a fixed size
can result in some awkward-looking layouts if you later change
themes or fonts. You can change the fonts used by choosing a
different font scheme, as you learned earlier in the chapter.

However, sometimes you might need to change the text size,
either for all layouts (on the theme master) or for an individual
layout. For example, if the bulleted text in a Content placeholder
is too small for the audience to read comfortably, you might
bump it up a few points.
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To change the text size for a text placeholder, you can use any of
the standard methods of changing font size that you've learned
throughout this book. I prefer to use the Shrink Font and Grow
Font buttons rather than choosing specific sizes, personally,
because that way I can change multiple outline levels at once.

Follow these steps to increase the font sizes for all outline levels
on a Content placeholder, for example:

o Select the theme master or an individual layout master.
(It's usually better to change the theme master because
then the font size is consistent across all layouts.)

e Drag to select all the text in the Content placeholder, or
click inside the placeholder and press Ctrl+A.

e On the Home tab, click the Grow Font button until the
fonts are sufficiently larger.

If you wanted the fonts smaller, you could instead click
Shrink Font. (See @ in Figure 15-20.)
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Figure 15-20: Shrink or grow the text in the Content placeholder
on the theme master.

Exit from Slide Master view

When you are finished working in Slide Master view, click the
Close Master View button on the Slide Master tab. (See @ in
Figure 15-21.)
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Figure 15-21: Exit from Slide Master view to return to normal editing of individual slides.

<P There are also Master views for handouts and notes pages. You
can these to customize the layout of your printouts of those
items. They aren’t covered in this book, but you may want to
experiment with the Handout Master and Notes Master buttons
on the View tab on your own.

Enable footer placeholders

As I mentioned earlier in this chapter, just having the footer,
slide number, and date placeholders on a slide is not enough to
make anything appear in them. You have to enable those items.

Those items, by the way, are collectively known as footer place-
holders, even though only one of them is technically the footer,
and even though, depending on the theme and layout, some of
them may appear at the top rather than the bottom of each slide.

To enable one or more of them, follow these steps:

@ Exit from Slide Master view if you're still there. See the
preceding section.

Oi1r you want to affect only certain slides, select them in the
Slides pane in Normal view, or select them in Slide Sorter
view. Normally you will want the setting to be consistent
throughout the entire presentation, but there might be
special circumstances, such as wanting to place certain
items only on the first or last slide.

3. On the Insert tab, click Header & Footer.
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Figure 15-22: Choose Header & Footer to enable footer placeholders.
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0 If you want the date or time to appear, mark the Date and
Time check box:

QYou can choose a date or time format from the Update
Automatically drop-down list.

@ Click Fixed if you don’t want the date to update
automatically, and then enter the desired date in the
Fixed text box, in the format you prefer.

e If you want the slide number to appear, mark the Slide
number check box.

e If you want the footer to appear, mark the Footer check
box, and then type the desired text in the footer text box.

If you don't want these elements on the title slide, mark
the Don't Show on Title Slide check box. (See (@ in
Figure 15-23.)

e Click Apply to apply the setting only to the selected slides,
or click Apply to All to apply it to the entire presentation.

Header and Footer ? X

slide  Notes and Handouts

Include on slide Preview

Date and time

5 slide number
6 Footer

c D Don't show on title slide 7

@ Update automatically
8/25/2015 =

Language: Calendar type:

English (United States) ~ | |Gregorian
Fixed

8/24/2015

ACME Corporation

Apply Apply to All Cancel

Figure 15-23: Choose what you want to appear as footer
information.

Format text boxes and placeholders
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Each placeholder box, and each manually placed text box, can
be formatted in several ways. Of course, you can format the
text itself, like you do with any text, but you can also format its
border and its fill:

O Border (or outline) refers to the line around the outside
of the box. A border can have a line style (like dotted or
solid), a line weight (thickness), and a line color.
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e Fill refers to the background inside the box. A fill can
be a solid color or can be a pattern, gradient, texture, or
photo.

B
0 Charlie has been
with the company

since 2001, and
works primarily with
private clients.

Figure 15-24: A text box
has a border and a fill.

If you have a manually created text box where the text overflows
the box, no matter how you try to resize the box, do this: Right-
click the text box and choose Format Shape. In the Format Shape
task pane, click Text Options and then click the Textbox icon.
Change the AutoFit setting to either Do not Autofit or Shrink text
on overflow.

Apply a shape style

Shape styles provide a simple way of formatting a text box using
one of the theme's colors. Each shape style includes a fill setting,
a border setting (even if that setting is “no border”), and in some
cases effect settings such as a beveled edge.

To apply a shape style:
o Select the text box.

9 On the Drawing Tools Format tab, click the More button
to open a gallery.

Hd ©- B 4&- - Presentation2 - PowerPoir|
Home Insert Design Transitions Animations Slide Show R

\,\ 10 0| &- &h Shape Fill =

A S B = . ADC‘ Abc | | +|[Zghape Outline -
2N &

e Effects -

Insert Shapes Shape Styles

Chariie has been
with the company

works primarily with
private clients.

Figure 15-25: Select the text box and then
open the Shape Styles gallery.
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9 Click one of the shape styles.

Each row contains the same style implemented in a
different one of the theme’s colors.

Theme Styles -

r 7 r |
Abc Abc Abc Abc Abc Abc
p- - p. p. -

208 8e
- LSRR - )

Other Theme Fills »

Figure 15-26: Select the desired shape style.

Format a text box border

Don't like the default outline, or the one that the shape style
provided? Set a text box’s outline manually as follows:

1. Select the text box.
9 On the Drawing Tools Format tab, click Shape Outline.
3. Click the desired outline color.

0 Choose a theme color to allow the color to change if
you change themes or color schemes later.

@ Choose a standard color to assign a fixed color.

e Click More Outline Colors to choose a fixed color
from a dialog box.

Q Click Eyedropper and then click a color somewhere
else in the presentation to pick up that color for use as
the text box’s border color.
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Figure 15-27: Choose the
outline color.

e If you want to change the outline weight, click Shape
Outline again to reopen the menu. Then click Weight and
then click the desired weight.

e If you want to change the outline style, click Shape
Outline again to reopen the menu. Then click Dashes and
then click the desired line style.

Format a text box fill

Text box fill options are similar to those for the outline, as
detailed in the previous section. You can choose a theme color or
standard color, or you can pick up a color with the Eyedropper.

In addition to those choices, though, you can also do any of the
following for the text box's fill:

e Click Picture and then select a picture to use for the text
box background.

9 Point to Gradient and then click the desired gradient
option, or click More Gradients to configure a custom
gradient.

@ Point to Texture and then click the desired texture. A texture
is a small image that is tiled (repeated) to make it look like
one unified surface.
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3 Shape Fill =
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[ § | 0 EEn
No Fill

w¥ More Fill Colors...
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Figure 15-28: Fill options
for a text box.

Apply text box effects

The same effects apply in PowerPoint as with objects in the other
Office applications, but in PowerPoint these effects are perhaps
more useful and relevant because of the graphical nature of a
presentation as compared to a spreadsheet or letter.

To apply text box effects, follow these steps:
1. Select the text box.
® on the Drawing Tools Format tab, click Shape Effects.

e Point to one of the menu options to display its
submenu.

Preset offers a variety of presets that span more than one
of the effect categories, such as beveling plus 3-D rotation
or a shadow. (See Q in Figure 15-29.)

e Click the desired setting on the submenu.

You can click the Options command at the bottom of a
submenu to open a task pane containing more options
for that effect. (See Q in Figure 15-29.)
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Figure 15-29: Choose an effect.
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So what are these text effects? Table 15-1 has a quick summary.

Table 15-1  Text Effects Applied to a Text Box
Effect Description Example
Shadow Places a shadow behind ACME
the box, as if a light were
shining on its face.
Reflection Shows a faint reflection ACME
of the box, as if it were
sitting on a shiny surface.
Glow Adds a colored glow
around the outside of the ACME
box.
Soft Edges Makes the edges of the ACME
box somewhat fuzzy.
Bevel Makes the edges of the

box look like they are
raised and beveled.

:

ACME

3-D Rotation

Tilts the box using 3-D
perspective.
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Create SmartArt graphics
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\\3

SmartArt is a special class of graphic object that combines
shapes, lines, and text placeholders. SmartArt is most often used
to illustrate relationships between bits of text.

You can create a SmartArt graphic from scratch and then enter
the text into it, or you can convert the existing paragraphs on a
slide into a SmartArt graphic.

Table 15-2 summarizes the types of SmartArt you can create.
Note that each of the types has many different designs, so you
aren’t limited to the graphic shown in the Example column.

SmartArt is available in Word and Excel too; it's not just a
PowerPoint feature.

Table 15-2 SmartArt Graphics
Type Description Example
List Presents information in N

a straightforward, text-
based way, somewhat
like a fancy outline.
Useful when the infor-
mation is not in any par-
ticular order, or when the
process or progression is
not important.

= Morthaamem Conforencs Mesting

© ACMIE bedstrll Taa S
[T ——

3
by

[ =r——
# iy Tarnpriry Staing

Process Similar to a list, but with -
directional arrows or T
connectors that show ﬁ
the flow of one item to
another.

Cycle lllustrates a repeating g
or recursive process in &
which there is no fixed @
end point. ﬁ’

Hierarchy An organization chart, Pt [ B

showing structure and
relationships between
people or things in stan-
dardized levels.

xa
e [ (D D
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Type

Description

Example

Relationship

lllustrates how parts
relate to a whole. One
common type is a Venn
diagram, shown here.

Corporate
Trainers

Academic Content
Instructors Developers

Matrix

Also shows relationships
of parts to a whole,

but it does so with the
parts in orderly looking
quadrants and does not
reflect a relationship
between the items.

Pyramid

A striated triangle with
text at various levels,
representing the rela-
tionship between the
items and also implying
that some items are
more important or less
numerous.

Executives

Managers

Workers

Picture

Any of the above types
of diagrams that contain

placeholders for pictures.

Create a new SmartArt graphic

Here's how to create a new SmartArt graphic:

6 Click the SmartArt icon in an empty Content placeholder
on the slide.

E:D

Insert a SmartArt Graphic

Figure 15-30: Select the
SmartArt icon.

You can also choose Insert=> SmartArt, but doing so creates
a free-floating SmartArt, rather than it being attached to

a placeholder. When possible, it’s better for objects to be
associated with placeholders, because it makes the transi-
tion smoother if you switch designs or layouts.

e Click the desired category.
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© Click one of the designs.

A preview of the selected design appears, along with its
description. (See @ in Figure 15-31.)

O Click OK.

Choose a SmartArt Graphic ? x
~
2 A
ERERE
E=T
] ist

)

P
d
ol

3 7%
Process =

Cycle

d%rh Hierarchy v
E Relationship ?‘:"};—"—}: T Basic Chevron Process
- Use to show a progression; a timeline;
EE, Matrix sequential steps in a task, process df
warkflow; or to emphasize movément or
TS | o e direction. Level 1 text appears inside an arrow
é Pyramid shape while Level 2 text appears below the
arrow shapes.
71 bicties v e, ME_] &

4

Figure 15-31: Select the SmartArticon.

e Type the text that should appear into each box, clicking a
box to move to it as needed. Text automatically resizes as
needed to fit in the available space in the shape:

@You can also type text in the Text pane.

e If the Text pane doesn’t appear, click Text Pane on the
SmartArt Tools Design tab.
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[T Text Pane & Right to Left ayou Colors * Graphic
Create Graphic ayouts SmartArt Styles Reset ~

e R
CLICK TO ADD TITLE
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"ype your text hi X o
* Identify consumer need
3 ® [Text] _ _ . _
L elten Identify
consumer
4 ne.ed
Basic Chevron Process... -
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Figure 15-32: Type text into the SmartArt graphic’s placeholders.
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Convert existing text to SmartArt

An existing bulleted list (or other set of paragraphs with or
without bullets) can easily be converted to a SmartArt graphic.
Here's how:

© select the paragraphs.
9 On the Home tab, click Convert to SmartArt Graphic.
9 Click More SmartArt Graphics.

If you happen to see the layout you want, you can click
it in step 3 and then skip the rest of the steps. (See 0 in
Figure 15-33.)

o Click the desired category.
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= apre——— =
BEE N
[o Rem— B et =EE
« [dentify unmet consumer neé
+ Plan product features EHE A= BEiE =~
. = — < #x)
Develop product [ = B X =/
« Test for usability
T More SmartArt Gv:;.h‘u‘.ﬂ
o Release product
« Collect consumer feedback
6 [ o O o] 2
=~ ¥
—  Click to add notes
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Figure 15-33: Click Convert to SmartArt Graphic on the Home tab.

e Click one of the designs.

A preview of the selected design appears, along with its
description. (See @) in Figure 15-34.)

@ Click OK. The text is replaced by a SmartArt graphic that
uses that same text.
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Figure 15-34: Select the design to use.

Edit and format SmartArt text

All SmartArt has text placeholders, which are basically text boxes.
You simply click in one of them and type. Use the usual text-
formatting controls (Font, Font Size, Bold, Italic, and so on) on
the Home tab to change the appearance of the text. Some things
to note about SmartArt text:

e You can also select the text and then use the formatting
tools on the mini toolbar.

e You can also type, edit, and format text in the Text pane.
The formatting will not preview in the Text pane, however.

e Another formatting option is to use WordArt Styles group
on the Format tab to apply WordArt formatting.
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Figure 15-35: Edit SmartArt text.
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V?‘“‘NG! The text in the outline pane is not always in the order you would
S expect it to be for the graphic because it forces text to appear in
linear form from a graphic that is not necessarily linear. It does
not matter how the text appears in the Text pane because only
you see that. What matters is how it looks in the actual graphic.

Here are some tips for working with SmartArt text:

e To leave a text box empty, just don't type anything in it. The
[Text] placeholders do not show up in a printout or in Slide
Show view.

e To promote a line of text, press Shift+Tab; to demote it, press
Tab in the Text pane.

e Text wraps automatically, but you can press Shift+Enter to
insert a line break if necessary.

e In most cases, the text size shrinks to fit the graphic in which
it is located. There are some exceptions to that, though; for
example, at the top of a pyramid, the text can overflow the tip
of the pyramid.

e If you resize the SmartArt graphic, its text resizes automatically.

o All of the text in a SmartArt graphic is the same size, so if you
enter a really long string of text in one box, the text size in all
of the related boxes shrinks too. You can manually format parts
of the SmartArt graphic to change this behavior. For example,
you can select one shape and choose a different font size for
the text in it.

Modify the structure of a SmartArt graphic

The structure of the SmartArt graphic includes how many boxes
it has and where they are placed. Even though the graphic types
are all very different, the way you add, remove, and reposition

shapes in them is surprisingly similar across all types.

\WNG/
g““ Not all SmartArt graphic types can accept different numbers of

shapes. For example the four-square matrix graphic is fixed at
four squares, and you can’t add or remove shapes.

Insert a shape
To insert a shape:

1. Click a shape that is adjacent to where you want the new
shape to appear.

e On the SmartArt Tools Design tab, click the arrow on the
Add Shape button to open a menu.
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9 Click the desired shape to add. The choices on the
menu depend on the graphic type and the type of shape
selected.

If you click the face of the Add Shape button instead of
the arrow, you add a shape of the same level and type as
the selected one, and the menu does not appear. (See Q
in Figure 15-36.)
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Figure 15-36: Add a shape.

Delete a shape

To delete a shape, click it to select it in the SmartArt graphic, and
then press the Delete key on the keyboard. You might need to
delete subordinate shapes before you can delete the main shape.

Promote and demote text

The difference between a shape and a bullet is primarily a matter of
promotion and demotion in the Text pane’s outline. The Text pane
works just as the regular Outline pane does in this regard; you can
promote with Shift+Tab or demote with Tab. You can also use the
Promote and Demote buttons on the SmartArt Tools Design tab.

Reorder shapes or change
the flow direction

You can easily reorder individual shapes. For example, suppose
you have a graphic that illustrates five steps in a process and you
realize that steps 3 and 4 are out of order. You can move one of
them without having to retype all of the labels:

0 Select a shape and then on the SmartArt Tools Design tab,
click Move Up or Move Down.

Each SmartArt graphic flows in a certain direction. A cycle
graphic flows either clockwise or counterclockwise. A



pyramid flows either up or down. If you realize after typing
all of the text that you should have made the SmartArt
graphic flow in the other direction, you can change it.

O Click the Right to Left button on the SmartArt Tools Design
tab. It is a toggle; you can switch back and forth freely.

H - B &

Home Insert Design Transitions

17 Add shape ~ T MoveU
[:=] Add Bullet > mote J Move Down
EdTextPane & Rightto Left

Create Graphic

Figure 15-37: Use the buttons on the
Design tab to reorder the shapes.

Reposition shapes

You can individually select and drag each shape to reposition
it on the SmartArt graphic. Any connectors between it and the
other shapes are automatically resized and extended as needed.

Reset a SmartArt graphic

After making changes to a SmartArt graphic, you can return it to
its default settings.

On the SmartArt Tools Design tab, click Reset Graphic. This
strips off everything, including any SmartArt styles and man-
ual positioning, and makes it exactly as it was when you
inserted it, except it keeps the text that you've typed. (See 0 in
Figure 15-38.)
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Graphic -
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Figure 15-38: Reset the graphic.

Change to a different layout

When you insert a SmartArt graphic you choose a type, and you
can change that type at any time later:

O 1o change the layout type, choose from the Layouts gallery
on the SmartArt Tools Design tab.
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e If the type you want doesn't appear, click More Layouts at
the bottom of its menu to redisplay the same dialog box
as in Figure 15-34, from which you can choose any layout.
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Figure 15-39: Choose a different layout.

Format a SmartArt graphic

Next let’s look at some ways to improve the appearance of a
SmartArt graphic. You can format a SmartArt graphic either auto-
matically or manually. Automatic formatting is the default, and
many PowerPoint users don't even realize that manual format-
ting is a possibility. The following sections cover both.

Apply a SmartArt style

SmartArt Styles are preset formatting specs (border, fill, effects,
shadows, and so on) that you can apply to an entire SmartArt
graphic. They make it easy to apply surface texture effects that
make the shapes look reflective or appear to have 3-D depth or
perspective.

To apply a SmartArt style:
1. Select the SmartArt graphic.

@ On the SmartArt Tools Design tab, click one of the
samples in the SmartArt Styles group.

OR

@ Click the More button and then select from a larger list.
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Figure 15-40: Apply a SmartArt style.

Change SmartArt colors

After you apply a SmartArt style, as in the preceding section,
you might want to change the colors used in the graphic. You
can choose a Colorful scheme (one in which each shape, or the
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shapes at each level, have their own colors), or you can choose a
monochrome color scheme based on any of the current presenta-
tion color theme's color swatches.

To change the colors:
1. Select the SmartArt graphic.
e On the SmartArt Tools Design tab, click Change Colors.

e Click the desired color combination.
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Figure 15-41: Change SmartArt colors.

Manually apply colors and
effects to individual shapes

In addition to formatting the entire graphic with a SmartArt
Style, you can also format individual shapes using Shape Styles.
This is pretty much like formatting text boxes, as you learned
earlier in this chapter. Here’s a quick review.

1. Select a shape in a SmartArt graphic.

9 On the SmartArt Tools Format tab, select a shape style
from the Shape Styles gallery.
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e (Optional) Fine-tune the style by using the Shape Fill,
Shape Outline, and/or Shape Effects buttons, and their
associated menus.
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Figure 15-42: Format an individual shape manually.
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CHAPTERSIXTEEN

Adding
Movement
and Sound to
a Presentation

ave you ever heard the phrase “Death

by PowerPoint”? It means being bored
to death by a dull, long, lifeless presenta-
tion, usually with someone droning on
about the slide’s text-heavy content in too
much detail.

To avoid causing this kind of agony for
your audience, you can enliven your slides
by adding movement and sound to them.
You can set up different transition effects
for moving from one slide to another, and
you can animate the individual objects on
a slide so that they enter or exit the slide
or emphasize a certain point. (Don’t go
overboard in the other direction, though;
too much bling can be worse than none
atall.)

You can also add sound and video clips

to a presentation. In earlier versions of
PowerPoint, some types of video were
difficult to integrate, but today’s PowerPoint
is greatly improved in this area, and you
can integrate many sound and video types
seamlessly into your show.

In This Chapter
= Adding slide transition
effects

= Setting slides to advance
manually or automatically

u=> Animating objects

= |nserting a sound clip on
aslide

= Associating a sound with
an event

u=|nserting a video clip on
a slide
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Add slide transition effects

Transitions are movements from one slide to another. The default
transition effect is None, which means the slide simply goes
away and the next one appears. Some of the alternatives include
Fade, Push, Wipe, Split, and Cut, to name only a few. Some
things to note about transitions:

O You can apply transitions from the Transitions tab.

e Click More in the Transitions to this Slide group to see
more choices.

Some of the transition effects have options that determine
the direction of the action. For example, a Wipe transition
might wipe from the left, right, top, or bottom, or from
one of the corners. Other effects have no such options
because they can happen only one way.

e If options are available, you can click the Transitions tab
and choose them from the Effect Options button.

2 - 0 G - Learning Styles.pptx - PowerPojpt Draving Tools | a %
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Figure 16-1: Apply transitions from the Transitions tab.

Q You can also set several other properties for a transition.
You can assign a sound to it, for example. To do so, open
the Sound drop-down list and select a sound.

G At the bottom of the Sound list you can click Other Sound
to use a sound file of your own.

GTO control the speed of the transition, change the Duration
setting (measured in seconds). A longer duration will make
the transition occur more slowly.

@ In most cases, you should make all the slides in your
presentation have the same transition, sound (if any), and
duration. To quickly do so, click Apply to All after making
your choices.
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Figure 16-2: Apply transitions from the
Transitions tab.
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Figure 16-3: Set the transition’s duration,
and optionally apply the same transition to
all slides.

Set slides to advance manually or automatically

You can choose on the Transitions tab how slides advance even
if you do not use any transition effect (that is, transition setting
is None).

By default, slides advance only on mouse click. That means that
no matter how long you leave a slide onscreen, PowerPoint
doesn't try to advance to the next slide until you give the signal.
(That signal can be an actual mouse click or the press of a key,
such as Enter, spacebar, or the right-arrow key.)

If you want some (or all) slides to advance automatically after a
certain amount of time, you can specify this advancement on the
Transitions tab. You can specify an automatic transition instead
of or in addition to the default On Click behavior. If you mark
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both check boxes, slides will advance immediately on mouse
click, but will also advance automatically after the specified time
interval has passed since the last slide.

To set slides to advance, follow these steps:

0 Display the slide to affect, or select multiple slides to
affect in the Slides pane in Normal view, or in Slide Sorter
view. If you want to affect all slides, it does not matter
which slide you select.

e Click the Transitions tab.

e Make sure On Mouse Click is marked. (It is marked by
default.)

O 1o allow slides to advance automatically, mark the After
check box.

© Use the increment arrow buttons to specify an amount of
time (in seconds) in the After box.

@ To apply this setting across all slides, click Apply to All.
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Figure 16-4: Choose how slides will advance.

Animate objects

Animations are movements that are somewhat like transitions
except they apply to individual objects on a slide rather than the
entire slide. For example, you can animate a picture so that it
appears after everything else on the slide has already appeared,
or you can make the bullet points on a slide appear one by one
rather than all at once.
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You can create four types of animations in PowerPoint:

® An entrance animation governs how an object appears on the
slide.

e An exit animation governs how an object leaves the slide.

® An emphasis animation makes the object do something to call
attention to itself when it is neither entering nor exiting; this
might include changing color, moving around, or making a
sound.

e A motion path animation (not covered in this chapter) moves
an object on the slide following a predefined path you specify.
It's kind of like setting down model railroad tracks and letting
the object be the train moving on the track.

Create an entrance animation

Use an entrance animation whenever you want certain con-

tent on a slide to appear after the slide background has already
appeared (and possibly other content on the slide, too). Any
objects that you don’t animate will appear at the same time the
slide background does; any objects you animate will appear after
that in a sequence you specify.

To create an entrance animation, follow these steps:

0 Select the object to animate. If you want to animate text,
select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

Keep in mind that during a presentation, anything that
doesn’t have an entrance animation appears when the slide
itself appears, and animations happen after that. So, for
example, if you animate the first paragraph of a bulleted list
but not the other paragraphs, when the slide displays you'll
initially see all the other paragraphs, but not the first one.

9 On the Animations tab, click Add Animation.

QYou can also click the More button in the Animation
group to choose an animation; the menu that appears
is the same as the menu for the Add Animation button.

When animating an object or text that currently has no
animation, the menus on the More button and on the
Add Animation button work the same. The difference
comes in later. If you want to change to a different
animation later (of the same type: entrance, emphasis,
exit, or motion path), use the menu on the More
button. If you want to set up multiple animations

for the same object, add each new one with the Add
Animation button.
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@ If the animation you want happens to appear in the
Entrance section of the menu, you can click it and then
skip the rest of the steps.

9 Click More Entrance Effects.
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Figure 16-5: Create a new entrance effect.
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e Click an entrance effect, and watch the preview of it on

the slide, behind the dialog box. Drag the dialog box to
the side if needed.

Effects in the dialog box are ordered by category: Basic,
Subtle, Moderate, and Exciting. Your opinion may be
different, of course, but these categories provide a starting
point for making your choice.

O After you have selected the desired effect, click OK.

After you apply an animation to a text box that contains
multiple paragraphs, each paragraph has a number next
to it, indicating the order in which the paragraphs will be
animated. (See Q in Figure 16-7.)

To adjust an animation’s options, see the section “Change an

animation’s options” later in this chapter. To resequence the
order of the animations on a slide, see the section “Change ani-
mation sequence.”
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Figure 16-6: Select the desired
effect and click OK.
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Being serious makes for better learning
A guiet room means people are learning
Only the experts get to talk

Figure 16-7: Numbers represent

the animation sequence.

Create an emphasis animation

An emphasis animation calls attention to an object on a slide

when it is neither entering nor exiting. PowerPoint offers many
types of emphasis animations, including Grow/Shrink, Spin, and
various color changes.

A\\J

The following process is very similar to that of adding an

entrance animation, so glance back at the preceding section for
some additional tips and details:

1. Select the object to animate. If you want to animate text,

select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

2. On the Animations tab, click Add Animation.

3. Click More Emphasis Effects.

e Click an emphasis effect, and watch the preview of it on

the slide, behind the dialog box. Drag the dialog box to

the side if needed.
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Some animation effects may be unavailable for the type of
object you are animating. For example, Font Color is not
available for a graphic. (See @) in Figure 16-8.)

O After you have selected the desired effect, click OK.

Add Emphasis Effect 7 x

Basic
Fill Color A 0
Grow/Shrink Line Color
Spin Transparency

Subtle

Complementary Color Complementary Color 2
Contrasting Color Darken
De

Object Color

Lighten

Pulse

Moderate

Calor Pulse

Exciting

Blink

Preview Effect 5 o

Figure 16-8: Choose an
emphasis effect.

Create an exit animation

An exit animation causes an object to leave the slide before the
next slide appears. Without an exit animation applied, an object
stays onscreen until the next slide appears. Exit animations are
often used in combination with entrance animations to make an
object enter, stay for a specified time, and then exit.

The following process is very similar to that of adding an
entrance animation, so look back at that section for some addi-
tional tips and details:

1. Select the object to animate. If you want to animate text,
select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

2. On the Animations tab, click Add Animation.
3. Click More Exit Effects.

o Click an exit effect, and watch the preview of it on the
slide, behind the dialog box. Drag the dialog box to the
side if needed.

O After you have selected the desired effect, click OK.
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Figure 16-9: Choose an exit
effect.

Choose a different animation
To choose a different animation for an object, do the following:
0 Select the object.

9 On the Animations tab, click the More button in the
Animations group.
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Figure 16-10: Click More.

399



400

3

9 Click the command that corresponds to the type of

animation you want to change to.

You can also choose one of the options from the menu
and skip the rest of the steps. (See @) in Figure 16-11.)

In step 3, it does not have to be the same type as was pre-
viously applied. For example, you can replace an entrance
effect with an emphasis effect.

None

None

Entrance

Appear Fade Fly In
Wipe Shape Wheel
upe o
g * ¥
Zoom Swive! Bounce
Emphasis
Pulse Color Pulse Teeter
Desaturate Darken Lighten

% More Entrance Effects.

hasis Effects 0

*  More Exit Effects...

More E

3¢ More Motion Paths...

1 "
Float In Split
= 2

Random Bars Grow & Tum

0

Spin Grow/Shrink

k

ransparency Object Color |«

Figure 16-11: Choose a different animation.

4. Click the desired animation.

5. Click OK.

Change an animation’s options

Animation options include the duration, the delay, and the
sound effects assigned to an animation. You can set all these
from the Animations tab. Consider Figure 16-12:

e Set an animation’s start trigger using the Start drop-down

list on the Animations tab.
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Figure 16-12: Choose what will cause the
animation to start.

An animation event can be set to start in any of these

ways:

e On mouse click: The event occurs when you click the
mouse (or do some other equivalent action to advance
the presentation, such as press Enter).

e With previous: The event occurs simultaneously with
the previous animation event. If there is no previous
animation event for this slide, it occurs simultaneously
with the slide itself displaying.

o After previous: The event occurs after the previous an-
imation event has completed. If there is no previous
animation event for this slide, it occurs after the slide
itself displays.

eThe animation’s Duration determines how quickly it
executes. A longer duration means a slower execution.

eThe Delay setting determines the length of the pause
between the previous event and this one.

o do..
Start: After Previ
(© Duration: |02.00

(® Delay: 00.00

\é

&

Timing

- | Reorder Animation

- Move Earlier

3] - x

Faithe Wempen

Figure 16-13: Set the animation duration

and delay.

You can also choose effect options from a dialog box for more
choices. Display the animation pane (covered next), and then
right-click the animation effect in the Animation pane and

choose Effect Options.
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Display the Animation Pane

If you have more than one animated object on a slide, you
may find it useful to see all the animations in a list form. The
Animation pane provides such a list:

e To display the Animation pane, click the Animation Pane
button on the Animations tab.

e When the paragraphs in a text box are individually
animated, they show by default as a collapsed group in
the Animation pane.

@ You can click the gray bar below the group to expand it to
see each paragraph’s animation individually listed.
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Figure 16-14: Display the Animation pane.

Q You can tell the animation type by the color of the bar on
it. Entrance is green; emphasis is yellow; exit is red; and
motion path is gray.

G You can tell the duration of an animation by the length of
the colored bar.

G The seconds scale gives you a visual benchmark for the
number of seconds a colored bar represents.

@ A mouse icon next to an animation means it is triggered
on mouse click.

@ A clock icon means the animation is triggered automatically
after the previous animation event.

402



Animation Pane

b Play From -

1" % People leam D0
28 Y Ateacherist..[l
3'H J Being seriou... [I
0 Y A quiet roo.. D
58 Y Only the exp.. |:|

Picture 3 :'0 5

?

Seconds ~ <E| 2z 4 6 |»

Figure 16-15: Use the Anima-
tion pane to get information
about the animations.

Set text animation options

You can animate graphic objects or text. If you animate text (for
example, a bulleted list), you can control whether the text ani-

mates as a whole or paragraph-by-paragraph.
To change the way text is animated, follow these steps:

ﬂ In the Animation pane, right-click the animation to
change. If there are multiple paragraphs, each listed as
separate animations, you can right-click any of them in

the set.
9 Click Timing.
Animation Pane T
I Play Selected -

1 ’FB ¢ People learn D
2’1 Ateacheristm[lﬂ <]
35 o Beil[f] start on giick
4% ¥ Aq Start With Previous
5% Y Onl @ Start After Previous
& @ Pict Effect Options...
Timing..:
Hide Advanced Timeline

Remave

Figure 16-16: Choose Timing
to access text animation
options.
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9 Click the Text Animation tab.

0 Open the Group Text drop-down list and choose how to
separate the text for individual animations.

e (Optional) To animate text from bottom to top (rather
than top to bottom, the default), mark the In reverse
order check box.

0 click OK.

Fly In ? *
Effect  Timi Text Animation

Group text: | By 1st Level Paragraphs

[ automat As One Object
All Paragraphs At Once

Znimate [By 1st Level Paragraphs

In revers By 2nd Level Paragraphs
3 =~ 7|y 3rd Level Paragraphs

By 4th Level Paragraphs
By 5th Level Paragraphs

o 30 e

Figure 16-17: Set text animation options.

Copy animation effects between objects

You can quickly copy animations from one object to another
with the Animation Painter command. This command is handy
when several objects on a slide should be animated identically.

To copy an animation effect:
1. Select the object that contains the effect already.
9 On the Animations tab, click Animation Painter.

3. Click the object that should receive the animation.
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Figure 16-18: Use Animation Painter to copy animation.
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Change animation sequence

Here are some tips for changing the order in which animations

are sequenced on a slide.

e Animations are sequenced in the order in which they are
created, and they appear in that order in the Animation

pane.

eThe numbers assigned to each animation effect also reflect

the order.

To move an animation up or down in the sequence:

c Select the effect in the Animation pane.

e Click The Up or Down arrow to move the animation.

@ You can also use the Move Earlier or Move Later command
on the Animations tab. These are useful if the Animation
pane is not open, for example.
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You can also drag an animation up or down on the list to change

its sequence.

Insert a sound clip

When you place a sound clip (sometimes called an audio clip)
on a slide, a speaker icon appears to represent it. Playback con-
trols appear beneath the icon, so you can control the clip during
the show. You can also assign a sound to an object, so that click-
ing the object plays the sound.
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Insert a sound clip icon on a slide

With this method, an actual sound object is placed on the slide,
represented by a speaker icon. You can set up the sound to play
automatically or to wait until someone clicks the speaker icon.

To insert a sound clip icon:
6 Display the slide on which the sound clip icon should be
placed.
9 On the Insert tab, click Audio.

e Click Audio on My PC.
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Figure 16-20: Choose Audio on My PC to insert an existing sound clip.

e Browse to and select the audio clip. PowerPoint supports a
variety of formats.

e Click Insert. The sound clip icon is placed in the center of
the slide.
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Figure 16-21: Select the sound clip.

6. (Optional) Drag the speaker icon to move it if desired.
After inserting the sound clip, you can adjust it using the options
in the Audio Options section of the Audio Tools Playback tool-

bar, as follows:

0 Choose how the sound should be triggered. The default
is On Click, but you can also choose Automatically so
that the sound plays as soon as the speaker icon appears.
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(It appears when the slide itself appears unless you set an
entrance animation for it.)

e If the sound clip is long, and you want it to continue
playing if it isn’t finished when the next slide appears,
mark the Play Across Slides check box.

O If you want the sound to repeat, mark Loop until Stopped.

QTO hide the speaker icon, mark Hide During Show. Don't
do this if you have the Start setting set to On Click,
though, because it'll make it impossible for the sound to
ever be triggered.

O The Play in Background button automatically sets up a
sound clip to serve as a soundtrack for the presentation
by making the following setting adjustments: Start
automatically, Play Across Slides, Loop Until Stopped, and
Hide During Show all selected.
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Figure 16-22: Adjust sound playback options.

Attach a sound to a picture on a slide

If you plan on keeping the speaker icon on the slide, why not
replace that boring speaker with a more interesting piece of
artwork? This is also a good way to camouflage the sound icon if
you need to keep an icon somewhere on the slide for the sound
but you don’t want the audience to notice. The drawback of this
method is its lack of flexibility; you don't get playback tools with
this method like you do with the speaker icon, and you can't
make the sound play automatically.

To associate a sound with an object, follow these steps:
o Select the picture.
e On the Insert tab, click Action.
e On the Mouse Click tab, mark the Play Sound check box.

o Open the Play Sound drop-down list and choose Other
Sound. The Add Audio dialog box opens.
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Figure 16-23: Choose a sound as the action associated with the picture.

e Navigate to and select the audio clip.
O click OK.
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Figure 16-24: Choose the audio clip.

Here's an alternate method of making a sound play on click of a
particular object:

1. Insert the sound icon on the slide, as you learned in
“Insert a sound clip icon on a slide” earlier in this chapter.

9 If needed, insert the object on the slide that should be
clicked to play the sound. If you don't already have one in

mind, you might draw a simple circle or square with the
Drawing tools, for example.

e Select the sound icon.

e On the Audio Tools Playback tab, click No Style to clear
previous settings.

e Mark the Hide During Show check box.
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Figure 16-25: Make sure the sound icon is set to not appear during the show.

6 On the Animations tab, click Trigger.
e Point to On Click Of.
9 Click the desired object that should trigger the sound.
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Figure 16-26: Select the object that will trigger the sound.

After creating a trigger-based animation, you will probably want
to test it in Slide Show view. From the Slide Show tab, click From
Current Slide. Then click the trigger object to see if the sound

plays.
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Insert a video clip on a slide

PowerPoint 2016 accepts video clips in a variety of formats,
including Windows Media, Windows Video, QuickTime, MP4,
and Flash. You can place a video clip on a slide either within a
content placeholder or as a standalone item. You can also apply
formatting to a video clip, such as a video style that governs the
shape and appearance of the clip’s frame.

You have a choice of video sources. You can insert a video stored
on your own PC, or you can link to an online video.
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Link to an online video

Many web sites host online videos. If you will have Internet
access during your presentation, you might choose to link to an
online copy of a video rather than embed a large video file in
your presentation.

To link to an online video, follow these steps:

1. If the video is not on YouTube, go to the site where it is
hosting and get an embed code for the video. The exact
procedure varies. For example, on a video hosted by
Vimeo, here are the steps:

a. On the video clip, click the Share button.
b. Click Embed Code.

c. Select the code and then click Copy or press Ctrl+C to
copy the code to the Windows Clipboard.

2. Display the slide on which you want to place the video.
@ On the Insert tab, click Video, and then click Online Video.

OR
@ In an empty content placeholder, click the Insert Video
icon.
") If you use a content placeholder, the video will be placed
in the placeholder. If you use the Video command on the
Insert tab, the video will be placed as a free-floating object
on the slide.
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Figure 16-27: Use a content placeholder or choose Video from the Insert tab.
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@ If you copied a code in step 1, click in the From a Video
Embed Code text box and then press Ctrl+V to paste the
code. Then skip to step 6.

OR

@ Click in the Search YouTube box and type keywords
representing the video you want to find and insert. Then
press Enter.

Insert Video

My Fromafile

Browse »
Browse files an your computer or local netwark

& OneDrive - Personal
faithe@wempen.com

Browse »

YouTube regons aece] <) |
The largest worldwide video-sharing community!

From a Video Embed Code
Q Paste the embed code 10 insert a video from a web <iframe src= nups'/fplayer.vlmeacm

B

Also insert from:

Figure 16-28: Paste an embed code or search YouTube.

e Select the desired video in the search results.
e Click Insert.

1 BACK TO SITES

T YouTube
35079 search results for regional dialects

regional dialects

1>

Mapping How Americans Talk - Soda vs. Pop...
TheAtlantic -

1 item selected Insert Cancel

Figure 16-29: Select a video to insert.

A\
Most of the commands on the Video Tools Playback tab on the

Ribbon are unavailable for web-hosted video clips.
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Insert a video from your PC

When the video is from your own PC, you can insert it into the
presentation so that it will be available all the time, even when
there is no Internet connection available. The downside is that
the video embedded in the presentation file increases the file’s

size.

o Display the slide on which you want to place the video.

@ On the Insert tab, click Video, and then click Video on
My PC.

OR

@ In an empty content placeholder, click the Insert Video
icon. Then in the Insert Video dialog box (refer back to
Figure 16-28), click the Browse hyperlink next to From

a File.
") If you use a content placeholder, the video will be placed
in the placeholder. If you use the Video command on the
Insert tab, the video will be placed as a free-floating object
on the slide.
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Figure 16-30: Choose to insert a video from a file.

3. In the Insert Video dialog box, navigate to and select the
video clip.

4. Click Insert.
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You can control the video's playback with the Video Tools
Playback tab. While video editing in PowerPoint is beyond the
scope of this book, here are a few interesting features to experi-
ment with on your own:

® You can trim a video clip to remove unneeded portions at the
beginning or end.

@ You can make the video fade in or out.

® You can set a volume for the video clip that's separate from the
overall volume.

® You can add a bookmark at a certain point in the video, and
then hyperlink to that bookmark elsewhere in the presentation,
so that you can jump to a particular spot in the clip easily.
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CHAPTERSEVENTEEN

Presenting
a Slide
Show

owerPoint gives you various methods In This Chapter
for delivering your presentation: You
can deliver a presentation live in a meeting = Displaying a slide show
room, broadcast it on the Internet, pack- onscreen

age it on a writeable CD, or send it out via

email, just to name a few. = Annotating slides with

the Pen tool

This chapter focuses on the most popular
delivery method: delivering a live show to
an audience in person. You learn how to = Printing handouts
display a PowerPoint presentation onscreen,
including how to move between slides and
how to annotate slides with the Pen tools.
You also learn how to print handouts, either
in PowerPoint or in Microsoft Word.

= Jsing Presenter view

w=Exporting handouts to
Word

For information about some of the other
delivery methods, such as creating a CD

or broadcasting and presentation, visit the
Help system in PowerPoint or check out my
book PowerPoint 2013 Bible, also published
by John Wiley & Sons. Even though it is
about the 2013 version, the two versions are
so similar that 99 percent of the instructions
still apply.

\\J
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Display a slide show onscreen

To give an onscreen show, use Slide Show view. It displays each

slide full-screen, one at a time. For larger audiences, you may

want to hook up a projector to your computer so the audience
<P can see the slides more easily.

Pressing the Windows key and P connects a notebook PC to a
projector or a second screen.

Slide Show view is unlike other views in that you don't access it
from the View tab. On the Slide Show tab of the Ribbon:

O Click From Beginning to start Slide Show view with the
first slide in the presentation. Keyboard shortcut: F5.

e Click From Current Slide to start Slide Show view from
the current slide. Keyboard shortcut: Shift+F5.

a5 0 @ - Learning Styles pptx - PowerPoint Video Taols 3] — a
Home Inset  Design  Transiions  Animations  SlideShow  Review  View  Format  Playback ) Tell me what you want 1o o Faithe Wempen

= L g it v s -
o & Iz L—’r A A& Play Narration & Monitor: Automatic
& == &) O | Use Timings

From sent Custom Slide  SetUp  Hide  Rehearse Record Slide
Beginning Current Slide Online~  Show=  Slide Shew Slide  Timings  Show= % Show Media Controls

start Slide Show setup Maoitors A

| Use Presenter View

Figure 17-1: Enter Slide Show view from the Slide Show tab.

@ You can also enter Slide Show view at the current slide by
clicking the Slide Show icon in the status bar.

= Notes Il Comments E == E ¥ -——————+ 51% [

Figure 17-2: Enter Slide Show view from the status bar.

< If you want to show your presentation one slide at a time but prefer

to do so in a resizable window rather than full-screen, use Reading
view (accessible both from the View tab and the status bar).

Move between slides in Slide Show view

To move from one slide to the next or to trigger the next on-click

animation on a slide, click the left mouse button, or press any

key on the keyboard (except Backspace or the left arrow). To

move backwards to the previous slide, press Backspace or the left
<P arrow. That's all you need to know at the most basic level.

Right-click and choose Help in Slide Show view to get a list of
the shortcut keys available.

To jump to a specific slide, do the following:

ﬂ Right-click to display the shortcut menu, as in Figure 17-3.
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You can also use this shortcut menu to go forward (Next)
or back (Previous). (See @ in Figure 17-3.)

@ Click See All Slides.

le:{t>ﬂ

See All Slides <)

Zoom In

Show Presenter View

Screen 4
Pointer Options »
neip

Pause

End Show

Figure 17-3: Right-click in Slide
Show view for a shortcut menu.

The current slide has a red border around it. (See @ in
Figure 17-4.)

e Click the slide you want to display.

Figure 17-4: From the See All Slides pane, click the desired slide.
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Here's an alternate way to jump to a specific slide:
1. Press Ctrl+S for the All Slides dialog box.
9 Click the desired slide.
9 Click Go To.

All Slides ? X

Show:
All Slides
Slide ftitles:

1. Learning Styles &
. Myths About Learning

. Ways People Learn<@))

. About Learning Styles

. Let's Do an Exercise...

. Learning Style 1: The Peact

. Learning Style 2: The Truth

. Learning Style 3: The Solut
.1earnina Stvle 4: The Risk ™
>

O 00 = O bW

~

Last slide viewed

Figure 17-5: Jump to a specific
slide with the All Slides dialog
box.

If you happen to know a slide’s number, you can type the num-
ber and press Enter to jump to it.

End the slide show

A slide show ends automatically when you reach the last slide. A
black screen appears, along with a message End of slide show, click
to exit. When you click, you are returned to whatever view you
were working with before entering Slide Show view.

You can also end a slide show early by pressing the Esc key, or by
right-clicking to display the shortcut menu (refer to Figure 17-3)
and then clicking End Show.

Use the slide show tools

You can also use the buttons in the lower left corner of the
screen in Slide Show view. They're very faint at first, but if you
move the mouse pointer over one, it becomes solid. Click a
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button to open a menu or click the right- or left-arrow buttons
there to move forward and back in the presentation.

I enhanced Figure 17-6 to show all the buttons in their “bright”
mode at once, so you can see them better. In reality, a button
lights up only when you point at it, and you can point at only
one at a time.

The buttons are:

0 Previous: A left-pointing arrow. Use this to go to the
previous slide.

@ Next: A right-pointing arrow. Use this to go to the next
slide.

O Pen: Opens the Pen menu, which you can use to control a
mouse-controlled “pen” that draws on the slides. (A closer
look at that menu is coming up in the next section.)

Q Show All Slides: Opens the same pane as in Figure 17-4,
showing thumbnails of all slides. Click a slide to jump to it.

0 Zoom: Changes the mouse pointer to a large rectangular
magnifier. Drag it around onscreen to the area you want
to magnify and then click. Press Esc to return to regular
viewing.

e Options: Opens a menu containing several miscellaneous
commands for working in Slide Show view.

OIOIAIE]

Figure 17-6: The tools in the lower left
corner in Slide Show view.

You might wonder why there are so many different methods of
doing the same things. For example, why is there a navigation
button that does nothing but duplicate the functionality of a
right-click menu? And why are there Previous and Next buttons
in Figure 17-5 for moving between slides when there are at least
three other methods of doing the exact same thing?

Here's the reason: PowerPoint allows you to lock down or
disable certain navigation methods in Slide Show view so that
people interacting with your presentation at an unattended com-
puter won't inadvertently (or purposely) disable or damage the
presentation. When one method is disabled, you might need to
rely on another method to do what needs to be done.
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Temporarily blank the screen

If you need to temporarily suspend the presentation, such as for
a break or an impromptu discussion, you may want to blank the
screen during the break.

To do so, press the B or . (period) key for a black screen or the W
or, (comma) key for a white screen. Press the same key again to
toggle back to the presentation.

You can also right-click, point to Screen, and then click either
Black Screen or White Screen. (See @) in Figure 17-7.)

MNext

Last Viewed
See All Slides

Zoom In

Show Presenter View
Screen 4 Black Screen

Pointer Options 4 White Screen><0
Help

Pause Show Taskbar

End Show

Figure 17-7: Blank the screen (either black or white).

The pen tools work when the screen is blank, so you can blank
the screen to give yourself an open area in which to draw a quick
diagram.

Pause the presentation

If the slides are set up to automatically advance, you might need
to pause the show if there’s a delay, such as an audience member
asking a question. To pause an automatically advancing presen-
tation (without blanking the screen), press the S key, or right-
click and then click Pause.

Get help

There are a lot of keyboard shortcuts to remember in Slide Show
view. To see a list of them, do the following:

1. Right-click in Slide Show view and choose Help.

e Review the information provided.



9 Click a tab to see keyboard shortcuts pertaining to a

specific activity.

0 When you are done getting help, click OK.

Slide Show Help
General Rehearse/Record Media Ink/Laser Painter Touch

General shortcuts

"N, left click, space, right or down arrow, enter, or page down
'P", backspace, left or up arrow, or page up

Right-click
& G, =, or Cirl+
'+ or Ctri+'+
Number followed by Enter
Esc, or Ctrl+Break
Ctrl+S
‘Bor’!
W or
g
"
Hold both the Right and Left Mouse buttons down for 2 seconds
Ctrl+T
Ctrl+H/U
Ctrl+Down/Up, or Ctrl+Page Down/Page Up

Advance to the next slide or animation
Return to the previous slide or animation
Popup menu/Previous slide

Zoom out of a slide; See all the slides
Zoom in a slide

Go to that slide

End slide show

All Slides dialog

Blacks/Unblacks the screen
Whites/Unwhites the screen
Stop/Restart automatic show

Go to next slide if hidden

Return to first slide

View task bar

Hide/Show arrow on mouse move
Scroll notes in Presenter View

Df o |

Figure 17-8: Review keyboard shortcut help during a presentation.

As you're giving a presentation, you may want to make some

Annotate slides with the pen tools

notes on the slides, such as circling a word, underlining a phrase,
or highlighting a key concept. The Pen tools enable you to do all
those things. Making these changes is called annotating.

Here's a closer look at the Pen menu (from the Pen button in

Figure 17-6):

e Laser Pointer: This tool does not leave marks on the slide.
e Pen: The Pen leaves a thin line.
e Highlighter: The Highlighter leaves a thick, semi-

transparent line.

Q Eraser: This removes other annotations selectively.

G Erase All Ink on Slide: This removes all annotations from

the current slide.

G Ink color: This changes the ink color used by the Pen and

the Highlighter.
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Figure 17-9: The Pen tools enable you to anno-
tate slides.

When you leave Slide Show view after using one of the pen tools,
a dialog box pops up, asking whether you want to keep your ink
annotations. If you choose to keep them, they appear on the
slides as ink annotation objects, which are very much like line
drawings that you might create by going to the Insert tab and
clicking the Shapes button.

Use Presenter view
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Presenter view is like a control panel for a running presentation.
With Presenter view running on a separate monitor, you can
see any speaker notes for each slide, see what's coming up next,
jump around between slides, and more, all without disturbing
what the audience sees.

It's possible to enter Presenter view on a single-monitor system,
but there’s not much point in it, because it interrupts what the
audience sees on that single monitor.

From Slide Show view, right-click for the shortcut menu, and
then click Show Presenter View.

If the right-click shortcut menu has been disabled for security
reasons, here’s an alternate method: Click the Options button in
the slide show tools (refer to Figure 17-6) and then click Show
Presenter View.

Here are the tools and features available in Presenter View:
e Previous: This button displays the previous slide.
e Next: This button displays the next slide.



O Pen and Laser Pointer Tools: This is the same menu as in
Figure 17-9 for the most part.

@ Show All Slides: This opens the Show All Slides pane
(Figure 17-4).

e Zoom In to the Slide: Enables you to zoom in to show a
close-up of part of a slide.

G Black or Unblack Slide Show: This temporarily hides the
presentation, replacing it with an all-black screen.

< If you want a white screen rather than black, click more

slide show options, point to Screen, and then click White
Screen.

@ More Slide Show Options: This button opens a menu of
additional options, such as Pause, Help, Screen, and Hide
Presenter View.

@ Make the Text Larger and Make the Text Smaller: These
buttons control the font size of any speaker notes for the
active slide.

o End Slide Show: This ends the slide show (both monitors).

o Display Settings: This opens a menu from which you
can choose to swap which monitor is showing which
image, or make the slide show appear on both monitors
(effectively closing Presenter view).

2 SHOW TASKBAR I DISPLAY SETTINGS ™ J U@ END SLIDE SHOW I

0:00:18 I © 11:00 AM

an d . Learning Style 2:
Lear ning Stle 1: The Truth Keeper

The Peacemaker

You prefer people to data

You listen before making your awn paint

You need to connect personally with others to learn

You like personal attention and feedback

You process info through your feelings first, then think about
what you feel

You need plenty of time to take in information and respond
You are influenced by your peers, and like collaboration
Your philosophy is “Be cautious and make sure it works for
everyone”

No Notes

Figure 17-10: Presenter view provides tools for managing a running presentation.
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Print handouts
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Handouts are paper copies of your presentation that you give to
the audience. They give your audience something tangible to
refer to and to take home. They can also write on the handouts
to make their own notes. (Some handout layouts even include
lines for writing.)

When you print in PowerPoint, you have a choice of the type
of printout you want. (Technically you can use any of these
printout types as handouts, although the Handouts type is
obviously custom-made for that purpose.) Here are the choices
available:

® Full Page Slides: A full-page copy of one slide per sheet.

® Notes Pages: One slide per page, but with the slide occupying
only the top half of the page. The bottom half is devoted to any
speaker notes you typed into PowerPoint.

e Outline View: A text-only version of the presentation, struc-
tured as an outline, with the slide titles as the top-level outline
items.

e Handouts: Multiple slides per page (two to nine, depending on
your choice of settings), suitable for giving to the audience to
take home.

Different numbers of slides per page have different layouts. For
example, if you choose three slides per page, the layout has lines
next to each slide so the audience can take notes.

To print handouts, follow these steps:
o Click the File tab, and click Print.
e Enter the desired number of copies.

e Choose a different printer if needed from the Printer
drop-down list.

o Click Full Page Slides to open a menu.
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Figure 17-11: From the Print page in Backstage view, set print options for the handouts.

@ Click one of the layouts in the Handouts section of the

menu.
Print Layout
] E
Full Page Slides Notes Pages Outline
Handouts
S B E
1 Slide 2 Slides 3 Slides

= e U

4 Slides Horizontal | 6 Slides Horizontal | 9 Slides Horizontal

& e =

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
v Frame Slides

Scale to Fit Paper

High Quality

Figure 17-12: Presenter view provides tools for
managing a running presentation.

6. Adjust any other print settings as needed.
0 Click Print to print the handouts.
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Figure 17-13: Click Print to submit the print job to
your printer.

Change the handout masters

When you print handouts from PowerPoint, the Handout
Master’s settings determine the details of how the handouts
appear. You may want to customize the Handout Master before
you print. The Handout Master settings apply only when you're
printing the Handouts layouts, not when printing full-page
slides, notes pages, or outline view.

To customize a handout master:

0 On the View tab, click Handout Master.

- G = & = Learning Styles.pptx - PowerPoint el o

Home  Insert Design  Transit! Animations  Slide Show Review View QT e what you want to do.. Faithe Wempen

f = [EE | [ il N i Q I color == HArange Al _E
; =] |12 = [F L= = >
= Grayscale — B Cascade — -
Normal Outline Slide Notes Reading Slide Handout Notes tes  Zoom  Fitto New Switch Macros
View Sorter Page Wiew Master Master Master Window mmBlackand White  window = Move SpIL windows -

Presentation Views Master Views Show Zoom ColoryGrayscale window Macros A~

Figure 17-14: Choose Handout Master.
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2. If you see a message about edits being lost when saved to
the server, click Check Out.

9 Open the Slides Per Page drop-down list and select the
layout you want to modify.

e To change the orientation, click Handout Orientation and
then click Portrait or Landscape.

e To change the slide size, click Slide Size and then click
Standard or Widescreen.

O To remove any of the placeholders (in the four corners of
the page), clear its check box on the Handout Master tab.

e To change the theme, select a different one from the
Themes button’s menu.
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Slides
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Figure 17-15: Choose which handout master layout to modify.
e To change the Colors, Fonts, or Effects, make a selection
from those buttons’ menus.

9 To add a background color to the handout, select one
from the Background Styles buttons menu.

10. Click Repeat steps 3-9 to modify other layouts if desired.
@‘“‘NG! Q Click Close Master View.
S

Using a background style for something designed to be printed, like
a handout, will use a lot of printer ink, which can be expensive.

Eﬁ 5- 0 @ - - s Learning Styles.pptx - PowerPoint
H ut Master ~ Home Irg Review Vi) Q Tegle what you w, do...
71 Header [ Date A I Colors ~ | Background Styles ~

FontS' Hide Background Graphics

Handout  Slide Slides Per Themes Close
| Footer |v| Page Number ) -
Orientation -~ Size~ Page - - Effects Master View
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Custom Slide Size...

Figure 17-16: Modify the chosen layout.
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Export handouts to Word

For more control over handouts, you can export them to Word.
When they're in Word, you can make modifications that aren’t
possible in PowerPoint, such as changing the sizes of the slide
graphics or adjusting the page margins.

To export handouts to Word, follow these steps:
o Click the File tab and click Export.

e Click Create Handouts.
e Click Create Handouts.
Learning Styles.pptx - PowerPoint 7 - (=] X
Faithe Wempen
L_ Create PDE/XPS Document Create Handouts in Microsoft Word
— Put slides and notes in a Word document
Edit and format content in Word
E Create a Video Automatically update slides in the handout when the presentation changes
- [
(4) Package Presentation for CD E]
i Create
Handouts
’rle Create Handouts 0
Close
B Change File Type

Account

Options

[

Figure 17-17: Choose to create handouts.

e Select the layout you want for the handouts.

If you want a link between the presentation and the Word
document, so that the Word version is updated if the
slides change later, click Paste link. Doing so can create
problems later if the presentation file is moved, so use this
option only if you really need it. (See €Y in Figure 17-18.)

e Click OK. Then wait for Word to generate the handout
document. It may take a minute or two.
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Send to Microsoft ... ? X

Page layout in Microsoft Word

@ Motes next to slides

-:
- O Notes below slides

O Elank lines below slides
— O outline only

Add slides to Microsoft Word document

@ paste

M Paste link
5

Figure 17-18: Select the hand-
out layout to export.

6. In Word, customize the handout document as desired.
You have all of Word’s formatting tools at your disposal.

7. Print your handouts from Word, as you would any other
Word document.
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« Numerics ¢

3-D Rotation effect (PowerPoint), 379
3D-style chart, 269
97-2003, 21

.A.

ABS function (Excel), 194
accessing People area in Outlook, 319
account, setting up in Outlook,
283-292
Account page (File menu), 12
Add Printer wizard, 51-52
adding
columns in Word, 111-112
contacts in Outlook, 319-324
elements to Excel charts, 268-271
line numbers in Word, 98-99
placeholders in PowerPoint,
369-370
rows in Word, 111-112
slide transition effects in
PowerPoint, 392-393
slides in PowerPoint, 345-350
total rows to tables in Excel,
247-249
worksheets in Excel, 173
address, cell, 156
address blocks
correcting spacing issues on in Word,
147-148
inserting in Word, 146-147
addressing email in Outlook,
294-295
adjusting
account settings in Outlook,
290-292

animation options in PowerPoint,
400-401

animation sequence in
PowerPoint, 405

AutoFit setting in Word, 110-111

axis scale of Excel charts, 263-265

bullet characters in Word, 72

chart element’s border and fill in
Excel, 274-277

color of Excel charts, 266-267

column width in Excel, 221-223

data ranges for Excel charts,
262-263

flow direction in PowerPoint,
386-387

handout masters in PowerPoint,
426-427

horizontal alignment in Word,
58-59

how contacts are filed in
Outlook, 322

layouts in PowerPoint, 387-388

locations when saving/opening files,
25-26

message handling rules, 308-309

number types in Word, 72

presentation colors and fonts in
PowerPoint, 362-363

properties of chart elements in Excel,
271-272

row height in Excel, 220-221

send/receive automatic intervals in
Outlook, 297-298

slide layout, 350-351

SmartArt colors in PowerPoint,
388-389

structure of SmartArt graphics,
385-388



adjusting (continued)
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel, 240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
Align Text command
(PowerPoint), 353
alignment, horizontal (Word), 58-59
All Apps list, 6
Alt+Page Down, 157
Alt+Page Up, 157
animation
changing options for in
PowerPoint, 400-401
changing sequence of in
PowerPoint, 405
choosing in PowerPoint, 399-400
copying effects in PowerPoint, 404
of objects in PowerPoint, 394-405
setting text options in PowerPoint,
403-404
Animation pane (PowerPoint),
402-403
annotating slides with pen tools in
PowerPoint, 421-422
applications, moving around in,
17-18
applying
background color to pages in
Word, 97-98
backgrounds to Excel worksheets,
212-214
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BorderArt in Word, 96-97
borders to table cells in Word,
112-114
cell borders in Excel worksheets,
214-216
colors to shapes in PowerPoint,
389-390
conditional formatting in Excel,
226-228
effects to shapes in PowerPoint,
389-390
shading to Excel worksheets,
214-216
shading to table cells in Word, 115
shape styles in PowerPoint,
375-376
SmartArt style in PowerPoint, 388
special effects to chart elements in
Excel, 277-278
styles in Word, 73-74
styles to Excel charts, 265-266
text box effects in PowerPoint,
378-379
text effects, 37-40
themes in Word, 42-43
themes to Excel worksheets,
205-212
area charts, 259
argument, 184-185
arrow keys, 157
aspect ratio, 260
assigning tasks in Outlook, 333-334
attaching
files to messages in Outlook,
295-296
sound to pictures on slides in
PowerPoint, 407-409
attachments received, 299-300
AutoFill, using to fill cell content in
Excel, 162-164
AutoFit setting, changing, 110-111
AutoMark feature, 137
automatic signatures, using in
Outlook, 314-317



auto-numbering pictures in Word,
122-124

AVERAGE function (Excel), 187

axis, 268

axis label, 268

axis scale, changing of Excel charts,
263-265

.B.

backgrounds
applying color to pages in Word,
97-98
applying to Excel worksheets,
212-214
hiding graphics in PowerPoint,
370-371
removing graphics in PowerPoint,
370-371
shading in Word, 69-70
Backstage view
Excel, 157
Office, 11
bar chart, 258, 259
Bcc (blind copy), 293, 294
Bevel effect (PowerPoint), 379
bibliographies, creating in Word,
131-134
Black or Unblack Slide Show
(PowerPoint), 423
blanking screen in PowerPoint, 420
blind copy (Bcc), 293, 294
blocked sender list, managing in
Outlook, 312-314
blocking senders in Outlook,
311-312
Border Sampler feature, 114
BorderArt, applying in Word, 96-97
borders
applying to table cells in Word,
112-114
changing for chart elements in
Excel, 274-277
defined, 112
page (Word), 95-97

placing around paragraphs in
Word, 66-69
PowerPoint, 374
Borders and Shading dialog box, 68
bulleted lists
creating in Word, 70-72
PowerPoint, 352
Bullets button (PowerPoint), 352
business card format, 327

.C.

calculating loan terms in Excel,
192-194
Calendar area (Outlook), 283
captioning pictures in Word,
122-124
carbon copy (Cc), 293, 294
cell cursor (Excel), 156
cells
applying borders to in Excel
worksheets, 214-216
copying data between in Excel,
164-167
defined, 15
deleting in Excel, 167-171,
168-171
editing text in Excel in, 160-162
entering text in Excel in, 160-162
formatting in Excel worksheets
using cell styles, 217-219
inserting in Excel, 167-171,
168-171
moving between in Excel, 157-158
moving data between in Excel,
164-167
referencing in formulas in Excel,
179-180
referencing on worksheets in Excel,
180-182
referring to with absolute
referencing in Excel, 183-184
referring to with relative
referencing in Excel, 182
selecting in Excel, 158-159
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cells (continued)

selecting in Word, 107-110

text wrapping in Excel
worksheets, 223

using AutoFill to fill content in
Excel, 162-164

Word, 101

changing

account settings in Outlook, 290-292

animation options in PowerPoint,
400-401

animation sequence in
PowerPoint, 405

AutoFit setting in Word, 110-111

axis scale of Excel charts, 263-265

bullet characters in Word, 72

chart element’s border and fill in
Excel, 274-277

color of Excel charts, 266-267

column width in Excel, 221-223

data ranges for Excel charts,
262-263

flow direction in PowerPoint,
386-387

handout masters in PowerPoint,
426-427

horizontal alignment in Word,
58-59

how contacts are filed in
Outlook, 322

layouts in PowerPoint, 387-388

locations when saving/opening
files, 25-26

message handling rules, 308-309

number types in Word, 72

presentation colors and fonts in
PowerPoint, 362-363

properties of chart elements in
Excel, 271-272

row height in Excel, 220-221

send/receive automatic intervals in
Outlook, 297-298

slide layout, 350-351

SmartArt colors in PowerPoint,
388-389
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structure of SmartArt graphics,
385-388
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel, 240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
character formatting, 27
Character Spacing command
(PowerPoint), 353
chart area, 268
chart title, 268
charts (Excel)
about, 257
adding elements, 268-271
applying styles, 265-266
changing axis scale of, 263-265
changing color, 266-267
choosing types, 257-259
creating, 259-260
formatting elements, 271-278
modifying data ranges for, 262-263
moving, 260-262
removing elements, 268-271
resizing, 260-262
switching rows/columns, 262
Charts heading (Quick Analysis
feature), 201
cheat sheet (website), 2
checking
heading outline levels in Word,
126-128
spelling and grammar, 43-46



choosing
animations in PowerPoint,
399-400
cells in Excel, 158-159
cells in Word, 107-110
citation style in Word, 132
colors from palette, 34-36
columns in Word, 107-110
data lists for mail merge,
142-143
from Function Library in Excel,
189-190
between manual and style-based
formatting, 30-31
ranges in Excel, 158-159
rows in Word, 107-110
table styles in Excel, 239-240
text, 29-30
types of Excel charts, 257-259
views in PowerPoint, 342-345
citing sources in Word, 131-134
Clear All Formatting command
(PowerPoint), 353
Clear command, 161
clearing sorts in Excel, 245
Clipboard, copying and moving in
Excel using, 166-167
Close (X) button, 8
Close page (File menu), 12
closing files, 23
color scales, in Excel, 224-225
colors
applying to shapes in PowerPoint,
389-390
changing for SmartArt in
PowerPoint, 388-389
changing for text in Word, 36-37
changing in PowerPoint, 362-363
changing of Excel charts, 266-267
selecting from palette, 34-36
Colors dialog box, 35
column chart, 258
columns
adding in Word, 111-112
deleting in Excel, 167-171, 168

inserting in Excel, 167-168,
167-171
removing in Word, 111-112
resizing in Excel worksheets,
219-223
resizing in tables in Word, 110-111
selecting in Word, 107-110
switching in Excel charts, 262
Columns command
(PowerPoint), 353
composing messages in Outlook,
293-296
conditional formatting, using in
Excel worksheets, 224-229
conditions, evaluating with IF
functions in Excel, 194-196
configuring junk mail filter in
Outlook, 309-314
contacts (Outlook)
adding, 319-324
deleting, 322-324
editing, 319-324
forwarding data via email,
327-328
restoring, 322-324
sending messages to, 325-326
content, using Flash Fill to extract in
Excel, 171-172
content placeholders, using in
PowerPoint, 351-354
contiguous cells, 159
Convert to SmartArt Graphic
command (PowerPoint), 353
converting
existing text to tables in Word,
105-107
ranges to tables in Excel, 238-240
tables to ranges in Excel, 241
text to lists in Word, 71
text to SmartArt, 383-384
copying
animation effects in
PowerPoint, 404
data between cells in Excel,
164-167
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copying (continued)
Excel formulas, 182-184
formatting with Format Painter,
40-41
slides in PowerPoint, 348-349
correcting spacing issues on address
blocks in Word, 147-148
COS function (Excel), 194
COUNT function (Excel), 187
Create Source dialog box, 132-133
creating
bibliographies in Word, 131-134
bulleted lists in Word, 70-72
contacts in Outlook, 320-321
custom color schemes in Excel,
210-211
custom font schemes in Excel,
211-212
custom themes in Excel, 207-209
data lists for mail merge, 144-145
documents, 13-14
emphasis animation in
PowerPoint, 397-398
entrance animation in PowerPoint,
395-397
envelopes in Word, 140-141
Excel charts, 259-260
Excel databases, 237-241
exit animation in PowerPoint,
398-399
folders in Outlook, 303-304
indexes in Word, 134-138
labels in Word, 141
layouts in PowerPoint, 365-367
message handling rules in Outlook,
306-309, 307-308
numbered lists in Word, 70-72
page borders, 95-97
page breaks in Word, 91-92
PDFs of documents in Word, 50-51
queries in Excel, 249-250
range names by selection in Excel,
197-199
range names using Define Name
command in Excel, 199-200
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range names using Name Box in
Excel, 199
section breaks in Word, 92-93
slides from Ribbon in PowerPoint,
347-348
slides in Outline pane in
PowerPoint, 346-347
slides in Slides pane in PowerPoint,
345-346
SmartArt graphics in PowerPoint,
380-385
styles in Word, 77-80
table of contents (TOC) in Word,
125-130
tables in Word, 101-107
tasks in Outlook, 328-337
text boxes on slides in
PowerPoint, 355
validation rules in Excel, 252-255
worksheets in Excel, 172-175
XPS versions of documents in
Word, 50-51
Creative Commons, 116-117
Ctrl+arrow key, 157
Ctrl+End, 157
Ctrl+Home, 157
Ctrl+Page Down, 157
Ctrl+Page Up, 157
Custom AutoFilter dialog box, 247
customizing themes in Excel
worksheets, 205-212
Cut command, 161
cutting, copying, and pasting, in
Excel, 167
Cycle type, of SmartArt
graphics, 380

.D.

data (Excel), 164-167

data bars (Excel), 224

data entry, restricting with validation
rules in Excel, 252-255

data label, 268

data lists



creating for mail merge, 144-145
defined, 138-139
selecting for mail merge, 142-143
data point, 268
data ranges, modifying for Excel
charts, 262-263
data series, 268
data table, 268
databases (Excel), 237
datasets
defined, 237
removing duplicates from,
251-252
date, showing in Excel, 190-192
default format, 20
Define Name command, creating
range names in Excel using,
199-200
definition
creating styles in Word by,
79-80
modifying styles in Word by,
75-77
Delete key, 161
Deleted Items folder (Outlook), 281
deleting
attachments in Outlook, 300
background graphics in
PowerPoint, 370-371
borders from paragraphs in
Word, 67
cells in Excel, 167-171
columns in Excel, 167-171
columns in Word, 111-112
conditional formatting in Excel,
228-229
contacts in Outlook, 322-324
duplicates from datasets in Excel,
251-252
elements from Excel charts,
268-271
endnotes in Word, 130
filters in Excel, 244-245
footnotes in Word, 130
hard page breaks, 92

manually applied formatting,
31-32

message handling rules,
308-309

messages in Outlook, 303

placeholders in PowerPoint,
367-368

rows in Excel, 167-171

rows in Word, 111-112

section breaks in Word, 93

shapes in PowerPoint, 386

slides in PowerPoint, 345-350

sorts in Excel, 244-245

table formatting in Excel, 241

tasks in Outlook, 337

validation rules in Excel, 255

worksheets in Excel, 173-174

delimited, 105
demoting

paragraphs in PowerPoint, 352
text in PowerPoint, 386

Display Settings (PowerPoint), 423
displaying

Animation pane in PowerPoint,
402-403

current date/time in Excel,
190-192

slide shows onscreen in
PowerPoint, 416-421

documents

creating, 13-14

creating PDF/XPS versions of in
Word, 50-51

emailing in Word, 46-48

merging to new, 150-151

Saving in Word, 48-49

setting up multicolumn in Word,
94-95

starting in Word, 28-29

domain, 312

Drafts folder (Outlook), 281
drawing tables in Word, 104-105
Dummies (website), 2

duplicates, removing from datasets

in Excel, 251-252
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editing
contacts in Outlook, 319-324
SmartArt text, 384-385
text in cells in Excel, 160-162
text in Excel, 16
text in Word, 15
effects
applying to shapes in PowerPoint,
389-390
applying to text in Word, 37-40
Excel, 207
elements
adding to Excel charts, 268-271
formatting in Excel charts, 271-278
removing from Excel charts,
268-271
email. See Outlook
emailing documents in Word, 46-48
emphasis animation
about, 395
creating in PowerPoint, 397-398
enabling
footer placeholders in PowerPoint,
373-374
junk mail filtering, 310-311
placeholders in PowerPoint, 368
End key, 157
End Slide Show (PowerPoint), 423
ending slide shows in PowerPoint,
418, 423
endnotes, inserting in Word,
130-131
entering
tasks in Outlook, 329-330
text, 15-17
text in cells in Excel, 160-162
text in PowerPoint, 16-17
entrance animation
about, 395
creating in PowerPoint, 395-397
Envelope Options dialog box, 140
envelopes, creating in Word,
140-141
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Erase All In on Slide tool
(PowerPoint), 421
Eraser tool (PowerPoint), 421
evaluating conditions with IF
functions in Excel, 194-196
example
creating styles in Word by, 78-79
modifying styles in Word by,
74-75
Excel
about, 1, 155
adding total rows to tables,
247-249
charts. See charts (Excel)
converting ranges to tables,
238-240
copying data between cells,
164-167
creating databases, 237-241
creating queries, 249-250
creating worksheets, 172-175
deleting rows, columns, and cells,
167-171
editing text in cells, 160-162
entering text in cells, 15-16,
160-162
file formats, 20
File menu, 12
filtering tables, 245-247
inserting rows, columns, and cells,
167-171
interface, 156-157
managing worksheets, 172-175
moving between cells, 18, 157-158
moving data between cells,
164-167
removing duplicates from datasets,
251-252
restricting data entry with
validation rules, 252-255
selecting cells/ranges, 158-159
sorting tables, 242-245
Start screen, 7
using AutoFill to fill cell content,
162-164



using Flash Fill to extract content,
171-172
exit animation
about, 395
creating in PowerPoint, 398-399
exiting from Slide Master view in
PowerPoint, 372-373
Export page (File menu), 12
exporting handouts to Word from
PowerPoint, 428-429

.F.

field (Excel)
defined, 237
sorting by, 242-244
file format, 20
File menu, 11-12
file path, 25
files
attaching to messages in Outlook,
295-296
changing locations when saving/
opening, 25-26
closing, 23
inserting pictures in Word in, 116
opening saved, 23-24
fill
changing for chart elements in
Excel, 274-277
PowerPoint, 375
filling
content placeholders with
graphical elements in
PowerPoint, 354
content placeholders with text in
PowerPoint, 352-353
filtering tables in Excel, 245-247
filters, removing in Excel, 244-245
finding
functions in Excel, 187-189
pictures online for Word, 116-118
first-line indent, 59
Flash Fill, using to extract content in
Excel, 171-172

flow direction, changing in
PowerPoint, 386-387
folders (Outlook)
creating, 303-304
moving messages between,
304-305
switching between, 281-282
Font dialog box, 38
fonts
changing in PowerPoint, 362-363
changing in Word, 32-33
defined, 32
footers
PowerPoint, 373-374
setting up in Excel worksheets,
229-232
Word, 86-91
footnotes, inserting in Word,
130-131
Format Painter, copying formatting
with, 40-41
Format Picture dialog box, 232
formatting
about, 81
cells in Excel worksheets using cell
styles, 217-219
chart elements in Excel, 273-274
choosing between manual and
style-based, 30-31
copying with Format Painter,
40-41
documents. See documents
elements in Excel charts, 271-278
pages. See pages
paragraphs. See paragraph
formatting
placeholders in PowerPoint,
374-379
removing manually applied,
31-32
sections. See sections
SmartArt graphics, 388-390
SmartArt text, 384-385
text box borders in PowerPoint,
376-377
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formatting (continued)
text box fills in PowerPoint,
377-378
text boxes in PowerPoint, 374-379
Formatting heading (Quick Analysis
feature), 200
formulas (Excel)
about, 177
calculating loan terms, 192-194
copying, 182-184
moving, 182-184
performing math calculations, 194
referring to named ranges,
196-200
using Quick Analysis feature,
200-203
writing, 178-182
forwarding
contact data via email in Outlook,
327-328
messages in Outlook, 301-302
Function Library, choosing from in
Excel, 189-190
functions (Excel)
about, 177
calculating loan terms, 192-194
evaluating conditions with IF
functions, 194-196
inserting, 184-190
performing math calculations, 194
referring to named ranges, 196-200
showing current date/time with,
190-192
using Quick Analysis feature,
200-203

.G.

Glow effect (PowerPoint), 379
grammar, checking in Word, 43-46
graphics
auto-numbering in Word, 122-124
captioning in Word, 122-124
changing wrap setting for in Word,
118-119
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filling content placeholders with in
PowerPoint, 354
finding online for Word, 116-118
inserting in Word from files, 116
managing placement and size of in
Word, 118-122
manually placing on slides in
PowerPoint, 355-356
moving in Word, 120
resizing in Word, 120-121
rotating in Word, 121-122
Word, 101
greeting lines, inserting in
Word, 148
gridlines
in charts, 269
defined, 112
turning off in Excel, 214
Gutter/Gutter Position settings,
82-83

.H.

handouts
exporting to Word from
PowerPoint, 428-429
printing in PowerPoint, 424-427
hanging indent, 59
hard page breaks, 91-92

headers
Excel, 229-232
Word, 86-91

headings, checking outline levels in
Word, 126-128

help (PowerPoint), 420-421

hiding background graphics in
PowerPoint, 370-371

Hierarchy type, of SmartArt
graphics, 380

Highlighter tool (PowerPoint), 421

Home key, 157

horizontal alignment, changing in
Word, 58-59

HyperText Transfer Protocol
(HTTP), 286



icon sets (Excel), 225
icons
explained, 2
sound clip, 406-407
IF functions, evaluating conditions
with in Excel, 194-196
IMAP (Internet Mail Access
Protocol), 286
Inbox folder (Outlook), 281
indenting paragraphs in Word,
59-62
indexes, creating in Word, 134-138
Info page (File menu), 12
Ink Color tool (PowerPoint), 421
Insert Function dialog box, 249
Insert Function feature (Excel),
187-189
Insert Merge Field button, 149
Insert Table of Figures
command, 124
inserting
address blocks in Word, 146-147
cells in Excel, 167-171
columns in Excel, 167-171
endnotes in Word, 130-131
footnotes in Word, 130-131
functions in Excel, 184-190,
187-189
greeting lines in Word, 148
individual merge fields in Word,
148-149
merge fields in main documents,
145-149
pictures in Word from files, 116
rows in Excel, 167-171
shapes in PowerPoint, 385-386
sound clips in PowerPoint,
405-409
tables in Word, 102-104
video clips on slides in PowerPoint,
409-413
video from PC in PowerPoint,
412-413

insertion point, 15
interface
Excel, 156-157
Outlook, 279-283
Internet Mail Access Protocol
(IMAP), 286
Internet resources
cheat sheet, 2
Dummies, 2
Wiley Product Technical Support, 3

.J.

Junk Email folder (Outlook), 281
junk mail filter, configuring in
Outlook, 309-314

.K.

keyboard controls, 18

.L.

Label Options dialog box, 141

labels, creating in Word, 141

landscape orientation, 53, 83

Laser Pointer tool
(PowerPoint), 421

layout master (PowerPoint), 364

layouts

changing in PowerPoint,
387-388
creating in PowerPoint, 365-367

legend, 258, 268

line charts, 259

line numbers, adding in Word,
98-99

linking to online videos in
PowerPoint, 410-411

List pane (Outlook), 280

List type, of SmartArt graphics, 380

loan terms, calculating in Excel,
192-194

locations, changing when saving/
opening files, 25-26
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macro-enabled, 21
Mail area (Outlook), 280-281, 326
mail merge (Word)
about, 125, 138-139
creating data lists for, 144-145
inserting merge fields in main
documents, 145-149
performing, 150-153
selecting data lists for, 142-143
starting main documents,
139-141
Make the Text Larger/Smaller
(PowerPoint), 423
managing
blocked/unblocked sender lists,
312-314
picture placement and size in
Word, 118-122
tasks in Outlook, 328-337
worksheets in Excel, 172-175
manual formatting, choosing
between style-based formatting
and, 30-31
margins, setting in Word, 81-83
Master views (PowerPoint), 343
math calculations, performing in
Excel, 194
math operators, 178
math precedence, 179
Matrix type, of SmartArt
graphics, 381
MAX function (Excel), 187
messages (Outlook)
composing, 293-296
creating handling rules, 306-309
moving between folders,
304-305
reading, 296-303
receiving, 296-303
sending, 293-296
sending to contacts, 325-326
Microsoft Excel. See Excel
Microsoft Exchange, 284

442

Microsoft Office. See Office;
specific topics
Microsoft Outlook. See Outlook
Microsoft PowerPoint. See
PowerPoint
Microsoft Word. See Word
MIN function (Excel), 187
mixed reference, 183-184
modifying
account settings in Outlook,
290-292
animation options in PowerPoint,
400-401
animation sequence in
PowerPoint, 405
AutoFit setting in Word, 110-111
axis scale of Excel charts, 263-265
bullet characters in Word, 72
chart element’s border and fill in
Excel, 274-277
color of Excel charts, 266-267
column width in Excel, 221-223
data ranges for Excel charts,
262-263
flow direction in PowerPoint,
386-387
handout masters in PowerPoint,
426-427
horizontal alignment in Word,
58-59
how contacts are filed in
Outlook, 322
layouts in PowerPoint, 387-388
locations when saving/opening
files, 25-26
message handling rules, 308-309
number types in Word, 72
presentation colors and fonts in
PowerPoint, 362-363
properties of chart elements in
Excel, 271-272
row height in Excel, 220-221
send/receive automatic intervals in
Outlook, 297-298
slide layout, 350-351



SmartArt colors in PowerPoint,
388-389
structure of SmartArt graphics,
385-388
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel,
240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
More area (Outlook), 283
More Slide Show Options
(PowerPoint), 423
motion path animation, 395
mouse, copying and moving in Excel
using, 165
moving
around in applications, 17-18
around in presentations in
PowerPoint, 340-342
between cells in Excel, 157-158
data between cells in Excel,
164-167
Excel charts, 260-262
Excel formulas, 182-184
messages between folders in
Outlook, 304-305
messages from specific senders in
Outlook, 306-307
pictures in Word, 120
reference marks in Word, 130
slide objects in PowerPoint,
356-357

between slides in Slide Show view
in PowerPoint, 416-418
multicolumn documents, setting up,
94-95

.N.

Name Box, creating range names in
Excel using, 199
navigating, in Outlook, 282-283
Navigation pane (Outlook), 280
New page (File menu), 12
newspaper-style layout, 94
Next button (PowerPoint), 419, 422
97-2003, 21
noncontiguous cells, 159
Normal template, 29, 73
Normal view (PowerPoint), 343
Notes pane (PowerPoint), 341, 344
NOW function (Excel), 191
NPER function (Excel), 192
numbered lists, creating in Word,
70-72
Numbering button
(PowerPoint), 352
numbering pages in Word, 86-88
numeric values, creating formulas
that calculate, 178-179

.O.

objects, animating in PowerPoint,
394-405
Office. See also specific topics
about, 5-9
changing locations when saving/
opening files, 25-26
changing views, 19-20
closing files, 23
creating documents, 13-14
entering text, 15-17
File menu, 11-12
moving around in applications,
17-18
opening saved files, 23-24
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Office (continued)
Ribbon, 9-10
saving your work, 20-23
OneDrive
about, 25
saving to, 21
online videos, linking to in
PowerPoint, 410-411
Open dialog box, 25-26
Open page (File menu), 12
opening
changing locations when (files),
25-26
saved files, 23-24
Options button (PowerPoint), 419
Options page (File menu), 12
order of precedence, 179
orientation, page (Word), 83-85
Outbox folder (Outlook), 281
outline (PowerPoint), 374
Outline view (PowerPoint),
343-344, 346-347
Outlook
about, 1, 279, 319
adding contacts, 319-324
composing messages, 293-296
configuring junk mail filter,
309-314
creating folders, 303-304
creating message handling rules,
306-309
creating tasks, 328-337
editing contacts, 319-324
file formats, 20
forwarding contact data via email,
327-328
interface, 279-283
managing tasks, 328-337
moving messages between folders,
304-305
reading email, 296-303
receiving email, 296-303
searching People list,
324-325
sending messages, 293-296

444

sending messages to contacts,
325-326

setting up mail account, 283-292

using automatic signatures,
314-317

viewing People list, 324-325

.P.

page breaks, creating in Word, 91-92
Page Down key, 157
Page Number feature (Word), 86-88
Page Up, 157
pages
applying background color, 97-98
creating borders, 95-97
creating page breaks, 91-92
footers, 86-91
headers, 86-91
numbering in Word, 86-88
setting margins, 81-83
setting size and orientation, 83-85
palette, selecting color from, 34-36
Paragraph dialog box, 61-62, 64-65
paragraph formatting
about, 57
adjusting vertical spacing, 63-66
applying styles, 73-74
changing horizontal alignment,
58-59
creating bulleted lists, 70-72
creating numbered lists, 70-72
creating styles, 77-80
indenting, 59-62
modifying styles, 74-77
placing borders around paragraphs,
66-69
shading backgrounds, 69-70
paragraphs (PowerPoint), 352
pausing presentations in
PowerPoint, 420
PCs, inserting video from in
PowerPoint, 412-413
Pen and Laser Pointer Tools
(PowerPoint), 423



Pen button (PowerPoint), 419
Pen tool (PowerPoint), 421
pen tools, annotating slides with in
PowerPoint, 421-422
People area (Outlook), 283,
319-324
People list (Outlook), 324-325
performing
mail merge, 150-153
math calculations in Excel, 194
Picture type, of SmartArt
graphics, 381
pictures
auto-numbering in Word, 122-124
captioning in Word, 122-124
changing wrap setting for in Word,
118-119
filling content placeholders with in
PowerPoint, 354
finding online for Word, 116-118
inserting in Word from files, 116
managing placement and size of in
Word, 118-122
manually placing on slides in
PowerPoint, 355-356
moving in Word, 120
resizing in Word, 120-121
rotating in Word, 121-122
Word, 101
pie charts, 257-258
PIN code, 3
PivotTable icons, 202
placeholders
adding in PowerPoint, 369-370
formatting in PowerPoint, 374-379
removing in PowerPoint, 367-368
repositioning in PowerPoint, 370
resizing in PowerPoint, 370
placing
borders around paragraphs in
Word, 66-69
managing for pictures in Word,
118-122
pictures on slides in PowerPoint
manually, 355-356

text on slides in PowerPoint
manually, 355
plot area, 268
PMT function (Excel), 192
points, 33
portrait orientation, 53, 83
Post Office Protocol 3
(POP3), 286
PowerPoint
about, 1, 339, 359, 391, 415
adding slide transition effects,
392-393
adding slides, 345-350
animating objects, 394-405
annotating slides with pen tools,
421-422
changing presentation colors and
fonts, 362-363
changing slide layout, 350-351
changing themes, 360-362
choosing views, 342-345
creating SmartArt graphics,
380-385
displaying slide shows onscreen,
416-421
enabling footer placeholders,
373-374
entering text in, 16-17
exporting handouts to Word,
428-429
file formats, 20
File menu, 12
formatting placeholders,
374-379
formatting SmartArt graphics,
388-390
formatting text boxes, 374-379
inserting sound clips, 405-409
inserting video clips, 409-413
manually placing pictures on
slides, 355-356
manually placing text on
slides, 355
modifying structure of SmartArt
graphics, 385-388
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PowerPoint (continued)
modifying themes in Slide Master
view, 364-373
moving around in presentations,
340-342
moving slide objects, 356-357
printing handouts, 424-427
removing slides, 345-350
resizing slide objects, 356-357
setting slides to advance, 393-394
Start screen, 7
starting new presentations,
339-340
templates compared with themes,
359-360
using content placeholders,
351-354
using Presenter view, 422-423
precedence, order of, 179
presentations (PowerPoint)
changing colors and fonts,
362-363
moving around in, 340-342
pausing, 420
starting new, 339-340
Presenter view (PowerPoint), 422-423
Previous button (PowerPoint),
419, 422
Print Layout view (Word), 86
Print page (File menu), 12
printers, merging to, 151-152
printing
Excel worksheets, 232-235
handouts in PowerPoint, 424-427
in Word, 51-55
Process type, of SmartArt
graphics, 380
promoting
paragraphs in PowerPoint, 352
text in PowerPoint, 386
properties, changing for chart
elements in Excel, 271-272
PV function (Excel), 192
Pyramid type, of SmartArt
graphics, 381
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L] Q L]

queries, creating in Excel, 249-250

Quick Access toolbar (Excel), 157

Quick Analysis feature (Excel),
200-203

Quick Print feature (Word), 55

° R °

ranges (Excel)
converting tables to, 241
converting to tables, 238-240
deleting, 168-171
inserting, 168-171
referring to named ones, 196-200
selecting, 158-159
RATE function (Excel), 192
Read Mode (Word), 86
reading
email in Outlook, 296-303
received email messages, 299
Reading pane (Outlook), 280-281
Reading view (PowerPoint), 343, 345
receiving
assigned tasks in Outlook, 334-335
email in Outlook, 296-303
records
Excel, 237
Outlook, 319
recovering deleted messages in
Outlook, 303
Recycle Bin (PowerPoint), 350
references (Word), 125
referencing
cells in formulas in Excel,
179-180
cells on worksheets in Excel,
180-182
referring
to cells with absolute referencing in
Excel, 183-184
to cells with relative referencing in
Excel, 182
to named ranges in Excel, 196-200



Reflection effect (PowerPoint), 379
Relationship type, of SmartArt
graphics, 381
Remember icon, 2
removing
attachments in Outlook, 300
background graphics in
PowerPoint, 370-371
borders from paragraphs in Word, 67
cells in Excel, 167-171
columns in Excel, 167-171
columns in Word, 111-112
conditional formatting in Excel,
228-229
contacts in Outlook, 322-324
duplicates from datasets in Excel,
251-252
elements from Excel charts,
268-271
endnotes in Word, 130
filters in Excel, 244-245
footnotes in Word, 130
hard page breaks, 92
manually applied formatting,
31-32
message handling rules, 308-309
messages in Outlook, 303
placeholders in PowerPoint,
367-368
rows in Excel, 167-171
rows in Word, 111-112
section breaks in Word, 93
shapes in PowerPoint, 386
slides in PowerPoint, 345-350
sorts in Excel, 244-245
table formatting in Excel, 241
tasks in Outlook, 337
validation rules in Excel, 255
worksheets in Excel, 173-174
renaming worksheets in Excel, 174
reordering
shapes in PowerPoint, 386-387
worksheet tabs in Excel, 175
replying to messages in Outlook,
300-301

repositioning
chart elements in Excel, 271
placeholders in PowerPoint, 370
shapes in PowerPoint, 387
resetting SmartArt graphics, 387
resizing
chart element text in Excel,
272-273
columns in Excel worksheets,
219-223
Excel charts, 260-262
pictures in Word, 120-121
placeholders in PowerPoint, 370
rows in Excel worksheets, 219-223
slide objects in PowerPoint,
356-357
table rows and columns in Word,
110-111
restoring contacts in Outlook,
322-324
restricting data entry with validation
rules in Excel, 252-255
Ribbon
creating slides from in PowerPoint,
347-348
Excel, 157
working with, 9-10
Rich Text Format (.rtf), 48
rotating pictures in Word, 121-122
ROUNDUP function (Excel), 194
rows
adding in Word, 111-112
adding to tables in Excel, 247-249
deleting in Excel, 167-171, 168
inserting in Excel, 167-168,
167-171
removing in Word, 111-112
resizing in Excel worksheets,
219-223
resizing in tables in Word, 110-111
selecting in Word, 107-110
switching in Excel charts, 262
RSS Feeds folder (Outlook), 281
1tf (Rich Text Format), 48

447



° S °

Safe Lists Only filter (Outlook), 310
Save As dialog box, 21, 23, 25-26
Save As page (File menu), 12
Save page (File menu), 12
saving
changing locations when (files),
25-26
documents in Word, 48-49
work, 20-23
scatter (XY) chart, 259
screen, blanking in PowerPoint, 420
scroll bars
defined, 17
Excel, 157
Search Folders (Outlook), 281
searching People list in Outlook,
324-325
section breaks, creating in Word,
92-93
sections, creating section breaks,
92-93
selecting
animations in PowerPoint, 399-400
cells in Excel, 158-159
cells in Word, 107-110
citation style in Word, 132
colors from palette, 34-36
columns in Word, 107-110
data lists for mail merge, 142-143
from Function Library in Excel,
189-190
between manual and style-based
formatting, 30-31
ranges in Excel, 158-159
rows in Word, 107-110
table styles in Excel, 239-240
text, 29-30
types of Excel charts, 257-259
views in PowerPoint, 342-345
selection, creating range names by in
Excel, 197-199
senders, blocking in Outlook,
311-312
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sending
merged email messages, 152-153
messages in Outlook, 293-296
messages to contacts in Outlook,
325-326
status reports in Outlook, 332-333
Sent Items folder (Outlook), 281
setting
margins in Word, 81-83
page size in Word, 83-85
print ranges in Excel, 234-235
slides to advance in PowerPoint,
393-394
text animation options in
PowerPoint, 403-404
setup
email accounts automatically,
284-285
email accounts manually, 285-290
footers in Excel worksheets,
229-232
headers in Excel worksheets,
229-232
mail account in Outlook, 283-292
multicolumn documents, 94-95
recurring tasks in Outlook,
331-332
shading
applying to Excel worksheets,
214-216
applying to table cells in Word, 115
backgrounds in Word, 69-70
Shadow command
(PowerPoint), 353
Shadow effect (PowerPoint), 379
shapes (PowerPoint)
applying colors to, 389-390
applying effects to, 389-390
applying styles, 375-376
deleting, 386
inserting, 385-386
reordering, 386-387
repositioning, 387
Share page (File menu), 12
Shift+Tab, 157



shortcuts (Excel), 157
Show All Slides button
(PowerPoint), 419, 423
Simple Mail Transfer Protocol
(smtp), 286
SIN function (Excel), 194
size
changing for text in Word, 33-34
managing for pictures in Word,
118-122
page (Word), 83-85
Slide Master view
exiting from in PowerPoint, 372-373
modifying themes in PowerPoint
in, 364-373
Slide Show view (PowerPoint), 343,
345, 416-418
slide shows (PowerPoint). See also
presentations (PowerPoint)
displaying onscreen, 416-421
ending, 418
Slide Sorter view (PowerPoint), 344
slides (PowerPoint)
adding, 345-350
adding transition effects, 392-393
annotating with pen tools,
421-422
attaching sound to pictures on,
407-409
changing layout, 350-351
creating from Ribbon, 347-348
creating in Outline pane, 346-347
creating in Slides pane, 345-346
creating text boxes on, 355
deleting, 350
duplicating, 348-349
inserting sound clip icons on,
406-407
inserting video clips on, 409-413
moving between in Slide Show
view, 416-418
moving slide objects, 356-357
removing, 345-350
resizing slide objects, 356-357
setting to advance, 393-394

Slides pane (PowerPoint), 341,
345-346
SmartArt graphics
creating in PowerPoint, 380-385
formatting, 388-390
modifying structure of, 385-388
resetting, 387
smtp (Simple Mail Transfer
Protocol), 286
Soft Edges effect (PowerPoint), 379
soft page breaks, 91-92
sorting tables in Excel, 242-245
sound clips
attaching to pictures on slides in
PowerPoint, 407-409
inserting in PowerPoint, 405-409
sources, citing in Word, 131-134
spacing, vertical (Word), 63-66
Sparklines heading (Quick Analysis
feature), 203
special effects, applying to chart
elements in Excel, 277-278
spelling, checking in Word, 43-46
SQRT function (Excel), 194
stacked chart, 258
starting
documents in Word, 28-29
mail merge main documents,
139-141
new presentations in PowerPoint,
339-340
Office applications, 6-8
status reports, sending in Outlook,
332-333
stock charts, 259
structure, modifying of SmartArt
graphics, 385-388
style set, changing in Word, 41-42
style-based formatting, choosing
between manual and, 30-31
styles
applying in Word, 73-74
applying to Excel charts, 265-266
creating in Word, 77-80
modifying in Word, 74-77
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Styles gallery, 73
suite, 5
SUM function (Excel), 185-186, 196
SUMIF function (Excel), 196
surface charts, 259
switching
columns in Excel charts, 262
between folders in Outlook,
281-282
rows in Excel charts, 262
syntax, 185

.T.

Tab key, 157
table of contents (TOC), creating in
Word, 125-130
tables (Excel)
adding rows to, 247-249
changing appearance, 240-241
choosing styles, 239-240
converting ranges to, 238-240
converting to ranges, 241
defined, 237
filtering, 245-247
sorting, 242-245
tables (Word)
about, 101
applying border to cells of,
112-114
applying shading to cells of, 115
converting existing text to, 105-107
creating, 101-107
Tables heading (Quick Analysis
feature), 202
tabular layout, 94
TAN function (Excel), 194
tasks
compared with To-Do list in
Outlook, 328-329
creating in Outlook, 328-337
managing in Outlook, 328-337
Tasks area (Outlook), 283, 328, 331
Tell Me What You Want to Do box
(Excel), 157
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templates, 13-14, 359-360
text
applying effects, 37-40
changing color of in Word, 36-37
changing font, 32-33
converting existing to tables in
Word, 105-107
converting to lists in Word, 71
converting to SmartArt, 383-384
demoting in PowerPoint, 386
editing in cells in Excel, 160-162
entering in cells in Excel, 160-162
entering in Office, 15-17
entering in PowerPoint, 16-17
filling content placeholders with in
PowerPoint, 352-353
manually placing on slides in
PowerPoint, 355
promoting in PowerPoint, 386
resizing in Office, 33-34
resizing in PowerPoint, 371-372
selecting, 29-30
typing in header/footer area in
Word, 86-88
text boxes
applying effects in PowerPoint,
378-379
creating on slides in
PowerPoint, 355
formatting borders of in
PowerPoint, 376-377
formatting fills in PowerPoint,
377-378
formatting in PowerPoint,
374-379
Text Direction command
(PowerPoint), 353
text wrapping cells in Excel
worksheets, 223
theme master (PowerPoint), 364
themes
applying in Word, 42-43
applying to Excel worksheets,
205-212
changing in PowerPoint, 360-362



compared with templates, 359-360
customizing in Excel worksheets,
205-212
defined, 205
modifying in Slide Master view in
PowerPoint, 364-373
This PC, saving to, 21
3-D Rotation effect (PowerPoint), 379
3D-style chart, 269
thumbnails pane (PowerPoint), 341
time, showing in Excel, 190-192
Tip icon, 2
TODAY function (Excel), 191
To-Do list, compared with tasks in
Outlook, 328-329
tools, slide show, 418-419
Totals heading (Quick Analysis
feature), 201
transition effects, adding in
PowerPoint, 392-393
Trash folder (Outlook), 281
turning off gridline display in

Excel, 214
typeface, 32
typing

lists in Word, 71-72
text in header/footer area in Word,
86-88

.U.

unblocked sender list, managing in
Outlook, 312-314
Undo command, 168
using
AutoFill to fill cell content in Excel,
162-164
automatic signatures in Outlook,
314-317
conditional formatting in Excel
worksheets, 224-229
content placeholders in
PowerPoint, 351-354
Flash Fill to extract content in
Excel, 171-172

Quick Analysis feature in Excel,
200-203

.V.

validation rules, restricting data
entry with in Excel, 252-255
variants, of themes in
PowerPoint, 360
vCard format, 327
vertical spacing, adjusting in Word,
63-66
video clips, inserting on slides in
PowerPoint, 409-413
viewing People list in Outlook,
324-325
views
changing, 19-20
choosing in PowerPoint, 342-345

.W.

Warning! icon, 2
Web Layout view (Word), 86
websites
cheat sheet, 2
Dummies, 2
Wiley Product Technical Support, 3
Wiley Product Technical Support, 3
Windows 7, 2, 7
Windows 8.1, 7
Windows 10, 2
Word. See also formatting; paragraph
formatting
about, 1, 27
adding line numbers, 98-99
adding rows, 111-112
applying borders to table cells,
112-114
applying shading to table cells, 115
applying text effects, 37-40
applying themes, 42-43
auto-numbering pictures, 122-124
captioning pictures, 122-124
changing style set, 41-42
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Word (continued)

changing text color, 36-37

changing text font, 32-33

changing text size, 33-34

checking spelling and grammar,
43-46

choosing between manual and
style-based formatting, 30-31

citing sources, 131-134

copying formatting with Format
Painter, 40-41

creating bibliographies,
131-134

creating indexes, 134-138

creating PDFs of documents,
50-51

creating table of contents (TOC),
125-130

creating tables, 101-107

creating XPS versions of
documents, 50-51

emailing documents, 46-48

entering text in, 15

exporting handouts from
PowerPoint to, 428-429

file formats, 20

File menu, 12

finding pictures online, 116-118

inserting endnotes, 130-131

inserting footnotes, 130-131

inserting pictures from files, 116

mail merge. See mail merge (Word)

managing picture placement and
size, 118-122

moving around in, 18

printing your work, 51-55

removing columns, 111-112

removing manually applied
formatting, 31-32

removing rows, 111-112

resizing table rows and columns,
110-111

saving documents, 48-49
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selecting cells, rows, and columns,
107-110
selecting colors from palette,
34-36
selecting text, 29-30
setting up multicolumn
documents, 94-95
Start screen, 7
starting documents, 28-29
workbook (Excel), 156
worksheets (Excel)
about, 205
applying backgrounds, 212-214
applying cell borders, 214-216
applying shading, 214-216
applying themes, 205-212
creating, 172-175
customizing themes, 205-212
formatting cells using cell styles,
217-219
managing, 172-175
printing worksheets, 232-235
resizing rows/columns, 219-223
setting up headers/footers,
229-232
text wrapping cells, 223
using conditional formatting,
224-229
wrap setting, changing for pictures
in Word, 118-119
writing formulas in Excel, 178-182

.X.

XY (scatter) chart, 259

.Z.

Zoom button (PowerPoint), 419

zoom commands, 19

Zoom In to the Slide
(PowerPoint), 423

Zoom slider (Excel), 157
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