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How to Use This Book

Do you look at the pictures in a book or magazine before
anything else? Would you rather be shown instead of
read about how to do something? Then this book is for
you. Opening Simply Office 2010 allows you to read less
and learn more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this
particular technology or application. It is also for more
computer literate individuals who want to expand their
knowledge of the different features that Windows has
to offer.

Using the Mouse
This book uses the following conventions to describe the
actions you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays
a shortcut menu containing commands specific to the
selected item.

Click and Drag, and Release the Mouse

Move your mouse pointer and hover it over an item on
the screen. Press and hold down the left mouse button.
Now, move the mouse to where you want to place the
item and then release the button. You use this method to
move an item from one area of the computer screen to
another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Simply Office 2010 to distinguish
different types of information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italics
[talic words introduce a new term and are followed by a
definition.

Numbered Steps

You must perform the instructions in numbered steps in
order to successfully complete a section and achieve the
final results.

Bulleted Steps

These steps point out various optional features. You

do not have to perform these steps; they simply give
additional information about a feature. Steps without
bullets tell you what the program does in response to
your following a numbered step. For example, if you click
a menu command, a dialog box may appear or a window
may open. The step text may also tell you what the final
result is when you follow a set of numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may wamn you of a situation that you want to
avoid — for example, the loss of data. A note may also
cross reference a related area of the book. A cross
reference may guide you to another chapter or another
section within the current chapter.

Ilcons and buttons

Icons and buttons are graphical representations within the
text. They show you exactly what you need to click to
perform a step.

You can easily identify the tips or warnings in any section
by looking for the Tip and Warning icons. Tips offer
additional information, including tips, hints, and tricks. You
can use the tip information to go beyond what you have
learned in the steps. Wamnings tell you about solutions to
common problems and general pitfalls to avoid.
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OFFICE FEATURES

In Office 2010, the applications share a common look and
feel.You can find many of the same features in each program,
such as the Ribbon, the Quick Access toolbar; various
program window controls and the File tab. Many of the tasks
you perform in Office, such as creating new files, opening
existing files, working with text and data in files, saving files,
printing files and executing commands, involve similar
processes and features throughout the Office suite. In this
part, you learn how to navigate the common Office features
and perform basic Office tasks.




START AND EXIT OFFICE APPLICATIONS

~\
Before you can begin working with a Microsoft Office application, also called a program, you
must open the application.
There are a few ways to start an application. One is to launch it from the Start menu, as
described in this task. Another is to double-click the program’s shortcut icon on the desktop.
When you finish your work, you can close the program. If applicable, you can save your work
before exiting a program completely.
\. J
Start an Office Application Tprr—re—
o=
(D Click Start.  —
| Fatmh che

@ Cick All Programs. e b

Note: The All Programs menu option | = ——
changes to a Back menu option. ] Uaraak G

O Wiy Cigripeh 3H0
ei—.'_.uomwumxﬂ
@ Click Microsoft Office. | Rk .
o ek v

@ Click the name of the program
that you want to open.

1 fed

@ The program that you selected [l — = me e e o = "l
. . et . rm - 2
opens in a new window. =Pl [ i = g s o I o
Note: See the next section to learmn how to
identify different areas of the program
window.
A Elick to add title
Tl 10 A ikt
il b el vl e 3
B me BN T il - |
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Exit an Office Application B e e B " um
(@ Click the Close button (IE3). STm s rareni s mamen 3 e S T

@ You can also click the File tab
and then click Exit.

If you have not yet saved your

work, the program prompts you Click to add title
to do so before exiting, P —
g @-—» [ it L :6

) Click Save.

The program window closes.

If you click Don’t Save, the - :
program closes without saving B = imny i
your data.

G If you click Cancel, the
program window remains open.

Create a Shortcut Icon for an s e -
Office Application T —r——
ﬂ Right-click a blank area of the breterrrire e

desktop and click New and then LT ——

Shortcut. - - - @

i
The Create Shortcut dialog box R ——
appears. N—
e @ TP

Click Browse, navigate to the i e s

Office program, click the filename

and click OK.

Click Next.

Type a name for the shortcut.

Click Finish.

©60 O

The new shortcut icon appears on
the desktop.
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NAVIGATE THE PROGRAM WINDOWS

.

All Office programs share a common appearance and many of the same features. These
features include a Ribbon, which appears instead of the menus and toolbars found in
previous versions of Microsoft Office; a Quick Launch toolbar, which features a customisable
set of frequently used commands; and scroll bars, which you can use to navigate an open file
in a program window. When you learn how to navigate one Office program, you can use the
same skills to navigate the others. If you are new to Office, you should take a moment to
familiarise yourself with the suite’s various on-screen elements.

@ Title Bar

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

Quick Access Toolbar

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

@ File Tab Menu

Displays a menu of file commands, such
as New and Open.

@ Ribbon

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

@ status Bar

Displays information about the current
worksheet or file.

@ Program Window Controls
Displays buttons to minimise the
program window, restore the window
to full size and close the window.

SR T ar S N B R A T QTR ) ———

O ——0 00—
<)

= s B REEE ¥oi WEEE T E o (v mEg
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@ Formula Bar

This appears only in Excel. Use this bar
to type and edit formulas and perform
calculations on your worksheet data.

Work Area

The area where you add and work
with data in a program. Depending on
the Office program, the work area may
be a document, a worksheet or a slide.

Document Window
Controls
Use these buttons to minimise or
restore the current document within
the program window.

@ Zoom Controls

Use this feature to zoom your view of
a document.

@ Scroll Bars

Use the vertical and horizontal scroll
bars to scroll through the item shown
in the work area.

noe L] Bl - Sk e = F =
e e s e b B drm ddnie o @
- maswwille »o== M BT UCFA
§OEIE RSk BEEEEE - 0 i e,
u@ =
- L - [} - L] ] ] [} - L.l - _1
1] —

RN FHEEN G LR FHE

W )

g e

']
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WORK WITH THE RIBBON

Instead of the menus and toolbars found in earlier versions of Office, Office 2010 features
the Ribbon, which offers an intuitive way to locate and execute commands.

The Ribbon is grouped into tabs, each containing groups of related commands. For example,
the Home tab in Microsoft Word contains commands for changing the font, setting text
alignment, indenting text and so on. Some tabs appear only when needed, such as when you
are working with a table or picture in a document.

The Ribbon is maximised by default, but you can minimise it to view more of your program
window.
\. J

Use the Ribbon T e !
P woas e B e h

@ Cickatb. > Tha ik e T e

The tab organises related tasks i—
and commands into logical groups.

@ Click a button to activate a e — e = e
W ’ ] [T P ————
command or feature. ::;I';:,' —4:@2 — i e
. X |.: ‘_,:_; . —p
@ Buttons with arrows display e .

additional commands.

With some groups of
commands, you can click the
corer group button ([) to
display a dialog box of
additional settings.

When you position the mouse
pointer over Live Preview options
on the Ribbon, you see the results
in the document before applying
the command.
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Minimise the Ribbon
ﬂ Double-click a tab name.

The Ribbon is minimised.

@ Double-click the tab name again

to maximise the Ribbon.

Keep the Ribbon Minimised

(@ Right-click a tab on the Ribbon.

@ Click Minimize the Ribbon.

The program'’s Ribbon is
minimised at the top of the
screen.

To use a Ribbon while it is
minimised, simply click the tab
containing the tools that you
want to access.

] W T
F. b G e e
.. - B "mmr B e K
p BIE- I B4 REEEEE 1-% - WE e
@ F}
[ ] 3 v [ i %

(Y —

TR Br e
LU ) T i

w ]
3 ] a 0 i
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[T N .
S (et o) Ty e my CoEe
T e B R i |
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CUSTOMISE THE QUICK ACCESS TOOLBAR

~\
The Quick Access toolbar, which appears on-screen regardless of what tab is currently
shown in the Ribbon, offers quick access to the Save, Undo and Redo commands.
You can customise this toolbar to include other commands, such as the Quick Print
command or another command you use often. Alternatively, you might customise the
toolbar to omit commands that appear by default.
By default, the Quick Access toolbar appears in the top left corner of the program window,
above the Ribbon. You can choose to display the toolbar below the Ribbon instead.
\. J
(D dlick the Customize Quick = ﬂ ———
Access Toolbar button ([Z]). = LR N1 =
@ Click More Commandes. - e @
— =
@ You can click any of the ; g—
common commands to add ! e | @
them to the toolbar. : ——
You can click Show Below T
the Ribbon if you want to
display the toolbar below the
Ribbon.
The Options dialog box opens — -
with the options to customise the i —— —
Quick Access Toolbar shown. . kW 1
@ Click the Choose commands Pt :__4—@
from [=]. il =l
@ Click a command group. = —
n s en——— e
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@ Click the command that you want
to add to the toolbar.

(@ Cdlick the Add button.
G Office adds the command.

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

) dickoK.

The new command appears
on the Quick Access toolbar.

ya

i‘l To remove a button from the
Quick Access toolbar, open the
Options dialog box, click the
command name in the list box
on the right, click the Remove
button and click OK.The button
no longer appears on the
toolbar.

T

i . L Rl
= A e

] 1k Tage B
e WIE-C- 3-A- EEEEE @ 1%
M £

P % ¥ 1 5

EENEEE =™ r -

ﬁ///’

//

BVA You can add commands to
the toolbar directly from the
Ribbon. Simply click the tab
containing the command that
you want to add, right-click the
command and then click Add
to Quick Access Toolbar.The
command is immediately added
as a button on the toolbar.
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GET HELP WITH OFFICE

~\
You can use Office Help to assist you when you run into a problem or need more
information about how to complete a particular task.
The Help window offers tools that enable you to search for topics that you want to leam
more about. For example, if you want to learn how to print an Office document, you can
type Print in the Help window to locate articles on that topic. Alternatively, you can browse
for articles by category. If you are connected to the Internet, you can access Microsoft's
online help files for even more comprehensive information.
\. J
(D Click the Help button ([@)). e o—
Click to add title
ik il
The Help window opens. e T - e
@_._,_. ] PH#<—€9
@ Type a word or phrase that you — .
want to learn more about. pod e wwe e
@ C||CI< .the search button. wedtineg charted with PosstPoing 200
You can also press EIE to start e L .
the search. . -
epaet e PoassPodnk J1T i
Note: You must be connected to the Internet
to access Microsoft's online help files.
| P P | i ] U DR
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The results window displays a list . -a I.-I
. LTy rer
of possible matches. '
@ Click a link to learn more about
a topic. Peteie e
T N Pomam st e pov
. S
i i W Pt i -3 B
Thg Help WI.ndOW displays the (D) =
article, enabling you to read more @ o o e -
about the topic. R —
() You can use the Back o e et
[ AT s BT S Py P o T
and Forward buttons - '
(I‘(:-)l Gnd I‘-:))) to move bGCk -':l-"'l—'j-lh:‘-r:-“;:-’?l-l-ﬂ?'\-i-l" 1=
and forth between help topics. reara mis
You can click the Print . e
button (&) to print the P -
information.
@ Click [X] to close the window. s —

4

I 7/
% To display a table of contents
for the help files for the Office

— program that you are using,

&r You can access the help files click the Home button ([&])
that are installed with Office if on the Help window’s toolbar.
you are offline. However, the Click a help category to display
online resources offer you subtopics of help information.
more help topics, as well as Click an article to view more
links to demos and other help about a topic. Many articles
tools. include links to related articles.
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CREATE A NEW FILE

~\
To work with data in Office 2010, you must create a file in which to store it. If the file you
want to create is a Word document, an Excel workbook, an Access database, a PowerPoint
presentation or a Publisher publication, you create a new file using the Getting Started
screen. You are given the option of creating a blank file or basing the file on an existing
template. To create a new item in Outlook, whether it is an e-mail message, a calendar
appointment, a contact or a task item, you use the Ribbon.
\. J
Create a New Word, Excel, )~ - S
PowerPoint, Access or - _ il ] b
Publisher File '
(D Click the File tab.
() Click New. e e o o T ar
i Be B i e
The New screen appears. P 2 tee
=
L, ™
@ Click the type of file that you = = 1__.=@“ - ..,2, bt
want to create. E o
@ Click Create. s T HI2 S
The new file opens. a- | L m =

Note: Another way to create a new file is to ; l T
press G +0D. Office creates a new file - B e e
using the default settings.
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Create a New Outlook Item

ﬂ In the lower left corer of the ::1
Outlook window, click the type of '
item you want to create — Mall,

Calendar, Contact or Task.

@ Click the New type button, e e
where type is the type of item. For ]
example, if you are creating a Mall 'J =
item, the button is labelled “New o=
E-mail”. If you are creating a — .

Calendar item, the button is ::4—@"“'_ =neemeas

labelled “New Appointment”, 2 "

“New Meeting" and so on.

The new item opens. Baoos e T =@ =
"% D | = @ Dem come B O Q)
grzf.‘..,?m - n:‘snﬂnu o e - @ e zoom :.:...:.; z;\.

Calengar
Aations

Supject
Loation:

Starttime: | The 03,06/2000 - a0 - | 0ty et
Eadtne | ThaB2062000 - s -

| |

e
Vi

A
E =7/

M To create a new file from a
template, simply click the
desired template in the New

_screen.

If you are connected to the
Internet, you can access more
Office templates. Simply click
a template category under
Office.com Templates in the
New screen to display a list

of available templates in the
selected category; double-click
one to download the template
and apply it to a new file.

4
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SAVE A FILE

~\
If you want to be able to refer to the data in a file at some later time, you must save the file.
You should also frequently save any file you are working on to save losing data if a power
failure or computer crash occurs.
When you save a file, you can give it a unique filename and store it in the folder or drive of
your choice. You can also change the file type. You can then open the saved file at a later
time. (See the next section for help opening Office files.)
\. J
(D Click the File tab. e
b PN e R BE AL g || R s "ﬂ,
@ For subsequent saves, you can oo u-tac rna-vew w0 e |s e o o
click the Save button (Id]) on
the Quick Access toolbar to
uickly save the file.
quickly f 95
T L il
- pabmrlr e i-Hh&l::lu"a
T
i - . -
[ B il

The document’s Info screen
appears.

e Click Save or Save As.

[T ey
bfmren by s rms i

g

e 8 o [k Tesa
& e e
i iy _I
e -
el —
— .
i Ly Pempasmiaa By =
e P g i 9 et i
e il e e —
o
1 B
. d Farprra Erress
st s,
- e T
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The Save As dialog box appears. P — <=®' IIIII R
Note: Another way to save a file is to press Pt Tt =- &
ED+0. If this is the first time the file has et Pty Vi
been saved, Office launches the Save As Wham || =y
dialog box. el o = -

e Sim e s T
6 In the Navigation pane, click the 6—’;::" i § :
library in which you want to save p— up.q<_@ =
the file (here, Documents). 16 il e - -
G In the file list, navigate to the S ks = =
folder in which you want to save
the file.
6 Type a name for the file in the

File name field.
© Ciick save B - o0

The Office program saves the T e et (5 T O

file and the new filename o e
appears on the program
window's title bar.

35

TGS

FITER 52 B P e P P T T T TR
Pl s mbdome L ik | o B Losk oy i By | By bnabed s v L
0% el o] e v e e 1 B i e i k. B o b L e By
e rm ki

Tgudr s Kb bl ol iw pivals Gadrs sl kol odes bared feew 00 e B = o o Baris'm

B i [S3o1 ) = b e
e e Lt L
ol e {hs madi [ o | et i i

e Y S

e ik i e e 1 o 1 sk | i

7

g‘ You can save files in a format
compatible with previous
versions of Office or with other
programs. Click the Save as
Type [=] in the Save As dialog
box and choose the desired
format from the list that

appears. Alternatively, with the
file open, click the File tab, click Each Office program saves to a

Share, click Change File Type default file type; for example, a
and choose the desired file type Word document is saved in the
from the options that appear. DOCX file format.
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OPEN A FILE

In addition to creating new files, you can open files that you have created and saved
previously in order to continue adding data or to edit existing data.

Regardless of whether you store a file in a folder on your computer’s hard drive or on a CD,
you can easily access files using the Open dialog box. If you are not sure where you saved a
file, you can use the Open dialog box's Search function to locate it.

When you are finished using a file, you should close it. Closing unnecessary files and
programs frees up processing power on your computer.

\. J

(@ Click the File tab. e - - -

o - o i e e

@ If the file you want to open is o ek A e ey e e
listed under Recent . .
Documents, click it. = @..._:.__ i

€) Click Open. | :_1' :‘::“@
"_-I —
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The Open dialog box appears.

Note: Another way to launch the Open
dialog box is to press E)+.

@ In the Navigation pane, click the
library in which the file you want
to open has been saved (here,
Documents).

In the file list, locate and click the
folder in which the file you want
to open has been saved.

Click Open.

Click the name of the file that you
want to open.

Click Open.

The file opens in the program
window.

&‘ To close a file, click the File
tab and click Close in the
screen that appears. Office
closes the file, leaving the
program window open. To close
the open file and the program
window, click the IESl button
in the upper right corner of the
program window.

Pl bl

o G

i Bacrdnak

v | i || et Do

o

[ SR R
T

T

= | i O

L1 ]

he e

Pl e B3 Py TN s

= | i O

7
% You can use the Search box in

the upper right corner of the

Open dialog box to locate files.

Simply locate and open the

folder in which you believe the

file was saved and type the

file’s name in the Search box.
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PRINT A FILE

~\
If a printer is connected to your computer, you can print your Office files. For example, you
might distribute printouts of a file as handouts in a meeting.
When you print a file, you have two options. You can send a file directly to the printer using
the default settings or you can open the Office application’s Print screen to change these
settings. For example, you might opt to print just a portion of the file, print using a different
printer, print multiple copies of a file, collate the printouts and so on. (Printer settings vary
slightly among Office programs.)
\. J
Click the File tab. R — = - — "
@ L:I‘:@- Ex Ty B F e :,.,:::::h'ﬂ
gy WrO-iE-E-A SRR e W e | e e
Y = £ i by
2010 SEASON
. fchedwle
@ Click Print. s st o
The Print screen appears. g | ¥ o @
Note: Another way to open the Print screen S e _
is to press ED+3. - 2010 SERSON
-—'_@___ e b
@ You can specify the number -
of copies to print using the 2 — 1 __1"0! :D““
Copies spin box. : i s £
You can choose a printer from = _' ot %
the Printer drop-down list. e - = .
© You can choose to print a B
selection from the file or =P

specific pages using the
Settings list.
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You can access additional print BT e e o ST :
options under Settings. vee | G “"@_
@ View a preview of the printed e |
file here. - et . @
= 2010 SEASON
s
€ Cick Print. = ——_-;@_ . -
- RAOE pATE
S . B et i =
B= e Tmnn =
— . S =
S | ol |
— - et E— g

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

—A

ﬂl If you do not need to change
any of the print settings, you
can simply click the Quick
Print button (&) on the Quick
Access toolbar. If the Quick
Print button does not appear
on your Quick Access toolbar,

_you can add it (see Chapter |).

ﬂ You can add a Print Preview
button to the Quick Access
toolbar; clicking that button
opens the Print screen.
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SELECT DATA

appears highlighted.

the file.

.

Before you can perform different operations on data, such as deleting it, changing its font or
alignment, applying a border around it, formatting it as a list or copying and pasting it
elsewhere in a file or into a different file altogether, you must select the data. Selected data

Depending on what program you are using, Office offers several different techniques for
selecting data. For example, in Word, PowerPoint and Publisher, you can use your mouse or
your keyboard to select a single character, a word, a sentence, a paragraph or all the data in

Click and Drag to Select Data

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

6 Drag the cursor across the text
that you want to select.

Word selects any characters that
you drag across. You can use this
technique to select characters,

words, sentences and paragraphs.

To deselect selected text, simply
click anywhere outside the text or
press any arrow key on your
keyboard.

Note: This technique also works for selecting
images in your Office files. You can also select
an image simply by clicking it.
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Select Text with a Mouse

o Double-click the word that you
want to select.

You can triple-click a paragraph to
select it.

Note: To select data in Excel, click the cell
that contains the data. To select a range of
cells, click in the upper left comer of the range
and drag down and to the right. To select
cells that are not part of a continuous series,
press as you click each cell.

Select Text from the Margin
Note: This technique works only in Word.

o Click in the left margin.

Word selects the entire line of
text next to where you clicked.

You can double-click inside the
left margin to select a paragraph.

You can triple-click inside the left
margin to select all the text in the
document.
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% You can also use keyboard

shortcuts to select text in a
file.To select a single word,
press ED+EID+E or
CD+ED+6. To select a
paragraph from the cursor
down or up, press GD+EIN+0
or @D+EID+E.To select all
of the text from the cursor
onward, press (@3 +EID +ED.
To select all of the text above
the current cursor location,
press () +EID +TD. To select
all the text in the file, press
CD+0.
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CUT, COPY AND PASTE DATA

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

When you cut data, it is removed from its original location; when you copy data, Office
makes a duplicate of the selected data, leaving it in its original location. In addition to using
the Cut, Copy and Paste commands to move and copy data, you can also use drag and drop.

\. J

Drag and Drop Data

ﬂ Select the data that you want to l{_ !.": U N l U N

cut or copy.
Layst right Tenjswed a Jeeehy dinmer with some wery ol frende- people Thedr't seen in
e Click and drag the data to a new ﬂ:e.-rl;m.um befire: Hsdchi Wit b, Lt plons poncsined. Tt was wonderiul 1o
|Ocat|on' Thesy bere-in Boston, which Tamn v brogaTesse, Forone [-1ated seTrster in
collegs, 1lresd hars, stt=nding Boston arad zkimy for the sk besm thers. It waxa
The % Changes 1o %] disrhar --wearpors hated e dor ot ket I thousht they dd 1 My anly refuss was at the
b of , Puppar andl Sraplfire, whi beok mdn Far e oftan than thay
. probably ik Theshouss wee plenty full witheut me. Poppersmether tad
To copy the data as you drag it, bsen recently Jivorosd, and she bed moved 1 with Fepper and Stephanis and their
peckdber da . of PeppeT i of wh
you can press and hold Em. i vk | vl e e g
Thairy Wik Auring a e when Tdespsarataly Daeded ars.

6 Release the mouse to drop the
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Cut and Copy Data

ﬂ Select the data that you want to
cut or copy.

e Click the Home tab.

6 Click the Cut button ([#]) to move
data or the Copy button ([22]) to
copy data.

Note: You can also press EE)+E3 to cut
data or EB+@ to copy data.

The data is stored in the
Windows Clipboard.

G Click the point where you want
to insert the cut or copied data.

You can also open another file
into which you can paste the data.

6 On the Home tab, click the
Paste button.

Note: You can also press [EE)+ED to paste
data.

@ The data appears in the new
location.

Note: You can click the Paste Options smart
tag ([&]) that appears when you paste, cut, or
copy data to view various paste-related options.

—A
ﬁz The Office Clipboard holds

up to 24 items. You can paste
them in whatever order you
choose or you can paste them
all at the same time.To display
the task pane, click the corner
group button ([]) in the
Clipboard group on the
Ribbon’s Home tab.
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g You can display different views

of a file or view multiple files
at once. Open two or more
files. Click the View tab and
click Arrange All. Click the
View Side by Side button ([11])
to see the open files side by
side. Click the Synchronous
Scrolling button ([Z1]) to scroll
both files at the same time.
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INSERT A PICTURE OR CLIP ART

effects to images you insert in files.

You can add interest to your Office files by inserting clip art or other images into them. Clip
art is simply artwork or other types of media. Word, Excel, PowerPoint, Publisher and
Outlook install with the Office clip art collection.

After you insert an image, you can resize, reposition, rotate and flip it. You can also perform
other types of edits on the image, such as cropping, image correction, colour correction and
more. Office 2010 also includes several tools, sometimes called filters, for applying artistic

Click the area where you want to
add an image.

Note: You can move the image to a different
location after inserting it onto the page.

) Click the Insert tab.

@ In the lllustrations group, click
Picture.

Alternatively, you can click Clip
Art to open the Clip Art task
pane.

The Insert Picture dialog box
appears.

@ Navigate to the folder or drive
containing the image file that you
want to use.

@ To browse for a particular file
type, you can click the [=] and
choose a file format.

7
7/

&

To remove a picture or clip art
that you no longer want, you
can click the picture and press

[Delete B
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@ Click the file you want to add. &‘:‘:.“‘___ R — D _
@ Click Insert. g —
S BB

Note: Image files, also called objects, come H v e = PHiias
in a variety of file formats, including GIF, JPEG o H
and PNG. ‘L“"H o

The picture is added to the file

and the Picture tools appear on e EI_ H H

the Format tab. [ 7

‘E}._» e

You may need to resize or
reposition the picture to fit the
space.

Note: See the "Resize and Move Objects”
section to learn more.

Search for Clip Art = =

@ In the Clip Art task pane, type a = “.
keyword or phrase in the Search Sl @
for field.

@ To specify what type of item
you need — illustration,
photograph, video or audio — 2010 JeRson
click the Results should be
[=] and dlick the type of item.

o

You can search for clip art on
the Office Web site by clicking
to select the Include Office. Ve
com content check box.

./ You can compress images that

@ Click Go. you add to an Office file to
mabke the file smaller. Click the

The Clip Art task pane displays image, click the Format tab

any matches for the keyword or on the Ribbon, and click the

phrase that you typed. Compress Pictures button

(5) in the Adjust group. Adjust
settings as needed in the

Compress Pictures dialog box
and click OK.

@ To insert a clip art image, click it.

CHAPTER 3 OFFICE GRAPHICS TOOLS D



RESIZE AND MOVE OBJECTS

Clip art and other types of images, such as smart art and word art, are called objects. VWhen
you insert an object, such as an image, into an Office file, you may find that you need to
make it larger or smaller in order to achieve the desired effect. Fortunately, doing so is easy.
When you select an object in an Office file, handles appear around that object; you can use
these handles to make the object larger or smaller. You can also move objects that you place
in afile.

. J

Resize an Object

@ Click the object that you want to
resize.

@ Click a selection handle.

@ Drag inward or outward to resize
the object.

Note: To maintain an object’s height-to-
width ratio when resizing, drag one of the
corner handles.

When you release the mouse e 3 - — - - ——
button, the object is resized. f
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Move an Object

@ Click the object that you want to
move.

@ Drag the object to a new location
on the worksheet.

When you release the mouse
button, the object moves to the
new location.

Note: You can also move an object by
cutting it from its current location and pasting
it in the desired spot. For help, refer to the
section “Cut, Copy and Paste Data” in
Chapter 2.

Wrap Text Around an Object
(@ Click the object.

@ Click the Text Wrapping
button in the Format tab.

@ Choose a wrap style.

OFFICE GRAPHICSTOOLS D



ROTATE AND FLIP OBJECTS

\.

After you insert an object such as a piece of clip art or a photo from your hard drive into a
Word document, an Excel worksheet, a PowerPoint slide or a Publisher brochure, you may
find that the object appears upside down or inverted. To rectify this, you can rotate or flip
the object. For example, you might flip a clip art image to face another direction or rotate an
arrow object to point elsewhere on the page. Alternatively, you might rotate or flip an object
that you place in an Office 2010 file simply to change the appearance of that object.

Rotate an Object

@ Click the object that you want to
rotate.

A rotation handle appears on
the selected object.

@ Click and drag the handle to
rotate the object.

When you release the mouse,
the object rotates.

Note: You can also use the Rotate button
( ) on the Format tab on the Ribbon to
rotate an object 90 degrees left or right.

OFFICE GRAPHICSTOOLS D



Flip an Object

@ Click the object that you want
to flip.

The Format tab opens and
displays the Picture tools.

Click the Rotate button ([Z4)).

@ Click Flip Vertical or Flip
Horizontal.

The object flips.

To constrain the rotation to
I5-degree increments, press
and hold EID while using the
rotation handle to rotate the
object. Rotate the object in
90-degree increments by
clicking the Rotate button
(I5i]) on the Format tab and
choosing Rotate Right 90°
or Rotate Left 90°.

ERENNEEENER
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CROP A PICTURE

In addition to resizing an Office object, such as a clip art image or a photo you have stored
on your computer’s hard drive, you can use the Crop tool to crop it. When you crop an
object, you remove vertical and/or horizontal edges from the object. For example, you might
use the Crop tool to create a better fit, to omit a portion of the image or to focus the
viewer on an important area of the image. The Crop tool is located on the Format tab on
the Ribbon, which appears when you click the object you want to crop.

. J

STEr——T

@ Click the image that you want e e e e [
to edit. R T B 0
@ The Format tab opens and = x :
displays the Picture tools.

@ Click the Crop button.

T T I T LTI

ER AN

Crop handles surround the
image.

L

BRI SRR RN RN ]
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@ Click and drag a crop handle to
crop out an area of the image.

When you release the mouse
button, the image is cropped.

@ Click outside the image to finalise
the crop operation.

Note: See the "Resize and Move Objects”
section, earlier in this chapter, to learn how to
resize an image.

Crop Objects into Predefined
Shapes

Click the Format tab.
Click the Crop [=]

0000

Click Crop to Shape and
choose the desired shape from
the menu.

Click the object you want to crop.

L e | .

Lo B

(R RN R
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CHANGE A PICTURE

Suppose the image object you have inserted into your Office 2010 file is less than perfect.
Perhaps it is slightly blurry, lacks contrast or the colour seems off. Fortunately, Office 2010
offers tools that enable you to make corrections to clip art and images even after they have
been inserted into your file. For example, you can sharpen and soften images, as well as
adjust their brightness and contrast. You can also adjust colours using the Office 2010 Color
Saturation, Color Tone and Recolor tools.

Office 2010 includes several tools, sometimes referred to as filters, for applying artistic
effects to images and clip art. For example, you can apply an artistic effect to make an image
appear as though it was rendered in marker pen, pencil, chalk or paint.

Click the picture that you want to
edit. The Format tab appears on
the Ribbon with the Picture tools
shown.

Make Image Corrections
@ In the Adjust group, click the
Corrections button.

@ Office highlights the image’s
current correction settings.

As you drag over each setting
in the menu, the picture
displays what the setting looks
like when you apply it. —

@ Click a correction setting. - QZQ—'Q T T T T B

The new setting is applied to the = EHH-!-‘
picture. = =" HHHH eREE

Make Colour Adjustments

@ In the Adjust group, click the
Color button.

[ = ey T T

-n--lln—-ln-

@ Click a colour setting.

The new setting is applied to the
picture.
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Apply Artistic Effects
(D Inthe Adjust group, click the
Artistic Effects button.

@ Office highlights the image’s
current effect.

As you drag over each effect in
the menu, the picture displays
what the effect looks like.

@ Click an artistic effect.

The new setting is applied to the
picture.

Apply a Picture Effect

@ In the Picture Styles group, click
the Picture Effects button.

@ Click an effect category.

Note: As you drag over each effect in the
menu, the picture displays what the effect
looks like when you apply it.

@ Click an effect style.

The new setting is applied to the
picture.

As you drag over each setting
in the menu, the picture
displays what the setting looks
like when you apply it.
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WORD

You can use Word to tackle any project involving text, such
as letters, faxes, memos, reports, manuscripts. Word's
versatile formatting features enable you to enhance your text
documents with ease, changing the font size and colour,
altering the text alignment and more.You can also add
elements such as tables, headers and footers, page numbers,
a table of contents, even an index. Word offers a variety of
editing tools to help you make your document look its best.
In this part, you learn how to build and format Word
documents and tap into Word's many tools to preview,
proofread and print your documents.




CHANGE WORD'S VIEWS
-

Microsoft Word offers you several ways to control how you view your document. For
example, the Zoom tool enables you to control the magnification of your document. You
can change the zoom setting by using the Zoom slider or the Zoom buttons.

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

footers.

\_

Use the Zoom Tool

@ Drag the Zoom slider on the
Zoom bar. =

@ You can also click a -
magnification button to e
zoom in or out.

ik e E

= I?

Domae b Chnboin. :
Word applies the magnification to E
the document.
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Switch Layout Views - :.“"*:‘Th"h"—‘ﬁl

. . j . . I.; l J:: _‘- - Ll D D :_
Click the View tab on the ajw_:;--- W - =TT S Ll =
Ribbon.

Click a layout view button.
© 2358
T B s
RELEEUAE |
I . I by o L
Word displays the new view. T e e
. , dmWEE S SQ3S S80I W
@ In this example, Draft view =TS e =" =
displays the text without
graphics or other elements. @ Emacka
. . maa
You can also switch views e
using the View buttons at the
bottom of the program
WindOW. L e
Dmarbh Dy,
- B
| Sl ) im0 Do Lk < T8 -

% Use the scroll bars to move up % If your document’s structure

and down a document page. incorporates headings,
Alternatively, press the arrow subheadings and body text, you
keys on your keyboard to move can use Outline view to see

up, down, left and right in the and change the document
document. You can also press structure. Switching to Outline
and to move to the view displays the Outlining tab,
preceding or next page in the with buttons for changing
document. heading styles and levels.
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TYPE AND EDIT TEXT
-

.

When you launch Microsoft Word, a blank document appears, ready for you to start typing.

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

Type Text
@ Start typing your text.

Word automatically wraps the
text to the next line for you.

@ The insertion point, or cursor,
marks the location where text
appears.

@ Press (I to start a new
paragraph.

You can press to quickly
create an indent for a line of
text.

Edit Text

@ Click in the document where you
want to fix a mistake.

@ Press to delete
characters to the left of the
cursor.

Press to delete characters
to the right of the cursor.

You can also delete selected text.

Note: If you make a spelling mistake, Word
either corrects the mistake or underlines it in red.

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

@—» You can press Enter to start a new line

Gor you can press Entter twice to add more space between paragraphs
.’vOu can press the Tab key to quickly create an mdent@

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

You can press Enter to start anew line.

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

You can press the Tab Ky to quickly create an indent

()
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Add a Quick Parts Entry

@ Select the text that you want to
add to the Quick Parts Gallery.

@ Click the Insert tab on the Ribbon
and then the Quick Parts button.

@ Click Save Selection to Quick
Part Gallery.

The Create New Building Block
dialog box appears.

@ Type a name for the entry or use
the default name.

You can also assign a gallery, a
category and a description for the
entry.

() dickok.

Insert a Quick Part Entry

@ Click in the text where you want
to insert a Quick Part.

@ Click the Insert tab on the
Ribbon and then the Quick
Parts button.

@ Click the entry that you want to
insert.

Word inserts the entry into the
document.

Q/ To insert a preset Quick Part,

click the Insert tab on the
Ribbon, click the Quick Parts
button and click Building
Blocks Organizer. Locate the
Quick Part you want to insert,
click it and click Insert.
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By default, Word is set to Insert
mode: when you start typing,
any existing text moves over to
accommodate the new text.You
can press (EZD to switch to
Overtype mode, in which new
text overwrites existing text.
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INSERT SYMBOLS AND SPECIAL CHARACTERS

~\
From time to time, you might need to insert a special symbol or character into your Word
document, such as a mathematical symbol, that is not on your keyboard. You can use the
Symbol palette to access a wide range of symbols, including mathematical and Greek
symbols, architectural symbols and more. You can also use the Symbol dialog box to insert
special characters such as em dashes, copyright symbols and so on.
\. J
Insert a Symbol e T e S
. . i kR L L L 8 e R i i
a Click where you want to insert a - |i.-fr s, e M| oy REST S [Slwee
symbol. = _ = =

g Click the Insert tab.
() Click the Symbol button.

e If the symbol you want to insert
appears in the Symbol palette,
click it. Otherwise, click More
Symbols.
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The Symbol dialog box appears.

@ Click the character that you want B it = L st =
) NHUE 1 ARLUB LR EINEE
to Insert. AR ERAec R A 1| [ile ™
. A|oaled|d|=|(a|0|o|dd]¥|s|e|ld
@Youcancl/cktheFontE A ;.“.;1.':;3_ i

and click another font to
change the symbols that
appear in the Symbols tab.

@ Click Insert.

Word adds the character to
the current cursor location in
the document.

w“# [ 4]}
gle[e[u]e]=[~[&[w]s]z][+]=|=[n]=

AT Sk, FTHE DA, Deagcin ol T by Ul v

Froyess Cullam 1

The dialog box remains open so
that you can add more characters
to your text.

() When finished, click Close.

Insert a Special Character
(1) Click the Symbol button.

il
i
i

r

1

|

|

Choose More Symbols to open
the Symbol dialog box. g

ilﬂ'{!i_ |k
i

Click the Special Characters
tab.

ﬂ
F

?) T

want to add and then click
Insert.

(2]
@ -
@ Locate and click the character you =) o=t ]
(s

Click Close to close the dialog
box.
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CHANGE THE FONT, SIZE AND COLOUR

~\
By default, when you type text in a Word 2010 document, the program uses | |-point
Calibri font. You can change the text font, size and colour to alter the appearance of text in
a document. For example, you might change the font, size, and colour of your document’s
title text to emphasise it. You can also change the font that Word 2010 applies by defautt.
\. J

Change the Font

ﬂ Select the text that you want to
format.

Click the Home tab on the
Ribbon.

Click the Font [=.

Click a font.

Word applies the font to the text.

Change the Size

Select the text that you want to
format.

Click the Home tab on the
Ribbon.

Click the Font Size [=].

Click a size.

Word applies the font size to the
text, in this case, 48 points.

Note: If you click the Grow Font ( ) and
Shrink Font ([+]) buttons on the Home tab,
Word increases or decreases the font size.
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Change the Colour

ﬂ Select the text that you want to
format.

e Click the Home tab on the
Ribbon.

() dlick the [x] next to the Font
Color button ([&)).

@ Click a colour.

Word applies the colour to
the text.

Use the Font Dialog Box

ﬂ Select the text that you want
to format.

() Click the Home tab on the
Ribbon.

6 Click the corner group button
([Z]) in the Font group.

The Font dialog box appears.

@ Click the font, style, size, colour,
underline style or effect that you
want to apply.

() diick oK.
Word applies the font change.
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% To change the default font and

size, display the Font dialog box.
Click the font options that you
want to set as defaults. Click
the Set As Default button. In
the new dialog box, specify
whether the change should
apply to this document only or
to all documents created with
the current template.
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ALIGN TEXT

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

\ J

@ Select the text that you want to u ""'.'.'.'4...@“ T e T e
format e e [ atce o e

@ Click the Home tab on the o - E

robon Laser Tag

@ Click an alignment button.

i W n -

Click the Align Left button (&) e

to left-align text. ot e e
Feicims, Lk

Click the Center button () to i .

centre text. I it it

Click the Align Right button =

() to right-align text. T EEIT =

Click the Justify button () to h‘: : T e ::-: ;-h:ju_.r _.:L: s Aas s

justify text between the left and
right margins.

@ Word applies the alignment to La ser TaE
the text. — -
B : g

This example centres the text on

L

the document page. efietaple sttt y - :
e [T
wuira o = o
Fargep
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SET LINE SPACING

~
You can adjust the amount of spacing that appears between lines of text in your paragraphs.
For example, you might set 2.5 spacing to allow for handwritten edits in your printed
document or set 1.5 spacing to make paragraphs easier to read. By default, Word assigns
.15 spacing for all new documents that you create.
You can also control how much space appears before and after each paragraph in your
document. For example, you might opt to single-space the text within a paragraph but add
space before and after the paragraph to set it apart from the paragraphs that precede and
follow it.

. S

@ Select the text that you want to H'.i«@. e T T
format. T et it e

@ Click the Home tab on the - @

Ribbon, Las - g

() Click the Line Spacing g s A v
button ([=). - -

@ Click a line spacing option. ®_>::__ i = @

@ Word immediately applies the

new spacing. -
This example applies 2.0 line
spacing.

@ To control the spacing that B v e o o =
surrounds a paragraph, click the el bt o T TP E I Y
corner group button ([&]) in the = 53 - s=@ - o
Paragraph group. B

The Paragraph dialog box opens.

Use the Before spin box to
specify how much space should
appear before the paragraph.

Use the After spin box to specify
how much space should appear
after the paragraph.

Click OK.
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INDENT TEXT

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

Word offers several tools for setting indents. For example, the Home tab on the Ribbon
contains buttons for quickly increasing and decreasing indents by a predefined amount. You
can make more precise changes to indent settings in the Paragraph dialog box. Finally, you
can use the Word ruler to set indents.

\ J

Set Quick Indents TR s

ﬂ Click anywhere in the paragraph E e S i o e e
you want to indent. = e ==

@ giltl)c;otr?e Home tab on the Laser Tag

@ Click an indent button. o et e

You can click the Decrease
Indent button ([E]) to decrease e -
the indentation. d

* ¥ .h.
You can dlick the Increase | e -
Indent button ([E)) to increase v el oL

the indentation.

@ Word applies the indent

change. Laser T ag

[ e = i
Bt
woeied
the
o -
L]
[
FHIli
[ o
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Set Precise Indents Wao-an T T

oy L L T
: : L nmama o cf e @ R R RN T [ b AaBSD a4
@ Click anywhgre in the paragraph e | [ b |“_ e
you want to indent. i e ———— — -
() Click the Home tab on the . .-
. arn g el ey e by ey
R|bbon- Vi s el s, it Rl o, Es (B ol e o el s, iy
() Click the corner group button e g ] —
() ||"1 _the Pal"agraph group Dt rapee Ol o nTeie #-.hl-lwhmhhrmiFﬂﬁ s
g i e, bt o i g, e, ey Eeree B s e
The Paragraph dialog box appears. wr .
Spak gl & i

@ Type a specific indentation in the
Left or Right indent text boxes.

@ You can also click [ to set an m; o e - E
indent measurement. =
x =1 .0_
To set a specific kind of indent, iy e i wa ]
. . L B
you can click the Special [=] : b T
. . ey o e i b e, Py mod st ey i i i e ey FE
and then click an indent. s — RE .
The Preview area shows a T T i
sample of the indent. ar é i i 0 |
| { . — PR I
Click OK. Dasmriarn L S [S— - -
@ . e | I@» ) | Ll

Word applies the indent to the
text.

g You can quickly set an indent the View tab and click Ruler
using the Word ruler.To do so, to display the ruler).The ruler
simply drag the indent marker contains markers for changing
() on the ruler to the desired the left indent, right indent,
location. If the ruler is not first-line indent and hanging
visible, position your mouse indent. (To determine which
pointer over the top of the mar k.er is which, you can
work area and pause; the ruler ~ POsItion your mouse pointer

appears. (You can also click over each one; Word displays
the marker’s name.)
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SET TABS

~
You can use tabs to create vertically aligned columns of text in your Word document. To
insert a tab, simply press the key on your keyboard; the cursor moves to the next tab stop
on the page.
By default, Word creates tab stops every 0.5 inches across the page and left-aligns the text
on each tab stop. You can set your own tab stops using the ruler or the Tabs dialog box.
You can also use the Tabs dialog box to change the tab alignment and specify an exact
measurement between tab stops.
\ S
Set Quick Tabs B e e e e
. . ‘:"H-l-l-l* '-"--'-"""‘" asioly sbbien Al o i
@ Position your mouse pointer over g0 0rend ae s A aea- [ e
the top edge of the work area reEn suerEn e G e
and pause to display the ruler. % % R
You can also click the View
tab and click Ruler to turn on - =
the ruler. e

@ Click the Tab marker area to

cycle through to the type of tab o
marker that you want to set. ' e

N -

sets a left-aligned tab. .
sets a centre-aligned tab.

sets a right-aligned tab.

sets a decimal tab.

sets a bar tab.

Click in the ruler where you want S e T '
to insert the tab.

Click at the end of the text after
which you want to add a tab.

©0 0 ©
I

Press @3.
Type the text that should appear '-'-“4—@ ""-'4—@
in the next column. 3 R

| -. _ [l
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Set Precise Tabs = . T

e wen e e

() Click the Home tab on the [Tt e [ S50 S e
Ribbon. T ooy -
- |
@ Click the corner group button i o
([E)) in the Paragraph group. el o -
The Paragraph dialog box appears. . e vt E- E =
3 s o
@ Click Tabs on the Indents and . 2 = S e——
Spacing tab. p— -
i = |
\d @—.’.Iﬂu. | smtan IJ...-J

The Tabs dialog box appears. — SE———
o] fed | e
@ Click in the Tab stop position
text box and type a new tab stop 3 -| .
measurement. i :::]:L
@ Click to select a tab alignment. L['“’EW
You can also select a tab ;!:M T gkt vir start
leader character. ' '"’f‘:j:
B I —— g e o

() Click Set.

Word saves the new tab stop.

() dlick OK.

Word exits the dialog box and
you can use the new tab stops.

ruler, drag it off the ruler.To

g To remove a tab stop from the i
You can use tab leaders to

remove a tab stop in the Tabs separate tab columns with
dialog box, select it and then dots, dashes or lines. Leaders
click Clear.To clear every tab help readers follow the

stop that you saved in the Tabs information across tab
dialog box, click Clear All. columns.
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SET MARGINS

.

By default, Word assigns a I-inch margin all the way around the page in every new
document that you create. You can change these margin settings, however. For example, you
can set wider margins to fit more text on a page or set smaller margins to fit less text on a
page. You can apply your changes to the current document only or set them as the new
default setting, to be applied to all new Word documents you create.

Set Margins Using Page
Layout Tools

ﬂ Click the Page Layout tab on
the Ribbon.

() Click the Margins button.
e Click a margin setting.

Word applies the new settings.
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Set a Custom Margin

@ Click the Page Layout tab on
the Ribbon.

(3

Click the Margins button.
Click Custom Margins.

The Page Setup dialog box opens,
with the Margins tab shown.

Type a specific margin in the Top,
Bottom, Left and Right boxes.
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@ You can also click ] to set a
margin measurement.

Choose a page orientation.

Preview the margin settings in the
Preview section.

Click the Apply to [=] and
specify whether the margins
should apply to the whole
document or from this point in
the document forward.

Click OK.

Word immediately adjusts the
margins in the document.

g If you consistently use the same

margin settings, you can choose
those settings as the default for
every new document that you
create in Word.To do so, make
the desired changes to the
Margins tab of the Page Setup
dialog box and then click Set
As Default.
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Some printers have a minimum

margin in which nothing can
be printed. For example, with
many printers, anything less
than 0.25 inches is outside the
printable area. Be sure to test
the margins or check your
printer documentation for
more information.
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COPY FORMATTING

.

Suppose you have applied a variety of formatting options to a paragraph to create a certain
look — for example, you changed the font, the size, the colour and the alignment. If you want
to re-create the same look elsewhere in the document, you do not have to repeat the same
steps as when you applied the original formatting. Instead, you can use Word's Format
Painter feature to “paint” the formatting to the other text in one swift action. With the
Format Painter feature, copying formatting is as easy as clicking a button.

@ Select the text that contains the
formatting that you want to copy.

@ Click the Home tab on the
Ribbon.

@ Click the Format Painter
button ([Z)).

@ Click and drag over the text to
which you want to apply the same
formatting.

Word immediately copies the
formatting to the new text.

Note: To copy the same formatting multiple
times, you can double-click the Format Painter

button ([F]).

You can press (33 to cancel the
Format Painter feature at any
time.
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CLEAR FORMATTING

Sometimes, you may find that you have applied too much formatting to your text, making it
difficult to read. Or perhaps you simply applied the wrong formatting to your text. In that
case, instead of undoing all your formatting changes by hand, you can use Word's Clear
Formatting command to remove any formatting you have applied to the document text.
When you apply the Clear Formatting command, Word removes all formatting applied to

the text and restores the default settings.

\ y,
ﬂ Select the text containing the Hi‘q—@ TR T e
formatting that you want to N e e v [ seper s
remove. P s e e e s e e s e
g Click the Home tab on the 7 Ko nnelnﬁ
Ribbon.
, . 2010 SERSON
@ Click the Clear Formatting
button (). SCHEDULE 4_6
I FRRT B oy P T P
L] :—IH P M. [} 5
& kg ul L1
E ] [ L
[t t]
P TS 0 Haras
Word immediately removes the B s s e
formatting and restores the B~ o-odm® S5 0000 BB e satce s
) - EIE-= LR T RN TP W Ty iy s—"r
default settings. 3 T E—— . F———
2010 SERSON
FOHETARE
A 1A B iEE TR
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FORMAT WITH STYLES

Suppose you are writing a corporate report that requires specific formatting for every
heading. Instead of assigning multiple formatting settings over and over again, you can create
a style with the required formatting settings and apply it whenever you need it. A style is a
set of text-formatting characteristics. These characteristics might include the text font, size,
colour, alignment, spacing and more.

In addition to creating your own styles for use in your documents, you can apply any of
Word's preset styles. These include styles for headings, normal text, quotes and more.

. J

Create a New Quick Style 5L e
. A T i -
@ Format the text as desired and T o i || T i i, e

then select the text. e A o vz e

@ Eilti)cgotr?e Home tab on the I[ o “ ‘ :géé"f_tz{ﬁ.

& werps
() Click the More button ([E) in

the Styles group. 2010 SERJON
L SOWINAR
@ Click Save Selection as a New PPTI—
Quick Style. | s = -
& Ahdipa: Dicaed Farae L]

& Fidps Toyeis e Fric of Leng Beschi@iesis oi Lerg
LLTTaT

| L e ml

The Create New Style from
Formatting dialog box appears.

Type a name for the style.
Click OK.

©0

Word adds the style to the list of
Quick Styles.
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Apply a Quick Style

0
(2
(3

Select the text that you want to
format.

Click the Home tab on the
Ribbon.

Click a style from the Styles list.

Note: You can click the More button ([Z])
to see the full palette of available styles.

Word applies the style.

To remove a style that you no
longer need, from the Home
tab, display the full Quick
Styles palette, right-click the
style that you want to remove
and click the Remove from
Quick Style Gallery
command. Word immediately
removes the style from the
Quick Styles list.

To customise an existing style,
apply it to some text.Then,

with the text selected, click the

Home tab, click the Change
Styles button and click the
type of change that you want

to make. For example, to switch

fonts, click the Fonts option
and then select another font.
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APPLY A TEMPLATE

A template is a special file that stores styles and other Word formatting tools. VWhen you
apply a template to a Word document, the styles and tools in that template become
available for your use with that document. Word comes with several templates preinstalled;
in addition, you can create your own.

Of course, one way to apply a template to a document is to select it from the list of
document types in the New screen that appears when you create a new Word document.
Alternatively, you can attach a template to an existing document, as outlined here.

ﬂ With the document to which you
want to apply a template open in
Word, click the File tab.

@ Click Options.

The Word Options window
opens.

Click Add-Ins.
Click the Manage [=].

Click Templates.

0000

Click Go.
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The Templates and Add-ins dialog ~ [F===== i |

: TR 1
box opens. e msemmalm] (e aoce [ e e —
@ Click to select the WM
Automatically update %:m T O FT B
document styles check box. e i iy 1-§
= L & Fawrai AT Alaerk Gl U
Click Attach. Wi [ W AR s o
o e
The Attach Template dialog box i e =1
[ ok oy
opens.
B Lo
@ Locate and select the template S = e —
you want to apply. @-—>_¢1-_|: =
(1) Click Open.

Word applies the template.

The styles used in the document Laser Tag

are updated to reflect those
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% The easiest way to create a

template is to base it on an
existing Word document. With
the document on which you
want to base your template
open in Word, click the File tab
and click Save As.The Save As
dialog box opens; locate and
select the folder in which you
want to save the template,
type a name for the template
in the File Name field, click
the Save as Type EL choose
Word Template and click
Save. Word saves the template
in the folder you chose.
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CREATE COLUMNS

You can create columns in Word to present your text in a format similar to a newspaper or
magazine. For example, if you are creating a brochure or newsletter, you can use columns to
make text flow from one block to the next.

If you simply want to create a document with two or three columns, you can use one of
Word's preset column settings. Alternatively, you can create custom columns, choosing the
number of columns you want to create in your document, indicating the width of each
column, specifying whether a line should appear between them and more.

\. J

Create Quick Columns

o Select the text that you want to
place into columns.

e Click the Page Layout tab on
the Ribbon.

° Click the Columns button.

° Click the number of columns that
you want to assign.

Word places the selected text in
the number of columns that you
specify.
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Create Custom Columns

Select the text that you want to
place into columns.

Click the Page Layout tab on
the Ribbon.

Click the Columns button.
Click More Columns.
The Columns dialog box appears.

Click a preset for the type of
column style that you want to

apply.
Q You can specify the number of
columns here.

You can set an exact column
width and spacing here.

G You can specify whether the
columns apply to the selected
text or the entire document.

G You can include a vertical line
separating the columns.

Click OK.

Word applies the column format
to the selected text.

@ To wrap column text around a

picture or other object, click
the picture or object, click the
Format tab, click the Wrap
Text button and then click the
type of wrapping that you
want to apply.

Laser | o

To add a column break, click
where you want the break to
occur and then press (@) +EID+
EI@. To remove a break, select
it and press (EED.To return to a
one-column format, click the
Columns button on the Page
Layout tab and then select the
single-column format.
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INSERT A TABLE

.

You can use tables to present data in an organised fashion. For example, you might add a
table to your document to display a list of items or a roster of classes. Tables contain
columns and rows, which intersect to form cells. You can insert all types of data in cells,
including text and graphics. VWhen you click in a table, two new tabs appear on the Ribbon:
Design and Layout. You can use the table styles found in the Design tab to add instant
formatting to your Word tables.

If Excel is installed on your computer, you can insert an Excel spreadsheet into your Word
document. The Ribbon in Word changes to display various Excel tools and features that you
use to work with data you add to the spreadsheet.

~\

Insert a Table

o

000

©

Click in the document where you
want to insert a table.

Click the Insert tab on the Ribbon.
Click the Table button.

Drag across the number of
columns and rows that you want
to set for your table.

@ Word previews the table as
you drag over the cells.

Click inside a cell and type your data.

Insert a Quick Table

0000 ©

Click in the document where you
want to insert a table.

Click the Insert tab on the Ribbon.
Click the Table button.
Click Quick Tables.

Click the table that you want to
insert.

Word adds the table to the
document.
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Apply Table Styles
ﬂ Click anywhere in the table that
you want to format.

e Click the Design tab on the
Ribbon.

6 Click a style from the Table
Styles list.

() Click the More button ([F)
to display all the styles.

Word applies the style.

Toggle table parts on or off
using the Table Style Options
check boxes.

G Click these options to change
the shading and borders.

Insert an Excel Spreadsheet

ﬂ Click in the document where you
want to insert a table.

Click the Insert tab on the
Ribbon.

Click the Table button.

Click Excel Spreadsheet.

An Excel spreadsheet appears,
along with tools associated with
the Excel program.

Click in a cell and type the data
that you want to add.
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USE HEADERS, FOOTERS AND FOOTNOTES

.

If you want to include the same text, such as the title of your document, your name or the
date, at the top or bottom of every page, you can use headers and footers. Header text
appears at the very top of the page, above the margin; footer text appears at the very bottom
of the page, below the margin. To view header or footer text, Word must be in Print Layout
view. To switch to this view, click the View tab and click the Print Layout button.

You can include footnotes in your document. When you add a footnote, a small numeral or
other character appears alongside the associated text, with the actual footnote appearing at
the bottom of the page. Word automatically numbers footnotes. As you add, delete and
move text, any associated footnotes are added, deleted or moved and renumbered.

_J

Add a Header or Footer
@ Click the Insert tab.

() Click the Header (or Footer)
button.

@ Click the type of header or footer
that you want to add.

This example adds a header.

@ Word adds the header or
footer and displays the Header
& Footer Tools tab.

Click the field in the header area
and type your header text.

© O

If the header style includes a date,
click the Date field and choose a
date from the calendar.

You can click the Quick
Parts button to insert
additional fields.

G You can insert more headers
and footers using these controls.

(L) Click the Close Header and
Footer button.

L R =1 T et - ridech T e
| e ..-\... e
At T = W _;-u-.n-‘q-@;.u [Fp T—— _..,.,._
gz - Il. _.I'\.lrI.-I'\. ul.'\.'\.l - .
R ko o
= . B
& T  [(EH =aa
a e
|
i O
|
e =]
;:J-""."u (0 A |ﬂ |
I | A
" ]
Thoark s fex samay o 2<w oy e B =|
WL e Tl el o el e b |
T et 5
+ e b ¥
DR T T O i DY S DR ol e |
mcioven lmloosh 1 s
RS OO QIR H J I_
W T T ] P rrarie = s | =
e e v g N =
"Wl - el e te thae b b u
o & w5 - - e b L pe—— [ g
. L = bt T
= o s v " o
=i . e R )
o B —:.-c.-|<—@ Geda
i -
EHEE AR
—— i3udn
[y 1-uu<—€§
OHEE FEE
FAODEDE
FEmE
i

Word closes the Header &
Footer Tools tab and displays the
header or footer on the
document page.
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Insert a Footnote

ﬂ Click where you want to insert
the footnote reference.

e Click the References tab on the
Ribbon.

@ Click the Insert Footnote
button.

@ Type the note text.

@ To retumn to the reference
mark in the document, you
can double-click the footnote
number.

You can repeat these steps to add
more footnotes.

To edit a header or footer,
click the Insert tab on the
Ribbon, click the Header or
Footer button and then click
Edit Header or Edit Footer.

To omit the header or footer
from the first page, click the
Edit Header or Edit Footer
menu option. In the Options
group, select the Different
First Page check box.
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To remove a header or footer,
click the Insert tab, click the
Header or Footer button and
click the Remove Header or
Remove Footer command.

If you prefer, your footnotes
can appear at the end of the
document (endnotes). Click
where you want to insert the
footnote reference, click the
References tab on the Ribbon
and click the Insert Endnote
button.
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INSERT PAGE NUMBERS AND PAGE BREAKS

Insert Page Numbers

ﬂ Click the Insert tab on the
Ribbon.

Click the Page Number button.

Click a location for the page
numbers.

Click a page number style.

G Word assigns page numbers in
your document.

Click Close Header and
Footer to exit the header or
footer area.

Note: See the “Use Headers, Footers and
Footnotes” section to learn more.
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If you are working on a long document, you can add page numbers to help you keep the
pages in order after printing the document. Page numbers are added to the header or footer
area of the document. You can choose how page numbers look on your document.
Adding page breaks can help you control what text appears on what page of the document.
For example, you might add a page break at the end of one chapter to ensure that the next
chapter starts on a new page.
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Insert Page Breaks

ﬂ Click in the document where you
want to insert a page break.

o Click the Insert tab on the
Ribbon.

o Click the Page Break button.

@ Word assigns the page break.

Resiimisrn

ﬂ You can use a keyboard

shortcut to insert a page
break as you type in your
document; press 3 +EI5E.
You can insert a line break

by pressing €D +EE.

You can change the page
number style. Click the Page
Number button on the Insert
tab and then click Format
Page Numbers. This opens the
Page Number Format dialog
box. Select the style you want.
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CREATE AN INDEX

N\
If your document requires an index, you can use Word to build one. Indexes can contain
main entries and subentries as well as cross-references (entries that refer to other entries).
Before you can build an index, you must mark any words or phrases in your document that
should appear in the index. When you do, Word adds a special index field, called an XE field,
to the document; this field includes the marked word or phrase, as well as any cross-
reference information you might have added.
. J
Mark a Word or Phrase [ i — 43@_'_
ﬂ Select the text for which you o S o R o e | @-ﬂ
- e == .-
1 - Y

want to create an index entry. T e e o :

@ Click the References tab.

() Click the Mark Entry button.

@ The Mark Index Entry dialog | ——— @
box opens with the selected h o —-
text in the Main Entry field. _ '::
Note: To create an entry for a person’s Plepitpbeetiret] =
name, type it in the format Last Name, First S i
Name. @.ﬂ@_‘:.____ .
The Current Page radio button
is selected. E——
G To mark just this occurrence of [ . g
the text, click Mark. D
To mark all occurrences of the - '__' @
text, click Mark All. m— :
_u--‘h.mhhu‘1_: m_ :"__I-h_
G Word adds an index entry field
to your document.
Note: To view the field, click the Home tab’s E Note:To delete an index entry,
Show/Hide button (If) select the XE field (including
@ Click Close. the braces that surround it)

and press (EED.
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Generate an Index

0

Click the spot in your document
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where you want to insert the
index.

Click the References tab.
Click the Insert Index button.

The Index dialog box opens.

Click the Formats [*] and select
an index design.

© 00

@ Preview the selected index
design here.

Click the Indented radio button.

Click the Columns [£] to change
the number of columns per page
the index will contain.

00

Click OK.
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Word generates the index.

% If you want to index text that

spans a range of pages, select
the text and create a bookmark
for it (click the Insert tab and
click Bookmark). In the Mark
Index Entry dialog box, click the
Page range radio button. Click
the Bookmark [=] and choose
the bookmark you just created,
click Mark and click Close.

D ADDING

After making changes to your
document, you need to update
the index. Click in the index,
click the References tab and
click the Update Index button.
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CREATE A TABLE OF CONTENTS

look and feel.

\.

You can use Word to generate a table of contents (TOC) for your document. By default,
Word generates a TOC by searching for text in your document that is formatted using one
of Word's predefined heading styles. It then copies this text and pastes it into the TOC.

You can create a custom TOC based on styles you choose — handy if your document uses a
template that contains heading styles that have different names from Word's predefined
ones. Note that you can select from Word's gallery of TOC styles to establish the TOC's

J

Style Text as Headers

ﬂ Select text in your document that
you want to style as a header.

@ Click the Home tab.

@ If the desired style appears in
the Styles group, click it.

Altematively, click the More
button ([Z]) and choose the

style from the Quick Style gallery.

G Alternatively, click the cormer
group button (I]) and choose
the style from the Styles pane,
as shown here.

Word applies the style to the
selected text.

D)

Generate a Table of Contents

o

Click the spot in your document
where you want to insert a TOC.

Click the References tab.

Click the Table of Contents
button.

© 00

Choose the desired TOC style.

"EREE [T - .
e me wm—p a w -

& 1 -
i‘-h-l-ﬂ-ri- o S Y l_.-.-lrl AW i i |.||||...-... e
W4 REE - D imew iwe | s e lt_h

e L WS e
EEEF L _6.-_-'_ e ——

Sl [ = e
L
e

: Best Night of the
=

If

- a

=

[

L3l L
:}lt
ciltl

*
i
-

-0 e LS
= e — e @
| wa i ) J e 5 e .
hel) == p v a=—or S5t
u='l' i by - e = s
ey T k - [Pl
[y tmmammarasssssas memssess e 1 EECEEECE] [
-
-
L -
-

ADDING EXTRATOUCHES D



Word generates a TOC.

Note: To delete a TOC, click the Table of
Contents button and choose Remove
Table of Contents.

Create a TOC from Custom
Styles

@ Click the References tab.
@ Click Table of Contents.

@ Click Insert Table of
Contents.

@ Click Options.

The Table of Contents Options
dialog box opens.

@ Under Available Styles, locate the
top-level heading style you applied
to your document.

@ Type | in the corresponding field
to indicate that it should appear in
the TOC as a level-1 heading.

Repeat Steps 5 and 6 for additional
heading styles, typing 2, 3, 4 and so
on to indicate their levels.

@ Click OK in the dialog boxes to
close them.
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g After making changes to your
document, you can update the
TOC to reflect the changes.
Click the Update Table button
in the References tab’s Table of
Contents group and specify
whether you want to update
page numbers only or the
entire table.
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FIND AND REPLACE TEXT

and correct the misspellings.

Suppose you want to edit a paragraph in your document that contains a specific word or
phrase. Instead of scrolling through your document to locate that paragraph, you can use
Word's Find tool to search for the word or phrase in the paragraph.

In addition, you can use the Replace tool to replace instances of a word or phrase with other
text. For example, suppose you complete a long report, only to discover that you have
misspelled the name of a product you are reviewing; you can use the Replace tool to locate

\ S
Find Text IR O — = A
. . . G emmemsr R Ly M FOE T BN T s ke Rl _E
@ Click at the beglnmng Of)’OUt" il Tl T TS T T T RS p———————
document. — = — 3
@ Click the Home tab on the
Ribbon. @—h*." In Which the Awthor Gets Older
e reny [
() dlick the Find button. e e
@ The Navigation pane appears. ey e
() Type the text that you want to - " -
find and press EE. . — ]
Word searches the document [~ @ =T _@ e ¥
and highlights occurrences of ol .
the text. e “.E e m— -
3 — (g wrn w ww @ samrryg, e o' @ i,
G Word also lists occurrences of SRS '@ vt e e < e el
the text in the Navigation pane. e I A =
() Click an entry in the Navigation o - et
pane. e
, sy rea
G Word selects the corresponding

text in the document.

When finished, click the
Navigation pane’s [%] button.
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Replace Text

@ Click at the beginning of your
document.

(3

Click the Home tab on the
Ribbon.

Click the Replace button.

The Find and Replace dialog box
opens with the Replace tab
shown.

©

In the Find what field, type the
text that you want to find.

©

Type the replacement text in the
Replace with field.

Click Find Next.

©

@ Word locates the first
occurrence.

Click Replace to replace the
occurrence.

To replace every occurrence in
the document, you can click
Replace All.

When finished, click Cancel.

Note: If Word displays a prompt box when
the last occurrence is found, click OK
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Click More in the Find and
Replace dialog box to reveal
additional search options. For
example, you can search for
matching text case, whole
words and more. You can also
search for specific formatting
or special characters by
clicking Format or Special.

To search for text and delete it,
type the text you want to delete
in the Find What field and leave
the Replace With field empty.
When you activate the search,
Word looks for the text and
deletes it without adding new
text to the document.

REVIEWING DOCUMENTS D



CHECK SPELLING AND GRAMMAR

catch some errors, but not all!

Word automatically checks for spelling and grammar errors. Misspellings appear underlined
with a red wavy line and grammar errors are underlined with a green wavy line.

In addition, you can use Word's Spelling and Grammar Check features to review your
document for spelling and grammatical errors and to fix any errors that are detected. Of
course, these features are no substitute for good proofreading with your own eyes. They can

. S
Correct a Mistake
@ When you encounter a spelling or
grammar problem, right-click the T r———r
underlined text. s e 1RE-A-gn ——
Al e i g i by
The menu that appears shows "_:@:‘—'_»-— ﬁ o e
possible corrections. bdelsiaron] s Sebelo et
trwr rwamier AR o
ity i s g M + i e« swhe B 1 i g

@ Click a correction from the menu.

@ To ignore the error, click
Ignore; click Ignore All for
all instances of the error.

To add the word to the built-in
dictionary, click Add to
Dictionary.

Run the Spell-Checker
() Click the Review tab on the
Ribbon.

@ Click the Spelling & Grammar
button.
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To check only a section of your
document, select the section
before activating the spell
check.
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displays the Spelling and
Grammar dialog box.

@ Click Change to make a
correction.

To correct all misspellings of
this word, click Change All.

To ignore the error this time,
click Ignore Once.

To ignore every occurrence,
click Ignore All or Ignore
Rule.

When the spell check is complete,
a prompt box appears.

() dlick OK.

Turn Off Automatic Spelling -
and Grammar
[ s il |

(1) Click the File tab and then click a
[T Heome il - onkriey

Options. Wrtingivis | Gnere iy [o] |Spen

| b i, |
@ In the Word Options dialog box,
click the Proofing tab.

-] Chceh o i 41 7w b

®_ [ inophrhs 1FERy
@—'P M R R

@ Under the When Correcting
Spelling and Grammar in Word
options, click to deselect Check @ Click OK to exit the Word

spelling as you type. Options dialog box.
@ Click to deselect Mark Word turns off the automatic
grammar errors as you type. checking features.
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WORK WITH AUTOCORRECT

s

As you may have noticed, Word automatically corrects your text as you type. It does this
using its AutoCorrect feature, which works from a preset list of misspellings. To speed up
your text-entry tasks, you can add your own problem words — ones you commonly misspell
— to the list. The next time you mistype the word, AutoCorrect fixes your mistake for you.

If you find that AutoCorrect consistently changes a word that is correct, you can remove that
word from the AutoCorrect list. If you would prefer that AutoCorrect not make any changes
to your text as you type, you can disable the feature.

\ J
() Click the File tab. - — ——-"
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g To prevent AutoCorrect from

replacing text as you type,
open the AutoCorrect dialog
box, click the AutoCorrect tab
and deselect the Replace text
as you type check box. Click
OK to apply your changes.
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The Word Options dialog box
appears.

Click Proofing.
Click AutoCorrect Options.

00

The AutoCorrect dialog box
appears, displaying the
AutoCorrect tab.

©

Type a common misspelling in the
Replace text field.

©

Type the correct spelling in the
With text field.

©

Click Add.

AutoCorrect adds the word to
the list.

Click OK to exit the AutoCorrect
dialog box.

©

Click OK to exit the Word
Options dialog box.

©

The next time you misspell the
word, AutoCorrect corrects it
for you.

Note: If AutoCorrect corrects text that you
do not want to be changed, press ED+E to
undo the change.

—
To remove a word from the
AutoCorrect list, open the
AutoCorrect dialog box, click
the AutoCorrect tab, click the
word you want to remove and
click Delete. Finally, click OK
to close the dialog box and
apply your changes.
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ﬁ/‘ If you are having trouble finding

just the right word or phrase,
you can use Word’s thesaurus to
find synonyms. Select the word
for which you want to find a
synonym. Click the Review tab.
Click the Thesaurus button.
Position your mouse pointer
over the word you want to use
as a replacement. Click the [=]
and click Insert.
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TRACK AND REVIEW DOCUMENT CHANGES

~
If you share your Word documents with others, you can use the program’s Track Changes
feature to keep track of what edits others have made, including formatting changes and text
additions or deletions.
The Track Changes feature uses different colours for each person’s edits, making it easy to
see who changed what in the document. If you like, you can change the colour used for
your edits.
When you review the document, you can specify whose edits you want to review, what
types of edits you want to see and whether to accept or reject the changes.
\ S
Turn On Tracking B e s s [
@ Click the Review tab on the -13:.‘:. o % _d E; i.:":.-_:; = :-..-..:‘ -1
Ribbon. — : :
@ Click the Track Changes
buttonl 35 Im Whdeh the Author Gits Oder

g pah. o kst o 1 g e s bt st gy gl s | s
ek | v | ol ik

Baid = Tt M L]

b v an e

- ke
T e, S S e 3 e e ks e s

Word activates the Track

Changes feature. e e - iyl
. Ilﬂ-.l-mull- i ] © LB
@ Edit the document. R L A e S S
‘ SRR
@ Additions to the text appear e e i e i e
underlined and in colour. S L S i e

s b sy e weada m
s B T By ik b T e ] s 4k bk

Word marks deleted text with e
a strikethrough. — N

g To change the colour used for

your edits, click the Review tab,
click the Track Changes button
and then click Change Tracking
Options.The Track Changes
dialog box opens and you can
make changes to the tracking
colour, formatting and more.
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Review Changes

-8
ﬂ Click the Review tab on the -1 ;E %
Ribbon. ¥
@ Click the Reviewing Pane button. -
@ The Reviewing pane opens.
The Reviewing pane shows each o i o
person’s edits, including the user's 2 P — -
name. o s e A ol s o
. it l Loy = ey gegd o i gl s e v gy
@ Click the Next button. e — VDA A T AR O, e o -
Word highlights the next edit [y — === !
in the document. =W @—» ""'"""'ef = P Y.
S = SR O Q) =
G Click the Accept button to et :
add the change to the final . Rt ot
= — L -
document. —_—— |....... et
Note: To accept all changes in the EEE— s/ e, - .
H TP e T M S L AT R B P -
document, click the Accept [=] and choose bk ibeld i e
Accept All Changes in Document. = J o — il
e L =
=T I R A T RO L LR M N e O T S L. -
G Click the Reject button to - | A N B s
reject the change. — — S —

@ When you complete the review,
click the Track Changes button
to tumn the feature off.

You can add comments to your
documents, for example, to
leave feedback about the text
without typing directly in the
document. Click or select the

Click the Show Markup text where you want to insert a
button on the Review tab to comment. Click the Review tab
select what elements you want on the Ribbon and click the

to include in the review. For New Comment button. Type
example, you may want to your comment. Word displays
hide comments or review the comment in a balloon and
marks for a particular user. in the Reviewing pane.
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Excel is a powerful spreadsheet program you can use to
enter and organise data and to perform a wide variety of
number-crunching tasks.You can use Excel strictly as a
program for manipulating numerical data or you can use it
as a database program to organise and track large
quantities of data.

In this part, you learn how to enter data into worksheets,
adjust its appearance, manage your information, tap into
the power of Excel's formulas and functions to perform
mathematical calculations and analysis, and create charts

with your Excel data.




ENTER CELL DATA
-

~
You can enter data into any cell in an Excel worksheet. You can type data directly into the
cell or you can enter data using the Formula bar.
Data can be text, such as row or column labels, or numbers, which are called values. Excel
automatically left-aligns text data in a cell and right-aligns values.
Long data entries appear truncated if you type additional data into adjoining cells. You can
remedy this by resizing the column to fit the data or by turning on the cell's text-wrap
feature.
. J
Type into a Cell oy = )
. . . Y2 m Ay el e e Pemsr Br #
@ Click the cell into which you want o e e W A B n;.%h—'i;.? e | i .?:r-=
to enter data. r—— . —
= i [} [ 3 ® - : =
The cell you clicked becomes the =g
. . . ]
active cell. It appears highlighted, 2
with a thicker border than the [T

other cells.

@ To add data to another
worksheet in your workbook,
click the worksheet tab to
display the worksheet.

To magnify your view of the
worksheet, click and drag the
Zoom slider.

@ Type your data.

G The data appears in both the
cell and the Formula bar.

% To wrap data within a cell,

click the cell or cells in which
you want to wrap text. Click
the Wrap Text button ([5).
The height of the row
increases.

@ —.0]
e wom Swd Wl 8 14 i )

-3 ] 13
nzp ey = F &
e e i e b e ven i L]
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Type in the Formula Bar

@ Click the cell into which you want
to enter data.

@ Click in the Formula bar.

@ Type your data.

@ The data appears in both the
Formula bar and the cell.

@ Click Enter ([¥]) or press G

to enter the data.

To cancel an entry, you can
click Cancel ([]) or press
(Esc )

% Excel’s AutoComplete feature

attempts to complete entries
for you, based on the first few
letters that you type and other
entries in the same column.

If the AutoComplete entry is
correct, press @3 and Excel
fills in the text for you. If not,
just keep typing the text that
you want to insert into the cell.

E'il'.lf
'-\..I:- a
I i ils
gy

¥

h

L]
o
a

=

K |

B
o I
U] P T K
rr-".. mrpm S BB W EEE
I"-.-i:- fl'd<;® —
L1
& : [ i " [l - i

=

% You can resize columns and

rows to fit the data. Position
the [y over the border of the
heading of the column or row
that you want to resize. Click
and drag the border to the
desired size.
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SELECT CELLS
-

~
In order to perform editing, mathematical or formatting operations on data in an Excel
worksheet, you must first select the cell or cells that contain that data. For example, you
might apply formatting to data in a single cell or to data in a group, or range, of cells.
Selecting a single cell is easy: you just click the cell. To select a range of cells, you can use
your mouse or keyboard. In addition to selecting cells or ranges of cells, you can select the
data contained in a cell.
L J
Select a Range of Cells s
- L3 3 ] P
Click the first cell in the range of i 2ELE AT 5
2 st Ouarher
cells that you want to select. =
T .
@ Click and drag across the cells that £
you want to include in the range. i
m
i3

@ Release the mouse button.
@ Excel selects the cells.

To select all of the cells in
the worksheet, you can click

here (L),

You can select multiple
noncontiguous cells by pressing
and holding 3 while clicking cells.

D BUILDING SPREADSHEETS D



Select a Column or Row

@ Position the mouse pointer over
the header of the column or row
that you want to select.

The 2 changes to §.

@ Click the column or row.

Excel selects the entire column
or row.

To select multiple columns or
rows, you can click and drag
across the column or row
headings.

You can select multiple
noncontiguous columns or rows
by pressing and holding while
clicking column or row headings.

g To select data inside a cell,

click the cell; then click in front
of the data in the Formula bar
and drag over the characters
or numbers you want to select.
Alternatively, click the cell and
then double-click the data you
want to select.

T :
| . = ] v
|1 T000 Cuarterhy Sales
1 ek Opairbor
|2 miry Fehsarp M
i
|l| Sy P8 TP m A N
4 e (Flar FEE  ME e
| T ks O R Fo B |
[]
4
-]
IFT
]
IFT]
|4
L%
) k| i

& L% 1] L F
1 2000 Quarterly Sales
+ 1st Qpaarier
£l Linwap |"rliaap Faik
]
™ TED N Enm
. mden ﬂ A S
T s O I R
[]
(o]
JE))
AL
[
¥
17
1

g You can also use the keyboard

to select a range. Navigate to
the first cell in the range. Press
and hold EID while using an
arrow key, such as @ or @, to
select the remaining cells in
the range.
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FASTER DATA ENTRY WITH AUTOFILL
-

You can use Excel's AutoFill feature to add duplicate entries or a data series to your
worksheet. This can greatly expedite data entry.

You can use Excel's built-in lists of common entries to create text series — for example, to
enter a list containing the days of the week or months in the year — or number series. You
can also create your own custom data lists,

When you click a cell, a small fill handle appears in the lower right corner of the selector; you
use this to create an AutoFill series.

. J

AutoFill a Text Series T

@ Type the first entry in the text
series.

() Click and drag the cell’s fill handle
across or down the number of
cells that you want to fill.

The o changes to +.

ES S EESE s m el

You can also use AutoFill to copy
the same text to every cell that
you drag over.

@ Release the mouse button.
@ AutoFill fills in the text series.

@ An AutoFill smart tag
() may appear, offering
additional options that you
can assign to the data.
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AutoFill a Number Series
@ Type the first entry in the number
series.

@ In an adjacent cell, type the next
entry in the series.

@ Select both cells.

Note: See the “Select Cells” section to learn
more.

() Click and drag the fill handle
across or down the number of
cells that you want to fill.

The o changes to +.
@ Release the mouse button.

a Autofill fills in the number
series.

@ An AutoFill smart tag
(&) may appear, offering
additional options that you
can assign to the data.

Create a Custom List

Create the custom list (here, a list
of names) in your worksheet and
select the cells containing the list.

Click the File tab and then click
the Options button.

In the Options dialog box, click
the Advanced tab.

Click the Edit Custom Lists
button.

Click Import.
Click OK.
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CHANGE THE FONT AND SIZE
-

.

You can change the font that you use for your worksheet data, along with the size of the
data. For example, you may want to make the worksheet title larger than the rest of the data
or you may want to resize the font for the entire worksheet to make the data easier to read.
Alternatively, you might choose to apply a specific colour to certain types of data.

If you particularly like the result of applying a series of formatting options to a cell, you can
copy the formatting and apply it to other cells your worksheet.

@ Select the data that you want to
format.

Change the Font

() Click the Home tab on the
Ribbon.

() Clickthe Font [=].

You can use the scroll arrows
or scroll bar to scroll through
the available fonts.

You can also begin typing a font
name to choose a font.

@ Click a font.
Excel applies the font.

Change the Font Size

() Click the Home tab on the
Ribbon.

() Click the Font Size [=].

() Clickasize.

Excel applies the new size to the
selected cell or data.

B =

- M e e
e
1

| A —

lacing
| SERSON

rhesduie

KO Racing
2010 SERsON

fehedule

RACE DATE TRACK

BUILDING SPREADSHEETS D



CHANGE NUMBER FORMATS
-

You can use number formatting to control the appearance of numerical data in your
worksheet. For example, if you have a column of prices, you can format the data as numbers
with pound signs and decimal points. If prices listed are in a currency other than pounds, you
can indicate that as well.

Excel offers several different number categories, or styles, to choose from. These include
Currency styles, Accounting styles, Date styles, Time styles, Percentage styles and more. You
can apply number formatting to single cells, ranges, columns, rows or an entire worksheet.

. J

@ Select the cell, range or data that
you want to format.

@ Click the Home tab on the
Ribbon.

() Click the Number Format [=]
@ Click a number format.

Excel applies the number format
to the data.

@ Click the Accounting
Number Format button ([£])
to apply pound signs to your
data. Click the button’s down
arrow to specify a different
currency, such as Euro.

©

To add percent signs to your
data, click the Percent Style

button ([%). B

o To apply commas to your 4[ To control the number of
number data, click the decimal places that appear
Comma Style button (E| ). in numeric data, select the

cell or range that you want to

6 Click the comer group button format. Click the Home tab
(1)) to open the Format Cells on the Ribbon. Click Increase
dialog box, with more number- Decimal ([5#]) or Decrease
formatting options. Decimal ([:4]).
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APPLY CONDITIONAL FORMATTING
-

You can use Excel's Conditional Formatting tool to apply certain formatting attributes, such
as bold text or a fill colour, to a cell when the value of that cell meets the required condition.
For example, if your worksheet tracks weekly sales, you might set up Excel's Conditional
Formatting tool to alert you if a sales figure falls below what is required for you to break
even. In addition to using preset conditions, you can create your own. To help you distinguish
the degree to which various cells meet your conditional rules, you can use colour scales and
data bars.

. J

Apply a Conditional Rule

@ Select the cell or range to which
you want to apply conditional
formatting.

() Click the Home tab on the
Ribbon.

Click the Conditional
Formatting button.

Click Highlight Cells Rules.

Click the type of rule that you
want to create.

©0 O

A rule dialog box appears.

@ Specify the values that you want
to assign for the condition.

() dlick OK.
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femuns  lem s em e

@ If the value of a selected cell = : .t
meets the condition, Excel AT araslee Ay 3 v LR e

applies the conditional — ——" i ?—-

formatting.

Apply a Colour Scale

@ Select the cell or range that
contains the conditional
formatting.

@ Click the Home tab on the ”
Ribbon. a3
() Click the Conditional : ——— T TS TR TS
Formatting button. e
} :wmﬂ'ﬂh
@ Click Color Scales. o i
@ Click a colour scale. .E.-'“* -: ma
You can apply colour bars i
instead by clicking Data Bars. i
G Excel applies the colour scale -

to the conditional formatting.

g To create a new rule for

conditional formatting, click
the Conditional Formatting
button on the Home tab and
then click New Rule to open
the New Formatting Rule
dialog box. Here, you define
the condition of the rule as
well as what formatting you
want to apply when the
condition is met.

To remove conditional
formatting from a cell, select
the data that contains the
formatting you want to
remove, click the Conditional
Formatting button on the
Home tab and then click
Manage Rules. Next, click the
rule you want to remove, click
Delete Rule and click OK.
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ADD COLUMNS AND ROWS
-

You can add columns and rows to your worksheets to include more data. For example, you
might need to add a column or row in the middle of several existing columns or rows to add
data that you left out the first time you created the workbook.

With Excel, you can add columns and rows using the Insert button on the Ribbon or using
the Insert dialog box.

You are not limited to inserting new columns and rows one at a time; if you want, you can
insert multiple new columns and rows at once.

.

.

Add a Column - e T 3

(1) Click the heading of the column i | e & T e o F [P @5

to the right of where you wantto | & ;@ e ---@_»:ﬂ::_ '
L o

insert a new column.

|5 RS Cuarier
() Click the Home tab on the | ——
. i diflee | irii g Felimay isch
Ribbon. e B o= s
e — L T T R TR ]
() Clickthe Insert [=]. !
@ Click Insert Sheet Columns.
Note: You can also right-click a column
heading and click Insert. . —gmas —
v L 2010 Qusrterty sale B
@ Excel adds a column. ks =
ERL]
A smart tag icon (I€]) may ;_E:'..... (o i i
appear when you insert a | e
column; click it to view a list of |

options that you can apply.

=340
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Add a Row

@ Click the heading of the row
below where you want to insert a
new row.

@ Click the Home tab on the
Ribbon.

() Clickthe Insert [=],
@ Click Insert Sheet Rows.

Note: You can also right-click a row heading
and click Insert.

@ Excel adds a row.

A smart tag icon (I£9]) may
appear and you can click the
icon to view a list of options
that you can assign.

7

% To insert multiple columns
and rows, select two or more
columns and rows in the
worksheet; then activate the
Insert command as described
in this section. Excel adds the
same number of hew columns
and rows as the number you
originally selected.

"EEED W e =

- T Rl e W AR ¢

i = g ru--.<—{ Ei I
== T L - E h ? gty

i
LIRS | i~ g FEWPERE @ d'% - 98 4
# ..._"! -
il - . -] - 4 — H
a - rre———
| A | B [ [T e e row!
2000 Crartary Salse
Cuarisr
Terune g st prery

& | 3 | c D! E F 5

2010 Quarterly Sales

1
2 1st Quarter

| note: These figures include convention

[ 5 sales

4 Office January
| 5 New York Office

February March
$26,500.00 $31,420.00 $36,340.00

w §15,600.00  519,505.00 23,410.00

429,750.00  $34,650.00 422,760.00

Q/ To open the Insert dialog box,

click a cell, click the Insert ]
on the Home tab and click
Insert Cells.Then click Entire
Row or Entire Column and
click OK. Excel adds a row or
column above or to the left of
the active cell.
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FREEZE A COLUMN OR ROW
-

.

You can freeze portions of your worksheet to keep them visible as you scroll to view other
data. This is especially handy in large worksheets. For example, you might freeze a column

or row to keep the labels in view as you scroll to other areas of your worksheet to view the
data in that column or row. You cannot scroll the area that you freeze, but you can scroll the
unfrozen areas of the worksheet. When you are finished viewing these other areas of your
worksheet, you can unfreeze the column or row you froze.

() Click the cell to the right of the
column or below the row that
you want to freeze.

@ Click the View tab on the
Ribbon.

@ Click the Freeze Panes [~].
() Click Freeze Panes.

You can also choose to freeze a
row of column headings or a
column of row titles.

Excel freezes the areas above or
to the left of the selected cell
(depending on whether you are
scrolling up and down or left and
right).

To unlock the columns and
rows, click the Freeze Panes [~]
and then click Unfreeze
Panes.
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NAME A RANGE
-

You can assign distinctive names to the cells and ranges of cells that you work with in a
worksheet. (A range is simply a rectangular group of related cells; a range can consist of a
single cell.) Assigning names to cells and ranges makes it easier to identify their contents and
can also help you when deciphering formulas. (Formulas are discussed in Chapter 10.)

Select the cells comprising the P i
ke Erer B Sl - Sl L]
range that you want to name. ol Lo gl -l Jroweeang) st
e iy By b e By et < ]

flasr-aty R

Click the Formulas tab on the
Ribbon.

© 0 O

Click the Define Name button.

The New Name dialog box
opens.

Type a name for the selected
range in the Name field.

&)

@ You can add a comment or

W W] Baracr § P - et
note about the range here. For ol o e LR N, PRt
example, you might indicate I e e | B Soeare s i
what data the range contains. s o : =

[T B (]

N | B =T 1 e ere—

@ Click OK. 2 2010 Quarterty Sales
1 st Craartmr
Excel assigns the name to T
a i Loty F PAath
the cells. % e e TP

4 g G Tird Sawie ELHIE  EHacE  EElh
RETSTEE ik vy e ERATE EIHE B
i Fak BT E. Dl ERTOE [HAME EOEGH
B R e i Dl BIL LS W [ SE T ) (=8 7.
H B O o [ 5.1 N TETT | [R5 ]
11 M B R Py T e iR LR
L1 b wi: o PR

To go to a range, click the
Name [=] and click the name
of the range of cells to which
you want to move.
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DELETE DATA OR CELLS
-

~
You can delete Excel data that you no longer need. When you decide to delete data, you
can choose whether you want to remove the data from the cells but keep the cells in place
or delete the cells entirely. When you delete a cell's contents, Excel removes only the data.
When you delete a cell entirely, Excel removes the cell as well as its contents, with the
existing cells in your worksheet shifting over to fill any gap in the worksheet structure. In
addition to deleting single cells, you can delete whole rows or columns.
L J
Delete Data s e Lo 2B
Select the cell I ini B e i e (o yerces B
elect the cell or cells containing e e e e o
the data that you want to remove. - — = i -
L Quartarty Sal
) Press @D. 1w -
Excel deletes the data from the o _ (. (—_ Ty —
cell, but the cell remains. " i iR e Tt
B P O L] [ T T h T
o i T L
=t it v e T
L e e s Eamer  dsew
2 e v e R e
! ey S il Al B FRRLE R
Delete Cells &SI L R e =E
L BT R T S e —

@ Select the cell or cells that you
want to remove.

@ Click the Home tab.
() Click the Delete [].
() Click Delete Cells.

Note: You can also right-click the selected
cells and then click the Delete command.

| P ey O Vrwresi bmi ik PARGE R
| il E Bl dusEN  mE dnes
it b B P A PN PANLE SR
i il e [T T T T
£ LR ol Typbend cens Ewasd  BLoLE
el e * e Bl ERELE e TR
- Wbl % E—-— RLHEN  HEEAE LR
o bk e [ [ T T
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The Delete dialog box appears. ! a I T g ]
1 2040 Quartary Sales
@ Click a deletion option. st Quutrir
. & Cifice Cantadt lanuary Febrary March
Click OK. o b Yok B Wk i SSOAE AR K LR
& |l e Tired srda T TR T T TR 0|
T Lk il d i ¥ ! [T
LRLLE LT inwawm
F Pl (il L,
L0 Puwwer (il I8 59
Ll Bwisi DiTcs S15 el )
Le Fronid s ilios e, e
LY il g Heng ST i, Tl i
L0 Wbkl Qe =, T
1 Intmnpvimy Tl [ 1]
L W el Wiy SLA, 0,
L7 LA 0fFfiym SEL K K
Lo immiden Gl o, T
L ko Choy (il T, il
30 e il i o,
21 WkeE OHToE i
Excel removes the cells and their A E PR S — E
1 2010 Quarterly Sales
content from the worksheet. Q ¥
2 1st Quarter
3
Other cells shift over or up to fill 1 Office Contact January February March
. | 5 New York Office Velvet Jones 526,500.00 _ $31,420.00 $35,340.00
the \/O|d Of any Ce”s that YOU | & [Londen office Cinder Calhoun 515,600.00  519,505.00 223,410,001
| 7 Paris Office R.R. Dana 529,750.00  $34,650.00 $23,760.00
remove from )’OUr WOH(Sheet. | & Dallas oOffice Francois Dubois $31,420.00  $21,050.00 426,500.00
| 9 Denver office Steve White £29,750.00  $34,650.00 £30,589.00
| 10 Detroit Office Gladys Plaisance %19,505.00 £20,750,00 815,600,00
| 11 Frankfurt Office Kate Proctor £32,976.00  $29,002.00 £20,868.00
| 12 HongKong Office Francois Boisson %34,650.00 £30,989,00 $29,750,00
| 13 Indianapalis Office Diane Weitz %34,650.00 524,780.00 $28,750.00
[ 14 Johannesburg Office Heidi Plant 530,989.00 $29,750,00 234,650,00
| 15 Kiev Office velvet Jones ¢19,505.00 $37,890.00 415,600.00
| 16 LA, Office velvet Jones §26,500.00  $31,420.00 $33,086.00
[ 17 London Office Cinder Calhoun §15,600.00  913,509.00 $20,750.00
| 18 Mesdico City Office Charles Ramos 415,600.00 $19,505.00 327,690,00
To delete a whole column or | 13 Miami Office Elinor Saks $19,750.00  $34,550.00  $30,389.00
| 20 Milan Office Jess Bova §15600.00  $19,505.00 $27,830.00
row, c’ick the column or row [ 21 Minneapolis Office James Stanton %29,002.00 £20,868,00 $32,976.00
22 Office Jacqueline Pfeiffer 533,086.00  $32,588.00 §329,369.00

heading to select it; then click
the Delete button in the
Home tab. Excel deletes any
existing data within the
selected column or row and
moves subsequent columns or
rows to fill the space left by
P the deletion.

To remove a cell’s formatting
without removing the content,
select the cell you want to edit,
click the Home tab, click the
Clear button (|<2]) and choose
Clear Formats to remove the
cell’s formatting.
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ADD A WORKSHEET
-

~
By default, when you create a new workbook in Excel, it contains three worksheets. This
may be adequate in some cases, but if your workbook requires additional worksheets in
which to enter more data, you can easily add them. For example, if your workbook contains
data about products your company sells, you might add worksheets for each product
category.
\_ J
. -, | [ 3 | [ | <] | |4 F
@ Click the Insert Worksheet i 2010 iy Sl 1
button () 5 1ak Cluarber
[
You can also right-click a ke ey Ay M .
worksheet tab and click Insert to | T e e
. B Tailyy DdWae Framsad ek SILEH, . ST, W SIEE .
open the Insert dialog box, where 5 Cvwrnde — MmN SR S
. LN D ool i by Pk ramm im haamm
you can choose to insert a 11 Femsbburi #¥hn [y — EoiE  SAE A
1 Heag e Sl [T T [HET=0 ] S D [ e
Worksheet L7 ey mapliy. Dl lem: Do i e FlasE - ST, W Breie N
11 Piliainiets b g S0 [T En . [N N -] [T ]
1 Kidw @il rbrlieEe rramm [T N ] Baamm
L6 LA (e lem SHETLE R S A D R
LT Lewdor 40 Cleniime Calfymm facds N FILL . § ] ORTH N
18 el Ty Tl Chealng ey a2 Y FILE N et 4|
LY Wl DR [E TR Erram (L TN L] A m
o B Etia T Y iram m (L8 N -] s
o1 wemvemed $ T EEE Y EFail s Sl D Rl s
Rl L s Foiln fakte 4 ] SR, e SAE .
21 iyl Dl EaipkEihel SIEa - TR0, W f1iA .
M Fier Tl e rbrlie e [8° ¥ ] in,ou [N ]
i S . i EERTHE SR R ELE
o thsar bk = Eir o . L= T 18 ) Elad i
RO ™ - |1LN}
“l
Excel adds a new worksheet and 1& T T T N T O -
gives it a default worksheet name. :
-
(3
T
L}
El
m
1L
i
i
T
1%
1E
i1
m
L]
- |
]
m
-
i
m
0
CERNCIN i o A Ha
L1 E
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NAME A WORKSHEET
-

~\
When you create a new workbook, Excel assigns a default name to each worksheet in
the workbook. Likewise, Excel assigns a default name to each worksheet you add to an
existing workbook.
To help you identify their content, you can change the names of your Excel worksheets to
something more descriptive. For example, if your workbook contains four worksheets, each
detailing a different sales quarter, then you can give each worksheet a unique name, such as
Quarter |, Quarter 2 and so on.
\_ _J
B & E [} (1] E L5
@ Double-click the worksheet tab . 2010 Quarterly Salus
that you want to rename. ¢ st Chanrter
]
L Défice Combact  Janwary  February March
Excel highlights the current name. S et P R
2 i iitwe dwan fa 0t LA ] SR AR
. . v Pl OfPrm [N Y [N ] SN S TN
You can also r|ght_c||d< the 5 Bl (w Tl by, SILAIOED  SILOSEOE  HIRSRON
. ¥ il D 1 i
worksheet name and click B gl o o B e
Rename. = e s tean
10 Ml O b [ETL (LR T H R T maace
15 ey T gk m g Era il Fral-- i A LES ]
10 L Sl ErhrlieE (TR T P T m oo
17 i i (e el ay Rl L] S TR
1§ Bimmion y [iTan iy gy fa ot LA ] F et b ]
15 ki iR [T i
i i Wy i By fa ot LA ] F et b ]
o Wil i S0
o ewwnsl (fPe HIRE FEARRE R0 ST THLOE Fre BT ]
i g (W iy KRrhel ST LSt ] LSt ]
T BHYFILEE [ L] Fr LT
i Fauly Dl K N s EISTR SN ST
ITI-I'-.I.“ ‘ i ; r -3“ s e lr-r--"jl| drm .
|IH||'|
- E [} (1] E L5
@ Type a new name for the . 2010 Quartarly Sales
worksheet, ; Lst Cmarter
]
5 Difice ComEact lanusry  February March
@ Press m 5 e redt ey BRSO SALORON Sl
2 i iiwe dwan fa ot Lt ] F S L)
. v Pl OfPrm [ LR Y [N ] SR S TR
Excel assigns the new worksheet el Tk Trasrot okety FILAOMY  fLowon  fieo
¥ Endiei D 1 i
name 1h el Sk LUE A T Era il S, TR LTS T
‘ 1L Find D B Rl b (SR T I BT T Ermacs
10 FEw E e LRI e ) [AET- ] f B L] b et T
15 iedigrapaly (il [iarm iy CHASW ST ST
10 Mol O b [ETL [T T H R T imamon
15 ey i gk Era il Fral-- i f e T )
10 L Sl e (TR T P T imomon
17 i i (o el wEy Rl SIRTEON S TR
1§ immion iy [iTan iy By fa 0t LA ] el I )
18 ki iR [T i
i i Wy i By fa ot Lt el I )
o Wil i ST
o ewwnsl (fRe HIRE ER AR RE Rl 0 ST THLON b B T
i g (W iy KRrhel bt st FIEES E ] FILE e )
TR BHYEFILE W [ FE L] T
i Pauly Ddlae K N s EFSTE SR S THLE
T Wb P il Wt s e drm A e .
CE Ju_msu:@l_m_u i s —
e
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CHANGE PAGE SETUP OPTIONS
-

~
You can assign various settings related to page setup settings to your Excel worksheets.
These include settings for changing the worksheet's orientation, margins, paper size and
more. For example, if your workbook data is too wide to fit on a standard sheet of paper,
you might change the page orientation from Portrait, which is the default in Excel, to
Landscape in order to fit more data on the page horizontally. You can also use Excel's page
setup settings to insert your own page breaks to control the placement of data on a printed
page.
. J
Change the Page Orientation [ —1 ksl
Click the Page Layout tab on @%E "'_ﬂll'%@ i é’l ::.EE "':'.:' TE EE:"':
the Ribbon. T~ —~ Py e . =
] i ‘rarerh o
= ] L3 [ o 1T =« 1°r B
@ Click the Orientation button. :| — Sales
1 et Cumrter
() Click Portrait or Landscape. « oMk o g = ——
T e R T Akl hmem G chsom
A Lisddbds R i § il b inamm e doaom
T P O L B mram s iowom
i el Wl Vi i Do EILDEE T G o
i Cowes Efln e e EN I E, DR [T
R T R Y £ kmiyy i s [ TR - T T T
11 Fromivigs &fan el SILYEE  EHR MO R
15 g ey (i Ty gl fd v SMIEE ERNAR) AT
gl s ey et FHAEN  FR R EATE
Rt L B ] aim A B R e
Excel applies the new orientation. -"_“_ e e
This example applies Landscape. Eg u@oa T m—" G vt
:“ ‘--“HW..E.T:?:': o e
@ Excel marks the edge of the g == : =
. . I A I [ I 3 I o | = |- [
page with a dotted line. A 3010 Cusrterly Sales |
184 Guarter
You can click the Margins ;
) 1 Difica Coried Jasuary  Fabmwry March @—»
button to set up page margins. | jariio —— famm e mn
T P O L B mram s iowom
i el Wl Vi i Do EOLDEE T MG o L
i Cowes Efan [ EN RS B D [T
Ry T R Y £ ki i s [ R TR - T T
| iremrim eian Ll SILAEE  EH MO R
15 g ey (i Ty gy fd rens SN ERNAR) AT
gl s ey LELE FHAIEN FM )RR
e T Bim A LU R B+ U Tl
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Insert a Page Break H‘@ e

i red Vil Filla Pl Fre L i

. .= 5 [ v Amma v R TR —
@ Select the row above which you ___'ﬁéf:;-_ _{ i* . Li":' W i i :.E T
want to insert a page break. - 1 Tt L mtie =

———
Click the Page Layout tab on
the Ribbon.

Click the Breaks button.

Click Insert Page Break.

00 O

Excel inserts a page break.

@ Excel marks the edge of the

) ) FEEET 1 - P e L
page with a dotted line. b e | i | e
BIS 0 & GRS & G g o e
- 1.:-.“,. . _— =: o e — | j:...hh.:.n = Pimx .H ﬂ.:r-u-r_-
&1 5| M Do - - . r
Fl: . % [ ¢ [ o T ¢ T¢laTl]
i 2010 Quarterty Sales
3 L O el
: Hhe CiRTIEEL Javiiery  Febusy Maich
7 e e i B et e AR M R S
o e i L drEn SR HEE  EAE Fret iR
T Rl B, g EH.TERA PR S
0 pellay e (BT T SlLaie R S T
1 pE e W T inram  EHaam drmn o
W Cdpde Brrips inmme fmnem A
11 ik o T Bl Byl i e moom oo
T i e D Frimars Briria FHIHE  mEEn [ T
o el Dhaior Pl AH o, T R e
.. s g ik i i B HEE T [T
o i Snkord s [N TR - ] T
¥ Lk, Nifirm Eeberd s SHMEN TR IV
[ | s (e ern L demn TR TR EEE T
s b i (R W s SR EAE R
Eh il TR ey U1 o]
0 iy (i - SN EATEE bl L)
S]] AR TR G W R ]
g By default, the gridlines that
. you see on a worksheet do not
To print only a portion of print with the cell data.To turn
a worksheet, select the cells on gridlines for printing, select
that you want to print, click the Print check box under
the Page Layout tab on the Gridlines on the Page Layout
Ribbon, click the Print Area tab. A check mark in the check
button and click Set Print box indicates that the feature
Area.Then print as normal. is on.
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MOVE AND COPY WORKSHEETS
-

~
You can move a worksheet within a workbook to rearrange the worksheet order. For
example, you may want to position the worksheet that you use most often as the first
worksheet in the workbook or you might move a worksheet you rarely view to be the
last worksheet in the workbook.
In addition to moving worksheets within a workbook, you can copy them. You might copy
a worksheet to use it as a starting point for data that is new, yet similar. VWhen you copy a
worksheet, Excel assigns it a default name: the original worksheet's name followed by a
number, starting with (2).
. J
() Click the tab of the worksheet B D il il 4, L0
10 Depirast (MTRoE Glaitys Ml sl 419,505.00
that you want to move or copy. 11 Feaskfsrt Offica P — d53,876.00
11 Hiilef B OMTRb Fiaieiads Balsson FEIN=AT
@ Move or copy the worksheet to 13 Indiasapalis f4fece Déana Wadts 454, E50.00
: 14 Bl i 5 b g M TR Hitil Pl 450, SE.00
the desired spot. ::rl—lm = i ]
. 15 L. Cffice Viehrmt by 36, 000
To move the worksheet, drag it 17 Londan Ofkce Cinder Calleps $13,600.00
to a new position in the list of E :“’T"‘l‘“ﬂ‘“‘ g“;:’""’ 5?:&33
worksheets. (The Iy changes T _r:m,, P m
to Q_) 71 Mimseapolly Difice Tames Stantes 379, MZ.00
Il hasadraal (4TRE Racqualing Maiffar 459, EE.A0
I haaba Katin ERchal 437 E000
To copy the worksheet, pressand | == = e o
hold X and drag the worksheet 55 Aio OMTie O[] MegEtidPotessn  d54,FE00
g . . T Ran Fronclaen fdfRe- RAotosdhiniin CEERETT T
copy to a new position in the list Ak H | Tut Quaartor a-dgu_ﬂn" B Quiter - dth Quarter 53
of worksheets. (The & changes B

to i) [

@ A small black triangle icon : :.:LT:E :T:nru jj;ﬁﬂﬂ
keeps track of the worksheet's 10 Detrolt (fice Glardys Pl samen 315,30.00
. ) . 11 Frankiurt Cifles Kake Prackss 339700
location in the group while 11 Hong K 0412 Faancals Bolssom $34,65000
you drag, 19 Imlanapalis e L] HAERLAD
14 Mahsmssshurg Office Heid] Pt 230,300
@ Release the mouse button. —:::;“m: I,',':""Ij: ;2::::
. 1T Lomsbom Difice Clreew Callepam Al &man
Excel moves or copies the 18 Moy City Offior charbes Eamns $15 60000
worksheet. (Here, the et e B e ]
0 Al T s B L5 Em0LAD
worksheet was moved.) 71 Minneapolls office James Hantes s15,002.00
2 Montreal Office Jacgeeline Mo ffes 23308500
4 Mumbal GdTEE Haakie Kitchial 437,45100
34 Plhelepinds O] 0w vt | i 239700
73 Aie CHiflce B Furgatrayd Peters 334, 298.00
AT End Chuarter | 54 Queartar S CLE i Quarter B
Panedy |
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DELETE A WORKSHEET
-

~
You can delete a worksheet that you no longer need in your workbook. For example, you
might delete a worksheet that contains outdated data or information about a product that
your company no longer sells.
When you delete a worksheet, Excel prompts you to confirm the deletion unless the
worksheet is blank, in which case it simply deletes the worksheet.
You should always check the worksheet's contents before deleting it to avoid removing any
important data. As soon as you delete a worksheet, Excel permanently removes it from the
workbook file.
. J
@ Right-click the worksheet tab. ot ___ c el
A Ll OB i T =0 =]
() Click Delete. e e Bl S P
P e S e e X THed SR B0
1N Brel (il Vikahyy. Fid umn SPRANEN  HWTHE pa gt
Note: You can also click the Delete [=] on P e L RuTI  pRARS puma
the Home tab and then click Delete. ' r—— e e i e R s
ﬁﬁkﬁr.;"‘ L ::.i';: TR
17 |kl DT ol e [T (-5, .T ]
15 e by g B0 JENE0E  SIRENGED
16 Wil Df ] B b S QEnass  jlanace LEIERS
i i CE R T Erhetiid  ShaS0S0R LA it ]
e AR TR [T - Brym
¥ sl OFF s i e | Bhieid SOl Bl
o e ? =t REITEM)  Sradilis  ELS
i N Sy FIATHE SR R
%, Lam Eran ke (il L) Lam i ety (T LT LT ] £ T
If the worksheet contains any
data, Excel prompts you to
confirm the deletion.

() Click Delete.

Excel deletes the worksheet.

] WORKSHEET BASICS G



FIND AND REPLACE DATA
-

Suppose you want to locate a particular number, formula, word or phrase in your Excel
worksheet. Rather than using the scroll bars in the Excel program window to scroll through
your worksheet and locate that information, you can use the Find tool.

In addition to using the Find tool to find data, you can use the Replace tool to replace
instances of text or numbers with other data. For example, suppose you discover that you
have consistently misspelled the name of a product in your worksheet, you can use the
Replace tool to locate and correct the misspellings.

. v,

Find Data .- —— T A
@ Click the Home tab on the Ribbon. - B a- k- 0 A aEBEelE ':'.‘_.. - s ...%..@_-; A

pl & e e

() Clickthe Find & Select button. | * .~ S
EEE =T
() Click Find. -
=
The Find and Replace dialog box | e
appears, displaying the Find tab. :1:..;_
() Type the data you want to find. = e
() Click Find Next. e TE=Tolhmeot o
T E———— [ [P ——
e R i s R @
Excel finds the first occurrence il T |
of the data. e R : A
You can click Find Next again to
search for the next occurrence.
() When finished, click Close to
close the dialog box.
Replace Data - e & o et
. :'hll e "mlm v B s h', Er g |
@ Click the Home tab on the T S LT LT s 2
Ribbon. T S— ) =
_ ' 2010 Ceurtarly Sales H==
@ Click the Find & Select button. o Lot Quarter |
i Cowict  jwwwsy  Febrowy Mech | ':':.._."Hh'
() Click Replace. ey o e =
== DR OHED R RR
g R EE T juram  dmmm s

WORKSHEET BASICS D




The Find and Replace dialog box
appears, displaying the Replace tab.

Type the data that you want
to find.

&)

Type the replacement data.
Click Find Next.

@ Excel locates the first
occurrence of the data.

00

@ Click Replace to replace it.

You can click Replace All to
replace every occurrence in the
worksheet.

G Excel replaces the data with
the text you typed.

G Excel selects the next instance
of the data.

When finished, click Close.

Note: Excel may display a prompt box when
the last occurrence is found. Click OK

g Click the Options button in

the Find and Replace dialog
box to reveal additional search
options. For example, you can
search by rows or columns,
matching data and more. You
can also search for specific
formatting or special
characters using Format
options.

o | hme femiass e O e e e

B b K TafEe Foa = | e I

3 Ty et N Y i

i LRS- A WEW R & LR T T = | piter | 3
IIIII harn: - L L

']

Comtsri  Jemary

GEremn SWWOM RO M MR

I
i

IO I

|

I Finbiit s

g To search for data and delete

it, start by typing the text in
the Find what field. Leave the
Replace with field empty.
When you activate the search,
Excel looks for the data and
deletes it without adding new
data to the worksheet.
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SORT DATA
-

sort command.

~
You can sort your Excel data to reorganise the information. This technique is particularly
useful when using Excel to create database tables. A database table is a list of related
information. Tables contain fields — typically columns — to break the list into manageable
pieces. Each entry in the list is called a record. Rows contain each record in your list of data.
For example, you might want to sort a client table to list the names alphabetically. Ascending
order sorts list records from A to Z or from lowest number to highest number; descending order
sorts list records from Z to A or from highest number to lowest number.
L J
Perform a Quick Sort - T T L
@ Click in the field name or heading, | = ¥ u__ e :::_;- = '.".'_‘._ an ,,:E'_—’ @r‘é;’i
that you want to sort. - —— @ —
1 2010 Cramrtarly Sake .-
@ Click the Home tab on the i
Rlbbon. : ey Pty I.H-I_I.I._Tl-:.ﬂl
@ Click the Sort & Filter button. = oreR e =
e oo B
@ Click an ascending or descending -~ e e e el T
r—— T PR DR Lk

@ Excel sorts the records. ; TN iy e

E b A ME R
i b b B REE  AEE
o sk P P R LR
© i e A= e T T
R - T T
o mamgada il ree— Widkl  SEEEE R
ey - per—. T T T T
e ] L L P ]
L e HEER  LEE s
4 HHE T INEFA  EEMIE  WLAER
T EHE T - INEE  DEME LR
b M i HEE  EENE  WUEH
7 bk B Brm i T DAEE [HEH
b bl mrbrn ok GAME ELERH
| gk i [T ]
o e s B e m i imam e z--
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Perform a Custom Sort - R =
H H L] - By e — ] i

@ Click in the worksheet you want Y Mrasaaw .:_._. A - "B m:
to sort. : — il pmema

Click the Home tab on the
Ribbon.

Click the Sort & Filter button.
Click Custom Sort.

The Sort dialog box appears.
Click the first Sort by [=] and

© 00 O

select the primary field to sort by. §
@ B8y default, the Sort On field is _ -
set to Values. To sort on - 2010 Guariedy Sales i
) , | 1t Guaricr
another setting, you can click b e é“-l .
the Sort On [=] and choose o= Sems mm mems mus
a setting. il ol | A mean mwe
ey g e e
() Click the Order [] to sort the D Mas s Dae Do
field in ascending or descending et e e
3 . lnmie s e ,
To specify additional sort fields, 1% e = 5

click Add Level and repeat
Steps 5 and 6.

() Click OK. ,
Excel he d Most database tables place
G xcel sorts the data. related data in columns but

some place this data in rows.
If you want to sort data across
a row, click in the worksheet,
click the Home tab, click the
Sort & Filter button and
choose Custom Sort to open
the Sort dialog box. Then click
the Options button. In the
Sort Options dialog box that
appears, click Sort Left to
Right.
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FILTER DATA
-

~
If you are using Excel as a database, you can use an AutoFilter to view only portions of your
data. When you sort data, the entire table is sorted. (Refer to the previous section, “Sort
Data,” to learn how to sort data in Excel.) In contrast, when you apply an AutoFilter, only
certain records are shown based on criteria you set. Any records that do not match the
criteria are hidden. For example, you might set up an AutoFilter to display only those data
records containing a particular value in the postcode field.
L J
@ Select the field names for the data  fim — - i g e S .i e
you want to fitter. e e o | T é;ﬂ—»
LA ‘e = i o2 ) « b l-' |
. . —— Z .":.’."..
@ (lech< the Home tab on the . e @__,3 =
Ribbon. ¢ lat Cuarter -
: M ECh
() Click the Sort & Filter button. i
: resi s e
() Click Filter. =L e may
ey el e R
e parrars el e
a Excel adds drop-down arrow ' ’ e T T '
buttons (I=]) to your field
names.
() Clickafield's [=].
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Click the data you want to use as
a filter.

() Click OK.

Excel filters the table.

To view all the records again, click
the Sort & Filter button in the
Home tab and choose Clear.

Customise a Filter

() Click [=] next to the field by
which you want to filter.

@ Click Text Filters or Number
Filters.

@ Click Custom Filter.

In the Custom AutoFilter dialog
box, you can select operators and
values to apply to the filtered
data. In this case, the filter displays
all records whose Contact field
contains the values Francois
Boisson or Fred Garvin.

] C
2010 Quarterly Sales

i lewdmnddtew 5] aerwe LT TS T = T
T bmcon (B MO o g oo ' LT T T T S E T
i el (ol lem GGG GEREROE GATsEiud
s Femnbcs 810 [T T T V]
L0 Bt fmmerm o dmesaoe
L1 K fdtir [ ! LT R T T R Y ]
Li Mg pam S =T B =TT = L T S T |
Li Teresia €4Tkcs e mat 2 BT T R T
LE LA oillis T s b LR T a1, mooe fjanceon
1% W i BT L2 Frarcas B fmsmm dILoom danmono
L Tl (Hin 1. E T S TR T R LT |
L7 ek bd E4Thow I s = SOTRMOE  ATRABOL N
(B U i ROTEROOE RN THOE il
Lr i gl i il o fmmmros  jmawecs  jazmos |
0 Taga T e i impmm dnomm e
11| beww 38 LT Eoie T ST T S T T
1 el O Brw = —=] SEATSOOE  GBASB00E iRl
R ™ p — e T T .Y R H T
RN T L Al e vron jar, mooe jagamoon
| 2% Eyaile Dilign Beraata Wiy Smowsns  Gyiappon dgnaanag |
A [ B [ B - [ ]
1 2010 Quarterly Sales
2 1st Quarter
3
4 |Office |- Contact |.v| January E[February March
| 11 Kiev Office Fred Garvin €19,505.00 $27,890.00 915,600,00
13 Toronto Office Fred Garvin $20,868.00 $29,535.00 $34,298.00

14 LA. Office
15 New York Office
28 Phoenix Office

H

35

Chaw rows where:

£76,500.00
£26,500.00
£32,376.00

£31,430.00
£31,420.00
429,002.00

$33,086.00
436,340.00
420,866.00

Fred Garvin
Fred Garvin
Fred Garvin

Conkact
equals |E| |Frer||:|:|'= Boxson |EI
I And i Oy
=quals |E| |Fru:| Garir] |EI

Lisa 7 to represant any single chararber
Us= * ko represent anu seri=s of characters

[T
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CREATE A FORMULA
-

You can write a formula to perform a calculation on data in your worksheet. In Excel, all
formulas begin with an equals sign (=) and contain the cell references of the cells that
contain the relevant data. (Note that in addition to referring to cells in the current
worksheet, you can also build formulas that refer to cells in other worksheets.) For example,
the formula for adding the contents of cells C3 and C4 together is =C3+C4. You create
formulas in the Formula bar; formula results appear in the cell to which you assign a formula.

f
\.

@ Click in the cell to which you want A s s S TR
to assign a formula. . : - - - N
@ Type =.
i 4
@ Excel displays the formula in
the Formula bar and in the
active cell.
W OrE- LR
oy i R Tesin b s b Al
@ Click the first cell that you want to B Bk e B - N
reference in the formula. N 7"~ ettty R |
_E P I
Excel inserts the cell reference ,_,' !f%;.f_., — T BT AT T
into the formula. S0 ok wme oo )G
7 B Bl Ha. ', EIT, i,
" LITEET ] ] mmm
-] FIEE ot AL T LA
] SihS0LES R B i
1L RHLE  mEeam [ ]
12 Tk -1 0] T, 5 .
13 inrFes  imoam .
14 AR LN N SR
1S GiEe0 RO G REL K
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@ Type an operator such as + or —.

z|
@ Click the next cell that you want o
to reference in the formula.
G Excel inserts the cell reference
into the formula.
@ Repeat Steps 4 and 5 until all the
necessary cells and operators have
been added. e e ~
:' mrpg- - - --:II' [ JELELERE LN ]
@ Press GIE3. N ) :
, —mr——] :a e
6 You can also click Enter (I¥]) e s M
on the Formula bar to accept ' EE E«EE EE
the formula. i neen e ime
(@ You can click Cancel () to s
cancel the formula.
@ The formula results appear in
the cell.
To view the formula n the , gz To edit a formula, click in the
Formula bar, you can simply click cell containing the formula
in the cell.

and make any corrections in
G The Formula bar displays the Formula bar. Alternatively,

any formula assigned to the double-click in the cell to make
edits to the formula from

active cell.
within the cell itself. When
Note: If you change a value in a cell finished, press I3 or click
referenced in your formula, the formula results Enter ( ) on the Formula bar.
automatically update to reflect the change. '
To reference a cell in another

worksheet, specify the
worksheet name followed by
an exclamation mark and then
the cell address (for example,
Sheet2!D 12 or Sales!D12). If
the worksheet name includes
spaces, enclose the sheet name
in single quote marks, as in
‘Sales Totals’!D | 2.
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APPLY ABSOLUTE AND RELATIVE CELL
REFERENCES
-

~
By default, Excel uses relative cell referencing. That is, it treats the location of cells that you
include in formulas as relative rather than absolute. If you copy a formula to a new location,
the cell references in that formula adjust accordingly.
If you want to refer to a particular cell regardless of where the formula appears, you can
assign an absolute cell reference. For example, suppose you have a formula that refers to a
discount rate disclosed in cell G10. Even if you move that formula, it must always reference
cell GI0 — meaning the cell reference G10 should be absolute.
. J
Assign an Absolute Reference o e e BN
@ Click in the cell containing the B, = o [ Y o s 4
formula that you want to change. . e e U
y g o T - 4—@_
@ Select the cell reference in the ..-.»:! ‘Hu Mk ot i

Formula bar. e e :::-4

T T
€) Press@. i fhak s oo

1L RHLE  mEeam [ ]
Note: You can also type dollar signs in the E Eﬁ EEE EEE
Formula bar to make a reference absolute.

@ Excel enters dollar signs ($) B T vt Tt b e lime
before each part of the cell 1 K e |F o - K
reference, making the cell s |
reference absolute. B T

through mixed, relative and absolute
references.

@ Press G or click Enter ([]). B ah aas

5 n [ B H i
o danuary  Fobuan| Mo Towl
Note: You can continue pressing @ to cycle I :: :2"
: =
3
]

Excel assigns the changes to the
formula.
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Assign a Relative Reference “LILEY Bl kil

Click in the cell containing the S o iyl Pl i -
Al RN P g e P P
formula that you want to change. o - P E -
(T IR EF ]
@ Select the cell reference I-m!c - " - i
. ; Masch  Toeal
g e eare—Q)
. . [T T T T, .
@ Press (@ as many t|mes.as R L L
needed to cycle to relative e e SRR
addressing (that is, remove the i inaw  mme o
. 13 inomes jmoam s
dollar SIgﬂS). 14 AN ERE R
Note: You can press [Z) multiple times to "L T
cycle through mixed, relative and absolute B e e .
- & a L " 5 - -
references. HIEEr >A- mEEEE E Lo J
i ] ey o
. : [T ris 3wk
Note: You can also delete the dollar sign - 5 T S it e
- F Math  Tosal
characters in tﬁe Formula bar to make a B e N
reference relative. - Bl At
L] fiames  ormam i
() Press G or click Enter (). B e s pad
1L mHLE Dl o mm
) 12 SR  LAMAE FL T
@ Excel assigns the changes to j D= Bes e
if  Saes  HUGLE Gl
the formula.

g You use mixed referencing to

reference the same row or
column, but different relative
cells in it. For example,
referencing $Cé keeps the
column absolute whereas the
row remains relative. If the
mixed reference is C$6, the
column is relative but the row
is absolute.
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UNDERSTANDING FUNCTIONS
p

.

If you are looking for a speedier way to enter formulas, you can use any one of a wide
variety of functions. Functions are ready-made formulas that perform a series of operations
on a specified range of values. Excel offers more than 300 functions, grouped into |2
categories, that you can use to perform mathematical calculations on your worksheet data.

Functions use arguments to indicate what cells contain the values you want to calculate.
Functions can refer to individual cells or to ranges of cells. This section explains the basics of
working with functions.

Function Elements

All functions start with an equals sign (=). Functions are
distinct in that each one has a name. For example, the
function that sums data is called SUM. You can use
functions by typing them directly into your worksheet
cells or Formula bar; you can also use the Insert
Function dialog box to select and apply functions to

your data.

Types of Function
Excel groups functions into |2 categories, each of which includes a variety of functions:

Category Description

Financial Includes functions for calculating loans, principal, interest, yield and depreciation.
Date & Time Includes functions for calculating dates, times and minutes.

Math & Trig Includes a wide variety of functions for calculations of all types.

Statistical Includes functions for calculating averages, probabilities, rankings, trends and more.

Lookup & Reference

Includes functions that enable you to locate references or specific values in your worksheets.

Database

Includes functions for counting, adding and filtering database items.

Text Includes text-based functions to search and replace data and other text tasks.

Logical Includes functions for logical conjectures, such as if-then statements.

Information Includes functions for testing your data.

Engineering Offers many functions for engineering calculations.

Cube Enables Excel to fetch data from SQL Server Analysis Services, such as members, sets,
aggregated values, properties and KPlIs.

Compatibility Use these functions to keep your workbook compatible with earlier versions of Excel.
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The following table lists some of the more popular Excel functions that you might use with your
own spreadsheet work.

Function
SUM
INT

ROUND

ROUNDDOWN
COUNT

AVERAGE

MIN

MAX

MEDIAN

PMT

RATE

TODAY
IF

AND

OR

Category
Math & Trig
Math & Trig

Math & Trig

Math & Trig
Statistical

Statistical
Statistical
Statistical
Statistical
Financial
Financial

Date & Time
Logical

Logical

Logical

Description

Adds values

Rounds down to the
nearest integer

Rounds a number to a
specified number of digits
Rounds a number down
Counts the number of cells
in a range that contain data

Averages a series of
arguments

Returns the smallest value
in a series

Returns the largest value in
a series

Returns the middle value in
a series

Finds the periodic payment
for a fixed loan

Returns an interest rate

Returns the current date

Returns one of two results
that you specify based on
whether the value is true
or false

Returns true if all of the
arguments are true, false if
any is false

Returns true if any
argument is true, false if all
arguments are false

Syntax
=SUM(numberl,number2,..)
=INT (number)

=ROUND (number,number_digits)

=ROUNDDOWN)/(number,number_digits)
=COUNT (valuel value2,..)

=AVERAGE(nhumberl ,number2,..)
=MIN(numberl,number2,...)
=MAX(numberl,number2,..)
=MEDIAN(humber|,number2,..)
=PMT (interest_rate,number_of_

periods,present_value,future_value,type)

=RATE(number_of_periods,payment,
present_value future_value type,guess)

=TODAY()
=IF(logical_text,value_if_truevalue_if_false)

=AND(logicall logical2,...)

=OR(logical | logical2,...)

Arguments are enclosed in parentheses. When applying a function to individual cells in a worksheet,
you can use a comma to separate the cell addresses, as in =SUM(AS5,B5,C5). When applying a
function to a range of cells, you can use a colon to designate the first and last cells in the range, as in
=SUM(B5:E2). If your range has a name, you can insert the name, as in =SUM(Sales).



APPLY A FUNCTION
-

~
You use the Insert Function dialog box to look for a particular function from among Excel’s
300-plus available functions. Functions are divided into |2 categories: Financial, Date & Time,
Math & Trig, Statistical, Lookup & Reference, Database, Text, Logical, Information,
Engineering, Cube and Compatibility.
After you have selected your function, you build the formula using the Function Arguments
dialog box. Functions use arguments to indicate the cells that contain the values you want to
calculate.
. J
@ Click in the cell to which you want P — plageen
. . ﬁ L L e e Jrm e e
to assign a function. =y, 3 = Wevtemmeh ot

@ Click the Formulas tab on the
Ribbon.

@ Click the Insert Function
button.

a Excel inserts an equals sign to
denote a formula.

Excel launches the Insert Function
dialog box.

@ Click the Or select a category
[=] and choose a function
category.

A list of functions in the
selected category appears.

@ Click the function that you want
to apply.

G A description of the selected
function appears here.

() Click OK

PFHEEN N REEEEN l_.
B a
= |
E |
¥ .
E
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-
E
<
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The Function Arguments dialog
box appears.

@ Select the cells for each argument
required by the function.

If you select a cell or range of cells
directly in the worksheet, Excel
automatically adds the references
to the argument.

You can also type a range or cell
address (or range or cell name)
into the various text boxes.

e The dialog box displays
additional information about
the function here.

(o)

When you finish constructing the
arguments, click OK.

e Excel displays the function
results in the cell,

@ The function appears in the
Formula bar.

% To edit a function, click the cell

containing the function that
you want to edit, click the
Formulas tab and click the
Insert Function button. Excel
displays the function’s Function
Arguments dialog box, where
you can change the cell
references or values as needed.
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Click the Help on this
function link in the Insert
Function or Function
Arguments dialog box to access
Excel’s help files. The function’s
help includes an example of
the function being used and
tips about how to use the
function.
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TOTAL CELLS WITH AUTOSUM
-

~
One of the most popular Excel functions is the AutoSum function. AutoSum automatically
totals the contents of cells. For example, you can quickly total a column of sales figures.
One way to use AutoSum is to select a cell and let the function guess which surrounding
cells you want to total. Alternatively, you can specify exactly which cells to sum.
. J
@ Click in the cell where you want e e
to insert a sum total. B i B Wit | & pitenar | <t
riapgs :’:II-:: e W-:::u:m—- e
() Click the Formulas tab on the T ——
Ribbon. |:. Irrm.nl |.-F,:n.-l h:,_.- £ . = ; 2
o Em
() Click the AutoSum button. B dmme s s
] EOETEARG o, O L, e
@ If you click the AutoSum [=], B e e
i LB L O ] E, N
you can select another common m mane  mme faes
. ol SRATM AW E, e
function, such as Average.  Bak |22 B
e m e
You can also click the AutoSum 3 :mw&w
button ([E]) on the Home tab. |
AutoSum generates a formula e
to total the adjacent cells. & I'::_."'.' '"'.'"" E',:',',',.,_',':. ": :' s
— g o v = 1 i P -
. V’ . roamna BT ey o e TP prsiitd
() Press G or click Enter (4] - e
Excel displays the AutoSum result i mma
. i¥ FiL Y
in the cell. - e
i o, e i
. ] o, L
% You can get a quick total of = =
cells without applying a = =
function. Click the cells whose AT E::
values you want to total. In the : :l el
status bar along the bottom of 2 - ! mm
the program window, Excel i oL

displays the sum, the number
of cells and the average of the
selected cells.
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AUDIT A WORKSHEET FOR ERRORS
-

.

On occasion, you may see an error message, such as #DIV/0!, in your Excel worksheet. If
you do, you should double-check your formula references to ensure that you have referenced
the correct cells. Locating the source of an error is difficult, however — especially in larger
worksheets. Fortunately, if an error occurs in your worksheet, you can use Excel's Formula
Auditing tools — Error Checking and Trace Error —to examine and correct formula errors.

@ Click the Formulas tab on the
Ribbon.

@ Click the Error Checking button.

@ Excel displays the Error
Checking dialog box and
highlights the first cell
containing an error.

@ To fix the error, click Edit in
Formula Bar.

To find help with an error, you
can click here to open the help
files.

G To ignore the error, you can
click Ignore Error.

G You can click Previous and
Next to scroll through all of
the errors on the worksheet.

@ Make edits to the cell references
in the Formula bar.

() Click Resume,

When the error check is
complete, a prompt box appears.

() Click OK.

i -
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CREATE A CHART
-

~
You can quickly convert your spreadsheet data into easy-to-read charts. You can choose
from a wide variety of chart types to suit your needs, including column, line, pie, bar, area,
scatter, stock, surface, doughnut, bubble and radar charts. Excel makes it easy to determine
exactly what type of chart works best for your data.
After you create a chart, you can use the Chart Tools on the Ribbon to fine-tune the chart
to best display and explain the data.
. J
@ Select the range of data that you R e e e 'L’,,"'“,',:"':
t to chart. A | . = H § g
e —= SR e S A TRl
You can include any headings and S o al jan C
: 1 a0 e T e e e e e e
labels, but do not include a mm._... _
subtotals or totals. | ﬂ o 28 1)
a4 P‘l‘
() Click the Insert tab on the %n‘_ .._u el ) m
Ribbon. i
T PR EEE
@ Click a chart type from the Charts ¢ s k2 Lll L] 4] ﬂ L
group' ::.r:.'vﬁ l. N — I:I.- 1$ E:
aths el
@ Click a chart style.
@ Excel creates a chart and Eﬂ'* : B e
places it in the worksheet. a E hi-l B ===
| ot i WA -I.I-i. i
@ You can click the Design tab =
to find tools for controlling : : — C I'll'ﬁl:ll i E '
. . i “h
design elements in the chart, [rr—
such as the chart layout, style - — -
and type. ::;h“- ] [T T T T mm'

F arlie | T Ll
O s v (e [ECTU
T T |

15 S (W | amom L
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IL e ks | e e
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= o ==k
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. [ ERE] [L T
G You can click the Layout tab S S “ﬁ_""' ,_J
to find tools for controlling how peprrrall 7 - WV TR TR B i
a “"'.h Ha u'll_ M.ll'.H'I ln. L1 .‘:H ‘ﬂ'_."'l - ll'._
the chart elements are — A o, e e o
. e ] - L]
positioned on the chart. e =
1 2010 Guartarty Sales
¢ 1t Quartar
2
2 Offica Contet!  Anuary  labruary Maech  Totsd
% imdom D Fr= =T S 1T T LT T T
e e e
7T
@ Ek—dull- | stams | ﬂ
+ Betrei e .
I ms maETA ¢ L8
e — = B
13 Lk i nasam | sl T
10 W Vil -
15 Tk i | mama e T
== - E:
1N Wi i 0 R 1 preea ; ; iE.
15 Twwapes (0rn Sy My ek el k.
e s e T ey L.
i, bt (B L1k
. [ BRI [L T =
G You can click the Format tab e -
H A R R A & E
to find tools for formatting e ™ E] Fe—— A A& -y
: o B o s = B - = = - Fuar
various chart elements, s DIt ——
including chart text and o= - — U ———
shapes. : mwm
¢ 1t Quartar
2
2 Offica Contett  Anuary  Pabruary Maech  Totsd
% Lo D Fr= =T 1T T UL T T
- e o
T
W Ek-dulll- | S -
+ Betrob e -
13 T Dl i mn
13 I-ﬁ*'-::l'“ (TP [T T
10 M -
15 by 04w miascam s R T
== s 3
1N WSk O e : iy
- 1B Tewps (¥rw PR xL
. . e -———— . e e _—
You can add an organisational - e

chart to track the hierarchy of
an organisation or a process.
Click the Insert tab and then
click the SmartArt button.

When you insert an 0 ) .
organisational chart, Excel To include noncontiguous cells
and ranges In a chart, select

creates four shapes to which
the first cell or range and then

you can add your own text; )
you can add additional shapes press and hold while
selecting additional cells and

and branches to the chart as
needed. ranges.
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POWERPOINT

PowerPoint is a presentation program you can use to convey
all kinds of messages to an audience.You can use PowerPoint
to create slide shows to present ideas to clients, explain a
concept or procedure to employees or teach a class. In this
part, you learn how to create slide shows; add text, tables,
charts, video clips and pictures to your slide show; and
package your show on a CD-ROM or output it as a movie
file.You also learn how to add special effects, including
animations, sound effects, and transitions to make your slide
show lively and engaging.




CREATE A PHOTO ALBUM PRESENTATION

~\
You can quickly tumn any collection of digital photos on your computer into a slide show
presentation in PowerPoint. For example, you might compile your photos from a recent
vacation into a presentation. Alternatively, you might gather your favourite photos of a friend
or loved one in a presentation. To liven up the presentation, you can include captions with
your photos. You can also vary the layout of slides, including having one (the default), two,
three or more photos per slide. You can then share the presentation with others or e-malil
the file to family and friends.
\. J
ﬂ Click the Insert tab on the . .- s e ey
Ribbon. T = Bl e E = Qi m @ E &
€) Click Photo Album. = . = -
@ Click New Photo Album. — |
The Photo Album dialog box o *
a’ppea‘rs' i s o o A
e e S
@ Click the File/Disk button. S
T e = c - -
The Insert New Pictures dialog ] - ==
box appearsl ﬁl':-_ll'l = ey Ficha 5 Fickwan M'ﬁn|<—®| Epowrh At Thoh &

6 Navigate to the folder or drive
containing the digital pictures that
you want to use.

G Click the pictures that you want
to use.

To use multiple pictures, you can
press and hold (X while clicking
the pictures that you want to use.

6 Click Insert.
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@ You can change the order of
pictures using these buttons.

To remove a picture, you can
click it in the Pictures in the
album list and then click
Remove.

@ You can use the tool buttons
to change the picture
orientation, contrast and
brightness levels.

e Click Create.

@ PowerPoint creates the slide
show as a new presentation

file.

Note: The first slide in the show is a title
slide, containing the title “Photo Album” and
your user name.

m Select the Captions Below
All Pictures check box in the
Photo Album dialog box to
add captions. Alternatively, add
a text slide after each photo
slide by clicking the New Text
Box button. Type your captions
after closing the Photo Album
dialog box.

Fhedts ABum
Al Conbank
Ineas: picture frownd P in sl el
et ek | b | [etm kL
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ot ©
Capticre bades il pachiasc f
[ 81 pichres back and white
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O e ] o
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TEE & AP a @ O AREE o
T~ |

_____

Photo Album

by Katie

Vs
m By default, PowerPoint displays
one picture per slide, but you
can use the Picture Layout
setting in the Photo Album
dialog box to display as many
as four, with or without title
text.
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CREATE A PRESENTATION WITH A TEMPLATE

various designs and colour schemes.

with your presentations.

.

You can use PowerPoint's templates to help you create a new presentation, regardless of its
subject matter. PowerPoint installs with a wide variety of presentation templates featuring

In addition to using templates that come preinstalled with Office, if your computer is
connected to the Internet, you can download PowerPoint templates from Office.com for use

@ Click the File tab.
) Click New.
e Click Sample templates.

@ You can click New from
existing to create a new
presentation based on the
template of an existing one.

o Click a template.

PowerPoint displays a preview
of the template design.

6 Click Create.

PowerPoint creates the
presentation using the template
you chose and displays it in
Normal view. You can add your
own text to each slide.
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BUILD A BLANK PRESENTATION

Whenever you start PowerPoint, it displays a blank slide. You can use this blank slide as the
first slide in your presentation, adding more slides and formatting them as needed.
Alternatively, if you are already working on a presentation, you can create a new blank
presentation from scratch using the File menu.

Building a presentation in this manner rather than choosing from one of PowerPoint’s
existing templates allows you the freedom to create your own colour schemes and apply
your own design touches. If you build a presentation that you particularly like, you can save it
as a template for future use.

Click the File tab. e —

. B Inlormabse about WIDLSLELLM PREWEN |ATHIMN
e Click New. s e e -
) . af e Br i
o Click Blank presentation. “—a e
N m_— =g -
G Click Create. - —
il . oy g g U, e ) B
. o e _
PowerPoint creates a new il - T —
presentation with one blank slide. o s W -
e e e
Bembedlr Freyprede, o Dirmes. Hacn o
0 Hard
~Qw u §
LI PeNT E L] Lo
. ST T =
iy e Fep g T e +
If you create a presentation that
you particularly like you can ¢J . ';f - poeil ] 4—@
T — - =
turn that presentation into a = '
template file that you can reuse. Y O OV
Click the File tab and then click s e M
Save As. In the Save As dialog

box, click the Save as type

[x] and choose PowerPoint
Template. Type a name for the
template in the File name field
and click Save. PowerPoint saves
the presentation as a template.
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CHANGE POWERPOINT VIEWS

.

You can use PowerPoint's views to change how your presentation appears on-screen. By
default, PowerPoint displays your presentation in Normal view, with the Slides tab showing
the order of slides in your presentation. You can view the Outline tab to see your presentation
in an outline format or switch to Slide Sorter view to see all the slides at the same time.

In addition to changing PowerPoint views, you can use the PowerPoint zoom settings to
change the magnification of a slide. You can also change the size of the panes in the
PowerPoint window, making them larger or smaller as needed.

Use Outline View

@ While in Normal view, click the
Outline tab.

PowerPoint displays the
presentation in an outline format.

@ You can click the outline text
to edit it.

You can click a slide icon to
view the slide.

Use Slides View
@ Click the Slides tab.

@ PowerPoint displays the current
slide in the presentation.

To view a particular slide,
you can click the slide in the
Slides tab.

To close the tabs pane
entirely and free up on-screen
workspace, you can click

the [&].

Note: To redisplay the tabs pane, click the
View tab on the Ribbon and then click
the Normal button.
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Use Slide Sorter View
(@ Cdlick the View tab.

) Click the Slide Sorter button.

PowerPoint displays all of the
slides in the presentation.

Use Normal View
(@ Cdlick the View tab.

) Click the Normal button.

PowerPoint retums to the default
view, displaying the current slide
in the presentation.

To change the magnification
of a slide, you can drag the
Zoom bar on the status bar at
the bottom of the PowerPoint
window. Alternatively, click the
View tab, click the Zoom
button and choose the desired
maghnification in the Zoom
dialog box. Click the Fit to
Window button to return to
the default view.

WIDESCREEN PRESEMTATION

Tigei dornd i b’ srwadie ) s sl w ik el i

To resize the PowerPoint
panes, position the mouse
pointer over the pane’s border.
The s changes to «|*. Click and
drag inward or outward to
resize the pane.
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INSERT SLIDES

~\
PowerPoint makes it easy to add more slides to a presentation. To add a slide, you use the
New Slide button on the Home tab.
Clicking the top half of the New Slide button adds a slide with the same layout as the one
selected in the Slides pane; alternatively, you can click the bottom half of the button and
select a different layout. You can add and remove slides on the Slides tab in Normal view or
you can switch to Slide Sorter view to manage your presentation’s slides.
\. J
o In the Slides pane, click the slide = ~<__.‘ﬁ e e e e
after which you want to insert a e gy = eerny BRE, pre
new slide. o n:"""a'_e == = =
e Click the Home tab. e —
9 Click the bottom half of the New é e (BE “6
Slide button. gy — i
Click to add title
@ Clicka slide design. B |
- I__.- - ek Eo @l ulakitle
o et
@ PowerPoint adds a new slide. B e i e L
J :: 5 a-._-”. lli:' ﬂ---%:l-_ :;
- - =
: | Click to add title
. @ ORER by i toort . AHEE T i toon.
© ik b meld et v Clickty s et
all al
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CHANGE THE SLIDE LAYOUT

PowerPoint includes several predefined slide layouts that you can apply to your slide. For
example, you might apply a layout that includes a title with two content sections or a picture
with a caption.

For best results, you should assign a new layout before adding content to your slides;
otherwise, you may need to make a few adjustments to the content's position and size to fit
the new layout. In addition to using PowerPoint’s predefined slide layouts, you can also
create your own custom layouts.

Click the slide whose layout you L | mma e W
want to change in the Slides tab. t%‘_ —— 6 = g S _':;-_ : e

Click the Home tab on the Sl |~ |— ] !
Ribbon.

Click the Layout button. RIS

Click a layout. _ﬁ‘ . ick to add title

o

LICE 1O 00 Subitie

PowerPoint assigns the layout L S i i
to the slide. M TN TIY E ne
LR 1 el

Click to add title

QJ To create a custom layout, |
click the View tab on the .

Ribbon and click the Slide | |
Master button. In the Slide
Master pane, click the Insert @ &
Layout button on the Slide
Master tab. Click the bottom
half of the Insert Placeholder
button, click a slide object type
and click and drag to set the
object’s size and placement.

Ok bo acdd eat | Click Lo s benl
= Chkoim g bk * CHckin aod et
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ADD AND EDIT SLIDE TEXT

~\
When you apply one of PowerPoint’s text layouts to a slide, the text box appears with
placeholder text. You can replace the placeholder text with your own text. You can do so
either typing directly in the slide, as described in this section or typing in the Outline tab that
appears in the pane on the left side of the screen. After you add your text, you can change
its font, size, colour and more, as shown in the next section.
\. J
Add Slide Text B e
@ Click the text box to which you e et | eante L A e
want to add text. T : — - :
PowerPoint hides the placeholder G—NEI'M:I& to add title
text and displays a cursor. . =
uil wil
6 Type the text that you want = 5
to add. Off-Season Dhiectlved<—a
- ik b i et « Click to add tewt
al udl
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Edit Slide Text
o Click in the text box where you
want to edit.

PowerPoint selects the text box
and adds a cursor to the text box.

e Make any changes that you want
to the slide text.

You can use the keyboard arrow
keys to move the cursor in the
text or you can click where you
want to make a change.

Add Text using the Outline Tab
() Click the Outline tab.

6 Click the slide that you want
to edit.

6 Type the text that you want to
add or change.

Off-Season Objectives

. sign second driver HE Click ter add text
i* Hire crew for second car
* Find at least three more

S[ORSEFS _
(L)

Off-Season Objectives

« Sign second driver - Click to add text
* Hire crew for second car
¢ Find at least three mors

sponsors

.

Cuthine <1—a
Y

1 Off-Season Objectives

! ©@5ign second driver
OHire crew for second car

2|

3 .. Personnel
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CHANGE THE FONT, SIZE AND COLOUR

~\
After you add text to a slide (as described in the preceding section, “Add and Edit Slide
Text"), you can change the slide text's font, size, colour and style to alter its appearance.
For example, you might choose to increase the size of a slide’s title text in order to draw
attention to it or change the font of the body text to match the font used in your company
logo. Alteratively, you might change the text's colour to make it stand out against the
background colour. You can also apply formatting to the text, such as bold, italics,
underlining, shadow or strikethrough.
\. J
Change the Font TR e TR R i O
@ Select the text that you want - Sl ] o ._,,j;iajﬁgr A
tO edl_t ‘.-‘.. . iz W labaerle _.-. wary s
a (lech< the Home tab on the s *A50n ﬂhjective5<—6
Ribbon. ¥ Skt
:::“_""m- w = Click 1o ackd pexr
@) Cdlick the Font [=]. 1= e
¥Ry PN
@ Ciickafont o ul
I‘!’ﬁ:.lkll;d
T P anilfris
L :
S
PowerPoint applies the font you - ¥
chose to the selected text. == Off-Searon Objectives
= Sign secoevd driver = {lick to add bext
= Hire crew for second car
* Fnd at |east three more
EpOFGEORE .
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Change the Size TR ——r——

@ Select the text that you want v e et L _"Jh-ff:*:: e
to edit. b 52 | = e
) Click the Home tab on the i E Off-fearon Objectives <—()
Ribbon. :
57  econd drbver = Chick bo add text
i H v b3 mewfor second car
@ CJiick the Font Size [=]. o ) | et
@ Clickasize i G ul
PowerPoint applies the font size = ——— : = _
ou chose to the selected text. ==
/ OffF-Scaron Objectiver
* Sign second driver ¢ Click 1o add teet

*

Hirw craw for sucond car
Fired at least thrass more
IPCnEGE

*

To quickly increase or decrease
the font size, you can select
the text you want to change
and then click the Increase
Font Size ([A]) or Decrease
Font Size ([«7]) button in the
Home tab’s Font group as
many times as needed until the
_textis the desired size.

Select the text whose format
you want to change and then
click the Bold button ([B]),
the Italic button ([I]), the
Underline button ([D]), the
Shadow button ([8]) or the
Strikethrough button (|abe|).

continued ==
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CHANGE THE FONT, SIZE AND COLOUR (continueq)

In addition to changing the text's font and size, you can change its colour. You might do so
to make the text better stand out against the background or to coordinate with colours used
in other slide elements such as photographs.

You can change the text colour using a number of methods. One is to select a colour from
the Font Color button on the Home tab; another is to launch the Colors dialog box and
select a colour from the palette that appears. In addition, you can apply your own custom
colour to text.

. J
Choose a Coordinating = ) i L
Colour o e meen W acn nngpny R EOZTT LT
d | B e | BT B W= e (R I, T A e i
o Select the text that you want e T ——— 'it-----:: ——
to edit. =" TTHTT
m‘;-_-ﬂn'_--___._l ﬂhj
Click the Home tab on the .
. * Sign seoond « Clickto add
Ribbon. * Hirg crew nd car
. = Find at leasTThres mone
Click the [=] next to the Font EPaNEoeS
Color button ([&)). -
@ PowerPoint displays coordinating
theme colours that go with the
current slide design.
e Click a colour.
PowerPoint applies the colour S W _ T
you chose to the selected text. 5o
= Sign secorsd driver = Chck to add text

= Hire crew for s=cond car

= Find at lesst thres more
SROPEOTE
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Open the Colors Dialog Box "k Tl e i i

L i < fais -E - Ly W W -
Select the text that you want = =M TP T =
to edit. e CRLLLIIES

= | T

Click the Home tab on the Ribbon.

. * Sign sacond drivar
Click the [=] next to the Font . b i e
Color button () = Fird at beast thres mare

IESNAGNE

Click More Colors.

The Colors dialog box appears.

Behe | B W
Click the Standard tab. = |
Click a colour, L w
* Sign second driver s Clickta pidteen ~
. # |Hire Crive fow S@cond Car
Click OK. * Find ot least three more
3panars

PowerPoint applies the colour — l

you chose to the selected text. :
Set a Custom Colour
o Open the Colors dialog box and

click the Custom tab.
e Click the colour that you want to

customise.
o Drag the intensity arrow to adjust

the colour intensity.

Crolor HI 1M ]
@ You can also adjust the colour ol e T E
channel settings. gt Fe ; @ i
. Ehis: [
@ cickok = .
// cument H

g You can apply a theme to give
every slide in your presentation
the same look and feel. Click
the Design tab. Click the More
button ([Z]) to view the full
palette of themes. Right-click a
theme from the Themes group.
Choose Apply to All Slides or
Apply to Selected Slides.
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SET LINE SPACING

You can change the line spacing in a PowerPoint slide to create more or less space between
lines of text in the slide. For example, you might want to increase line spacing from the
default 1.0 setting to a setting such as 2.0 or even 3.0 so the text fills up more space in the
text box or to make the text easier to read. If, after increasing line spacing, you find that your
text does not quite fit in its text box, you can reduce the line spacing to make room. You
access PowerPoint line-spacing options from the Home tab.

\. J

o Select the text that you want E"l'q._a._'_.‘_“'_“:'_ s PN
ot = O

[
:.":- h.__ll'.l-ﬁ-. A-Emmm m’

a Click the Home tab on the .": S— %J

Ribbon. = e
@ Cdlick the [=] next to the Line OfF-fgaron Objectives
Spacing button ([5]). "o TGRSR | | o Chekto add et
o Hirer crevay for
° Click a line spacing amount. I oo P a

TTaCiE 30 OIS

PowerPoint applies the line = .__

spacing. =

@ This example shows 2.0 spacing. Ofk-igaron Objectives
. Bigns ki Sickig odd hest
o e Cresy o sescond

5 O v

o Findlal o s

e St S

Vi
T 7/ /

R/A You can change the alignment
of text. Select the text that you
want to edit and click the
Home tab on the Ribbon. Click
an alignment button: Align
Left (=), Center ((Z), Align
Right (=) or Justify (E]).
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ADD A TEXT BOX TO A SLIDE

~\
You may choose to insert slides containing a predefined layout. You can customise the slide
layout, however, by adding a new text box to it. A text box is simply a receptacle for text in
a slide. (For help adding text to a text box, refer to the section “Add and Edit Slide Text"
earlier in this chapter.)
When you add a new text box to a slide, you can control the placement and size of the box.
(For help moving and resizing text boxes and other slide objects, see the sections “Move a
Slide Object” and “Resize a Slide Object” later in this chapter.)
\. y,
o Click the Insert tab on the = prerr e
Ribbon. E mE, o 8 ;. W o

e Click the Text Box button.

o Click and drag in the slide where

=T
you want to place a text box. JD

\2

@ Clickin the new text box and e T
type your text. =
You can click anywhere outside | — ““m..,“m.:.,-.,.mm
the text box to deselect it. o 01 PentiAg s aicrdie i

v, |

E.
E—— E— “'$
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ADD OTHER OBJECTS TO A SLIDE

.

One way to make your slides more visually appealing is to insert photographs, video clips,
tables or charts. When you add an object to a slide, you can control the placement and size
of it. In addition to inserting your own picture files into your PowerPoint slides, you can insert
clip art, which is artwork supplied by Microsoft. A video clip can play during a slide show

presentation.

You can add tables to your slides to organise data in an orderly fashion. Tables use a column-
and-row format to present information. Adding an Excel chart to a PowerPoint slide turns
numeric data into a visual element that your audience can quickly interpret and understand.

Add a Picture
o Click the Insert Picture icon

([2]) in the slide or on the
Insert tab.

The Insert Picture dialog box
opens.

Locate and select the picture you
want to insert.

Click Insert.

@ PowerPoint inserts the picture
into the slide.

PowerPoint displays the Picture
Tools Format tab on the Ribbon.

To edit the picture (in this
example, to change its colour),
click the Format tab.

Click the Color button.
Choose a colour option.

PowerPoint updates the image to
reflect your edits.

e It - et B,
EEE o o

LS

EET
e B
T [

v

e E L
= R

_|H.ﬂ e i i Z.'I-*i _.ﬂ“-:'.u' T &

Ve BHE e

= o
R TS - i i
e — |
! [ . = .
Pt .;::1""'\-' B H::\.!I:I.“Tx‘.' Brwqainy Pl -
il Py —— ) -
[ R [F=] iy L .
N —
: =
g | -
== P il I
| i cmar o i L
—_—
- | 5 Qo v
ol | i -
TR
: - o [ ] =1 =1 -
r — Pl e CETELELL = [ =]
=i 0~
CIFEE K1, - B i it s et

* W L 3 = i —
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Crapean e ek e
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Add a Video Clip B e = ==

I L T e - -

. . ' -: e -— - - rum E -_— Wl Y e .b =1} i par ¥

o Click the Video button on the . P el 2 [ [l e S SO0
Insert tab. = i BT —— = L

I

o Locate and select the video in the
Insert Video dialog box.

o Click Insert.

0N

PowerPoint inserts the clip and
displays the Video Tools tabs.

binn=

=]

o Click the Format tab to change
the video.

o Click the Play button ([*]) to play =
back the clip.

d

Add a Table

(@ Click the Insert Table icon ()
in your slide.

a Type the number of columns and
rows that you want in the table.

@ cickok

& Choi bo oo hexd

PowerPoint inserts the table and
displays the Table Tools tabs.

close the Excel window.

Add a Chart
@ Click the Chart button on the S :
¥ e e | B
e Click a chart category and a chart T e S— ;
type and click OK. S E
o Replace the placeholder data with :I“ fai s,
the chart data. : ——— A
@ Click the Close button (IEl) to :
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MOVE A SLIDE OBJECT

You can move any slide element, such as a text box, table, chart, picture, video clip or any
other element, to reposition it in the slide. (These slide elements are often referred to as
objects.) For example, you might move a text box to make room for a clip-art object or
move a picture to improve the overall appearance of the slide.

One way to move a slide object is to use the standard Office Cut and Paste buttons,
discussed in Chapter 2. Another is to drag and drop the object, as discussed in this section.

\. J

ﬂ Click the slide object that you
want to move to select it.

The &} changes to .

e Drag the object to a new location
on the slide.

e Release the mouse button.

@ PowerPoint repositions the
object.

Click outside the slide object to
deselect it.

M Note: To delete a slide object
that you no longer need, select
the object and press (EED.
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RESIZE A SLIDE OBJECT

After you insert an object, such as a text box, table, chart, picture, video clip or any other
element, you may find that you need to make it larger or smaller in order to achieve the
desired effect. For example, you might want to resize a text box to make room for more
text or resize a picture object to enlarge the artwork. Fortunately, PowerPoint makes it easy
to change the size of a slide object. When you select an object in a PowerPoint slide, handles
appear around that object; you can use these handles to make the object larger or smaller.

.

ﬂ Click the slide object that you
want to resize to select it.

@ PowerPoint surrounds the
object box with handles.

e Position your mouse pointer over
a handle.

The &} changes to 2.

o Click and drag the handle inward
or outward to resize the slide

object.

Drag a comer handle to resize the
object’s height and width at the
same time.

Drag a side handle to resize the
object along only one side.

° Release the mouse button.

PowerPoint resizes the object. »

o Click outside the slide object to
deselect it.
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REORGANISE SLIDES

You can change the order of your slides. For example, you may want to move a slide to
appear later in the presentation or swap the order of two side-by-side slides. PowerPoint
makes it easy to change the slide order in Slide Sorter view or by using the Slides tab in
Normal view. (To switch to Slide Sorter view, click the View tab and then click the Slide
Sorter button. To switch back to Normal view, click the Normal button in the View tab.)
You can move individual slides or move multiple slides at once.

\. J

Move Slides in Normal View

o In Normal view, click the slide
that you want to move on the
Slides tab.

- 200%

We ore plegsed ho report thed the 2007
soROn Exceecad ol oUr S pecia ot
from cur excellent siort ot 5t. Petesbueg to
our asfonbsning finish In MiomiL..

Note: You can move multiple slides at once.
To do so, press and hold X as you click the
slides.

e Drag the slide to a new location
on the tab.

e Release the mouse button.

@ PowerPoint moves the slide.

Tate =
- I.'\.-' 3

We ore plegsed ho report thed the 2007
sEoROn Excescad ol CUr S pec O Ton k-
from cur excellent siort ot 5t. Petesbueg to
our assonbsning finish In MiomL..
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Move Slides in Slide Sorter
VieW Hl—u-mﬁl‘.'nrnml

vl -

@ I Slide Sorter view, click the slide | _—
that you want to move.

Note: You can move multiple slides at once.
To do so, press and hold as you click
each slide.

i

=
L=

ro

rmm
-
L
(=
(-2

e Drag the slide to a new location
in the presentation.

1L

L]
n
“
ki |

b

o Release the mouse button.
Q PowerPoint moves the slide.

If you need to, you can hide

a slide. Switch to Slide Sorter
view, click the Slide Show tab
and then click the Hide Slide
button.The Hide Slide icon
() appears next to the slide
in Slide Sorter view.To unhide
the slide, repeat these steps.

To delete a slide, right-click
it in Slide Sorter view or in
the Slides tab and choose
Delete Slide from the menu
that appears.
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RECORD NARRATION

.

Many presentations benefit from narration. One way to provide narration is to simply speak
during your presentation. Alternatively, you can use PowerPoint's Record Narration feature
to record a narration track to go along with the show (assuming, of course, that your
computer has a microphone). That way, you need not be present for your audience to
receive the full impact of your presentation. PowerPoint saves the recorded narration along
with the presentation file. When you finish recording, an audio icon appears at the bottom of
each slide for which you have recorded narration.

Click the Slide Show tab on the
Ribbon.

Click Record Slide Show.

The Record Slide Show dialog
box appears.

@ Make sure the Narrations
and laser pointer check box
is selected.

Click Start Recording.

PowerPoint starts the show and
you can begin talking into the
computer's microphone to record
your narration.

Click [#] to move to the next
slide in the show.

(9 Click [ to pause the

recording.

@ Click [®] to start over on the
current slide.

ya
o/
D\/‘/ You can time exactly how long

each slide displays during a
presentation. PowerPoint
saves the timings for use when

Hada-as

Prey e Evrge vy

T =1 ™= — -
# I = ¥ El 3
e - e Tt -
mpromy e e Gobe G i wrw - L S L

D'

¥
L
L

We are pleased toreport that the 2009
secison exceaded dll cur expectations—
frorm cur excelent start at 5t Petersburg to
our astonishing finish in Miami, ..

you present the slide show to
your audience. Click the Slide
Show tab. Click the Rehearse
Timings button.
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SET UP A SLIDE SHOW

You can set up how you want your presentation to run. For example, you can specify
whether it should loop continuously, be played back in full, be shown without narration or
animations and more. If the presentation will be presented by a speaker (rather than, for
example, run at a kiosk), you can choose a colour for the pen and laser pointer; the speaker
can then use his or her mouse pointer to draw on or point to slides. To set up your slide
show, you use the Set Up Show dialog box.

. J

(@ Click the Slide Show tab on the R
Ribbon. P 2 Pelkx s
i T
€) Click Set Up Slide Show. ma :

The Set Up Show dialog box
appears.

JA4l

o Set any options that you want to
assign to the show.

@ The Show Type settings specify
how the slide show is presented.

The Show Options settings
control looping, narration, and

animation.
Gt U Sharw IE=
@ The Show Slides settings e e @
specify what slides appear in - _E' "'",’brdh": ":,"',"':fh: L",”"]'@ﬂ 3 :m; i 5
the ShOW. d at: @ pnk: (Fullncrman) Cusbom sho;
. . 1
@ The Advance Slides settings — T T
specify how each slide R E R T el |
C]d\/ancesl Shra withadl pratan @ 1 ning braince, F praard|
Shioea withoil Brareation Fuitipls ronkon
@ If your system has multiple Frankt — - | — o
. 5 TNy o -
monitors, you can use the e || | | o

Multiple Monitors settings to
specify what monitor to use.

@ cickok.

To showd 5 b Pk duF ing s #hiosa, ok dorn e CI7 by anvd press ©he kit mids e

Q@ = | o |
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RUN A SLIDE SHOW

You can run a slide show presentation using PowerPoint's Slide Show view. Slide Show view
displays full-screen images of your slides. You can advance each slide manually by clicking
buttons that appear on-screen; alternatively, you can instruct PowerPoint to advance the
slides for you.

To enrich the experience for your audience, you can use PowerPoint's pointer options to
draw directly on the screen using the mouse pointer. (You can choose from several pen
tools and colours.) For example, you might circle an important sales figure or underline a
critical point on a slide. You can end a slide show at any time by pressing 3.

\. J

(@ Click the Slide Show tab, ﬁ TRl e Ty

Fam Treeri [ T pres i gl Ty Thwa A e

. . . =R ] — i £ F Py Hewien
o Click the From Beginning ﬁ - .? B! _Hf:' -] ..“! m:f [Fr—
bu‘t‘ton Ered D T 1R uﬂ.u-:: T LN I.ﬂllll"h : ‘.-\.“é. u._J:" o] i o T
' Ernt e S i Lg

ETTRET TR - _-
I. |
] We ore pleased o repor thal

season excesded al cur axps
frarn our excedlent starl at 51, F
cur astonishing firish in kMiami

PowerPoint switches to Slide
Show mode and displays the first
slide.

from our excellent start at 51, Pet

@ When you move the mouse S sty ——
our astonishing finish in Miami...

pointer to the bottom left
corner, faint slide show control
buttons appear.

e Click anywhere in the slide to
advance to the next slide or click
the Neext button ((#]).

To return to a previous slide,
you can click the Previous

button ([€]).
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To view a menu of slide show
commands, click [=].

@ You can pause the show by
clicking the Pause command.

@ You can end the show early by
clicking the End Show
command.

@ When the slide show is complete,

click anywhere on the screen.

PowerPoint closes the
presentation.

Draw on Slides While
Presenting the Show

(1
(2

During the slide show, click the
Pen button ([#)).

Click a pen style.

@ You can click here to choose a
pen colour.

Click and drag to draw on the
slide.

To erase your markings, press (3.

......

End of slide show, click to exit.

LUF PR

o)

Highlaiter

Theme Cadors
Ink Colar @ E . . N | |

Brro QpHORE " I‘llllllll

Standard Coloes
*’“@ s EEmEn|
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152 Chapter 14
Database Basics

166 Chapter I5
Adding, Finding and
Querying Data




Access is a robust database program you can use to store
and manage large quantities of data.You can use Access to
manage anything from a home inventory to a database of
clients to a giant warehouse of products. Access can help you
organise your information into tables, speed up data entry
with forms and perform powerful analysis using filters and
queries. In this part, you learn how to build and maintain a
database file, add tables, create forms, enter data into your
database and analyse your data using filters, sorting and
queries. You also learn how to run reports on your data.




CREATE A DATABASE BASED ON A TEMPLATE

N\
You can build a new database based on any of the predefined Access templates. For example,
the Business category includes templates for creating contact lists, assets, marketing projects
and events. You can also log onto the Office Web site to find new templates you can
download.

When you create a new database using a template, the database includes pre-built tables and
forms, which you can populate with your own data. You control the structure of your
database by determining the preset tables and fields that are included in the file.

. J

(D) Click the File tab. ) — i

() Click New. : ‘8-

e
@ Click Sample templates. [Fe— ..'.l ...._I.' - ..! i,
E T [ e —— ]
Bt e
@ You can also download |
templates from the Office ﬂ"" B -
Web site by clicking a ol
template category under i h.@ e g
Office.com Templates. b iy i

@ Click a template. | — i Tle

et Seaiaiie Ve mlir ey

@ To change the name of the - B ———

database, type a new name in e
° | ey .
the File Name field. o ..g e R
6 To change the folder in which the iy S
database file will be stored, click e | _ il
the Browse button (). T @-» ; ﬁ_,“‘. """'h_'@_,.,,q,
“ i h
ol ey L ] gl byt _‘
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Access launches the File New
Database dialog box.

Locate and select the folder in
which you want to store the
database file.

Click OK.

Click Create.

Access creates a new, blank
database based on the template
you chose and opens a new table,
ready for data.

To determine what fields you
need in your database, do a
little planning. Decide what
kinds of information you want
to track in your database and
what sorts of reports and
queries you want to generate
to view your data. For best

results, use the suggested fields;

you can always remove fields
that you do not use at a later
time. (For help removing fields
from a table, see the section
“Delete a Field from a Table”
later in this chapter.)
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CREATE A BLANK DATABASE

the database file will be stored.

.

If you determine that none of the predefined Access templates suits your purposes, you can
create a new, blank database. You can then decide what tables, fields, forms and other
database objects your database will include.

When you create a new database file, Access launches the File New Database dialog box
and prompts you to assign a name to the file. You also specify the folder and drive in which

() Click the File tab.
() Click New.
6 Click Blank database.

@ Type a name for the database in
the File Name field.

6 To change the folder in which the
database file will be stored, click
the Browse button ([)).

Access launches the File New
Database dialog box.

6 Locate and select the folder in
which you want to store the
database file.
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Click Create.

Access creates a new, blank
database and opens a new table,
ready for data.

% You can use the Navigation

pane, on the left, to open
various database objects.

You can collapse the pane

to increase the on-screen
workspace; simply click the
Shutter Bar Open/Close
button ([%<]). Click the button
again to expand the pane.
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g To open an existing database,
click the File tab, click Recent

and click the database in the
Recent Databases list. If the
database is not listed in the
Recent Databases list, click
the File tab, choose Open to
launch an Open dialog box,
locate and select the database
file and click Open.
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CREATE A NEW TABLE

Access databases store all data in tables. A table is a list of information organised into
columns and rows that intersect to form cells for holding data. A table might list the names,
addresses, phone numbers, company names, titles and e-mail addresses of your clients. Each
row in a table is considered a record. You can use columns to hold fields, which are the
individual units of information contained within a record.

If you need to add a table to a database, you can easily do so. All table objects that you
create appear listed in the Navigation pane; simply double-click a table object to open it.

\. J

ﬂ With your database open in %ﬂ'“r — 6 . K s e

Access, click the Create tab. B e m B —| =T I EII::-W"-;!
. | P B L 3.......n BEEkEs Ra
() Click the Table button. R = =
e B B e L e e
= S -
= r % i
O Tl
Access creates a new table % A e A S !m"- - || 10 i1 Ditats P
and displays it in Datasheet W an 12 O Sowa :
VieW. s Thak e e S e
' 3unn|=in.|
Note: See the “Change Table Views” section T = s
to learn more about Datasheet view. i S 4_6
: [T = (LTSI =
) T tas T
6 To name a field, click the Click T o E:.Tr.
to Add link at the top of the field 3 xm
column. - T
AR Py
Click the type of field you want to § Aot
add (here, Text). 5 SR
PR 3 O

. DATABASE BASICS D



60 O

Type a name for the field and
press EIE.

Repeat Steps 3 to 5 to create
more fields for the table.

When you are finished adding
fields, close the table by clicking
the Close button ([X]).

Access prompts you to save the
table changes.

Click Yes.

The Save As dialog box appears.
Type a name for the table.

Click OK.

Access lists the table among the
database objects in the Navigation
pane.

g To delete a table, select it in

the Navigation pane and press
CEED. Access asks you to
confirm the deletion before
permanently removing the
table, along with any data that
it contains. Before attempting
to remove a table, ensure that
it does not contain any
important data that you need.

| - . 1 0 o
é N L
Cpl Cm ! (o

Pl Lk bt b by ke - Beerihaey - dfden] - Sidem ] s TmewTh - Grety - i Dmb -
LN

7/
g You can rename fields in any

table.To do so, double-click the
field label and type a new
name. When you finish, press
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CHANGE TABLE VIEWS

.

You can view your table data using two different view modes: Datasheet view and Design
view. In Datasheet view, the table appears as a grid of intersecting columns and rows where
you can enter data. In Design view, you can view the skeletal structure of your fields and
their properties and modify the design of the table. For example, you can add fields by typing
new field names in the Field Name column. You can also change the field names or change
the type of data that is allowed within a field, such as text or number data.

Switch to Design View

ﬂ Click the Home tab on the
Ribbon.

g Click the bottom half of the View
button.

6 Click Design View.

Note: An even quicker way to switch from
Datasheet view to Design view is to click the
top half of the View button.

Access displays the table in Design
view, showing the table's field
properties.
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Switch to Datasheet View

ﬂ Click the Home tab on the
Ribbon.

6 Click the bottom half of the View
button.

6 Click Datasheet View.

Note: An even quicker way to switch from
Design view to Datasheet view is to click the
top half of the View button.

Access displays the default
Datasheet view of the table.

g If you create a PivotTable, you

can use PivotTable view to
summarise and analyse data by
viewing different fields.You can
use the PivotChart feature to
create a graphical version of a
PivotTable and to see various
graphical representations of
the data. See the Access help
files to learn more about the
PivotTable and PivotChart
features.
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Q/ The Field Properties area

enables you to change the
design of a field, specifying
how many characters the field
can contain, whether it can be
left blank and other properties.
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ADD OR MOVE A FIELD IN A TABLE

track each product’s availability.

.

You can add fields to your table to include more information in your records. For example,
you may need to add a separate field to a Contacts table for mobile phone numbers.
Alternatively, you may need to add a field to a table that contains a catalogue of products to

If you built your database from a predefined template, you may find that the order in which
fields appear in the table does not suit your needs. If so, you may want to move a field so that
it appears before another field to suit the way you type your record data. Fortunately, Access
makes it easy to move a field in your table to change how you view and enter record data.

J

Add a Field

ﬂ Open the table to which you want
to add a field in Datasheet view.

g Click a column header. Access will
add the new field to the right of
the column you select.

() Click the Fields tab.

@ In the Add & Delete group, click
the button for the type of field
you want to add (here, Text).

Access adds the new field.

Move a Field

ﬂ In Datasheet view, click the column
header for the field you want to
move.,

@ Drag the column to a new
position in the table.

The & changes to k.

@ A bold vertical line marks the
new location of the column.

6 Release the mouse button.

Access moves the field to the
new location.
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DELETE OR HIDE A FIELD IN A TABLE

~\
You can delete a field that you no longer need in a table. For example, if you are working on a
database of employee contact information that contains a Pager field, but your company no
longer supports the use of pagers, you might opt to delete that field. VWhen you remove a field,
Access permanently removes any data contained within the field for every record in the table.
If your table contains fields that you do not want to view on a regular basis but that you
do not want to delete, you can hide them. For example, a table containing a catalogue
of products might include a field indicating the country in which the product was
manufactured — information that you may not need to view on a regular basis. When
you are ready to view the field again, you can easily unhide it.

J
"I il iy W P e
ﬂ Open the table that you want to = —--u;l‘.,._.i - 1 -

edit in Datasheet view.

Click the Fields tab.

Click the column header for the
field you want to remove.

Click the Delete button.

© 00

Access removes the field and any
record content for the field from
the table.

[]
. aB .-Ell eyt !’““n N B == -
ﬂ Click the column header for the ‘-E sR3=" 2 —
field you want to hide.

@ Right-click the selection.
() Click Hide Fields.
Access hides the field.

Note: To view the field again, right-click the _ LA
field next to the hidden field, click Unhide
Fields, select the column and click OK
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CREATE A FORM

7

.

One way to enter data into your database is to type it directly into an Access table.
Alternatively, you can create a form based on your table to simplify data entry.

Forms present your table fields in an easy-to-read, fill-in-the-blank format. When you create
a form based on a table, Access inserts a field into the form for each field in the table. Forms,
which enable you to enter records one at a time, are a great way to speed up data entry,
particularly if other users are adding information to your database list.

ﬂ Open the table on which you

want to base a form and click the
Create tab.

e Click the Form button.

Access creates the form.

Click the Close button ([X]) to
close the form.

T F e e e
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Access prompts you to save your
changes.

() Click Yes.

The Save As dialog box appears.
@ Type a name for the form.
() dickoK.

Access lists the form among the
database objects in the Navigation
pane.

Note: After you save a form, you can reopen
it by double-clicking it in the Navigation pane.

ya
—

% To delete a form, click it in the
Navigation pane.Then press

or click the Delete button
on the Home tab. Access asks
you to confirm the deletion;
click Yes.

J
7/

BJA To create a blank form, click
the Create tab. Click the
Blank Form button. Access
opens a blank form and a list
containing the fields from all of
the tables in the database.To
add a field to the form, drag it
from the list onto the form.You
can populate the form with as
many fields as you need.
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CHANGE FORM VIEWS

You can view your forms in various ways: Form view, Design view and Layout view. Form
view is the default; in this view, you can simply enter data. In Design view, each form object
appears as a separate, editable element. For example, in this view, you can edit the box that
contains the data and the label that identifies the data. In Layout view, you can rearrange the
form controls and adjust their sizes directly on the form. Access makes it easy to switch from
Form view to Design view to Layout view and back.

\. J

Switch to Design View

Click the Home tab on the
Ribbon.

Click the bottom half of the
View button.

6 Click Design View.

Access displays the form in
Design view.

Switch to Layout View

Click the Home tab on the
Ribbon.

Click the bottom half of the
View button.

9 Click Layout View.

Access displays the form in
Layout view.

To return to Form view, click the
bottom half of the View button
and then click Form View.
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MOVE OR DELETE A FIELD IN A FORM

~\
You can move a field to another location on your form. When you select a field for editing, the
field label is also selected, making it easy to move both the field and the label at the same time.
You can delete a field that you no longer need in a form. You need to remove both the data
box and the field label. Note that removing a form field does not remove the field from the
table on which the form is based, or its data.
Although you can move and delete fields in Design view or in Layout view, you might find it
easier to make changes to your form in Layout view.
\ y,
Move a Field BB o e s [N == -
ﬂ Open the form that you want e ,,,E_T::' Fwa= . ETBEsE @ EI:E...-_
to edit in Layout view. === e
& v eaey = -
6 Click the field that you want T 1= -
= L
to move. - ﬁ
() Click and drag the field to the ﬁ__@
new location on the form. " M
The &} changes to . -
Access repositions the field. -
Delete a Field T e sennre TR e ot et
ﬂ Open the form that you want to =1 1 : Ty e g 1. £ ,: ‘:“}Tl. A
edit in Layout view. ey Ll it
:Hu-h;ln
6 Click the field that you want to = — -
delete. — .
] N
6 Press or click the Delete woariraaas
button on the Home tab. i
Access removes the field and label
from the form.
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ADD A RECORD TO A TABLE

~\
You build a database by adding records to a table in the database. Any new records that you
add appear at the end of the table. After you enter a record in a database table, you can edit
it if necessary. You add and edit records in a table in Datasheet view.
As your table grows longer, you can use the navigation buttons on your keyboard to navigate
it. You can press to move from cell to cell or you can press the keyboard arrow keys.
To move backward to a previous cell, press EID + 3.
\. J
ﬂ In the Navigation pane, double- EE-'-' o e s e .. s e i R
click the table to which you want M Do Tigyi— B s AL TN e. s
to add a record. ~ : :
@ Access opens the table, 5
- - = @
placing the cursor in the first sl
cell of the first blank row.
By default, the first field in
each table is an ID field,
containing a unique ID number
for the record. This value is set
automatically.
@ Press @3.
Access Moves your cursor to the | TLEE A . . - ek e
next cell in the row. " = e R | e | A S P
e it Bl sl Vsl Ll
Type the desired data in the e — i e - . e
selected cell. S s é
Press 3. e

Repeat Steps 3 and 4 until you
have filled the entire row.

Press EiE) or to move to the
next row, or record.
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@ Access adds the new record. e o, [ MmN - = :ﬂ_

_r Pl ey e . - L isn datvree D dyen gl o
G Access moves your cursor to Bl e s | it i b AL

s by rvrnay L T' el P

the first cell in the next row.

L91

6 Repeat Steps 2 to 6 to add more

CEi
records to the table. e e [ e
oy e Tk dreamy EEmET G
A - Consimie e Cwruarl rorrar
[ E e ] Erarich Siod
You can resize a column by . . i
dragging the column border - it e
. PimTEE Smrh fin i SR By 1
ﬁ>1|$.1 Sah Ll Al moan A aE ot mby- e
AT L'l Catdghdd b o s Pl T T
ik Fmd - ] L Fice LR
@ You can use the scroll bars to o T
view different portions of the i o o e i
17 mes o 1] Comy roada
table. X Tkl ko 1] Cruddd M
o e Jmnkim ] Temie iras
IRk ol - Rl v St
FiN-] A ] Camprasi. bra CErn
AT Sl (= ) 1 ] N Tl
Ak drgdy (43 - [t e Erare e
3 Hbk el ™ L Ll B Walbd e Wbl
g i (LF] L
e ik Ty e B g T Wil
. A7 Aty iy = L S
To edit a record, open the TR T T @:k B

table in Datasheet view, click
in the cell whose data you

want to change, double-click
the data to select it and type

over the data to replace it. g . .

A primary key uniquely
To delete a record, open the identifies each record in a table.
table in Datasheet view. Click For many tables, the primary key
the grey box to the left of the is the ID field, which is created
record that you want to delete. automatically and stores a
Right-click the record and then unique number for each record
click Delete Record. Click Yes. as it is entered into the database
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ADD A RECORD TO A FORM

a Form.”

You can use forms to quickly add records to your Access databases. Forms present your
record fields in an easy-to-read format. You add records to a form in Form view; this view
presents each field in your table as a box that you can use to enter data.

After you enter a record in a form, you can edit it if necessary. For help locating a particular
record in the form window in order to edit it, see the next section, “Navigate Records in

ﬂ In the Navigation pane, double-
click the form to which you want
to add a record.

@ If the form is not visible in the
Navigation pane, click [,
choose Object Type and
locate the desired form under
the Forms heading.

Access opens the form.
() Click the Home tab.

() Click the New button in the
Records group.

Access opens a blank form,
placing the cursor in the first

field.

@ By default, the first field is an
ID field, containing a unique 1D
number for the record. This
value is set automatically.

@ Press @23.
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Access moves your cursor to the [ s ]
next field in the form. . . Pemounet
1 ]
@ Type the desired data in the o mw—@
selected field. e
6 Press @23,
Access moves to the next field in —— °_>.,
the form. i ] Personnel E

g &

Repeat Steps 5 and 6 until you
have filled the entire form.

Press (E15) or @29. - ——

o

Access displays another blank
record, ready for data.

G To close the form window, _ ,m,<_@

you can click the Close

button ([X]).

Ve
You can also create a new
record by clicking the New
(Blank) Record button ([*2])
on the form window’s
navigation bar (located along

_ the bottom of the form).

—e
To edit a record, open the &l To delete a record from a form,
form, navigate to the record open the form and navigate to
that you want to change and the record that you want to
make your edits directly to the delete. Click the Home tab on
form data. When you save your the Ribbon. Click the Delete
changes, Access automatically button’s [*] and click Delete
updates the data in the table. Record. Click Yes.
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NAVIGATE RECORDS IN A FORM

N\
You may find it easier to read a record using a form instead of reading it from a large table
containing other records. Similarly, editing a record in a form may be easier than editing a
record in a table. You can locate records you want to view or edit using the navigation bar
that appears along the bottom of the form window. This navigation bar contains buttons for
locating and viewing different records in your database. The navigation bar also contains a
Search field for locating a specific record. (You learn how to search for a record in a form in
the next section.)

. J

L e = L —
In. the Navigation pane, double- W o —"EI"}
click the form whose records you e Y
want to navigate. . J
T -~ =

Note: If the form is not visible in the m b rae

Navigation pane, click the [=] along the top of (P —

the pane, choose Object Type and locate i

the desired form under the Forms heading.

Access displays the form.

@ The Current Record box o o
indicates what record you are e ? —
viewing. o @ =

Click Previous Record ([4]) or B

Next Record ([H]) to move back e

or forward by one record. s 3 Parvonsel
L [ "31

Access displays the previous or =
next record in the database. vl P —

@ Click First Record ([4]) or Bl
Last Record ([)) to —— ==
navigate to the first or last o
record in the table.

@ dlick New (Blank) Record R ==
() to start a new, blank )
record.
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SEARCH FOR A RECORD IN A FORM

~\
As mentioned, you may find it easier to read and edit records in a form than in a large table
containing other records.
One way to locate records you want to view or edit is to use the various buttons in the
navigation bar, such as the Previous Record button, the Next Record button and so on.
(Refer to the preceding section for help using these buttons.) This method can become
time-consuming, however, if the form contains many records. An easier approach is to search
for the record using Access's search functionality, also accessible from the navigation bar.
\_ J
|n. the Navigation Pa.nle, double- :Tiuum B -"'E_ =
click the form containing the o W ' N
record you want to find. bl —
y e | “WJ o Fh
Note: If the form is not visible in the . o=
Navigation pane, click the [~] along the top R e e 3
of the pane, choose Object Type and (R r——
locate the desired form under the Forms o
heading.
Access displays the form. Pt
€) Ciick in the Search field. i
— Ama kL@ kAR Rl 1«-:-4—@
e Type a keyword that relates to _
the record you want to find (here, M =
a person’s last name). — =
@ As you type, Access displays -@
matching records. R i [
=y Lreswy
bepnh m n bW 0 A v 4—6
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SORT RECORDS

~\
Sorting enables you to arrange your database records in a logical order to match any criteria
that you specify. For example, with a contacts database, you might sort the records
alphabetically or based on the post (or ZIP) code. You can sort in ascending order or
descending order. For example, if you are sorting alphabetically, you can sort from A to Z
(ascending) or from Z to A (descending).
You can sort records in a table or you can use a form to sort records. In this section, you
learn how to do both.
\. J
Sort a Table E"“‘-—-@ —— i
(D Open the table you want to sort. A1 = el p— il vl
M | P ' e o Fopp i | ™% Y - B~ | ™™ = | -
@ Position your mouse pointer over ——— '.' e
free £ L] v FayiReng ey Hanp
the column header for the field by T e et hims
. O meraa £ gy e 1 g P rad
which you want to sort (the mouse o § ea melmm
pointer changes to ¥) and click. 3 e sy - e
— . et
() Click the Home tab on the Jooewn e by
Ribbon. {2 :._"..,_ » re——
@ Click a sort button. E? ;-_-= E a:r_"-:-:_m:
L] Hewwd i Lo Swoede

Click Ascending to sort the
records in ascending order.

Click Descending to sort the
records in descending order.

Access sorts the table records
based on the field you choose.

@ This example sorts the records
alphabetically by last name in

ascending order. -
13 Jerdrarar Cumrorghasr: b Darliwr, Park by Sries
& i Duidad [11 ] L L ]
In the prompt box that appears s __ime 8 eyt S
when you close the table, you e B

can click Yes to make the sort
permanent or No to leave the
original order intact.
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Sort Using a Form

Open the form you want to sort.

Click in the field by which you
want to sort.

Click the Home tab on the
Ribbon.

Click a sort button.

Click Ascending to sort the
records in ascending order.

Click Descending to sort the
records in descending order.

Access sorts the table records
based on the field you choose.

This example sorts the records
alphabetically by last name in
ascending order.

You can use the navigation
buttons to view the sorted
records.

If you perform a sort on a field
for which some records are
missing data, those records are
included in the sort. Records
with empty fields are sorted
first when you perform an
ascending sort and last with

a descending sort.
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g/ To remove a sort order, click

the Remove Sort button in

the Sort & Filter group on the
Home tab.This returns the table
to its original sort order.You

can also use this technique to
remove a sort from a query or
report. (Queries and reports are
covered later in this chapter.)
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FILTER RECORDS

.

You can use an Access filter to view only records that meet criteria you set. For example,
you may want to view all clients buying a particular product, anyone in a contacts database
who has a birthday in June or all products within a particular category. You can also filter by
exclusion — that is, filter out records that do not contain the search criteria that you specify.

You can apply a simple filter on one field in your database using the Selection tool or you
can filter several fields using the Filter by Form command.

Apply a Simple Filter
ﬂ Open the form you want to filter.

@ Click in the field by which you
want to filter.

6 Click the Home tab on the
Ribbon.

() Click the Selection button.
6 Click a criterion.

Access filters the records.

@ In this example, Access finds
two records matching the filter
criterion.

You can use the navigation
buttons to view the filtered
records.

@ To undo a filter, click the
Toggle Filter button.
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Filter by Form

Open the form you want to filter.

Click the Home tab on the
Ribbon.

Click the Advanced button.

Click Filter By Form.

A blank form appears.

Click in the field by which you
want to filter.

SLI

Click the [=] that appears and
choose a criterion.

© © 0 060 00

Repeat Steps 5 and 6 to add i
more criteria to the filter. } _

You can set OR criteria using
the tabs at the bottom of the i @
form. "4_6

Click the Toggle Filter button. i

Access filters the records.

To remove the filter, you can click
the Toggle Filter button again.

J
g To filter by exclusion, click 7

in the form field on which OR criteria enable you to

you want to filter. Click the display records that match
Selection button on the Home one set of criteria or another.
tab and then click an exclusion For example, you might set up
option. Access filters out any your filter to display only those
records that do not contain records with the value Jones
the data found in the field OR the value Smith in the

that you selected. Last Name field.
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USE CONDITIONAL FORMATTING

.

You can use Access's Conditional Formatting tool to apply certain formatting attributes, such as
bold text or a fill colour, to data in a form when the data meets a specified condition. For
example, if your database tracks weekly sales, you might set up Access's Conditional Formatting
feature to alert you if sales figures fall below what is required for you to break even.

You apply conditional formatting by creating a rule, which specifies the criteria that the value
in a field must meet. Values that meet the criteria are formatted using settings you specify.

J

Open the form to which you
want to apply conditional
formatting in Layout view.

Click the field to which you want
to apply conditional formatting.

Click the Format tab.

Click the Conditional
Formatting button.

The Conditional Formatting Rules
Manager dialog box opens.

Click the New Rule button.

The New Formatting Rule dialog
box opens.

Set the criteria you want to use to
apply conditional formatting.

Specify how values that meet your
criteria should be formatted.

Click OK.

~— ey
g (s Bvmaless Ostenes e
Pl Ll ] "l uk
= Lrivwi 8
breti-

Al Db B
TR &

b L]
T Perosrssi
e
e L]

- T ks

marg AN EFEE W

) R FO
Dk dremam | Por

1=

i
[l

— =

g

. P

_n____ll*ermlul

Campary i i e

Pubidenls  [w] mylin

Al Tl

.—> =]

-
i

ADDING, FINDING AND QUERYING DATA cEENED



@ Access creates a rule based on

the criteria you set. D | [rnmnn ] [ Roman] - -
©) dickok S e

Access applies the conditional ) Pt
formatting. it =

LLI

Remove Conditional
Formatting

0 Open the Conditional Formatting
Rules Manager dialog box. (To
open this dialog box, follow Steps
| to 4 on the previous page.)

6 Click the conditional formatting
rule you want to remove.

Click the Delete Rule button.
Click OK.

Access removes the conditional
formatting.
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PERFORM A SIMPLE QUERY

N\
You can use a query to extract information that you want to view in a database. Queries are
especially useful when you want to glean data from multiple tables.

Queries are similar to filters but offer you greater control when it comes to viewing records.
You can use the Query Wizard to help you select what fields you want to include in the
analysis. There are several types of Query Wizard. These include Simple, which is covered
here; Crosstab, to display information in a spreadsheet-like format; Find Duplicates, to find
records with duplicate field values; and Find Unmatched, to find records in one table with no
related records in another table.

. J

Create a Query SR e

. L b Bl Oeis Oslshaas Tah Pl T e

ﬂ Open the table or form for which TR M@ g"-:::v il N

you want to perform a query. “‘.::'“‘ el =i “"'c.”:: eme N Bt = =r

@ Click the Create tab on the e G ] ot ) e A e

. ke i |
ibbon. 0T o= e
. . A : X Fraating (] ig
@ Click the Query Wizard button. == a | e e £
B Pwra | 1 absoen == =
A New Query dialog box appears. ; S
| 13 AR LTk ho
() Click Simple Query Wizard. | Aisiiy oot |
1 4 Wbra Deasddal 1
@) dick oK Bueke  Gwe
The Simple Query Wizard opens.
() Click the Tables/Queries [=]

©

e O

and choose the table on which
you want to base the query.

In the Available Fields list, click a
field to include in the query.

Click the Add button ([=]).

@ The field is added to the
Selected Fields list.

Repeat Steps 7 and 8 to add
more fields to your query.

Click Next.

" Bic<ch e e 1 o ey |

"
o e s o nove R ) Rl o .
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Type a name for the query.

®©6

Click the Open the query to

view information radio button.

Click Finish.

®

A query datasheet appears, listing
the fields.

Add Criteria to the Query

ﬂ Double-click the query in the
Navigation pane to open it.

Note: If it is not visible, click the [=] at the
top of the pane, choose Object Type and
locate the query under the Queries heading.

@ Click the View button to switch
to Design view.

Click in the Criteria field and
type the data that you want to
view.

o

Click the View button again to
switch back to Datasheet view to
see the results.

The table shows only the records
matching the criteria.

™ - /,
Q/A You can add another table to

the query. Switch to Design
view, click the Design tab on
the Ribbon and then click the
Show Table button. This opens
the Show Table dialog box,
where you can add another
table to the query and choose
from among the available
fields to customise the query.
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You can use the sorting and
filtering features to further
define your query results.
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CREATE A REPORT

~\
You can use Access to create a report based on one or more database tables. This can be a
simple report, which contains all the fields in a single table, or a custom report, which can
contain data from multiple tables in a database. (Note that to use fields from two or more
tables, the tables must have a defined relationship.)
To create a custom report, you can use the Report Wizard; it guides you through all the
steps necessary to turn complex database data into an easy-to-read report.
. J
Create a Simple Report Bz ;_4_@___ e w
. —— = = ot [ S s | e
ﬂ Open the table for which you N ""—.:':.:1’::-' mg_ . E = e - E:‘:
want to create a simple report. Frr—  — — B a—
. A o - bmikam - wdAarer 4 vae ew e - v Haer T
X 1 By Aemin (3 g ran
Click the Create tab on the m fel =3 =
i | mame  aha ——
Ribbon. e i
) A reow H = o T
() Cdlick the Report button. ! s  fmm M oo e
e i M il
e e L oy
! = et
Access creates a simple report ECT=L e
based on the table you selected.
Personmel o
' @ =
g Table relationships enable you L = - e %
to combine related information o (oo o u
for analysis. For example, you — == — o
might define a relationship 1 [ Terie m
e . o ket Lo ]
between a table containing o ek = =
customer contact information u aen B u
’ P W dehen oy L]
and a table containing customer e P -
orders. With that table
relationship defined, you could
perform a query, for example, in the Ribbon and then click
to locate all customers who Relationships. (If you created
have ordered the same product.  your database from a template,
To define table relationships, certain relationships are

click the Database Tools tab predefined.)
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Create a Custom Report

ﬂ Open a table you want to include
in a custom report.

6 Click the Create tab.

6 Click the Report Wizard
button.

The Report Wizard opens.

@ Click the Tables/Queries [~]
and choose a table you want to
include in the report.

Under Available Fields, click a field

that you want to include in the :“..._..':...“ﬁ_ —— “
report. R et o
e | =
() Click the Add button ((=]). .

() The fleld is added to the

]
6

Selected Fields list. ¢
6 Repeat Steps 5 and 6 to add o ot H! || = |
more fields.
Click Next.

Click the field you want to use to
group the data.

Click the Add button ([=_]).

A preview of the grouping .
appears here. g You can remove a field from

. the report in the Wizard b
Click Next. clicking the Back button u);ltil
you reach the wizard’s first
screen. Then click the field
you want to remove in the
Selected Fields list and click
the Remove button ([<]).To
remove all the fields, click the
Remove All button ([£=]).

® 00

e

continued ==
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CREATE A REPORT (continueq)

report, you can print it.

.

As the Report Wizard guides you through the steps for building a report, you are asked to
decide upon a sort order. You can sort records by up to four fields, in ascending or
descending order. The wizard also prompts you to select a layout for the report. Options
include Stepped, Block and Outline, in either portrait or landscape mode. (Note that you can
change other design aspects of the report by opening it in Design view.) After you create the

@ To sort your data, click the first

[+] and click the field by which
you want to sort.

You can add more sort fields as
needed.

Note: Fields are sorted in ascending order by
default. Click the Ascending button to toggle
to descending order.

(O Click Next.
@ Click a layout option.

@ You can set the page
orientation for a report using
these options.

(O Click Next.
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@ Type a name for the report.

Click the Preview the report
radio button.

) Click Finish.

Access creates the report and
displays it in Print Preview
mode.

7
g You can further customise a

report using Design view. You
can change the formatting of
fields, move fields around and
more.You can even apply
conditional formatting to

the report by clicking the
Conditional Formatting
button in the Format tab.

(For more about conditional
formatting, refer to the section
“Use Conditional Formatting”
earlier in this chapter.)
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To print a report from Print
Preview view, click the Print
Preview tab and click the
Print button. Alternatively,
click the File button and click
Print to open the Print dialog
box, where you can select
various printing options.
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OUTLOOK

Outlook is a personal information manager for the computer
desktop.You can use Outlook’s Calendar component to
manage appointments in your calendar; its Contacts
component to keep track of contacts; its Tasks component to
organise lists of tasks you need to complete; its Mail
component to send and receive e-mail messages; and more.
You can perform a wide variety of everyday tasks from the
Outlook window. In this part, you learn how to put Outlook
to work for you using each of the major components to
manage everyday tasks.




VIEW OUTLOOK COMPONENTS

. )
You can use Outlook to manage everyday tasks. Outlook works much like a personal
organiser, with components for performing certain tasks: Mail, Calendar, Contacts and Tasks.
The Outlook Mail component enables you to send and receive e-mail messages. The
Outlook Calendar component enables you to keep track of appointments. The Outlook
Contacts component enables you to maintain a database of your contacts. The Outlook
Tasks component enables you to keep a to-do list. In addition, Outlook features a To-Do
Bar to help you stay organised at a glance.
You can easily switch between components, depending on the task that you want to
L perform. )
(@ Clickthe Calendar buttoninthe  [F0 = ce o o ™ L~
ot T N e T A — =
Navigation pane. B& - - .;"._..._. A T T
@ You can use the To-Do Bar to ——— | Motk S
see your daily items at a e .':_'—'.-_- - —
/ . sl i Pe—— e - e
slance i —— o Bhown
TR pEEee e
iy II':__ : :hlﬂ_-v—p\.--.-lul_ :r"::r:" :
)= - |Se== |
e N
Outlook displays the Calendar Bt et
component. DEARIENNEEE S8 B33 # T
) Click the Contacts button in the ey -
Navigation pane. = a e
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Outlook displays the Contacts eI T F
i Dt ] s fideley “'
component. e — K
==ﬂ-lm._-|‘- | 1T M LH A ;
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By default, Outlook opens the | e ' L i, v

Mail component’s Inbox folder
when you start the program.To
start with a different Mail folder
or another component, such as
Calendar, click the File tab, click
Options and click Advanced.
Under Outlook Start and Exit,
click the Browse button.Then
click the component or Mail
folder that you want to set as
the default component in the
Select Folder dialog box and
click OK in both dialog boxes

to close them.
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SCHEDULE AN APPOINTMENT

~\
You can use Outlook's Calendar component to keep track of your schedule. When you add
a new appointment to the Calendar, you fill out details such as the name of the person with
whom you are meeting, the location of the appointment, the date of the appointment and
the start and end times of the appointment. You can also enter notes about the
appointment, as well as set up Outlook to remind you of the appointment. When you set a
reminder, Outlook displays a prompt box at the designated time to remind you about the
appointment (assuming, of course, that Outlook is running).
\. J
() Click the Calendar button in the @ =i i s e S e
Navigation pane to open the £ BB .?. " ettt N-ER B A
Calendar component. T —— — - -
il | m o
@ Click the date for which you want o |
to set an appointment. ...;é ,:
@ Click the Date Navigator's =
arrow buttons to choose a =
different month. e
T
@ Double-click the time slot for the e
appointment that you want to set. .. % T e
Outlook opens the Appointment ——rT e —r—
Hpsby <_U = ig

window, at the Appointment tab.
@ Type a name for the appointment.

Outlook adds the name to the
window’s title.

@ Type a location for the
appointment.

6 Click the End time [=] and set
an end time for the appointment.

G If you did not select the correct
time slot in Step 3, you can
click the Start time =] and
click a start time.
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Outlook automatically sets a
reminder for the appointment.

@ You can click the [=] to
change the reminder setting.

@ You can type any notes about
the appointment here.

@ Click the Save & Close button.

@ Outlook displays the
appointment in the Calendar.

To view the appointment details
or make changes, you can double-
click the appointment to reopen
the Appointment window.

G The days on which you have
appointments scheduled
appear bold in the Date
Navigator.

ya
7/

& You can set up a recurring
appointment. On the
Appointment tab, click the
Recurrence button. In the
Appointment Recurrence
dialog box, select the
recurrence pattern and a range
(if the appointments only
occur for a set period). Click
OK. Recurring appointments
are indicated on the Calendar
by a recurrence icon ([2]).
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B/A Click the Categorize button
to assign categories to your
appointments. For example,
you might categorise all work
appointments as blue and all
non-work appointments as red.
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SCHEDULE AN EVENT

~\
If you need to track an activity that lasts the entire day or spans several days, such as an
anniversary or a conference, you can schedule the activity as an event. Events appear as
banners at the top of the scheduled date.
Scheduling an event is similar to scheduling a regular appointment. As with scheduling a
regular appointment, you enter a name for the event, specify a location and enter notes
about the event as needed. In addition to scheduling events, you can schedule meetings.
(For more information, see the tip at the end of this section.)
\. J
(@ Click the Home tab, [-= ey | !
T Wi @'l . a3 &0
) dlick the New Items button. P = b ,
P
u.l:.:‘l;'\.._wl e AN e e O e
@) Cick All Day Event. = @ e
EI:-h 1a®
B =
i >
e
| =21
Outlook displays the Event F PR D b e - B <—Wn - m =
. p y _II“ Bt fEmple e = g
window, which looks the same as « @ = i
. . ﬂ = L. BEEN # mow  comew [ r
the Appointment window. ST Tl I TR TR
@ Type a subject for the event. - ———— *‘@ @
() Outlook adds the subject to - e (5 S )
the window's title. o
@ Type a location for the event, if
applicable.
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Enter the event’s date in the

Start time and End time fields.

You can click each field's []
to choose the date from a
pop-up calendar.

@ Click the Save & Close button.

G Outlook displays the event as
a banner in the Calendar for
the date of the event.

Note: To edit an event, you can double-click
the event banner and make your changes in
the appointment window that opens.

ya

—
ﬁ/‘ To publish a calendar online,
click the Home tab, click

Publish Online and then click
Publish to Office.com. Outlook
prompts you to register with
Office Online before launching
a wizard to step you through
the publication process. After
your calendar is published,
Outlook prompts you to invite
others to view it; follow the
on-screen instructions.
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To schedule meetings with
other users, click the Home
tab and click the New Meeting
button to open a Meeting
window; then enter the
requested information.
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CREATE A NEW CONTACT

You can use Outlook’s Contacts component to maintain contact information for people with
whom you want to remain in touch, such as family members, co-workers and clients. Using
Outlook Contacts, you can keep track of information about your contacts such as their
home address, their business address, their e-mail address, their home phone number, their
work phone number, their mobile number and their fax number. You can also enter notes
about a contact.

~\

If you use a different program to keep track of your contacts, you may be able to import that
information into Outlook. For more information, see the tip at the end of this section.

. J
(D Click the Contacts button in the e
| | L i 2 e it s T
Navigation pane to open the ;ﬁ_@.}f e I B p| e g T
Contacts component. —— —_— ' ol
L fmpm b e
et L e 3 ™
@ Click the New Contact button. R o
- B a
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Outlook opens a Contact mann . P et "o
. N o | = el G -l
window. TEg Ol = LN T
I-I._I.l arm T L H— '\:I. - i i e
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(@) Click the Show button.
() dlick the Details button.

6 Fill in additional information about
the contact, as needed.

Click the Save & Close button.

Outlook saves the information
and displays the contact in the
Contacts list.

To edit contact details, you can
double-click the contact to
reopen the Contact window.

ya

ﬂ To import a list of contacts
from another program, first
export the contacts from that
program to a file. Click the File
tab, click Open and click
Import to open the Import and
Export Wizard, which steps you
through the import process.
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One way to send an e-mail to
a contact is to right-click the
contact, click Create and then
click E-mail. Outlook opens

a Message window with the
contact’s e-mail address in the
To field; add a subject, type
your message text and click
Send.
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CREATE A NEW TASK

~\
You can use Outlook’s Tasks component to keep track of things that you need to do, such
as a daily list of activities or project steps that you need to complete. You can assign a due
date to each task, as well as prioritise and categorise tasks. You can even use Outlook Tasks
to assign tasks to other people.
Outlook’s Notes component allows you to create notes for yourself, much like an electronic
version of yellow sticky notes. You can attach Outlook Notes to other items in Outlook,
such as appointments or e-mail messages, as well as drag them from the Outlook window
onto the Windows desktop for easy viewing.

\. J
() Click the Tasks button in the FITIEE] A ke =
Navigation pane to open the PrasmoEhu a2t 0o HT°

Tasks component. = 2“3'{7'*' e | o
@ Click the New Task button. — i 5 =
— g
Outlook displays a Task window.
@ Type a subject for the task.
@ Outlook adds the subject to
the window's title.
@ Enter a due date for the task.
@ Click the Status [=] and click a
progress option.
@ Type a note or details about the AR AL o P -vn
task here. Ux )2t 72t o Wris
You can set a priority level o — . —
for the task using the — A T "'_G
Priority [~]. S— =
ver, <—0)
G To set a completion amount, e
you can click the %
Complete [5].
() Click the Save & Close button.
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Outlook displays the task in

. ; :_'—|I 3 T = O] e R = .-
the Tasks list. Ak S {Z-%’lﬁ A =

=, e
T — 1 .l T
To view the task details again or e T | b | 7 m oY m
Lo v Mmoo

make changes, you can double- - o | - 2 i

click the task to reopen the Task B - T F

window. e ——— ¥ e s——— E
"

P ——— \‘—@ !

i

@ To change your view of tasks
in the Tasks list, you can click =
the Change View button and |, ...

choose a view option from the o
menu that appears. . B
Add a Note @
(D dlick the Notes button ([) in - “— ,?_, \ e
the Navigation pane to open the L Svle— 2 e
Notes component. T T
) ]
€) Click the New Note button. E
Outlook displays a yellow note. E
@ Type your note text. [§
@ When you finish, click the note’s 2 '
Close button ([). i
o
Outlook adds the note to the e e

Notes list.

To view the note again or to
make changes, you can double-
click the note to reopen it.
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COMPOSE AND SEND A MESSAGE

You can use Outlook to compose and send e-mail messages. VWWhen you compose a message
in Outlook, you designate the e-mail address of the message recipient (or recipients) and
type your message text. You can also give the message a subject title to indicate to recipients
what the message is about. Although you can compose a message offline, you must log on to
your Internet connection to send a message. If you do not have time to finish composing
your message during your current work session, you can save the message as a draft for
access at a later time instead of sending it.

. J
@ Click the Mail button in the - - "
. . . - i ™ 5 — e e ma maiiea 3
Navigation pane to open the Mail R s | e | [ B s DD
component. — S — g
:::: ST ST T %m‘mﬂw @
@ Click the Home tab. P e — =T i
= gy i PR "-—h-—h—-—. E
E) Click the New E-mail button. . ezmm. T
Ji’d- Jl_l_.l.l.l.l.l..ll_-.- T
I e £
T me— i
D ]
jm g
T ey I
e e s
I et
o - L v, (5
ol i - e o F e B R ES
lesirr e TR 1S
Outlook opens an untitled S [ —— -
message window. I e e e e v o
] & 3 Nk " ﬂ * i mma i
S LT R
@ Type the recipient’s e-mail s e

address.

@ If the e-mail address is already
in your Address Book, you can
click the To button and select
the recipient's name.

If you enter more than one e-mail
address, you must separate them
with a semicolon (;) and a space.

Type a subject title for the
message.

'\I_FI_I f 0. L EES r.r"l*?:::r:‘ﬂl Jrpr——
miem b b o= brasr
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@ Type the message text.
You can use Outlook’s

formatting buttons to change
the appearance of your
message text.

To set a priority level for the
message, you can click High
Importance or Low
Importance.

Note: By default, the message priority level is
Normal.

€) Click Send.
Outlook sends the e-mail message.

Note: You must be connected to the Intemet
to send the message.

Messages you have sent are
stored in the Sent ltems folder.

Click the Sent Items folder in
the Navigation pane.

@ The message you sent appears
in the Item list.

— !
M To save a message as a draft,
click the message window’s
BER button and click Yes when
prompted to save the message.
Outlook saves the message in
the Drafts folder. When you are
ready to continue composing
your message, click the Drafts
folder in the Folders list and
double-click the saved message
to open it.
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/| You can use the Cc or Bcc
fields to copy or blind carbon
copy the message to another
recipient. Either type his or her
e-mail address directly in the
field or click the Cc or Bcc
button to select it from your
contacts.
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SEND A FILE ATTACHMENT

~\
You can send files stored on your computer to other e-mail recipients. For example, you
might send an Excel worksheet or Word document to a work colleague or send a digital
photo of your child's birthday to a relative. Assuming that the recipient's computer has the
necessary software installed, that person can open and view the file on his or her own system.
Note that some e-mail systems are not set up to handle large file attachments. If you are
sending a large attachment, check with the recipient to see if his or her system can handle it.
\. J
_ K S ¥ s vy s g o B F
ﬂ Creatle a new e.rrjall rynessagle, . e __@ e
entering the recipient’s e-mail [ . .
address, a subject title and the ot | LA il (%7 = cocemems + v e 1 =0 T 1
message text. (| || G ek 2= 0 8
= | L2 0 b dws m;u_"’::‘“hn"'!-' Dy PO
Click the Message tab. - ir s —> —— =
[P ::._ b WA O B skl

() Click the Attach File button. ver— | Sas o]
T N e — memini e
The Insert File dialog box appears. s e W“m“‘—@-’*‘“ i
[
@ Locate and select the file you pa— E . :
Want to Send. e g MCUCRIM ISINTSEON - :dnfu = -
@) Cdlick Insert. e ZE|
@ Outlook adds the file L - cmm
attachment to the message I — I_ e ":"' o m;.! B e ¥ -8
X - i e - 1L - EIE-E=-| i 1
Clﬂd dISP/CIyS the f/lename Clﬂd Ly N I|.r-_J¢.- EE A EE sme o .'Im__l_ ::WH P

the file size.

@ Ciick Send. 2+=0

Outlook sends the e-mail message — =
and attachment. o1t v ,,
e |
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READ AN INCOMING MESSAGE

You can use Outlook’s Mail feature to access your e-mail account, download new e-mail
messages that others have sent you and view e-mail messages on-screen. You can view a
message in a separate message window or in the Reading pane. If the Reading pane is not

visible, click the View tab, click Reading Pane and choose a display option from the list
that appears.

You can also view any files attached to the messages you receive (although you should never
open a file unless you trust the person who sent it). Note that in order to receive e-malil
messages, you must be connected to the Internet.

.

: . g=1 T - ¥ =
(D Click the Send/Receive tab. e TR — o
() dlick Send/Receive All e i | e |

Folders. — et H ettt

B - i
. PE— T
Outlook accesses your e-mail e ] h@

account and downloads any new el ey
messages. Br

W i.i: |E-L.
[l T
i i :3%
i
|
|
g
]
r
i
|
o

@ If the Inbox is not shown, you can —
click the Inbox folder. = e e
e |
@ Click a message in the Item list. R — -
Loy [P e LS Sopeghe) o } 1) HE s

@ The contents of the message
are shown in the Reading

pane.
@ Double-click a message in the L p—— : e
| L Trre—— FER R - B =
ltem list. TE s _E
' = T T = N
The message opens in a el | = L iR el
message window. e e SRS
. o e
Note: If the message contains a file el T [ [ L]
. . . e i ot "
attachment, double-click it to open it. A e = T e I
e i | 2
warming dialog box appears; click Open to i el — i
open and display the file in the appropriate 1 P P S
ma r=| :_.
program or click Save to save the i B o [
(] i o w—
attachment. B i || esmens :
-l ) B bem e F¥a1 ks
e o i x Pt g | | .| [ G ¥ ]
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REPLY TO OR FORWARD A MESSAGE

~\
You can reply to an e-mail message by sending a return message to the original sender. For
example, if you receive an e-mail message containing a question, you can reply to that e-mail
with your answer. When you reply to an e-mail, the original sender’'s name is added to the
message’s To field.
You can also forward the message to another recipient. For example, you might forward a
message that you receive from one co-worker to another co-worker who will find its
contents useful. Note that you must be connected to the Internet in order to send replies or
forward e-mail messages.
\. J
Reply To a Message T s s "'—"'WA ——
. . ‘*_@_ - :,...-\.... . L
ﬂ Open the message to which you s X Thgm A A T ,':_'1 .a, 2 5
want to reply. e = T— e
@ Click the Reply button to reply S ettt gt -
to the original sender. i 2
" i R T o
@ To reply to the sender as well -
as to everyone else who — . Sy
received the original message, e s o
you can click the Reply All s
button. -
The original sender’s address e A ST e g ]
, = Q domerm om0
appears in the To field. A == I LTI =
6 Type your reply. Bl .
@) Click Send. - - . 1
Outlook sends the e-mail hb&
message. et 02 £
et el
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Forward a Message

ﬂ Open the message that you want
to forward.

() Click the Forward button on the
Message tab.

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

Type any message that you want
to add to the forwarded e-mail.

Click Send.

Outlook forwards the e-mail
message.

%f By default, Outlook retains the

original message when you
click the Reply or Reply All
button. To turn off this feature,
click the File tab and then
click Options. In the Outlook
Options dialog box, click Mail.
Under Replies and Forwards,
click the When replying to a
message [*] and click Do not
include original message.
Click OK.
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ADD A SENDER TO YOUR OUTLOOK CONTACTS

.

Suppose you receive an e-mail message from someone and you do not have a record for
that individual in Outlook Contacts. Fortunately, Outlook makes it easy to add the contact
information of the sender of any message you receive to your Outlook Contacts, directly
from the message itself. Once the person has been added to Outlook Contacts, if you want
to send a new message to that person at a later time, you can click the To button in the
message window and choose his or her name from the Select Names: Contacts dialog box.

J

ﬂ Open the message whose sender
you want to add to your Outlook
Contacts.

Right-click the sender's name.

Click Add to Outlook
Contacts.

The Contact window opens with
the sender’s name and e-malil
address already filled in.

@ You can add additional
information as needed.

Click Save & Close.

Outlook saves the contact
information.
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DELETE A MESSAGE

.

As you receive more and more e-mail messages, you may find it difficult to keep your Inbox
and other Outlook folders organised. One way to eliminate clutter and keep things manageable
is to delete messages you no longer need from your Inbox and other Outlook folders.

Note that when you delete a message from your Inbox or any other Outlook folder, Outlook
does not remove it from your system. Rather, it moves it to the Deleted ltems folder. To
permanently remove deleted messages from your system, thereby maximising your
computer's storage capacity, you should purge the Deleted ltems folder on a regular basis.

J
D - iy
ﬂ Locate and select the message i
= e ' ] s - sy By
that you want to delete. O A }{4_‘.@ Rty Bt Ll [ i
. ﬁ--' . p—— T g D trebinis W Pl i
€) Press or click the Delete . = T A -
[Py i 101 on 5 Town
button on the Home tab. e :“mm_wmmww,ww
13 Duivied o s S wi e —
r P T1 DR W
o . . o "-ﬁ!d- i
T e s T
;}]::H"" ; =-|IF-+||-+'\-HI : T R, — -
i - :-TH-T* Tragy by ba g @ by of pragd rereng mapipriss
"gm S =yt oo of rerm O
e o "TH-I' e e 1 T Py v
= i L 1T e e |

Outlook deletes the message
from the Inbox and adds it to the
Deleted Items folder.

@ You can click the Deleted
Items folder to view the
message that you deleted.

To empty the Deleted ltems
folder, click the Deleted
Items folder, click the Folder
tab and click Empty Folder.
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VIEW CONVERSATIONS

In Outlook 2010 Conversation view, you can group messages that are within the same A
thread, or conversation, in the Item list. This makes your ltem list easier to navigate by
compressing all related messages, including messages that you have sent as replies or
forwarded to others, under a single heading.
As various people contribute to an e-mail conversation, redundant messages may begin to
appear in your Inbox. You can use Outlook’s Clean Up feature to move redundant messages
to the Deleted Items folder. If you have been included in a conversation that is of no
relevance to you, you can instruct Outlook to ignore the conversation and move all
. messages in that conversation to the Deleted Items folder. )
(D Click the View tab. e
. . B G - N & pin [ R Tt iom iy
@ Click the Conversations button o e e dxy T - el | il
in the Arrangement group. e ————— —— —t=
= e T rre—
() Click Show Messages in ;‘:’,@—-F.T—_-E: S A L ey
Conversations. e — Y - .
l\.\‘_l]:l.ﬂ Jﬁ:’f"m‘ Y Hl Chrin,
@ Outlook organises your i - . o . i
message by conversation. A ™ | = ) ST ER————
0 B A _.:mu:mfu.t_..“ ) IR 2. The mempr's mumr for swch e
@ Click the conversation heading. T s e Wha o o e’
@ Click the [2] to expand the
conversation.
Outlook expands the RRSAlE =
conversation, displaying all the T 7= - Nbownies [ rwvusion
related messages. g Mogem  HM0 D]
e P | P ——
@ Click the [4] to compress the "EE:L ‘ T ——
conversation. ERL T [ [ e —
F g ch e Raori .
Outlook compresses the 5 s :-::: Eatadet 1
conversation, displaying only e L= T | it et e
the conversation heading. e | 1. T b of o it e
i 1 The pmmpsrs nure for cwch prowesd
g -:--:-'m-l-dlm.-n.......- ) What o o, Uil
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Clean Up a Conversation

ﬂ Click a message in the
conversation you want to
clean up.

Click the Home tab.

Click the Clean Up button in the
Delete group.

Click Clean Up Conversation.

The Clean Up Conversation
dialog box opens.

Click Clean Up.

Outlook removes redundant
messages from the conversation.

Messages are placed in the
Deleted Items folder.

Ignore a Conversation
ﬂ Click the conversation you want

to ignore.
(2
©

Click the Home tab.

Click the Ignore button in the
Delete group.

The Ignore Conversation dialog
box opens.

Click Ignore Conversation.

Outlook removes the
conversation.

The conversation is placed in the
Deleted Items folder.
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SCREEN JUNK E-MAIL

Junk e-mail, also called spam, is overabundant on the Interet and is likely to find its way onto
your computer often. Outlook’s Junk E-mail feature enables you to make sure that e-mail
from specific Web domains bypasses your Inbox and is instead deposited into the Outlook
Junk E-mail folder. You should periodically scan the contents of this folder to ensure that it
does not contain any messages you want to read.

~\

You can use rules to determine what Outlook does when you receive a message that meets
a specific set of conditions, for example, to send messages from a certain sender into a
specific folder.

\. J

Create a Message Rule k- 4_@_ il T AR et
Click the message on which you ,-_._- h__ e " : —

(i) 8 7 LR - D)
want to base a rule. i J—— [ 0 e ,

Click the Home tab. e TEm, _ﬂ—ﬂ':-: a | iidg

Click Rules. s —— e

000

Click Create Rule. et b et ) i

The Create Rule dialog box o— [
appears.

Click to select the conditions that
you want to apply.

© 0

Specify what you want the rule to
do when the conditions are met.
In this example, select the Move
the item to folder check box.

() Click the Select Folder button.

The Rules and Alerts dialog box
appears.

Click the folder where you want
Outlook to move the messages.

© dikok
©

Click OK.
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View Junk E-mail Options
(D dlick the Home tab.

€) Click the Junk [=]. A e =
) Click Junk E-mail Options. o i et

The Junk E-mail Options dialog
box appears.

@) dickoK.

Designate a Message as Junk

L0T

Click the message.

Click the Home tab.

Click the Junk [=].
Click Block Sender.

A message tells you that Outlook
has blocked the sender’s e-mail
address and moved the message
to the Junk E-mail folder.

Click OK.

@ You can click one of these
options to control the level
of junk e-mail filtering that
Outlook applies.
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INDEX

A

absolute references, |12
Access
adding
records to forms, |168—169
records to tables, 166—167
table fields, 160
changing views, 158—159, 164
conditional formatting, 176—177
creating
blank templates, 154—155
databases based on templates, 152—153

forms, 162—163
reports, 180—183
tables, 156—157

deleting form/table fields, 161, 165
filtering records, 174—175
moving form/table fields, 160, 165
navigating form records, 170—171
queries, 178-179
searching for form records, 171
sorting records, 172—173

Add to Dictionary command, 74

Add-Ins command, 58

adjustments (colour), 34

Align Left/Right button, 46

aligning text, 46, 138

appointments, scheduling, 188—189

arguments, constructing, | 15

attachments, file, 198

auditing worksheets, | 19

AutoComplete feature, 83

AutoCorrect feature, 7677

AutoFill feature, 86, 87

AutoSum function, | 18

B
Back button, 13
Backspace command, 40

bar tab button, 50

bookmarks, inserting, 69
Building Blocks Organizer, 4|
buttons. See specific buttons

C

Calendar component (Outlook), |86. See also
scheduling

Categorize button, 189
cells

deleting, 96-97

entering data in worksheets, 82-83

referencing, | 1|

selecting, 84-85

typing into, 82

wrapping data, 82
Center button, 46
centre-aligned tab button, 50
Change All command, 75
charts, 120-121, 141
Clear Formatting button, 55
click and drag process, 22
Clip Art, 2627
Color button, 34
Colors dialog box, 137
colour, 34, 45,78
colour scales, 91
column break, 61
columns

adding, 92

creating, 606

deleting, 97

freezing, 94

resizing, 83
Columns button, 60
commands. See specific command names
comments, adding, 79
composing messages, |96—197
compressing images, 27



conditional formatting, 90-91, 176—177
Contacts component (Outlook), 187, 192—193, 202
conversations, viewing, 204-205
Copy button, 25
copying
data, 25
formats, 54
worksheets, 102
Corrections button, 34
cropping, 32-33
Custom Margins button, 53
Cut button, 25
cutting and pasting data, 25

D

data
copying, 25
cutting, 25
deleting, 96

filtering, 108—109

finding and replacing, 104—105

moving, 24

pasting, 25

searching for, 105

selecting, 22-23

sorting, 106—107
data entry. See AutoFill feature
database table, 106
databases. See Access
Datasheet view (Access), 159
decimal places, controlling, 89
decimal tab button, 50
Decrease Indent button, 48
default margin settings, 53
Delete command, 40
deleting

cell formatting, 97

cells, 96-97

Clip Art, 26

columns and rows, 97

conditional formatting, 9|

data, 96

fields from reports, 18|
footer, 65
form fields, 164—165
form records, 169
format, 55
forms, 163
header, 65
index entry, 68
messages, 203
picture, 26
Quick Access toolbar buttons, | |
slide objects, 142
slides, 145
sort order, 173
styles, 57
tab stops from ruler, 51
table fields, 161
table records, 167
tables, |57
word from AutoCorrect, 77
worksheets, 103
Design tab, 63
Design view (Access), 158, 164, 183
dragging and dropping, 24

E
effects, 35
elements of functions, | 14
e-mail. See Outlook
endnotes, 65
events, scheduling, 190—191
Excel
absolute references, |12
adding
columns, 92
rows, 93
worksheets, 98
applying functions, | [6—117
auditing worksheets, | 19
AutoComplete feature, 83
AutoFill feature, 86-87
AutoSum function, |18




Excel (continued)

changing
font, 88
number formats, 89
page setup options, 100—101
conditional formatting, 909
creating
charts, 120121
formulas, | 10—111
deleting
data and cells, 96-97
worksheets, 103
editing, I'l'l, I'17
entering cell data, 82-83
filtering data, 108—109
finding and replacing data, 104—105
freezing columns and rows, 94
functions, types of, | 14115
gridlines, 101
inserting spreadsheet in text document, 63
moving and copying worksheets, 102
naming
ranges, 95
worksheets, 99
printing worksheets, 101
referencing cells, | I
relative references, | 13
resizing columns and rows, 83
searching data, 105
selecting cells, 84-85
sorting data, 106107
wrapping cell data, 82

F
fields
form, 164—165
table, 157, 160
File menu, 5
File tab, 6, 14
files

attachments, 198

closing, 19
creating new, 14-15
opening, 18—19

printing, 2021
saving, |6—17
filtering, 108—109, 174-175
Find button, 72
finding
Clip Art, 27
files, 19
text, 72
finding and replacing, 104—105
Flip Horizontal/Vertical command, 31
flipping objects, 31
font, changing, 44-45, 88, 134—137
Footer button, 64
footers/footnotes, 64, 65
form fields, 164—165
Format Painter button, 54
formatting. See also styles
conditional, 90-91, 176-177
copying, 54
deleting, 55
removing, 97
saving formats, |7
forms
adding records, 168—169
creating, 162—163
navigating records, 170—171
Formula Bar, 83
formulas, 1 10—111
Forward button, |3
forwarding messages, 20|
freezing columns and rows, 94
functions, | 14-117

G

grammar, correcting, 74—75
graphics. See pictures
gridlines, printing, 101
Grow Font button, 44

H

headers, 64, 65, 70
Help system, 12—13
Home tab, 13



lgnore (All) command, 74

images. See pictures

importing contacts, 193

Increase Indent button, 48

Indented radio button, 69

indenting text, 48—49

index, 68-69

Insert dialog box, 93

Insert Endnote/Footnote button, 65
Insert Index button, 69

Insert mode compared to Overtype mode, 4|

J

junk mail screening, 206-207
Justify button, 46

K

keyboard, selecting cell ranges with, 85

L

layout (slide), 131

Layout view, 39, 164
left-aligned tab button, 50
line spacing, 47, 138

Live Preview, 8

magnification (slide), 129
magnification buttons, 38

Mail component (Outlook), 186, 187
margins, 23, 52-53

Mark Entry button, 68

More button, 56

mouse, data selection with, 23

narration, recording, 146

Navigation pane, 155

New command, |4

New Quick Style, 56

Normal view (PowerPoint), 129, 144
notes, adding, 195

number formats, 89
number series, 87

o

objects
flipping, 31
moving, 29
resizing, 28
rotating, 30
wrapping text, 29
Office applications, 4-7, 12—13, 15. See also Quick
Access toolbar; Ribbon; specific applications
online resources, 13, 15,27
Open command, 18
Open dialog box, 18, 19
Options dialog box, 10
OR criteria, 175
orientation (page), 100
Outline tab, 133
Outline view, 39, 128
Outlining tab, 39
Outlook
adding senders to contacts, 202
components, 186—187
composing/sending messages, 196—197

creating
contacts, 192—193
tasks, 194—195

deleting messages, 203

forwarding messages, 20

reading incoming messages, 199

replying to messages, 200

scheduling, 188—189, 190191

screening junk mail, 206207

sending file attachments, 198

viewing conversations, 204—205
Overtype mode compared to Insert mode, 41

P
Page Break button, 67

page breaks, inserting, 67, 101
Page Layout tab, 52

page numbers, 66, 67



page orientation, 100 printing

page ranges in indexes, 69 files, 20-21
page setup, 00101 gridlines, 101
Page Setup dialog box, 53 Help information, 13
panes (PowerPoint), 129 margins, 53
Paste button, 25 Printer drop-down list, 20
photo album presentations, 124—125 reports, 183
Picture Effects button, 35 worksheets, 101
pictures program window, 6—7
adding to slides, 140 publishing calendars online, 191
compressing, 27
cropping, 32-33 Q
editing, 34-35 queries, 178-179
inserting, 2627 Quick Access toolbar, 6, 10-11, 16, 21
PivotTable view (Access), 159 Quick Column, 61
PowerPoint Quick Parts button, 4|
adding Quick Parts Gallery, 41
objects to slides, 140—141 Quick Print button, 21
slide text, 132 Quick Styles, 57
text boxes to slides, 139 Quick Tables, 62
changing
font, 134137 R
slide layouts, 131 ranges, naming, 95
views, 128—129 reading messages, 99
creating presentations, 126—127 recording narration, 146
editing text, 133 records
inserting slides, 130 adding to forms/tables, 166—169
moving slide objects, 142 filtering, 174-175
photo album presentations, 124-125 searching in forms for, 170-171
recording narration, 146 sorting, 172—173
reorganising slides, 144145 References tab, 65, 69, 7|
resizing slide objects, 143 referencing cells, | 1]
running slide shows, 148—149 relationships (table), 180
setting line spacing, 138 relative references, | 13
setting up slide shows, 147 Remove from Quick Styles gallery command, 57
presentations, 124—127, 137 renaming table fields, 157
presets, 4| reorganising slides, 144—145
Preview area, 49 Replace button, 73
primary key, 167 replacing. See finding and replacing
Print command, 20 replying to messages, 200
Print Preview button, 21 reports, 180—183
Print Preview view (Access), 183 resizing
columns and rows, 83
font, 88



objects, 28
PowerPoint panes, 129
slide objects, 143
text, 44
Reviewing Pane button, 79
Ribbon, 6, 8-9, 11
right-aligned tab button, 50
Rotate button, 30
Rows, 83, 93, 94, 97
ruler, 49, 51

S

Save/Save As command, |6
saving
documents prior to exiting, 5
files or formats, 16—17
messages as drafts, 197
templates, 127
scheduling, 188189, 190—191
screening junk mail, 206207
scroll bars and scrolling, 7, 25, 39
Search box, 19
Search button, 12
searching
Clip Art, 27
for data, 105
for files, 19
Find and Replace feature, 7273
for records in forms, 171
selecting
cells, 84-85
data, 22-23
sending
file attachments, 198
messages, 196—197
Set As Default button, 45
setting/setting up
custom colours, |37
line spacing, 138
recurring appointments, 189
slide shows, 147
shortcuts, 5, 23, 67

Show Markup button, 79
Shrink Font button, 44
slide layout, 131
slide objects, 143
slide shows, 147—-149
Slide Sorter view (PowerPoint), 129, 145
slides
adding
objects to, 140—141
text/text boxes, 132, 139
deleting, 145
editing text, 133
hiding, 145
inserting, 130
magnification of, 129
reorganising, 144—145
Slides view (PowerPoint), 128
sorting, 106—107, 172—173
Special Characters tab, 43
Spelling & Grammar button, 74
Start menu, 4
styles, 5657, 70, 71
Symbol button, 42
Synchronous Scrolling button, 25

T

Table button, 62

table fields, 157, 160, 161
table of contents, 70-71
table records, 167

table views, 158—159

tables
adding
to queries, 179
records, |66—167
to slides, 141
creating, 156—157
deleting, 157

inserting, 62—63
relationships, 180
styles, 63
tabs, 8-9, 50-51
Tasks component (Outlook), 194—195



templates
applying, 58-59
creating
blank, 154—155
databases based on, 152—153
new file, 15
presentations with, 126
onling, 15
saving, 127
Templates command, 58
text
adding, 4043
aligning, 46, 138
editing, 40
finding, 72
font type and style, 44-45
formatting, 44-59
header, 70
indenting, 48-49
line spacing, 47
margin settings, 52-53
replacing, 73
sizing, 44
slide, 132,133
styles, 56-57
symbols and special characters, 42—43
tabs, 5051
templates, 58-59
typing, 40
wrapping around objects, 29, 61
text boxes, 139
text series, 86
Text Wrapping button, 29
themes, applying to presentations, |37
thesaurus, 77
title bar, 6
Track Changes button, 78

U

unlocking columns and rows, 94
Update Index button, 69
Update Table button, 71

\'/

values, 82

video clips, 141

View tab, 38-39, 49

viewing conversations, 204205

views

Access, 158—159, 183

form, 164

PowerPoint, 128—129, 144—145
W

Word. See also text
AutoCorrect, 7677
columns in, 6061
footers/footnotes, 64-65
headers, 64-65
indexes in, 68—69
page breaks, 67
page numbers, 66
reviewing document changes, 78-79
spelling and grammar checking, 74-75
table of contents in, 70-7|
tables in, 62—63
views, 3839

work area, 7

worksheets
adding, 98
auditing, |19
copying, 102
deleting, 103
entering cell data, 82-83
moving, 102
naming, 99
printing, 101

Wrap Text button, 61

wrapping, 29, 61, 82

/4

zooming, 7, 38
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