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N THIS SECTION

No Computerese!
Useful Tasks...

...And the Easiest Way
to Do Them

A Quick Overview
A Final Word (or Two)

M icrosoft Office 98 Macintosh Edition At a Glance is
for anyone who wants to get the most from
their computer and their software with the least amount
of time and effort. You'll find this book to be a
straightforward, easy-to-read reference tool. With the
premise that your computer should work for you, not you
for it, this book’s purpose is to help you get your work
done quickly and efficiently so that you can get away
from the computer and live your life.

No Computerese!

Let’s face it—when there’s a task you don’t know how to
do but you need to get it done in a hurry, or when you're
stuck in the middle of a task and can’t figure out what to
do next, there’s nothing more frustrating than having to
read page after page of technical background material.
You want the information you need—nothing more,
nothing less—and you want it now! And it should be easy
to find and understand.

That’s what this book is all about. It’s written in plain
English—no technical jargon and no computerese.
There’s no single task in the book that takes more than
two pages. Just look up the task in the index or the table
of contents, turn to the page, and there’s the information,

About
At a Glance




laid out step by step and accompanied by a graphic
that adds visual clarity. You don’t get bogged down by
the whys and wherefores; just follow the steps, look at
the illustrations, and get your work done with a
minimum of hassle.

Occasionally you might want to turn to another page
if the procedure you’re working on has a “See Also” in the
left column. That’s because there’s a lot of overlap among
tasks, and we didn’t want to keep repeating ourselves.
We've also scattered some useful tips here and there, and
thrown in a “Iry This” once in a while, but by and large
we've tried to remain true to the heart and soul of the
book, which is that information you need should be
available to you at a glance.

Useful Tasks...

Whether you use Office 98 Macintosh Edition for work,
play, or some of each, we've tried to pack this book
with procedures for everything we could think of that
yvou might want to do, from the simplest tasks to some
of the more esoteric ones.

...And the Easiest Way to Do Them

Another thing we've tried to do in Office 98 Macintosh
Edition At a Glance is to find and document the easiest
way to accomplish a task. Office often provides many
ways to accomplish a single end result, which can be
daunting or delightful, depending on the way you like
to work. If you tend to stick with one favorite and
familiar approach, we think the methods described in
this book are the way to go. If you like trying out
alternative techniques, go ahead! The intuitiveness of
Office invites exploration, and you're likely to discover

2 Microsorr Orrice 98 MacintosH Eprmion AT A GLANCE

ways of doing things that you think are easier or that
you like better. If you do, that’s great! It's exactly what
the creators of Office 98 Macintosh Edition had in
mind when they provided so many alternatives.

A Quick Overview

This book isn't meant to be read in any particular
order. It's designed so that you can jump in, get the
information you need, and then close the book and
keep it near your computer until the next time you
need it. But that doesn't mean we scattered the
information about with wild abandon. If you were to
read the book from front to back, you'd find a logical
progression from the simple tasks to the more complex
ones. Here’s a quick overview.

Sections 2 and 3 of the book cover the basics:
starting Microsoft Office 98 Macintosh programs;
working with menus, toolbars, and dialog boxes;
getting help; creating and opening files; editing your
text; making corrections; saving documents; closing
documents; and exiting programs.

Section 4 describes tasks for exploring the Internet
with Office 98 programs: inserting and using
hyperlinks; navigating hyperlinks, searching the Web;
creating and saving documents for the Web; and
previewing Web pages from your computer or the
Internet.

Sections 5 through 7 describe tasks for creating
documents with Microsoft Word: changing document
views; formatting text for emphasis; creating form
letters; creating and modifying tables; adding desktop
publishing effects, checking your spelling, grammar,
and word usage; and printing documents.



Sections 8 through 10 describe tasks for creating
spreadsheets with Microsoft Excel: entering labels and
numbers; creating formulas; creating charts, lists, and
PivotTables; creating and modifying templates;
consolidating data; creating “what-if” scenarios;
generating multiple page reports; and recording and
running macros.

Sections 11 and 12 describe tasks for creating
presentations with Microsoft PowerPoint: creating a
new presentation; developing an outline; preparing
speaker notes and handouts; adding a header and
footer; inserting slides, charts, clip art, pictures,
sounds, and movies; applying color schemes and
animations; and creating slide shows.

Section 13 describes tasks for integrating
information from Office 98 programs: sharing
information between programs; embedding and
linking files between programs; publishing and
subscribing to an edition; creating Word documents
with Excel data; creating PowerPoint presentations
with Word text; sending files in e-mail messages; and
exchanging messages using Outlook Express.

A Final Word (or Two)

We had three goals in writing this book, and here
they are:

¢ Whatever you want to do, we want the book to
help you get it done.

4 We want the book to help you discover how to do
things you didn’t know you wanted to do.

¢ And, finally, we want the book to help you enjoy
doing your work with Office 98.

We hope you'll have as much fun using Office 98
Macintosh Edition At a Glance as we've had writing it. If
you have any comments or suggestions regarding this
book, visit our Web site at www.perspection.com. The best
way to learn is by doing, and that’s what we hope you'll
get from this book.

Jump right in!

Asoutr AT A GLANCE 3



IN THIS SECTION

Installing Office 98

Starting an Office 98
Program

Creating a New File
Opening an Existing File
Saving a File

Getting Help in an Office
98 Program

Getting Help from the
Office Assistant

Working with Windows
Closing a File

Quitting an Office 98
Program

M icrosoft Office 98 is simple to use so you can
focus on the important challenge—your
work. What's more, all the Office 98 Macintosh

programs—Word, Excel, and PowerPoint—function
alike in many ways.

Working Efficiently with Office 98

Every Office 98 program contains several identical
commands and buttons, which allow you to perform
basic actions the same way, no matter which program
you happen to be working in. For example, when you
click the Open button on the Standard toolbar in Word,
Excel, or PowerPoint, the same Open dialog box appears.
Similarly, the Close box for any document window in
Office 98 is identical.

In Office 98, you can perform many common tasks in
several different ways. The method you choose depends
on your personal preference. For example, suppose you
need to start a program and open a document. You could
start the program first and then open the file from within
the program. Or you could open the file and its
associated program at the same time. The choice is
yours.




Installing
Office 98

To take advantage of the
latest Apple technologies,
Microsoft Office 98 for the
Macintosh is designed to run
on PowerPC-based comput-
ers using the Mac OS 8.0 or
later. Drag-and-drop installa-
tion makes it easy to set up
and manage Office 98. You
simply drag the Microsoft
Office 98 folder from the
Microsoft Office 98 CD-ROM
to a local hard or network
drive. Office 98 also enables
you to customize installa-
tions to meet unique require-
ments, You can also install
Office 98 program enhance-
ments and components from
the Value Pack. Although not
part of the standard installa-
tion, you can also install
Microsoft Internet solutions:
Qutlook Express (an Internet
e-mail program) and Internet
Explorer (an Internet
browser).

Install Office 28 Using
Drag-and-Drop

@ Insert the Microsoft Office
98 CD-ROM into the CD-
ROM drive.

@ Double-click the Microsoft
Office 98 icon, if necessary.

@ Drag the Microsoft Office

& File Edit View Special Help

1 - == Micrasonoffice 98 Lo === T
ax 14items, 2800 K svailable
-
<= Ta install Office, just
<= copy this folder 10 your
Microsoft Office 98 <~ hard disk.
% « Install & variety of
5= components that entance
Yelue Pack <= Office 98.

&

- Loak here for cool

2:23PM

LaserJet 4 Plus

Browse the Intar s

Micrasaft Internet  <- Intarnat solutions Lisc 05 Inte Centel
98 folder icon to the hard
drive icon on the Desktop. T ety ([ it Mgl L
= Mail
In this case, the hard drive [l D7
icon is called Macintosh
HD Micrasoft Office 9
Trash
Install Office 98 Using

the Custom Installer

@ Insert the Microsoft Office
98 CD-ROM into the CD-
ROM drive.

@ Double-click the Office
Custom Install folder.

Double-click the Microsoft
Office Installer icon.

Click the pop-up menu,
and then select Custom
Install.

Click the component check
boxes that you want to
install.

@ Click Install.
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Office Custarm lustall

Eitams, 374 MB ovaflable

Hicrosaft Office 98

Hicrasoft Office Installer

Custom Install

» B Microsoft Word
b B Microsoft Excel

P B Microsoft PowerPoint
1> B office Tools

b & Converters and Filters
&

Web Page Authoring

EEEEEE

Disk space availible, 1 683 591K
 Install Leeation

Approximate disk space needed | 57 839K

The folder irosoft Office 98 will be created on the
gk Tacitorh HD™

- Laserdet S Plus




TIP

Install components from
the Value Pack. The Value
Pack located on the Microsoft
Office 98 CD-ROM provides
you with utilities, tools, and
files to help you use Office 98
more efficiently and cffectively.
Check it out!

Value Pack Installer icon

TIP

Self-repairing programs. If
you change the name of your
hard drive, drag folders to new
locations, or clean out the
system Extensions folder, Office
98 programs detect the
changes, and then replace files
and change settings.

TIP

Uninstall Office 98 or
previous Office versions.
The Microsoft Office Installer
can remove Office 98 or a
previous version from a local or
network drive, regardless of
how Office was initially
installed.

install Components
from the Value Pack

@ Insert the Microsoft Office
98 CD-ROM into the CD-
ROM drive.

Double-click the Value Pack
folder.

@ Double=click the Value Pack
Installer icon.

Click the component check
boxes that you want to
install.

@ Click Install.

Scroll to view other available components.

Custom Install vl | Select All ]

b O Assistants

[0 Bookshelf Integration

[1 Business Tools and Templates
I [0 Excel Add=ins

p O Clip Art o
[ Fonts

p O Data Access
[J Equation Editor
Disk space available: 1 683 644K
— Install Location

Approxinate disk space needed: OK

"Gffice™ on the disk "Macintosh HD

The falder “Sample Files™ will be created in the folder

Install Microsoft
Internet Solutions

@ Insert the Microsoft Office
98 CD-ROM into the CD-
ROM drive.

Double-click the Microsoft
Internet folder.

Double-click the Installer
icon for the Microsoft
Internet solution you want
to install.

Click Accept to the license
agreement.

@ Click Install.

21tams, Zero K available

+

Internet Explorer 4.0 Installer

Outlook D(presls 4.0 Installer

4]

-~ Look here for cool
- Internet solutions.

Office Custom Instal]

<= with Office 98,

= Chaose the files to 1nstel]
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Starting an
Office 98
Program

All Office 98 programs start
in the same two ways: either
from the Microsoft Office 98
folder on your hard drive or
from the Office Manager. The
Office Manager is probably
more convenient because it
saves a few mouse clicks. By
providing different ways to
start a program, Office 98
enables you to customize the
way you work and to switch
from program to program
with a click of a button.

Microsoft Office 98 icon

TIP

Install the Office
Manager. [nsert the Microsoft
Office 98 CD-ROM, open the
Value Pack folder, double-click
the Value Pack Installer, click
the Microsoft Office Manager
check box, and then click
Install.

Start an Office 98
Program from the
Desktop

Double-click the hard drive

icon on the Desktop with
the Office 98 folder.

Double-click the Microsoft
Office 98 folder icon.

@ Double-click the Office 98

program icon you want to
open.

& File Edit View Special Help

ST s T

‘Macintash

10 $kemy, 1.6,65 availstle

Apple Extras Applications

Sustem Folder @ a

e =——

oft Office 90 =i ————

@ilemy, 1.6 GE svailsble

unlities

Microsent Yord

3

Stationery

FMicrosaft Excel

Q

Dffice

Microsoft Power Point

Shared Applications

Templates

Start an Office 98
Program Using the
Office Manager

Click the Office Manager

icon on the Desktop menu
bar.

Click the Office 98 program
icon you want to start.
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P About Office Manager...
B¥ Microsoft Word

2Z Microsoft Excel

=5 Microsoft PowerPoint
& Microsoft Internet Explorer,
& Microsoft Outlook Express
) Microsoft Bookshelf

v EdFinder
Customize...
2] office Manager Help




Creating a
New File

There are two common ways
to create a new file: start an
Office 98 program or choose
the New command from
within an Office 98 program.
When you start an Office 98
program, a program window
opens, displaying a blank
document or a wizard. A
wizard helps you get started.
From within an Office 98
program, you can choose the
New command, and then
select a document style to
create a new file. The Office
98 programs provide you
with a variety of document
styles to choose from to help
you create a new file.

TIP

Create a blank file
quickly. Click the New button
on the Standard toolbar.

See “Choosing Templales or
Wizards” on page 26 for
information on choosing a
document style from the New
dialog box.

Create a New File from
the Desktop

Double-click the hard drive
icon on the Desktop with
the Office 98 folder.

Double-click the Microsoft
Office 98 folder icon.

@ Double-click the Office 98
program icon you want to
open.

A program window opens,
displaying a blank
document or a dialog box.

« File Edit View Spkcial Help

= =

Macintosh HD

10 Stems, .66 avalladls

Syatem Falder @

Apple Extres Applications

T

Microsoft Office 98 &

Bitems, 1.6 GB evailabls

Utilities

Hicrosoft Word

Q

Readme

Microseft Excel

Stationery

Office

Clipart Templates

Microsoft PowerPoint

Stared Application

Create a New File from
Within a Program

Click the File menu, and
then click New.

@ Click the tab for the type of
document you want to
create.

Click the Document option
button.

@ Click a document style.

(5) ciick ok.

1
/ Gemeral \/ letlers & Faxes \/ Mermes \/ Othar N/ iah Fegza\
i —, Create New - o Pravd e

it S X} @ pocument  (J Template

| Preview not availsble,
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Opening an
Existing File

Before you can begin
working, you need to open a
document to work on. There
are two common ways to
open an existing file: open
the file and the program in
which it was created at one
time, or open the file from
within its Office 98 program.
If you have difficulty
remembering where or
under what name you stored
a particular file, you can
locate the file using the Find
File option in the Open
dialog box.

B"‘x;

Open button

TIP

Use the File menu to open
a recent file. You can open
any of the four most recent files
on which you worked in any
Office program by clicking the
appropriate filename at the
bottom of the File menu.

Open an Existing File
from the Desktop

@ Double-click the hard drive

icon in which thefile is
stored.

Double-click the folder in
which the file is stored.

Double-click a filename to
start the program and
open that file.

Tile Edit View Special Help =]
Macintosh HD .
104teme, 1.5 6B svailatiz IMacintosh HD
sw;inrnmer A EE
LaserJet 4 Plus

Apple Extras Applications
0 Microsoftofices8 — @S
@ 8 \lems, 16,58 svailoble
Utilities biad
:
Microsolt Ward Micrusoft Excel HMicrosoft PowerPoint
Stationery
Readme Office Shared Applications

Clipart

Templates

E Document

Browse the Interne!

filac (05 Info Lente)

o

Mail

Micreosoft Dffice 9

Trash

Open an Existing File
from Within a Program

@ Click the Open button on

the Standard toolbar.

Click the Select A Docu-
ment pop-up menu, and
then select the drive where
the file is located.

If necessary, double-click
the folder in which the file
is stored.

@ Click the List Files Of Type

pop-up menu, and then
select the type of file you
want to open,

Double-click the file you
want to open.
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Select a Document:

& Macintosh HD ' 5|

= Macintosh HD

[ Assistants =1 [[Hecr |
Emcuﬂmt

4 Microsoft internet Applications Deskiop
(i Microsoft office 98

[ Project Files
1 stationery (Coen
[ statusReports a
(3 System Folder

i utilities ~| [[FindFile—]
List Files of Tvpe:

[(Readable Files 3 [ Read only




TIP

Use Advanced Search to
find files. Inn the Search
dialog box, you can click the
Advanced Search button to
find files by document
summmary information or the
creation or lust saved date.

See “Choosing Menu and
Dialog Box Options” on page
22 for information about using
dialog boxes.

TIP

Open Office 97 files for
Windows and NT. Office 98
for the Macintosh is 100%
compatible with Office 97 for
Windows and NT. To open an
Office 97 file, transfer the file
to the Macintosh, start the
Office 98 program, click the
File menu, click Open, click the
List Files Of Type pop-up
menu, select All Files, select
the file you want to open, then
click Open.

Find a File Quickly
Using the Open
Dialog Box

Click the Open button on
the Standard toolbar.

@ Click Find File.

Enter the name of the file
you want to find.

Click the File Type pop-up
menu, and then select the
file type you want to find.

Click the Location pop-up
menu, and then select the
drive you want to search.

Click Save Search As, enter
a search name, and then
click OK to save the search
criteria (optional).

@ Click OK.

Select a Document:
(G2 Microsoftoffice 98| = |

(3 Shared Applications

] Templates

—, Macintosh HD
(Eect )

T

Find File... 4 o

List Files of Type:

[ Readable Files

_?_3‘;] [1 Read Only

o ©

==k parch

Saved b

(e 7 )

Ta
|

[ save Search as_.. |

f !
I_ Delats Search k [Elnr.ﬂj

Search for

File name: |

—1 O rebuind
Sl file st

File type: [w;:rd Documents

Location:  [= Macintosh HD

i
:
§
:
® 0
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Saving a File

Saving your files frequently
ensures you don't lose work
in case of an unexpected
power loss. The first time you
save, you must specify a
filename and folder in the
Save As dialog box. The next
time you save, Office saves
the file with the same name
in the same folder. If you
want to change a file’s name
or save it in a new folder, you
must use the Save As dialog
box again, which actually
creates a copy of the original
file. If you haven't saved your
work before you close a file, a
dialog box opens, asking if
you want to save your
changes.

TIP

What's the difference
between the Save and Save
As commands? The Save
command saves a copy of your
current document to a
previously specified name and
location. The Save As command
creates a copy of your current
document with a new name,
location, or type.

Save a File for
the First Time

Click the Save button on
the Standard toolbar.

Click the pop-up menu,
and then select the drive
where you want to save
the file.

Double-click the folder in
which you want to save
the file.

Type a name for the file, or
use the suggested name.

@ Click Save.

’Dﬁﬂ GRyirBRIIs,C

& File| Edit View Insert Format Font Tools Table Window

Work  Help

Normal = Times

<z B zu|EBEEEE:

= Macintosh HD

(& Macintosh iD= ]

(3 Apple Extras [T
[ Applications

 Asitonts
= bocument [‘

(3 Microsoft Internet Applications =

m Microsoft Office 98

4 Project Files o

C stationery

Q semottr
Q System Folder S——

Save Current Document as:

BT Elm - @

[Personal Letteq T

SaveFile as Type: | Word Document  |'%

Save a File with
Another Name

Click the File menu, and
then click Save As.

@ Type a new name for the
file.

@ Click Save.
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@@ Microsoft Office 98 = = Macintosh HD

Save Current Document as:

§ Cipart 2| [CEeet
(= Document

3 Microsoft Excel DEVITH
i Microsoft PowerPoint
I Microsoft Word _—
o

Readme
Cj Shared Applications -

Esiness Letter ;

Save File as Type: [ Word Document | =
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TIP

Use Save Options to create
a backup copy of a file.
Click the File menu, click Save
As, click Options, click the
Always Create Backup Copy
check box, and then click OK.
When you save a file, a backup
copy is automatically saved.

Use file types to save a file.
A file type specifies the
document format (for example,
a template) and the program
version in which a file was
created (for example, Word
7.0). You might want to change
the document format or
program and version if you're
sharing files with someone who
has an earlier version of a
program or is working with
Office 97 for Windows.

See “Importing and Exporting
Files” on page 222 for more
information about saving a
document as another file type.

Save aFilein a
Different Folder

Click the File menu, and
then click Save As.

Click the pop-up menu,
and then select the drive
where you want to save the
file.

Double-click the folder in
which you want to save
the file.

@ Click Save.

& Microsoft Office 98

= Macintosh HD

P

Hect |

&% Microsoft Bxcel
| Microsoft PowerPoint
B Microsoft Word

=0
i Readme

(3 Shared Applications
& Templates

‘1

Save Current Document as:
[Business Letteq B

Save File as Type: | Word Document | &

Options...

01

Save a File as a
Different Type

Click the File menu, and
then click Save As.

@ Click the Save File As Type
pop-up menu, and then
select the file type you
want.

@ Click Save.

(G Templates | ]

124 Blank Presentation
] Letters & Faxes

4 Memos

7 Normal

(3 Other Documents

C§ Presentation Designs
(i Presentations

T

= Macintosh HD

[ Eect

] Spreadsheet So{.” Word Document
3 web Pages Document Template
Text Only

Save Current Docu| M3-DOS Text

Business Letter

Save File as Type:

Rich Text Format
Unicode Text

HIML Document

Word 6.0/05—

Text Only with Line Breaks

MS-DOS Text with Line Breaks

Speller Custom Dictionary
Exciude Dictionary

Word 4.0 for the Macintosh
Word 5.0 for the Macintosh
Word 5.1 for the Macintosh

T

o

o

Click here to save a document in
Word for Windows 95 formal.
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Getting Help
in an Office
98 Program

At some point, everyone has
a question or two about the
program they are using.
Office 98’s online Help
system provides the answers
you need. With balloon help,
you are a mouse-pointer
away whenever you want
information about anything
you see on the screen or in a
dialog box. You can get
balloon help by clicking the
Help menu and then click
Show Balloons. In addition,
you can also search an
extensive catalog of Help
topics to locate general or
specific information.

Locate Information
with Balloon Help

Click the Help menu, and
then click Show Balloons.

Point to items on the screen
that you want more
.information about.

When you are finished, click
the Help menu, and then
click Hide Balloons.

DFA8Ry smBI |- @[z £ N WEHH[ o= - |0
A

| & _File Edit View Insert Format Tools Data Window Help 352PM ! 4

7y EEdEsx, RAFEET

E Geneva -9

N | (| : ;
CT7T M— 7

A§ | This 15 the window s titke t
=| bar Tomove the ]
=50 window , position the i

L] pointer n the title bar
T:_J and drag the window =l
2 |
C3l 1
s i
|

[Ressy I I [
Locate Information
from the Table of
Contents 0
Click the Help menu, and B ey Information for Upgraders and tew Usars
then click Contents And W Getting Help

Index.

Click a topic that relates
most closely to the
information you want.

Click a subtopic to find the
information you want.

When you are finished, click
the Close box on the Help
window.
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2] Ways to get assistance whis you work

;3] Prird 5 Help topic

7] Cormect to Mcrosat onthe Web trom Microsoft Excel
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See “Getting Help from the
Office Assistant” on page 16
for information about finding
out how to accomplish a
certain lask.

TRY THIS

Get information about the
Web. In every Office 98
prograin, you can get
information about the World
Wide Web. Click the Help
menu, and then click Help On
The Web.

Locate Information
about a Particular Topic

Click the Help menu, and
then click Contents And
Index.

@ Click the Index button.

Type a word about which
you want more informa-
tion. As you type each
letter of the word or topic,
the topics list scrolls.

Click a topic from the list
that relates most closely to
the information you want,
and then click Show Topics.

Click a specific topic, and
then click Go To.

@ After reading the Help

window, click the Close box
on the Help window.

Type a word or select from the list, then choose Show
Topics.

cell data, editing 1

CEILING worksheet function
cell data, clearing

cell data, copying and moving
cell data, displaying |
cell data, editing E
cell data, errorvalues

cell data, finding or replacing

Show Topics
Select a topic, then choose Go To.
Edit cell contents -
Undo mistakes B
Troubleshoot editing data [ i
Enter data in worksheet cells

Enterjnumbers with decimal places or trailing z... ﬂ

Click a specific topic here.

Click to look up another topic.

Enter numbers, text, a date, or a time

1 Click the cel where you wart to erder data.

2 Type the dats and press RETURN or TAB
Use a slash or a hyphen to separate the parts of a date; for
exampls, type 9596 or Jun-98
To enter a tme based on the 12-hour clock, type a space and
then a or p after the time; for example, 3:00 p Otherwise,
Microsoft Excel enters the tme as AM

For more mformation about entering numbers, click 21

For more information abowt entering lext, cick 21

For more information about ertering a date or time, Click B

Tips

* To fill In rows of dala in a lict, enter data in a cell inthe first
column, and then press TAB to move to the naxt cell. At the end
of the row, press RE TURN ta move to the béginning of the next
row. If the cell at the beginning of the next row doesnt become
active, cick Preferences on the Tools menu, and then click the
Edit tab. Undler Settings, select the Move selection after
Return check box, and then chck Down in the Direction box.

= To erter today's dale, press CONTROLs; (semicolon).

= To enter the current time, press CONTROL+SHIF T+: (coion)

Click to display another Help window.,
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Getting Help
from the
Office
Assistant

Often the easiest way to
learn how to accomplish a
certain task is to ask some-
one who knows. Now, with
Office 98, that knowledge-
able friend is always avail-
able in the form of the Office
Assistant. You just tell the
Assistant what you want to
do in everyday language, and
the Assistant walks you
through the process step by
step. And if Max’s personality
doesn’t appeal to you, you
can choose from a variety of
other Assistants.

@

Office Assistant button

Ask the Office
Assistant for Help

@ Click the Office Assistant
button on the Standard
toolbar, or click the open
Office Assistant window.

Type the task you need help
with in the box.

@ Click Search.

Click the topic you want
help with.

After you're done, click the
Close box on the Help
window.

Click the Close box on the
Office Assistant window.
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What would yeu like to do?
@ Create aletter

@ Hadify an existing ltter by uring the Letter
wiard

@ Change the size of text or rumbers
@ Type over exirting text
@ uert symbols or spectal characters

W Sesmare .

®  Bearch

you likd

2 Ty @ Dptions ® Cle
= = = F,

Create a lettar

The Letiar Wizard inWord can help you wrile a letter quckty and
easily. The wizard provides frequently used istter slements -
zuch as sshtations snd ciosings - that you con seiect from bsts.
The wizard also helps you structure your letters based on
frequertly used letter styles.

Usa the following procadurs, which requires the Qffics Assistart,

to creata a Istter with the Letter VWezard | If you o not have the

Ctfice Agsistant mstallad, you can start the Letter Wizard by

cheking Hew ¢n the File menu, clicking the Letlers & Faxes tab,

and then double-cicking Letter Wizard.

1 Type o selutation that starts with the waord Tear” or "To,”
1olowed by & name and a colon or COmma -- such as Near
Thomas, or To All Board Members: .. and then press
RETURN

2 Inthe Otfice Assistort, cick Get halp with writing the Istter.

3 Folow the structans in tha Lefter Wizard, If you wart to skip a
step or go o a spacific panel, cick one of the tabs.

For Help on an option, use Baloon Help

MNote Touzethe Letter Wizard to modity or complete an axisting

Ietter, open the lefter inWord, and then chick Letter Wizerd enthe

Tools menu

_’"




Max:
an Office Assistant

TIP

Install more Office
Assistants. Double-click the
Value Pack Installer icon on
the Microsoft Office 98 CD-
ROM, click the Assistants
check box, and then click
Install.

TIP

Use the Office Assistant to
get useful tips. When a light
bulb appears on the Office
Assistant button on the
Standard toolbar or in the open
Office Assistant window, the
Assistant has a suggestion for a
simpler or more efficient way to
accomplish a task. Just click the
Office Assistant button or
window Lo sce the suggestion.

Choose an Assistant

Click the Office Assistant
button on the Standard
toolbar.

@ Click Options.
@ Click the Gallery tab.

Click the Next and Back
buttons to preview
different Assistants.

Leave the Assistant you
want to use visible.

@ Click OK.

o Use this tab to customize the Office Assistant
with more advanced features.

e e ——— Ollice Assistant —

Galtery \/Options \

Youcenserall through the different sssistants by using the (Back and Nexts buttona. v hen you
ar# finished selecting your assistant, elick the OK button.

Hello, Yelcome to Office 99, |

Haine: Max
The box 15 back - with legal

() e

) ]

Change Office
Assistant Options
Click the Office Assistant

button on the Standard
toolbar.

@ Click Options.
@ Click the Options tab.

Click the check boxes with
the Office Assistant options
you want to turn on or off.

@ Click OK.

L4 ©
©

R | OMEeASSIstant Siee ——mmac ..
Gallery \/Options \,
Assistant capubilities — — — r =g
[ Reapond to Halp key B 1ove whan tn the way
[ Help with wizards o [ Guess help topics
Displag alerts’ Make sounds
A Include product belp in Yisuel Basic Editer [ Speak slert text
Show tips about —- -
[ Using features more effectively 1 Keybosrd sterteuta
[# Using the mouse mare effectively
Other lip eptians — -
o i i
I Show the Tip of the Day st startup
(|
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Resize and Move a
Window

Use sizing boxes or the mouse
pointer to resize and move the
document window:

Working
with
Windows

4 Zoom box
Every Office program opens
with a document window,
where you create and edit
your various documents. In
most situations, you'll ¢ Collapse box/Expand box
probably have only one
window filling the entire
screen at once. But when
moving or copying informa-
tion between windows, it’s
sometimes easier to see

Click to make a window fill
the entire screen. Click again
to return the window to its
original size.

Click to hide a window
leaving the title bar. Click
again to show the window.

€ Mouse pointer

Drag a window's borders to

Active window Zoom box Collapse box/Expand box

& Ff§e Edit View Insert Format Tools Slide Window Help 434 PM
Bagyihey|--c-eEERRR OG0 n ==
_ IH]ETIZ}‘.‘“JAllﬁ Z |_
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itema Uwe PowsrPont ©
aep frack of reee acton
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presentaton

Sales Conference

« I Sikde Show hold down e
control ey and dick £
mouwe bution

- Salect “Mesting Mndec™

- Soluct the “Action Hem*® 1

- Typain aoton (temeas fey

Eric Schubel
Software Connection, Inc.
12988

come up
« Cllck CK o i smi s Siabox
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several windows at once. resize it, or drag a title bar to — e !
move it. ’ .
Drag to resize the window.
Arrange Multiple !it e e e Fnr;mt Tools nmmm [N
DER&F 2R a mas - @)
See “Working with Multiple Open Windows = = | ;.;*]HTA,
Documents” on page 68 for Click the Window menu

information on viewing
multiple document windows
within a program.

and then click Arrange All,
or Arrange (for Excel).

All the open document
windows resize to fill the
entire screen.

@ Click the Window menu,
and then click the docu-
ment you want to work on,
or click in the window
(becomes the active
window).

Create a duplicate
window. Click the Window
menu, and then click New
Window to create a copy of the
active window.
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Closing a File

When you finish working on
a file but do not want to exit
the Office 98 program, you
can close the file and then
work on another file. If you
try to close a document
without saving your final
changes, a dialog box
appears, asking if you would
like to do so.

Close box

See “Saving a File” on page 12
for information on saving
changes to your documents.

Close a File

Click the File menu and
then click Close, or click the
Close box on the document
window title bar.

If necessary, click Save to
save your changes.

0

& File Edit View Insert Format Font Tools Table Window Work Help
DzR S8Ry i nad o--- A HERuFET == - B
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[ braw - k (| Autoshapes - \\Dogﬁa.ﬂ-g-_;a.ﬂ
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Do you want to save the changes you made to
‘Avantex'?

GETTING Startep with OFrice 98 19




Quitting an
Office 98
Program

When you finally decide to
stop working for the day, the
last things you need to do
are close any documents
that are open and close any
programs that are running.
You can close each docu-
ment and its program
separately. Or you can close
everything at once by
quitting the program. Either
way, if you try to close a
document without saving
your final changes, a dialog
box appears, asking if you
would like to do so.

SEE ALSO

See “Closing a File” on page 19
for information on closing a
document.

TIP

Hide a program. Instead of
quitting a program temporarily,
hide the program and then
display it when you want. Click
the Application menu, and
then select the program you
want to hide.

Quit an Office 98
Program

Click the File menu, and
then click Quit.

If necessary, click Save to
save any changes you made
to your open documents
before the program quits.
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IN THIS SECTION

Choosing Menu and Dialog
Box Options '

Working with Toolbars

Choosing Templates and
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he great advantage of the many programs that

make up Microsoft Office 98 is that they’re
designed to work together to allow you to focus on what
you need to do, rather than how.

Similar Look and Function

When you start an Office 98 program, a document
window opens, which contains a menu bar (access to
the program’s commands) and several toolbars (with
buttons for the most commonly used commands). In
this document window, you can create spreadsheets,
letters, presentations, or reports, depending on the
program. Each document window also contains sizing
boxes (which allow you to resize the document window
instantly).

Once you learn to use menus, toolbars, dialog
boxes, and sizing boxes in one Office 98 program, you
can apply the same techniques to all other Office
programs. If you perform a task one way in Word 98,
you probably already know how to perform the task in
Excel 98 or PowerPoint 98. Go ahead and give it a try!

Using
Shared
Office 98
Tools
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Choosing
Menu and
Dialog Box
Options

A mienu is a list of related
commands. For example, an
Edit menu contains com-
mands for editing a docu-
ment, such as Delete and
Cut. A shortcut menu opens
right where you're working
and contains commands
related to a specific object.
Clicking a menu command
that is followed by an ellipsis
opens a dialog box, where
you choose various options
and settings and provide
necessary information for
completing the command.
As you switch between
programs, you'll find that all
Office menus and dialog
boxes look similar and work
in the same way.

What are shortcut menus?

A shortcut menu is a group of
related commands that appears
wihien you hold down the
Control key and click an item.

Choose Menu
Commands

@ Click a menu name on the
menu bar at the top of the
program window, or hold
down the Control key and
click an object (such as a
toolbar, spreadsheet cell,
picture, or selected text).

If the menu command you
want is followed by an
arrow, point to it to open a
submenu of related
commands.

Click a menu command to
choose that command or to
open a dialog box.

A menu command followed by an
ellipsis (...) opens a dialog box.
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Choose Dialog Box
Options

An Office 98 dialog box can be
extremely simple with only a
few options or very complex
with several sets of options on
different tabs. Regardless of the
number of choices, all dialog
boxes look similar and use the
same types of buttons, boxes,
and lists, including:

¢ Tab. Each tab groups a
related set of options. Click a
tab to display its options.

@ Option button. Clickan
option button to select it.
You can usually select only
one.
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TIP

Use keyboard shortcuts as
alternatives to menu
commands. If you see a
keyboard shortcut (such as
3B+V) to the right of a menu
command, you can access the
conmnand faster by using a
keyboard shortcut. To use a
keyboard shortcut, press and
hold the first key indicated
(such as 38), press the second
key (such as V), and then
release the keys. The 38 key
is also referred to as the
Command key.

Use the Tab key to
navigate a dialog box.
Rather than clicking to move
around a dialog box, you can
press the Tab key to move from
one box to the next.

@ Check box. Click the check
box to turn the option on or
off. A check means the option
is selected; a cleared box
means it’s not.

4 Spin box. Use this box to
specify a value by clicking
the up or down arrow to
increase or decrease the
number, or by typing the
number you want in the box.

# Pop-up menu. The menu
contains a preset list of
options. Click the pop-up
menu to display the list, and
then select the option you
want. You might need to
scroll to see all the available
options.

€ Text box. Click in the box,
and then type the specified
information (such as a
filename).

4 Preview box. Many dialog
boxes contain an image that
changes to reflect the
options you select.

@ Button. Click a button to
perform a specific action or
command. The most
common button is the OK
button, which confirms your
selections and closes the
dialog box. When you click a
button whose name is
followed by an ellipsis (...),
another dialog box opens.

Several dialog boxes require you to select a file or

folder. Click the pop-up menu, and then select from

a list of drives and folders on your computer.

= Macintosh HD

@ Microsoft Office 98| % |
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Desktop
= Microsoft PowerPoint

B Microsoft Word

% Sales Pres

Save Current Document as:
frext ——
Save file as Type: [ Word Document | &

Lists the folders and documents Text box
available in the selected drive or

folder. Double-click the one you

want to open.
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Working
with
Toolbars

Office 98 toolbars give you
quick access to frequently
used menu commands with
the click of a button. Most
programs open with a
Standard toolbar (with
commands like Save and
Print) and a Formatting
toolbar (with commands for
selecting fonts and sizes).
You can also display toolbars
designed for specific tasks,
such as drawing pictures,
importing data, or creating
charts, as necessary.

TIP

Displaying the name of the
toolbar button. To find out
the name of a toolbar button,
position the pointer over the
button on the loolbar. The
narne of the button, or
ScreenTip, appears below the
button.

Display and
Hide a Toolbar

Click the View menu, and
then point to Toolbars.

Click the name of the
toolbar you want to
display or hide.

A check mark indicates a displayed toolbar.
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- Movie
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Visual Basic
Web
‘WordArt
Customize...

Mové and
Resize a Toolbar

@ To move a docked (attached
to one edge of the program)
toolbar to a floating location,
double-click or drag the gray
bar on the left edge of the
toolbar.

4 To move a floating (unat-
tached) toolbar, click its title
bar and drag it to a new
location.

4 To change the size or shape of
a floating toolbar, drag any
border until the toolbar is the
shape you want.

4 Toreturn a floating toolbar to
a docked location, drag its
title bar to an edge of the
program.
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TRY THIS

Hide ScreenTips. To hide
ScreenTips, click the View
menu, point to Toolbars, click
Customize, click the Options
tab, clear the Show ScreenTips
On Toolbars check box, and
then click OK.

TRY THIS

Add the Shortcut Menus
toolbar. Click the View
menu, point to Toolbars, click
Customize, click the Toolbars
tab, click the Shortcut Menus
check box, and then click
Close.

Customize a Toolbar

Click the View menu, point
to Toolbars, and then click
Customize.

@ If the toolbar you want to
customize is not displayed,
click the Toolbars tab, and
then click the appropriate
check box to select it.

@ Click the Commands tab.

To add a button to a
toolbar, click the type of
button you want to add in
the Categories box, and
then drag a button from
the Commands box to the
toolbar where you want it
to appear.

To move a button, drag it
to a new location on any
visible toolbar.

To remove a button from a
toolbar, drag it off the
toolbar.

When you're done, click
Close.
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Choosing
Templates
and Wizards

Office 98 makes it easy to
create many common
documents based on a
template or using a wizard. A
template opens a document
(such as a letter) with
predefined formatting and
placeholder text specifying
what information you
should enter (such as your
address). A wizard walks you
through the steps to create a
finished document by asking
you for information first.
When you click Finish, the
wizard creates a completely
formatted document with
the text you entered.

Create your own
letterhead. Try using the
Memo Wizard to create a
professional-style interoffice
memo or personal letterhead.

Choose a Template

Start an Office program,
click the File menu, and
then click New.

(2) click the tab for the type of
document you want to
create, such as a letter.

Click the template you
want Lo use.

Check the Preview box to
make sure the template
will create the right style of
document.

@ Click OK.

Type text for placeholders
such as “[Click here and
type your letter text]” as
indicated.
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Use a wizard to create
complete documents.
While you might think using a
wizard to create a memo or fax
takes more time than it’s worth,
wizards ensure that you include
all the necessary information in
your document.

TIP

How does Word create a
document using a wizard?
If you create @ Word document
using a wizard, Word bases the
document on the Normal
document template. However,
the styles used in the document
reflect the formatting that you
select when responding to the
wizard.

See "Applying a Style” on page
95 for information about styles
used in templates.

Choose and Navigate
a Wizard

Start an Office program,
click the File menu, and
then click New.

@ Click the tab for the type of

document you want to
create.

Double-click a wizard icon
you want to use.

Read and select options (if
necessary) in the first
wizard dialog box.

Click Next to move to the
next wizard dialog box.

Each wizard dialog box
asks for different types of
information.

Select the options you
want, and then click Next.

When you reach the last
wizard dialog box, click
Finish.
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Editing Your
Text

Before you can edit your text,
you need to highlight, or
select, the text you want to
work with. Once you select
the text, you can delete or
replace it. You can also move
(cut) or copy text within one
document or between
documents in different
programs. In either case, the
steps are the same. The text is
stored on the Clipboard, a
temporary storage area, until
you cut or copy a new
selection. You can also move
or copy selected text to a new
location without storing it on
the Clipboard using a
technique called drag-and-
drop editing.

See “Working with Windows”
on page 18 for information on
how to open and display
muldtiple windows.

SEE ALSO

See “Selecting Text” on page
71 for more information on
ways to select and edit your
text.

Select and Edit Text

Position the pointer to the
left or right of the text you
want to select, and then
click.

You can press the Delete or
Del key to remove indi-
vidual characters.

Drag the pointer to
highlight the text you want
to select.

@ Type to replace the

selected text or press the
Delete or Del key.
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Cut or Copy
and Paste Text

Select the text you want to
move or copy.

Click the Cut or Copy
button on the Standard
toolbar.

Click where you want to
insert the text.

Click the Paste button on
the Standard toolbar.
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TIP

Use drag and drop to copy
text. If you hold down the
Option key while you drag your
mouse, a plus sign (+) appears
in the pointer box, indicating
that you are dragging a copy of
the selected text.

See “Selecting, Maving, and
Resizing Objects” on page 36
for information on working
with objects.

Drag and Drop Text

If you want to drag and
drop text between
documents, display both
document windows.

Select the text you want to
maove or Copy.

To move the text to a new
location, position the
pointer over the selected
text and then press and
hold the mouse button.

To copy the text and paste
the copy in a new location,
also press and hold the
Option key.

Drag the pointer to the
new location.

Release the mouse button
(and the Option key, if
necessary).
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Finding and
Replacing
Text

The Find and Replace
commands make it easy to
search for and, if you want,
replace specific text or
formulas in a document. The
Find And Replace dialog
boxes vary slightly from one
Office 98 program to the
next, but the commands all
work essentially the same
way.

TIP

Things to remember when
you search for text. When
you replace text in Word or
PowerPoint, a dialog box will
notify you when you have
reached the end of the
document. When you replace
text in Excel, a dialog box will
notify you when no more
matching data is found.

30

Find Text

Position the cursor (or
insertion point) at the
beginning of the docu-
ment.

Click the Edit menu, and
then click Find.

@ Type the text you want to
locate in the Find What
box.

Click Find Next until the
text you want to locate is
highlighted.

@ If a dialog box opens when
you reach the end of the

document, as it does in
some Office programs,
click OK.

@ When you're finished, click
Close.

Microsorr OFrICE 98 Macintost Eprrion At A GLANCE

You might need to drag the dialog box out
of the way to see the highlighted text.
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TIP

Find and replace special
characters and document
elements. In a Word
document, you can search for
and replace special characters
(for example, an em dash) and
document elements (for
example, a tab character). Click
the More button in the Find
And Replace dialog box, click
Special, and then select the
itern you want from the pop-up
menu.

TIP

Format text you find and
replace. In a Word document,
you can search for and replace
text with specific formatting
features, such as a font and font
size. Click the More button in
the Find And Replace dialog
box, click Format, click the
formatting option you want,
and then complete the
corresponding dialog box.

TRY THIS

Format your company
name for greater impact.
Find the name of your company
in your latest marketing
document that you created in
Word. Replace it with a
formatted version of the
company name (for example,
specify a new font and size).

Replace Text

Position the cursor (or
insertion point) at the
beginning of the docu-
ment.

Click the Edit menu, and
then click Replace.

Type the text you want to
search for in the Find What
box.

Type the replacement text
in the Replace With box.

@ Click Find Next to begin

the search and highlight
the next instance of the
search text.

Click Replace to substitute
the replacement text and
find the next instance of
the search text, or click
Find Next to locate the
next instance of the search
text without making a
replacement.

If a dialog box opens when
you reach the end of the
document, as it does in
some Office programs,
click OK.

o When you're finished, if

necessary, click Close.

Changes to Close
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Auto-
Correcting
Your Text

Since the dawn of typing,
people have mistyped
certain words or letter
combinations consistently.
How many times do you
misspell “and” or hold down
the Shift key too long?
AutoCorrect corrects common
misspellings and incorrect
capitalization as you type. It
also replaces typed charac-
ters, such as -- (two hyphens),
with typographical symbols,
such as — (an em dash).
What's more, you can add
your personal problem words
to the AutoCorrect list. In
most cases, AutoCorrect
won't correct errors until
you've pressed the Return
key or the spacebar.

Replace Text
as You Type

© To correct incorrect capitaliza-
tion or spelling errors
automatically, continue
typing until AutoCorrect
makes the required correc-
tion.

# To replace two hyphens with
an em dash, turn ordinals
into superscripts (for
example, 1st to 1), or make
a fraction stacked (for
example, '/,) continue
typing until AutoCorrect
makes the appropriate
change.
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EXAMPLES OF AUTOCORRECT CHANGES

Type of Correction If You Type AutoCorrect
Inserts

Capitalization ann marie Ann Marie

Capitalization microsoft Microsoft

Capitalization thursday Thursday

Superscript ordinals 2nd 2

Stacked fractions 1/2 /e

Em dashes

Madison--a small
city in southern
Wisconsin--is a
nice place to live.

Madison—a small
city in southern
Wisconsin—is a
nice place to live.

Common typos accomodate accommodate
Common typos can;t can't
Common typos windoes windows




Use Undo to change an
AutoCorrect change. To
reverse an AutoCorrect change,
click the Undo button on the
Standard toolbar as soon as
AutoCorrect makes the change.

TIP

You can create exceptions
to AutoCorrect. You can also
specify abbreviations and terms
that you don’t want
AutoCorrect to automatically
correct by clicking the
Exceptions button and adding
these items to the list of
exceptions.

TRY THIS

Customize your
AutoCorrect list. Add your
commonly mistyped words to
the AutoCorrect list. You can
also add abbreviations. Type
your initials (in lowercase
letters preferably) in the Replace
box and your full name in the
With box. Then try it: type your
initials and press the spacebar,
and watch AutoCorrect display
'VOHJ" Hame.

Add AutoCorrect
Entries

Click the Tools menu, and
then click AutoCorrect.

@ If necessary, click the
AutoCorrect tab.

In the Replace box, type
the incorrect text you want
AutoCorrect to correct,

In the With box, type the
text or symbols you want
AutoCorrect to use as a
replacement.

@ Click Add.

In Word, click any of the
tabs to display AutoCorrect
formatting settings.

When you're finished,
click OK.
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Making
Corrections

Everyone makes mistakes
and changes their mind at
some point, especially when
creating or revising a
document. With Office 98
you can instantly correct
typing errors by pressing a
key. You can also reverse
more complicated actions,
such as typing an entire
word, formatting a para-
graph, or creating a chart,
with the Undo button. If you
change your mind, you can
just as easily click the Redo
button to restore the action
you undid.

TIP

Use undo or redo to
reverse or repeat an
action. To undo or redo a
series of actions, continue
clicking either the Undo or Redo
button until you've reversed or
repeated the series of actions.

Use the keyboard to

quickly undo your last
action. Press $+Z. To redo
your undo, press 38+Y.

Undo or Redo an Action
Using the Standard
Toolbar

@ Click the Undo button to
reverse your most recent
action, such as typing a
word, formatting a para-
graph, or creating a chart.

4 Click the Redo button to
restore the last action you
reversed.

4 Click the Undo drop-down
arrow, and then click the
consecutive actions you want
to reverse.

4 Click the Redo drop-down
arrow, and then click the
consecutive actions you want
to restore.
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CORRECT TYPING ERRORS USING THE KEYBOARD

insertion point

To Delete Press
One characler at a time to the left of the Delete
insertion point

One word at a time to the left of the 38+Delete
insertion point

One character at a time to the right of the Del
insertion point

One word at a time to the right of the 38+ Del

Selected text

Delete or Del




Reviewing
Your Work

When you reveiw an Office
98 document, you can insert
your comments right on the
document, spreadsheet, or
presentation slide. The
comments appears in yellow
comment boxes (PowerPoint
and Excel) or highlighted
text (Word). You can move,
resize, and reformat the text
and the comment boxes just
as you can any other object.
You can also e-mail your
Office 98 document and have
others add their comments.

Hide or display comments
quickly. Click the View menu,
and then click Comments.

See “Inserting Comments” on
page 110 for information on
working with conmments in
Microsoft Word.

Insert a comment

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

Click the Insert menu, and
then click Comment.

Type your comments, and
then click outside the
yellow comments box.

In Excel, a red triangle in
the corner of a cell
indicates a comment.
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Review Comments Using
the Reviewing Toolbar

Click the View menu,
point to Toolbars, and then
click Reviewing.

Click the Show/Hide (All)
Comments button on the
Reviewing toolbar to
display comments.

Click the Next Comment
button or Previous Com-
ment button on the
Reviewing toolbar, if
available.

Click to e-mail your document
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Click to delete a comment
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Selecting,
Moving, and
Resizing
Obijects

As you learn more about and
use each Office 98 product,
you will want to enhance
your documents with more
than just text or numbers.
To do so, you can insert an
object. An object is a picture
or a graphic image you create
with a drawing program or
insert from an existing file of
another program. For
example, you can insert a
company logo that you have
drawn yourself, or you can
insert a piece of clip art—
pictures that come with
Office 98. To work with an
object, you need to select it
first. Once an object is
selected, you can resize or
move it with its selection
handles, the little squares
that appear on the edge of
the object when you click
the object to select it.

Select and Deselect an

Object

4 Click an object to display its
handles.

# Click within the document

window to deselect a
selected object.

_ & Hile Edit View] Insert Format_Tools _slide Show Window Help
DR @Y teed - AEEFEAT O8AL= -

Unselected object
This object has no handles, which means it is not selected.

| v s
‘4-0-
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Selected object
Square white handles appear around a selected object.

Move an Object

@ Click an object to select it.

Drag the object to a new
location as shown by the
dotted outline of the
object.

Release the mouse button
to drop the object in the
new location.
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What is a point? Points are
a measurement unit used to
size text and space in a
document. One inch equals 72
points. Usually body text is 10
or 12 points. Headings are
often 18, 24, or even 36 points.
Apply different point sizes to
your text to determine which
size is best for your document.

Resize an Object

Click the object to be
resized.

Drag one of the sizing
handles:

@ To resize the object in
the vertical or horizon-
tal direction, drag a
sizing handle on the
side of the selection
box.

@ To resize the object
proportionally in both
the vertical and
horizontal directions,
drag a sizing handle on
the corner of the
selection box.
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Resize an Object
Precisely

@ Click the object to be
resized.

Click the Format menu, and
then click Object, Picture,
or AutoShape, depending
on the Office program you
are using.

@ Click the Size tab.

@ Click the Scale Height and
Width spin arrows to resize
the object.

(5) ciick ok.
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Drawing and
Enhancing
Objects

Drawn objects, like curved
lines or lightning bolts, can
liven up your document or
help make your point. Using
the options on the Drawing
toolbar, you can draw
numerous objects without
leaving the program you
happen to be working in.
After you add an object to
your document, you can
improve on it with a host of
colors, and special effects
that reflect you, your
comparny, or your organiza-
tion. Simply select the object
you want to enhance, and
then select the effect you
prefer. To make your docu-
ments easy to read, take care
not to add too many lines,
shapes, or other objects.
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Draw Lines and Shapes

Click the View menu, point
to Toolbars, and then click
Drawing.

@ Click the AutoShapes
button on the Drawing
toolbar, point to Lines or
Basic Shapes, and then
select the line or the shape
you want.

@ Click in the document
window, drag the pointer
until the line or the shape is
the size you want, and
then release the mouse
button.

@ If you make a mistake, click
the Edit menu, and then
click Undo, or press the
Delete key while the line or
shape is still selected and

try again.

Microsort Orrice 98 Macintost Eprmion AT A GLANCE

Click to draw a straignt line.
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When drawing some curvy lines, you need to click the
mouse button once for every curve you want.
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Some examples of lines and shapes you
can draw using the Drawing toolbar.



TIP

Use the Drawing toolbar
to align, group, or rotate
objects. Click Draw on the
Drawing toolbar to use
commands to group, reorder,
align or distribute, and rotate or
flip objects.

See “Selecting, Moving, and
Resizing Objects” on page 36
for information on working
with objects.

Create a design or a logo
to add to all your personal
correspondence. Combine
colors and shadows or colors
and 3-D for the most dramatic
effects.

Add Color, Shadows,
and 3-D Effects

Before you can add color,
shadows, or 3-D effects to an
object, you need to open the
Drawing toolbar.

4 To fill a selected shape with
color, click the Fill Color
drop-down arrow, and then
select the color you want.

4 To change the line color of a
selected object, click the
Line Color drop-down arrow,
and then select the color you
want.

¢ To change the line style of a
selected object, click the Line
Style button or the Dash Style
button, and then select the
style you want.

# To change the line arrow style
of a selected line object, click
the Arrow Style button, and
then select the style you
want.

® To add a shadow to a
selected object, click the
Shadow button, and then
select the shadow you want.

@ To add 3-D to a selected
object or text, click the 3-D
button, and then select the
3-D effect you want or click
3-D Settings to open the 3-D
Settings toolbar.
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Adding
WordArt

To add life to your docu-
ments, you can add a
WordArt object to your
document. WordArt is a
Microsoft Office program
that allows you to add visual
enhancements to your text
that go beyond changing a
font or a font size. You can
select a WordArt style that
stretches your text vertically,
horizontally, or diagonally.
Like many enhancements
you can add to a document,
WordArt is an object that you
can move and reshape.

4l

Insert WordArt button

Create WordArt

Click the Drawing button
on the Standard toolbar.

Click the WordArt button
on the Drawing toolbar.

Double-click the style of
text you want to insert.

Type the text you want in
the Edit WordArt Text
dialog box.

@ Click the Font pop-up
menu, and then select the
font you want.

@ Click the Size pop-up
menu, and then select the
font size you want,
measured in points.

@ If you want, click the Bold
button, the Italic button,
or both.

Click OK.
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Use other WordArt toolbar

buttons. Use the WordAr!
toolbar buttons to rotate your
WordArt object, change its
alignment, and customize the
spacing between each character.

Displaying the WordArt
toolbar. When you click a
WordArt object, its selection
handles and the WordArt
toolbar reappear.

TRY THIS

Create a neighborhood
newsletter. Create a
newsletter for your
neighborhood’s crime-watch
group. Use WordArt for the title
of the newsletter and some of
the article titles.

Use the keyboard to delete
a WordArt object. Select the
object, and then press Delete.

@ With the WordArt object

selected, drag any handle
to reshape the object until
the text is the size you
want.

@ Use the WordArt toolbar

buttons to format or edit
the WordArt object text
even more.

Drag the WordArt object to
the location you want.

Click outside the WordArt
object to deselect it and
close the toolbar.

Icon Button Name

USING WORDART TOOLBAR BUTTONS

Description

4 Insert WordArt

Create new WordArt

: Edit Text

Edit the existing text in a
WordArt object

WordArt Gallery Choose a new style for
existing WordArt
%’ Format WordArt Change the attributes of
existing WordArt
R WordArt Shape Modify the shape of an
b existing WordArt object
O Free Rotate Rotate an existing object
»,
........ WordArt Same Make uppercase and lowercase
Ad Letter Heights letters the same height
b WordArt Vertical Change horizontal letters into
b a text vertical formation
= WordArt Alignment  Change the alignment of an
= existing object
AV WordArt Character ~ Change the spacing between
=t Spacing characters
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Adding and
Modifying
Media Clips

You can add pictures,
sounds, and videos to Office
documents. Your company
might have a logo that it
includes in all Office
documents. Or you might
want to use clip art, copy-
right-free graphics, in your
document for a special
presentation you need to
give. A picture is any graphic
object that you insert as a
single unit. You can insert
pictures that you've created
in a drawing program or
scanned in, or you can insert
clip art. If you have inserted a
picture, you can crop or cut
out an image by hand using
the Crop tool on the Picture
toolbar. To further modify an
image, you can change its
color to default colors
(automatic), grayscale, black
and white, or watermark,

Insert Clip Art from the
Clip Gallery

Select the position where
you want to insert a media
clip.

Click the Insert menu, point
to Picture, and then click
Clip Art.

@ Click the tab (Clip Art,
Pictures, Sounds, or Videos)
for the type of clip media
you want to insert.

Click a category in the list
on the left.

Click a media clip in the
box. If necessary, scroll to
see what is available.

@ Click Insert.

Animals
Backgrounds
Borders & Frames
Buildings
Business

Buttens & lcans
Cartoans

Communication
Currency 1
Dividers & Decoratfonds)
Electronics !‘
Entertainment, 4 et

ures )
Heslthcare & Medicinal
Home & Family

| Clipertinthts
| category 3147

[Tcait catogories. | [ciip Properties |

[ tmpartctip... | [atd Peckage... |

Chp Art Keywords: Reward Accomplishment Milestons Gusrantes

Insert a Picture

Click in the document
where you want to insert
the picture.

Click the Insert menu, point
to Picture, and then click
From File.

Open the folder where your
picture is stored.

Click the image you want
to use.

@ Click Insert.
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o

Crop button

TIP

Display the Picture
toolbar. If the Picture toolbar
does not appear when you
select a picture or clip art, click
the View menu , point fo
Toolbars, and then click
Picture.

TIP

Change a picture’s
brightness and contrast.
Select a picture, and then click
the More Brightness or Less
Brightness button on the
Picture toolbar, or click the
More Contrast or Less Contrast
button to the desired effect.

ot (o] O (@

Add a border to a picture.
Select a picture, click the Line
Style button on the Picture
toolbar, and then click the line
style you want.

Crop an Image Quickly
Click the image.

Click the Crop button on
the Picture toolbar.

Drag the sizing handles
until the borders surround
the area you want to crop.
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e powmter over any handle and drag o crop.

Choose a Color Type

Click the object whose color
you want to change.

Click the Image Control
button on the Picture
toolbar.

Click one of the Image
Control options:

# Automatic (default
coloring)

@ Grayscale (whites,
blacks, and grays)

€ Black & White (white
and black)

4 Watermark (whites and
very light colors)

@ File Edit View Insert Format Tools Slide Show Window Help

Soiem T s

NEE&Y[EpB T o-o- l%?%mﬁnm‘wam =5

Using SHareD Qrrick 98 Toows 43




Creating an
Organization
Chart

An organization chart shows
the personnel structure in an
organization. You can insert
an organization chart in an
Office 98 document using
Microsoft Organization
Chart. When you insert an
organization chart, chart
boxes appear into which you
enter company personnel.
Each box is identified by its
position in the chart.
Managers, for example, are at
the top, while Subordinates
are below, Co-workers to the
sides, and so on.

Edit an organization
chart. Double-click the
Organization Chart object.

Change an organization
chart style. Click the Edit
menu, point to Select, click All,
click the Styles menu, and then
click a chart style.

Create a New
Organization Chart

Click the Insert menu, point
to Picture, and then click
Organization Chart.

You can also click the Insert
menuy, click Object, and
then double-click Microsoft
Organization Chart 2.0.

In the open chart box at the
top, type a name.

To add a chart box, click a
chart box type button on
the toolbar, and then click
the chart box you want to
add a new chart box to.

Click in a chart box, select
the sample text, and then
type a name or text.

Click the File menu, and
then click Quit And Return.
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Format an
Organization Chart

@ In Organization Chart, click
the Edit menu, point to
Select, and then click a
command to select the
chart boxes you want to
format.

@ Click the Boxes or Lines
menu, point to the area you
want to format, and then
click the format option you
want to choose.
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IN THIS SECTION

Inserting Hyperlinks

Using and Removing
Hyperlinks

Getting Started with the
Web Toolbar

Jumping to Hyperlinked
Documents

Navigating Hyperlinked
Documents

Getting Information from
the Web

Returning to Favorite
Documents

Creating Documents for
the Web

Saving Documents for
the Web

Previewing Web Pages

WOrId Wide Web technology is now
available for all your Microsoft Office 98

documents. For better productivity and easier
compilation of information, you can add hyperlinks
(graphic or text objects you click to jump to other Office
documents and intranet or Internet pages) within your
Office documents. (See “Sharing Information Between
Programs” on page 220 for more information about
embedding hyperlinks in your document).

Once you click several hyperlinks, perhaps opening
Word, Excel, and PowerPoint in the process, you also
need a way to move between these open documents.
The Web toolbar makes this simple with its Web-like
navigation tools. You can move backward or forward
one document at a time or jump to any document with
just a couple of mouse clicks.

In fact, whether a document is stored on your
computer, network, intranet, or across the globe, you can
access it from Office 98. Just display the Web toolbar
from within any Office program, and you're ready to
jump to any document, no matter where it resides.

Once you have created a document with hyperlinks,
you can save it as an Internet, or HTML, document,
and then preview the document using a Web browser,
such as Microsoft Internet Explorer.
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Inserting
Hyperlinks

Sometimes you'll want to
refer to another part of the
same document or a file
created in a different
program. Rather than
duplicating the material or
adding a footnote, you can
create a hyperlink, a graphic
or colored, underlined text
object that you click to
move (or jump) to another
location. The jump can be
within the same document,
to a location in another file
on your computer or net-
work, or to a Web page on

your intranet or the Internet.

2

Insert Hyperlink button

Insert a Hyperlink
Within a Document

Choose the location from
which you want the
hyperlink to jump (a Word
bookmark, an Excel named
range or cell, or a
PowerPoint slide number).

Click where you want to
insert the hyperlink, type
the text you want to use as
the hyperlink, and then
select it.

@ Click the Insert Hyperlink
button on the Standard
toolbar.

Click the Named Location
In File Select button, and
then double-click the name
you want to jump to.

@ Click OK.
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Create hyperlinks in a long
document. Try making the
main entries of the table of
contents in a Word report
hyperlinks. This way a reader
can click the table of contents
entry to jump to that section
instead of scrolling to find it.

See “Jumping to Hyperlinked
Documents” on page 52 for
information on URLs and
Internet addresses.

What is a bookmark? A
bookmark is a location or

section of text that you name
for reference purposes.

Create a bookmark. Click
in the Word document where

you want to insert a bookmark,
click the Insert menu, click

Bookmark, type a name for the
bookmark, and then click Add.

Insert a Hyperlink
Between Documents

Position the insertion point
where you want the
hyperlink to appear.

Type and then select the
text you want to use as the
hyperlink.

@ Click the Insert Hyperlink
button on the Standard
toolbar.

@ Click the Link To File Or URL
Select button, and then
double-click the file you
want to jump to.

@ Click OK.
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Using and
Removing
Hyperlinks

Hyperlinks extend a docu-
ment well beyond that one
file. Rather than duplicating
the important information
stored in other documents,
you can create hyperlinks to
the relevant material. When
you click a hyperlink for the
first time (during a session),
the color of the hyperlink
changes color indicating
that you have accessed the
hyperlink. If a link becomes
outdated or unnecessary,
you can easily remove it.

O

Pointer for clicking
a hyperlink

See “Jumping to Hyperlinked
Documents” on page 52 for
more information about using
hyperlinks.

Use a Hyperlink

Position the mouse pointer
(which changes to a hand
cursor) over any hyperlink.

A ScreenTip appears,
displaying the location of
the hyperlink.

(2) Clickthe hyperiink. The

screen:

@ Jumps to a new location
within the same
document

¢ Jumps to a location on
an Intranet or Internet
Web site

4 Opens a new file and
the program in which it
was created
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Use the keyboard to
remove a hyperlink. Dray
the I-beam pointer across the
hyperlink to select it, and then
press Control+Shift+F9.

“Hyperlinks
make navigating
in my reports
quick and easy!”

TRY THIS

Rename a hyperlink. Drag
the I-beam pointer across an
existing hyperlink to select it. Be
careful that you don’t click it.
Type the new text you want to
use as the hyperlink to replace
the highlighted text.

Remove a Hyperlink

Drag the I-beam pointer
across the hyperlink to

select it without clicking it.

Click the Insert Hyperlink
button on the Standard
toolbar.

@ Click Remove Link.

e File Edit View Insert Format Font Tools| Table Window Work Help
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CC: Mark Teyler

Dae: October1,1999

Re  Upcoming Tranng Serrmars

& Why We Need Training Seminars

Aswe approach the holday season, we need 10 ensre 1hat the sales and marketing

o teams are current on the newsst products we plan to release. Click 1 ras the New

g ProductList To rmake t easier for themto learn the new products and have a chance to
A ask questions, I'm planning tramning serminars for each product.

b Who Will Lead the §eminars

Each of you will nead lajmake at least one presentalion and attand &t 1aast twa dhers
to neh flelc questions. (e listed ledatue da‘lat‘.arﬂth\esfu' m:h seminar and who
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Use this pointer to highlight the hyperlink. If you
click the hyperlink, you will jump to another location
rather than select it.

Link to file or URL:

Emter er Tocale the path 1 the document gou wvant to link ta. This

% can be an Internet sddress (URL), o document on your hard drive,
or & document en your cotmpany’s fetwork.

Path: llﬁmu;ﬁmlm Pras

hmmmm-(omm):
[ ]
@ H you want to jump to 8 3pacific location within the document, such

[setect... |

st infor mation sbave

23 3 boakmark, & named range, or 8 3lide number, enter or lacate
4 Use relative path for hyperlink I
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Getting
Started with
the Web
Toolbar

The Web toolbar provides an
easy way to navigate
hyperlinked documents in
any Office 98 program. The
Web toolbar looks and works
the same no matter which
Office program you are
using. While you're brows-
ing, you can hide all the
other toolbars to gain the
greatest space available on
your screen and improve
readability. You can make
any document your start
page, or home base. Set your
start page to a document you
want to access quickly and
frequently.

&

Web Toolbar button

Display or Hide
the Web Toolbar

@ Click the Web Toolbar

button on the Standard

__& Ffile Edit View Insert Format Tools mtw Help M TR
DERERT LT - % =0 BEH - &

toolbar. This button Ganevs e sBsUEEAE S %, BaA|EE[L-D-A-
toggles on and off to show C35 i |
ggle do e e ——— |
and hide the Web toolbar. T e e e T T T e e
'+ |Museum Entertainment, Inc.
22
| 511998 Budget Summary
Books&  Cutwral  Copies&  Office
.;_ Jan 3 1254 § 12364 & TR 6745
EEL $ 5467 § 24855 § 2145
R s 6745 s 500
| 951 Apr $ 7843 § 12300 | § 4% § 2500
MO My ] S600 § 1200 4332
PR wun t 7800 § 337 0§ 12200 ¢ 14.00
12y sa $ 5600 s =400 ' § x5.00
|55 Ay 3 3400 § 154300 8§ 4500 | § 1234
Hide or Display Click to make any visible toolbars
Other Toolbars disappear or reappear.

@ Click the Show Only Web

Toolbar button on the Web
toolbar.

50 Microsort Orrice 98 Macintost Eprmion At A GLANCE

3 File Fdit View Insert format Yoo Data Window Help
nﬁula&le o e e -_.-nmzf.ﬁﬂ!gln'm
ecw'ra i"IHI‘ = E sx,ﬂ.‘j]ﬂf#i_}-'

- - i 0n | @ Q Fmrita:'J Go~ | m | fike i1/ MMacintosh 4D /FHicrosoft Office 98/98 Fxpenses

C35 I~ =]
| — s 9B EXp NS ES g S——____ ] ]|
0 EE R T e 3o s B T DGRy P [ | (SR e TR LI g |
1 |Museum Entertainment, Inc. i
2 :
| & 1958 Budget Summary l
Books&  Cultwal  Copies8  Office |
- Perindicals Expenses  Postage Supplies |

All toolbars are hidden except the Web toolbar.

& file Edit View insert| Format Tools Data Window Help T3ISPM x |

i -= |85 ' S a fmrm-; Go ™ [E] file /¢ Macintash HO /Mirosoft Office 99/90 Dxpenses &
€35 = =
Eaﬂzuww__ﬁ_ﬁﬂa
) | S i 3]
1| Museum Entertajnnwnt, Ine
222
T 1858 Budget Summary
Books & Cultural Copies & Office

4 Periodicals Postage Supplies




ﬁ Jump to Your Start

Page
Start Page button @ Click the Start Page button B fWeb
on the Web toolbar. + = | @7 6 @ ravorites~ | co~ ||
Vn:.’./mu.«imm HD /Microsoft Office 95738 Expenses .

Change Your Start Page

Open the document you
want as your start page.

Change your start page. If
you have Internet access, set
your start page to the Internet

sife you visit most frequently or @ Click the Go button on the e/ /s intoth KD eherosaft Offce 9571996 51
the Web page on your intranet. Web toolbar.
@ Click Set Start Page. L
Click Yesto confirmthenew |esremeeaa =

starl page. Set Search Page_..

See “Getting Information from
the Web” on page 56 for
information on changing your
search page.
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Jumping to
Hyperlinked
Documents

You can jump directly to a
document on your computer
or network, or to a Web page
on your intranet or the
Internet using the Web
toolbar. In the Address box
on the Web toolbar, type the
address for the document you
want to view and then press
Enter. To jump to a docu-
ment on your hard drive or
network, enter its filename
including its path (for
example, file:///Macintosh
HD/Microsoft Office 98/
1998 Seminar Memo). To
jump to a Web document,
enter its Internet address (a
URL, for example, http://
www.microsoft.com).

Open a Web page in
Microsoft Word. In Word,
click the File menu, click Open
Web Page, type or select a Web
page address, and then click
OK.

Jump to a Document
Using the Address Box

Click in the Address box on
the Web toolbar to select
the current address.

Type an address for the
document. For example,
file:///Macintosh HD/
Microsoft Office 98/Training
Seminar Pres. The address
includes:

# A hard drive (Macintosh
HD)

€ One or more folders
(Microsoft Office 98)

¢ A filename (Training
Seminar Pres)

@ Press Return.
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TIP

Internet addresses and
URLs. Every Web page has a
uniform resource locator
(URL), an Internet address in a
farm your browser program can
decipher. Like postal addresses
and e-mail addresses, each URL
contains specific parts that
identify where a Web page is
located. For example, the URL
for Microsoft’s Web page is
http://www.microsoft.com/
where “http://” shows the
address is on the Web and
“www.microsoft.com” shows the
computer that stores the Web
page. As you browse various
pages, the URL includes folders
and filenames.

TRY THIS

Open a Web document. In
the Address box, enter the
complete location of the
document you want to open,
including the file://folder/
filename. If you have access to
the Internet, you can enter a
URL for a Web page.

Jump to a Web
Document Using the
Address Box

@ Click in the Address box on
the Web toolbar to select
the current address.

Type an Internet address.
For example, http://
www.perspection.com
(Perspection’s Web
address).

@ Press Return.

@ Connect to the Internet
through your Internet
service provider (ISP) or
network. Your Web browser
opens (such as Microsoft
Internet Explorer).

@ Click any hyperlink to
explore the Web site.

When you are finished, click
the File menu, and then
click Close.

Disconnect from the
Internet.

+ @ro_@_i_mé

ih!tp:flwvarsmmn,com- =

?

; File Edit View Go Ffavorites Window Hely

e perspection Home Page ©

«

RS El
@

Addrers

* 8 c 68

O&:lunmvw @ rotyctiis @wes catery Gerond

¥ @

Refrech
\

A
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INFORMATION

Perspection
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Computer training that works everyday!

- I

Microsoft
Office 97
At a Glance

Microsoft
Internet
Explorer 4

At a Glance
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Navigating
Hyperlinked
Documents

As you explore hyperlinked
documents, you might want
to retrace your steps and
return to a document you've
already visited. You can
move backward and then
forward one document at a
time, or you can jump
directly to any document
from the Address list, which
shows the last 10 documents
you've linked to. This way
you can quickly jump to any
document without having to
click through them one by
one. After you start the jump
to a document, you can stop
the link if the document
opens (or loads) slowly or
you decide not to access it. If
a document loads incorrectly
or you want to update the
information it contains, you
can reload, or refresh, the

page.

Back Up One Document

Click the Back button on the
Web toolbar.

file:///Macintosh HD/Microsoft Office 9871998 Semwur Memo =

Move Forward One
Document

Click the Forward button on
the Web toolbar until you
return to the most recent
document you opened.

Jump to Any Open
Hyperlinked Document

Click the Address drop-
down arrow.

Click the document or
address you want to
jump to.
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Stop Current Jump button

Refresh Current Page button

See “Inserting Hyperlinks” on
page 46 for more information
about embedding a link in your
Office document to an Internet
site or another Office document.

See “Using and Removing
Hyperlinks” on page 48 for
more information about using
hyperlinks in Office
documents.

Stop a Link

Click the Stop Current
Jump button on the Web
toolbar.

Hni L

ik i i
S~ |OR|6 @ Favorkes: | co- |

www .perspection.com

Reload a Document

Click the Refresh Current
Page button on the Web
toolbar.

file:// /Macintosh HD /Microsoft Office 9871998 Seminar Memo =
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Getting
Information
from the
Web

You can find all kinds of
information on the Web.
The best way to find infor-
mation is to use a search
engine. A search engine allows
you to search through a
collection of material to find
what you are looking for.
There are many search
engines available on the
Web, such as Yahoo! and
Excite. You can make any
document your search page.
Set your search page to a
reliable search engine you
want to access frequently.

Q

Search The Web button

Search for Information
on the Web

@ Click the Search The Web
button on the Web
toolbar.

Connect to the Internet
through your Internet
service provider (ISP) or
network. Your Web browser
opens (such as Microsoft
Internet Explorer).

@ Click the Search tab.

Click the Select Provider
pop-up menu, and then
select a search engine.

Type in a topic you want to
search for on the Internet.

@ Click the Search button to
start the search.

When you are finished, click
the File menu, and then
click Close.

Disconnect from the
Internet.
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“How can I find

information on

the Web?”

See “Getting Started with the
Web Toolbar” on page 51 for
information on changing your
starl page.

Change Your Search
Page

Open the document you
want as your search page.

Click the Go button on the
Web toolbar.

@ Click Set Search Page.

Click Yes to confirm the new
search page.

@

I — -
| #1077 /Macmtesh WO Mricrosont Ofmce 98/1993 5] 1 Open...

&= Back
= Forward

fa} Start Page
@ Search the Web

Set Start Page-.. B
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Returning to
Favorite
Documents

When you have jumped to a
document that you would
like to return to in the
future, you can add the
document to a list of
favorites. The Favorites
button provides shortcuts to
files you explore frequently
so you won't need to retype
long file locations. These
shortcuts can open docu-
ments on your computer,
network, intranet, and the
Internet.

Delete a favorite. Display
the Web toolbar, click the
Favorites button, click Open
Favarites, select the favorite
icon you want to delete, and
then press Delete.

TIP

Edit a favorite. Display the
Web toolbar, click the Favorites
button, click Open Favaorites,
select the favorite text you
want to edit, and then modify
the text.

Add a File to Your
Favorites List
Open the file (or Internet

address) you want to access
from the Favorites folder.

Click the Favorites button
on the Web toolbar.

@ Click Add To Favorites.

Click the Favorites button
on the Web toolbar to see
the favorite on the menu.

& Fle Edit View Insert Format Font Tools Table Window Work Help
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Jump to a Favorite

Click the Favorites button
on the Web toolbar.

Click the favorite document
you want to jump to.
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Creating
Documents
for the Web

You can use the Web Page
Wizard in Microsoft Word 98
or the AutoContent Wizard
in PowerPoint 98 to create a
document or presentation for
use on the Web. The Web
Page Wizard gives you
different layouts and color
themes to choose from, such
as personal home page, a
table of contents, a survey, or
a registration form. The
AutoContent Wizard gives
you an Internet option to
create a presentation for the
Web. Once the wizard creates
a document or presentation,
you change the sample
information to meet your
needs, and then save it in the
HTML format.

See “Saving Documents for the
Web” on page 60 for
information on saving a
document in the HTML format.

Create a Document
for the Web

Click the File menu, and
then click New.

@ Click the Web Page tab,
and then double-click the
Web Page Wizard.

Select the type of Web
page you want to create,
and then click Next.

Select the visual style you
want to create, and then
click Finish.

File Edit View Insert Format Ffont Tools Table Window Work Help ! v
IDeEEeRyipRd v -~-WEHRIADT -0
I - AN .zn.;su_._ = —|[MA -
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Contents 2-Column Layout
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ey form - Feedback

W oo e Form - Reqistration

Sonieed Inkormaon
Form = Survey
® Proct
2 Simple Layout

’a_um;pgu_gy_ Inkematon Table of Contents

O&M_mu [~

Work Information [cancel] [ «Back | u_ut_’_l
IS5 —®A -
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Create a Presentation
for the Web

Click the File menu, and
then click New.

@ Click the General tab, and
then double-click
AutoContent Wizard.

Click Next, select the type
of presentation you want to
give, and then click Next.

Click the Internet, Kiosk
option button, and then
click Next.

Enter an e-mail address and
related information, and
then click Finish.

Corporaie

Prajects
Operations / HR |
Sales / Marketing |

Recommand Strategy
Reporting Progress ‘,
Company Mesting

Corp flmm:l Info

Project Overview
Project Status
H.R. Info Kiask

Org Qverview
Peraonal | | Bustness Plen
Carnegie Coach HMarketing Plan

~AutoContentWizard oo

? Internet, kimk

How will this pressntation be used?
(O Presentstions, informel meetings, handouts
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Saving
Documents
for the Web

Hypertext Markup Language
(HTML) is a simple coding
system used to format
documents for an intranet or
the Internet. A browser
program interprets these
codes to determine how to
display a certain document.
You can save any open file as
an HTML document ready to
publish on the World Wide
Web or your intranet. When
you use the Save As HTML
command, it starts the
Internet Assistant, which
converts your Office docu-
ment to an HTML document.
Then you can publish it on
the Web or on your intranet.
Be aware that some format-
ting or other parts of your file
might not be available in
HTML and therefore might
display incorrectly.

Save a Word
Document as HTML

Open the document you
want to save as HTML.

Click the File menu, and
then click Save As HTML.

Select the drive and folder
where you want to store
the file.

@ Type a name for the file.

Click Save and then click
Yes to confirm the save.

(@ Microsoromce 98 2

[ 1998 Financial Summary al |  Eerct _|
[% 1998 Seminar Memo

= Macintosh HD

Save File as Tyne:

E‘; 98 Expenses

[% 98 Income E

[ Avantex

M Cinaic

[% Document

E% Financial Pres

32 Microsoft Excel iﬁ _o
= Microsoft Pewerfoint - 5

Save Current Document as:

Save an Excel
Worksheet as HTML

Open the document you
want to save as HTML.

Click the File menu, and
then click Save As HTML.

@ Click Add to specify the
ranges and charts to
include on the Web page,
and then click Next.

@ Click an option buton to
create a new Web page or
add your data to an
existing Web page, and
then click Next.

Enter header and footer
information, and then click
Next.
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TIP

What is a frame? A frame
is a separate Web window
within a Web page. Frames
give you the ability to show
more than one Web page at a
time.

TIP

Which graphic type
should I use? [PEG is best
used for photographs, and GIF
is best used for artwork.

How does JPEG reduce the
side of a file? JPEG reduces
the size of an image by
compressing like colors.

Type or select the
pathname of the file you
want to save.

@ Click Finish.

0 = InternetAssistantWizard - Step 4014 —— 5|

Type or browse the pathname of the file you want ta save.

File path:
[ Macintosh HD-Microsaft Office 98:MyHTHL, htmi

| |Select...

G (Tcancer ) (s oaek ) [ et | Finton 3 o

Save a PowerPoint
Presentation as HTML

Open the document you
want to save as HTML.

Click the File menu, click
Save As HTML, and then
click Next.

@ Respond to the following
tasks one at a time (click
Next after each one):

¢ Select a page slyle
(standard or frames).

¢ Select a graphic lype
(GIF or |PEG).

% Select a monitor
resolution size.

¢ Enter e-mail and
related information.

# Select page colors.

@ Select a button style.

# Select a layout option.

€ Create an HTML folder.

e

lick Finish.

— I e ——— =

Select the page style.
@ Standsrd

{J Browser frames =

|

B [caneer] [Ccmaek J[(Wexts | Finizh J|

Choose graphic type.

O Gif - Graphics Interchange Format
@) JPEG - Compressed file format

Compression.
Best Qualit =

2 (Cesee]) [[oon ) Cnext ] | rinisn ’.-_.o
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Previewing Preview a Web Page o o

in a Browser

Web Pa.ges @ Double-click the Internet & File BV GEREA me Heig

icon on the desktop.

VIR O

L i

et | 4

‘-.'. B a-ac‘m é-} sem r?; 3; Favernier Larger Senaller Prefefences
Once you have created a Web Your default Web browser e - ETETE e )
page, or HTML document, (such as Microsoft Internet @i s i el Ve nderd G reiseovs | @ icsesn
you should preview the Explorer) opens. e ow) [am) B
. =] [a=] [wm] [w=] [aisd] ] :
document in a Web browser, @ T L e .
such as Microsoft Internet the Address bar. = |

Explorer, or in Microsoft
Word to make sure it looks
good when others view the
document on the Web. With
Internet Explorer, you can @ Press Return.
preview Web pages on your
local hard drive or the Web

Type an address to the Web
page (HTML document)
you want to preview.

~Nuaarag /\haoieni/\aniiakeg L smaniag 7]

(@ 5]
=
(@]
(72}
@
o
=1
o
(0]
e
&)
[g]

with ease by entering the o n
Web address in the Address %
box.

Preview a Web Page

in Word

. Double-click the Microsoft =———OpenWehPage ;=
Browse The Internet icon Word icon in the Microsoft i
Office 98 folder. [fite:7/7iecintosh HD/Hicorsoft Office 98/ veb] ()
TIP @ Click the File menu, and —o

Find Internet addresses then click Open Web Page.

fast with AutoComplete.

Type or select an address to
Start typing an address in the yP et

Address bar. Internet Explorer e wWenpate (HIM-
e L4 document) you want to
tries to find a recently visited 5
preview.

page that matches what you've
typed so far. If Internet @ Click OK.
Explorer finds a match, it

automatically fills in the rest of
the address.
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IN THIS SECTION

Viewing the Word
Window .
Changi'né Document Vlé\'&s'_.
Creating a Document

Moving Around in a
Document

Workinhg_‘ with Multiple
Documents ‘
Setting Up the Page
Selecting Text

Moving and Copying Text

Finding and Replacing
Text and Formatting

Checking Your Spelling |
and Grammar

Checklhg Your Word
Usage

Previewing a Document -

Printing a Document

Welcome to Microsoft Word 98. This section
will familiarize you with this program'’s many
features to help you produce professional-looking

documents. You'll learn the most efficient methods to
complete the tasks involved in creating documents.

Introducing Word

Microsoft Word, a word processing program, is designed to
help you create and edit letters, reports, mailing lists, and
tables as easily as possible. The files you create and save in
Word are known as documents. Documents usually
include not only text, but also graphics, bulleted lists, and
various desktop publishing elements such as drop caps
and headlines.

For most people, the real beauty of Word is its
editing capabilities. For example, if you don’t like where
a paragraph is located in a document, you can cut it
out and paste it in a new location just by clicking a
couple of buttons on the toolbar. Then you can quickly
add formatting elements like boldface and special fonts
to make your documents look professional and up-to-
date. ;

Creating a
Dgcument

WItn
Word 98
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Viewing the Word Window

Menu bar

The eleven menus give you access to Title bar
all Word options. Simply click a menu The name of the document appears in
name to display a list of related menu the title bar. “Document 1" is a
commands, and then click the temporary name Word uses until you
command you want to issue. assi L
4 SiEle uls Standard and Formatting toolbars

& 'File Edit View Insert Format Font Tools Talfle Window Wark Help oW These and other toolbars contain buttons

5 o g 3 Iy = = e that give you quick access to a variety of
DEE &Ry i sl e :ET: _g E “El‘ 1: @ :I-Word commands and features. If you're

Insertion point e = L = not sure what a specific tool does, move
The blinking insertion EE = Ll —=— —— the mouse pointer over it to display the

point (also called a Il—g 2'3""5' name of the toolbar button.

cursor) shows you where A
the next character you I
type will appear.

i

I Normal = Twnes 12 ¥

iz}
i}

Document window

You enter text and graphics here. As with
all Macintoch applications, the document
window can be maximized or minimized

to best suit your needs.

End mark
This short horizontal line i
indicates the end of the i

document.
il Status bar
=]l The status bar tells you the location of the
ELEE I S A il P R e — 12} insertion point in a document and provides
S Draw~ R (| Autoshapes- N W [ CE . 4 & -LF information about the current settings and
[Page Seo 1 1 AT S lat ot —— commands.
Document view buttons Mouse pointer
Click to see your document in different In a document window, the mouse
ways. Normal view is best for typing pointer appears as an |-beam. The pointer
and editing. Online layout view shows shape changes depending on where you
your document as it will appear on point in the Word document.

the World Wide Web. Switch to page
layout view to see how the printed
page will look. Use outline view to
create a document outline.
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Changing Document Views

Normal view
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Creating a
Document

After starting Word, you'll
see a new blank document in
the document window, ready
for you to begin entering
text. You can open and work
on as many new documents
as you’d like. As you type
text, Word moves, or wraps,
the insertion point to a new
line when the previous one
is full. You can move the
insertion point anywhere
within the document either
by clicking in the desired
location or by pressing an
arrow key.

TIP

Use Word's nonprinting
characters to manage
document formatting. To
hide them, click the Show/Hide
button on the Standard toolbar.

See “Working with Templates”
on page 92 for inforination
about creating a new document
from a template.

Enter and Delete Text
in a Document

Click where you want to
insert or delete text.

@ Begin typing.

Press Return when you want
to begin a new paragraph
or insert a blank line.

Press Delete to delete text
to the left of the insertion
point, or press Del to
delete text to the right of
the insertion point.

& | File Edit View Insert Format Faont Tools Table Window
[}

ma&m ihBde-=- e FHEE

sz e|mox Q!'ial.ng_:'

Dﬂw k (5 | Autoshapes

meetingnext November. You were right—things are filling up fast

I checked with ten different resorts and conventions centersin 2 150-mile radius. Prices
and accommodations varied enormously, as you might expect. [ didn't call The Pines |
(where we've met for the past five years) on the assumption that we're ready for a change, —— [

The best option seems to be at our local resorts, which offer meals, lodging, and conference
rooms atreasonable rates. If we venture further away, we'd be able to enjoy nicer scenery
and more exciting atter hours activiies—such as horseback nding and hikes around Mount
Hamisen Butwe'll have to pay a lot for these extra perks|

NNOOBA d|2-A-==c 8@

w1 Swi i T e e S Tk
Characters automatically The characters you type Press Return to
wrap to the next line appear at the location begin a new
within a paragraph. of the insertion point. paragraph.

Open a New Document

Click the New button on
the Standard toolbar.

A blank new document
window opens.
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Moving
Around in a
Document

As your document gets
longer, some of your work
will shift out of sight. You
can easily move any part of a
document back into view by
scrolling, paging, or browsing.
Sometimes you'll want to
switch views for easier
editing and to see how your
printed document will look.
In all four document views,
you can use the tools
described here to move
around your document.

See “Finding and Replacing
Text and Formatting” on page
74 for information about
locating specific text and
formatting.

Scroll, Page, and
Browse Through a
Document

@ To scroll through the docu-
ment one line at a time, click
the up or down scroll arrow
on the vertical scroll bar.

@ To scroll quickly through an
entire document, click and
hold the up or down scroll
arrow on the vertical scroll
bar.

¢ To scroll to a specific page in
the document, click and
drag the scroll box on the
vertical scroll bar until the
page number you want
appears in the yellow box.

To page through the docu-
ment one page at a time,
press Page Up or Page Down
on the keyboard.

€ To browse by page, edits,
headings, or other items,
click the Browse button and
then click the item you want
to browse by. If a dialog box
opens, enter the page or
item you want to find, and
then click the Up and Down
Browse Arrow buttons to
move from one item to the
next.

The current page appears
here when you click the
vertical scroll box.

Vertical scroll box Up scroll arrow

& Ffile Edit Vie} Insert Format font Tools [lable IWim:Iw Work Help
DEE &R BT~ - e HEEEEE Y o -

co Bz MEFE|EEER Q-
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Haw To Use This Report Templ.

Ose Blue Sy Place
Caayon, AZ 9573

blue sky associates

FilmWatch Division

(| AutoShapes - . '
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Down scroll Previous Page Browse button Next Page button

arrow button

Click to move from one
picture to the next.

| [—Browse button

(wl@alElH0)

——|#a | ¢|'=] @] mf—Click to move from
e e ¥ one table to the next.

(-]

Clicktogotoa
specific page.

Cancel I

Click to cancel the
browse selection.

Click to find a specific
word or formatting type.
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Working
with
Multiple
Documents

The only difference between
working with one open
document and working with
multiple open documents is
that you need to make a
document active before you
can edit it. The same is true
when you view different
parts of the same document
in two windows simulta-
neously. No matter how you
display a document or
documents, Word’s com-
mands and toolbar buttons
work the same as usual.

Switch Between Open
Documents

@ Click the Window menu.

Click the document you
want to work on next.

New Window
Arrange All
Split

Show Clipboard

« 11998 Seminar Memn]._o
l 2Fall Meeting

A check mark indicales
which document is active.

View All Open
Documents
Simultaneously

Click the Window menu,
and then click Arrange All.

@ Each document has its
own litle bar, ruler, and
vertical scroll bar.

Click in the window of the
document you want to
work on (becomes the
active document), and
then edit the document as
usual.

@ To display only one
document again, click the
Zoom box in the active
document window.
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Inactive
document

The title bar of the inactive
document is grayed out.
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View all open windows to
move or copy text
between documents. You
can cut, copy, and paste text or
drag and drop text between two
open windows or panes.

Sce “Editing Your Text” on
page 28 for more information
on moving text between
documents.

Work on Two Parts of
the Same Document

Click the Window menu,
and then click Split.

Drag the split bar until the -

two window panes are the
sizes you want.

Click in the document
window to set the split and
display a vertical scroll bar
and rulers for each pane.

Click in each pane and
scroll to the parts of the
document you want to
work on. Each pane scrolls
independently.

Click in the pane you want
to work in, and edit the
text as usual.

To return to a single pane,
click the Window menu,
and then click Remove
Split.
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Setting Up
the Page

Every document you
produce and print might
need a different look. To
specify how the printed page
appears, use the Page Setup
dialog box, which, among
other things, allows you to
specify paper size and
Portrait (vertical) or Land-
scape (horizontal) orienta-
tion. After making any
change, you should preview
the document before you
print.

See “Printing a Document” on
page 80 for information on
printing and printing options.

Change document
margins. Open the Page
Setup dialog box, click the pop-
up menu, select Microsoft
Word, click Margins, and then
makes the necessary changes.

Set Up the Page

Click the File menu, and
then click Page Setup.

If necessary, click the Format
For pop-up menu, and then
select the size of the paper
in your printer.

If necessary, click the Paper
pop-up menu, and then
select the printer you are
using.

If necessary, change the
page orientation.

@ Click the Page Setup pop-
up menu, and then select
Microsoft Word.

@ Click the Apply Size And
Orientation To pop-up
menu, and then select This
Section, This Point Forward,
or Whole Document.

To customize the paper
size, click Custom, enter a
width and height size, and
then click OK.

To make your changes the

default settings for all new
documents, click Default
and then click Yes.

@ Click OK.
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Selecting
Text

The first step in working
with text is to highlight, or
select, the text you want to
work with. Once you've
selected it, you can copy,
move, format, and delete
words, sentences, and
paragraphs. You can even
align text easily by first
selecting the text you want
to adjust. If you finish with
or decide not to use a
selection, you can click
anywhere in the document
to desclect it.

TIP

Use Undo to restore
deleted text. If; after you
select text, you accidentally
press Return and delete the
text by mistake, click the Undo
button on the Standard toolbar
to reverse your action.

See “Moving and Copying Text”
on page 72, “Formatting Text
for Emphasis” on page 82, and
“Editing Your Text” on page 28
for more information on the
various tasks you can perform
with selected text.

Select Text

Position the pointer in the

word, paragraph, line, or

part of the document you
want to select.

Choose a method to select
the text you want. Refer to
the table for methods to
select text.

To Select Do This

Double-click the word.

A single word

A single paragraph Triple-click a word within the

paragraph.

A single line Click in the left margin next to the

line.

Any part of a document Click at the beginning of the text
you want to highlight, and then
drag to the end of the section you

want to highlight.

The entire document Triple-click in the left margin.

Black highlighting indicates this text is selected.
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Moving and

Copying
Text

You can move selected text
by cutting and then pasting
it in a new location. Or you
can copy it and then paste
the copy in a different
location. You can paste
multiple copies of text into
your document from the
Clipboard, a temporary
storage area that holds your
copies until they are re-
placed by new cut or copied
text.

TIP

Go to a specific location.
If you want to move or copy
selected text in a location that
isn’t on your screen, press F5 to
display the Go To tab in the
Find And Replace dialog box,
and then specify the page,
section, bookmark, comment,
ar other location you want to
go to.

Move or Copy Using the
Standard Toolbar

Select the text you want to
move or copy.

Click the Cut or Copy
button on the Standard
toolbar.

@ Click in the new location.

Click the Paste button on
the Standard toolbar.
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To: Mana Pinto 1
From: Knsty Thielen
Subject: Fall Meeting
Date: May 8, 1998

After our conversation yesterday | decided to look into possible sites for our regional
meeting next November. You were right—things are filling up fast

Move or Copy Text by
Dragging [t
Select the text you want to
move or Copy.

Move the pointer over the
selected text.

To move the text to a new
location, click and hold the
mouse button.

To copy the text to a new
location, also press and
hold the Option key.
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Subject: Fall Meeting

Date: May38, 1998

After our conversation yesterday | decided to look into possible sites for our regional
meeting next November. You were nght—things are filling up fast

‘The best option seems to be at our localresorts, which offer meals, lodging, and conference
rooms atreasonable rates. If we venture further away, we'd be able to enjoy nicer scenery
and more exciting after hours actiities—such as horseback nding and hikes around Mount
Harmrison. But we'll have to pay a lot for these extra perks.
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TRY THIS

Move and copy text
between documents. With
two or more documents open,
select and cut or copy a
paragraph from one document.
Use the Window menu to
display the second document
and then paste the text into it.

See “Working with Windows”
on page 18 for information
about displaying multiple
document windows.

TIP

Copy text to another part
of the document. If you
want to copy text to another
part of the document, select the
text, copy it, move to the new
location, Option-click the
mouse button, and then click
FPaste.

Drag the mouse pointer to
the new location, and
release the button (and the
Option key, if necessary).

Click anywhere in the
document to deselect the
text.
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Subject: Fall Meeting
Date; May 8, 1998

After our conversation yesterday [ decided to look into possible sites for our regional
meeting next November. You were right—things are filling up fast

R 5
The best option seems to be at our local resortd which offer meals, lodging, and conference
rooms atreasonable rates. If we venture furthed away, we'd be able to enjoy nicer scenery

and more exciting atter hours achwities—such §s horseback nding and hikes around Mount
Hamson. But we'll have to pay a lot for these qxtra perks
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Finding and
Replacing
Text and
Formatting

The Find command makes it
easy to locate specific text
and formatting in a long
document. You can use the
Replace command to
substitute different text and
formatting instantly. The
Find And Replace dialog box
provides many options that
help you find and replace
exactly what you want. To
fine-tune a search, the
Match Case option will
enable you to find words
that begin with an uppercase
letter or that are set in all
lowercase or uppercasc
letters. You can even use a
wildcard to find series of
words. For example, the
search text “ran*” will find
“ranch,” “ranger,” rank,”
“ransom,” and so on. The
Go To tab helps you move
quickly to a specific location
in your document.

Find Text and
Formatting

Click the Edit menu, and
then click Find.

Type the text you want to
locate in the Find What
box.

Click the More button, and
then select the formatting
and search options you
want to use.

Click Find Next repeatedly
to locate each instance of
the specified criteria.

When you see a message
that Word has finished
searching the document,
click OK.

@ Click Cancel.

a g AindandReplace ____ —— — "7 H
Find \/ Peplace \ /o To
Find what: | — i@@
Dotionss. Sasech Dawn = o
G
Search: Devn 12 LI Metchcase Click to change the

] Find winle words enly
[ Use witacards

[ 'sounds tike

[ Find afl word forms

[ Mo Farmutting | Farmatw | Special |

button to More.

Find

Click to select special characters
and symbols you want to search
for, such as paragraph marks, page
breaks, and em dashes.

Click to remove any
formatting settings
from the search text.

Click to open dialog boxes in
which you can specify
formatting you want to locate.

Find Information

by Type
Click the Edit menu, and
then click Go To.

Click the type of location or
information you want to
move to.

Enter the item number (or
bookmark name).

@ Click Go To and then Next
or Previous, if necessary.

@ Click Close.
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TIP Replace Text and

Use wildcards to help you Formatting

search. When the Use Click the Edit menu, and

W:ldcmc.is option is selected, then click Replace.

the Special pop-up menu

displays the available @ Type the text you want to

wildcards you can use. To enter locate in the Find What o

a wildcard in the Find What or box. Feplece vith:  [Plan

Replace What box, click

Special, and then click a @ Click the More button. and Search. i R

wildcard. For example, the then select the formatting [ Use vildeards

search text “ran*” will find you want to locate, if any, E??.":‘Sfl’.fmm

“ranch,” “ranger,” and so on. and the search options you Reptoce enieiie] inonte] amev s
want to use (optional).

TIP gg;?&iéiﬁt g;loeu;: ;?atc? Click to select special characters and

Use the Less and More it s, symbols you want to locate or to use

buttons to display options. to replace search text.

In the Find And Replace dialog @ Select the formatting, if

box, the Less and More buttons any, you want to substi-

interchange with each other, If tute.

your search is a simple one,

click Less to decrease the size @ Click the Find Next,

of the dialog box. If your search Replace, or Replace All

is a more complex one, click button.

More to increase the number of

available options. @ When you see a message

that Word has finished
searching the document,
click OK.

. Click Cancel.
See “Moving Around in a

Document” on page 67 for
information about scrolling,
paging, and browsing through a
document.
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Checking
Your
Spelling and
Grammar

As you type, Word inserts a
wavy red line under words it
can't find in its dictionary
(such as misspellings or
names) or duplicated words
(for example, the the). You
can correct these errors as
they arise or after you finish
the entire document. Before
you print your final docu-
ment, it's a good idea to
check for grammatical errors
using the spelling and
grammar checker.

Use AutoCorrect to correct
spelling as you type.
Control-click a commonly
misspelled word, point to
AutoCorrect, and then click
the correct spelling. Auto-
Correct automatically corrects
the misspelling as you type.

SEE ALSO

See “AutoCorrecting Your Text”
on page 32 for more
infonmation on correcting
misspelled words as you type.

76

Correct a Misspelled
Word as You Type

Control-click any word with
a red wavy underline to
display the Spelling
shortcut menu.

Click a suggested substitu-
tion, tell Word to ignore all
instances of the word, or
add the word to your
dictionary.

If you have a lot of spelling
errors, il's easier to use the
Spelling And Grammar
Checker to find and
correct them.
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From: Ensty Thielen |
Subject: Fall Mesting
Date: May§, 1998

After our conversation yesterday | decided to look into pelsible st

tas for our regional

meeting next November. You were right—things are filling ug
1 checked with ten different resorts and conventions centersin
(where we've met for the past five years) on the assumption th

rooms atreasonable rates. If we venture further away, we'd b
and more exciting after hours activities—such as horseback rid

and accommodationsvaried enormously, as you might expect|=—

The best option seem to be at our localzesorts, which offer me-——

possibleé
possibly

Ignore All
Add

AutoCorrect »
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Mount

Harrison. But we'll have to pay a lot for these extra
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¥ Spelling...
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Change Spelling and
Grammar Preferences
Click the Tools menu, and = =——————1 = _w
then click Preferences.
/- Track Changes User Information Compatidility Fifp Loestions '\
@ Click the Spelling & Yiew \/ General it \/ Print \/ Seve \/Spelling & Grammar
Spellii —
Grammar tab. mh:;m“m Lo
(] Hide spelling errors in this document
Click the check boxes to H p e —o
select or deselect Spelling gamnwmnumm“
options. g:::,’:}‘:;‘:;“,:,mﬂfm Click to create

@ Click the check boxes to
select or deselect Grammar
options.

@ Click OK.
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Spelling And Grammar button

TIP

Select text to check a
specific part of a
document. You can check
spelling, grammmar, or usage in
part of a document by first
selecting the text you want to
check. Then follow the steps for
checking the entire document.

TIP

Check just spelling. If you
want to just check your spelling,
clear the Check Grammar check
box in the Spelling And
Grammar dialog box.

TRY THIS

Add your name to the
dictionary. Add your own first
and last name to Word's
dictionary so your name

will never be flagged as a
misspelling.

Correct Spelling
and Grammar

@ Click at the beginning of
the document, and then

click the Spelling And
Grammar button on the
Standard toolbar.

@ As it checks each sentence
in the document, Word
highlights misspelled
words in the Not In
Dictionary box or prob-
lematic sentences in the
Sentence box, and displays
an appropriate alternative
inthe Suggestions box.

To make a substitution,
select any of the sugges-
tions, and then click
Change.

To skip the word or rule,
click Ignore, or to skip every
instance of the word or
rule, or click Ignore All.

If none of Word's sugges-
tions seem appropriate,
click in the document and
edit it yourself. Click the
Resume button to continue.

When the grammar check is
complete, Word displays a
list of readability statistics.
Click OK to return to the
document.
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Checking
Your Word
Usage

Using the same word over
and over in a document can
sometimes take away from
your message’s effectiveness.
If you need help finding
exactly the right word, check
Word'’s Thesaurus. Using this
feature can save you time
and improve the quality and
level of readability of your
document.

See “Checking Your Spelling and
Grammar” on page 76 for
information on checking
spelling.

Add hyphenation to your
document. Hyphenation
eliminates gaps (of white
space) in your documents.
Click the Tools menu, point to
Language, click Hyphenation,
and then sclect the options you
want to use.

Use the Thesaurus

Select or type the word in
the document you want to
look up.

Click the Tools menu, point
to Language, and then click
Thesaurus.

@ Click a word in the

Meanings box to display
its synonyms in the
Replace With Synonym
box.

@ If you want to see more

choices or words with
opposite meanings, click
Related Words or Ant-
onyms in the Meanings
box. (These options are
not available for every
word.)

@ If you want to continue
looking up synonyms, click
a word in the Replace With
box for which you want to
find synonyms, antonyms,
or related words, and then
click Look Up.

When you find the word you
want to use, click it, and
then click Replace.

If you cant find a replace-
ment word, click Cancel.
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Previewing a
Document

If you preview your docu-
ment before you print, you
will save yourself time and
money. Print Preview shows
you exactly how your text
will fit on each printed page.
This is especially helpful
when you have a multiple
page document divided into
sections with different
headers and footers for each
section. The Print Preview
toolbar provides the tools
you need to better analyze
how the text is presented on
each page.

[&

Print Previéw button

See “Setting Margins” on page
90 for information on adjusting
the space between the edge of
a page and the text in a header
or footer.

Preview a Document

Click the Print Preview
button on the Standard
toolbar.

¢ View one page
Click the One Page

button [EJ to view one
page at a time.

¢ View multiple pages
Click the Multiple Pages
button [ to view more

than one page at a
time.

# Change view size

Click the Zoom drop-
down arrow to select a
screen display magnifi-
cation.

¢ Shrink to fit page

Click the Shrink To Fit
button B to shrink the
document by one page.

¢ Display full screen

Click the Full Screen
button (@ to display
the document with only
the toolbar visible.

When you're done, click the
Close button on the Print
Preview toolbar.
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Printing a
Document

Printing is one of the most
essential tasks you need to
master. Word makes printing
easy, and its options give
you the flexibility to print
your document just as you
want it. The Print button on
the Standard toolbar prints
one copy of your document
using the current settings. If
you need more options, use
the Print command on the
File menu. You can select any
printer that is available to
you, The Print What option
lets you print more than just
your document. You can
choose to print your annota-
tions, a list of styles used in
the document, and AutoText
entries, just to name a few.
You can specify specific pages
to print, as well as the
number of copies you want
to print.

=

Print button

Print a Document
Quickly

@ Click the Print button on
either the Standard toolbar
or the Print Preview
toolbar.

One copy of your document
using the current settings is
printed.

_ % Ffile Edif View Insert Format Font Tools Table Window Work Help e A
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£ Hormal = Times

Print a Page with

Options

@ Click the File menu, and
then click Print.

Click the Printer pop-up
menu and then select the
printer you want.

Type the number of copies
you want to print.

@ Specify the pages you want
to print.

Specify the paper source
you want to use.

Click the pop-up menu,
and then select Microsoft
Word to set other options.

Click Word Options to
specify Word printing
preferences (optional).

Click Print.
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IN THIS SECTION

Formatting Text

Setting Text Alignment
Setting Line Spacing
Displaying Rulers

Setting Paragraph Tabs
Setting Paragraph Indents
Settings Margins

Working with Templates

Inserting New Pages
and Sections

Applying a Style
Creating and Modifying
a Style

Creating Bulleted and
Numbered Lists

Creating a Form Letter

Merging a Form Letter
with Data

Addressing Envelopes
and Labels

A s you become more comfortable with Microsoft
Word 98, you will want to use its extensive
word processing and desktop publishing features to
format the information in your documents. To make
sure the document looks professional, you will set tabs,
create indents, adjust line and paragraph spacing, and
format text for emphasis with italics, boldface, and
underline, just to name a few. You might also want to
know how to create bulleted and numbered lists, or,
perhaps, how to create a form letter in four simple
steps. Each and every one of these tasks is made easy
with Word.

Templates and Styles

Word documents are based on lemplates, which are
predesigned and preformatted files that serve as the basis
of a variety of Word documents, such as memos,
reports, and cover pages for faxes. Each template is
made up of styles, which have common design
elements, such as fonts and sizes, colors, and page
layout designs. A template can have styles for headings,
bulleted and numbered lists, body text, and headers
and footers. You can also modify a template or style, or
create one of your own to better suit your needs.

Formatting
a Document
with

Word 98

81



Formatting
Text for
Emphasis

You'll often want to format, or
change the style, of certain
words or phrases to add
emphasis to parts of a
document. Bold, italics,
underlines, highlights, and
other text effects are toggle
switches, which means you
simply click to turn them on
and off. For special emphasis
you can combine formats,
such as bold and italics.
Using one font, or letter
design, for headings and
another for main text adds a
professional look to your
document.

TRY THIS

Color your text. Try
brightening up a document by
using the Color box in the Font
dialog box to change selected
text to a color of your choice. Of
course, unless you have a color
printer, colored text (as well as
highlighting) will print in
shades of gray.

Format Existing Text
Quickly

Select the text you want to
emphasize.

Click the Bold, Italic,
Underline, or Highlight
button on the Formatting
toolbar.

€ Remember that you can
add more than one
formatting option at a
time. For example, this
text uses both boldface
and italics.

Click anywhere in the

document to deselect the

formatted text.

vmmnmmrmsrmmmrtmw

Subject:
Date:

Fall Mecting
May 8, 1998

After our conversation yesterday | decided to look inito possible sites for our regional
mesting next November You were right—things are filling up fast

I checked with ten different resorts and conventions centers in a 150-mile radius. Pnces
and accommedations vaned enormously, as you might expect 1didn't call The Pines
(where we've met for the past five years) on the assumption that we're ready for a change

The best option seems to be at our localresorts, which offer meals, lodging, and conference
rooms atreasonable rates. If we venture further awny, we'd be able to enjoy nicer scenery
and more exciting atter hours activittes—such as horseback nding and hikes around Mount
Harrison. But we'll have to pay a lot for these extra perks.
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Ln 2 Tat 1

Change the Font or Size
of Existing Text Quickly

Select the text you want to
format.

Click the Font menu or click
the Font drop-down arrow
on the Formatting toolbar,

and then select a new font.

Click the Font Size drop-
down arrow on the
Formatting toolbar, and
then select a new point
size.
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TIP

Format text as you type.
You can add most formatting
options to text as you type. First
select the formatting options or
changes you want, and then
type the text. If necessary, turn
off the formatting options when
you're done.

Highlight key points in a
memo. Open an existing
memo, and then use the
Highlight button to highlight
key points in your memo with a
bright yellow color.

See “Creating and Modifying a
Style” on page 96 for
information about using Word
styles to format text consistently
throughout a document.

Apply Formatting
Effects to Text

Select the text you want to
format.

Click the Format menu, and
then click Font.

@ Click the Font tab.

# Tochange character
spacing settings, click
the Character Spacing
tab.

€ To add animation
effects, click the
Animation tab.

Select the formatting
options you want to apply.

In the Effects area, click the
options you want.

Check the results in the
Preview box.

@ Click OK.
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Setting Text
Alignment

Word documents by default
are aligned on the left, with
the text uneven, or ragged,
on the right margin. Left-
aligned text works well for
most documents, but you
can easily change the
alignment of selected
paragraphs. Right-aligned text,
which lines up smoothly
along the right margin and
is ragged along the left
margin, is good for adding a
dale to a letter. Justified text
spreads out evenly between
the two margins, creating a
clean, professional look.
Centered text, useful for titles
and headings, places the text
in the middle between the
margins.

TIP

Set text alignment before
you type. You can also set the
text alignmment before you type.
Just click the appropriate
alignment button on the
Formatting toolbar, and then
type the text you want.

Left or Right Align Text

Click anywhere in the
paragraph or select
multiple paragraphs you
want to align.

@ Click the Align Left or Align

Right button on the
Formatting toolbar.

Left-aligned text Right-aligned text

RBle Edit View Insert Format Font Tools Tafle Window [Work Help
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Mey7,1998

Avanex
Accounts Poyable

1527 Sunley Daive
Tracy,CA 92725

Dear Accounts Payahle

Imcerved anoter invoice (37854) dated 51790 for chargesrelated © the purchsas of
wlephone eguipment on 2/ 26598,

VWienl pcked up the tels phons equipment on 2026098, 1 paxd the full purchass price
($3000.00} &3 izstrocted by Frank Reilly

Center or Justify Text

Click anywhere in the
paragraph or select
multiple paragraphs you
want to align.

Click the Center or Justify
button on the Formatting
toolbar,
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Why We Need Training Seminars

teams are currenl on the newest products we plan to release, Click w ¢ U New
Produet Lt To make il easier 1or them to leam the new products and have a chance to

As we approach the holiday season, we need 1o ensure thal the sales and marketihg
ask questions, I'm planning tralning seminars for esch product Click w_ses the
Prelin 1

Who Will Lead the Seminars

Each of you will need to make ol least one presentation and attend at least two others
to help field questions. I've listed tentative dales and limes for each seminar and who
I've scheduled to present and attend Clickto see the Seminar Schedule|




Setting Line
Spacing

The lines in all Word
documents are single-spaced
by default, which is appro-
priate for letters and most
documents. But you can
easily change your docu-
ment to double or one-and-
half-spaced lines to allow
extra space between every
line. This is useful when you
want to make notes on a
printed document. Some-
times, you'll want to add
space above and below
certain paragraphs, such as
for headlines or indented
quotations to help set off the
text.

TIP

Use shortcut keys to set
line spacing. You can quickly
change line spacing for selected
text or new paragraphs by
pressing 38+1 for single-spaced
lines; 38+5 for 1.5 spaced lines;
or 38+2 for double-spaced lines.

Change Line Spacing

Select the paragraph or
paragraphs that you want
to change.

Click the Format menu,
click Paragraph, and then
click the Indents And
Spacing tab.

Click the Line Spacing pop-
up menu, and then select
the option you want.

If necessary, type the
precise line spacing you
want in the At box.

@ Click OK.
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Tabs...

Preview your selections.

Change Paragraph
Spacing

Select the paragraph you
want to change.

Click the Format menu,
click Paragraph, and then
click the Indents And
Spacing tab.

To add space above a
selected paragraph, click
the Before up or down
arrow.

To add space below each
selected paragraph, click
the After up or down arrow.

@ Click OK.
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Rulers
There are two rulers that
appear in the Word docu-
ment window: the horizon-
tal ruler and the vertical
ruler. The horizontal ruler
appears across the top of the
document window and
shows the length of the
typing line. You use the
horizontal ruler to adjust
margins and indents quickly,
set tabs, and adjust column
widths. The vertical ruler
appears along the left edge
of the document window
and allows you to adjust top
and bottom margins of the
document page and the row
height in tables. Word
automatically displays the
horizontal ruler in normal
view, and both rulers in page
layout view; however, you
can choose to hide the rulers
if you want.

Show and Hide the
Rulers

Click the View menu, and
then click Ruler.

% Todisplay the horizontal
ruler, click the Normal
View button.

® Todisplay both rulers,
click the Page Layout
View button.
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Setting
Paragraph
Tabs

You can use tabs in your
document to adjust how text
or numerical data aligns in
relation to the document
margins. A tab stop is a
predefined stopping position
along the document’s typing
line. Word'’s default tab stops
are set every half inch, and
you can set more than one
tab per paragraph. There are
four tab stops you can use to
align your text: left, right,
center, and decimal (for
numerical data).

TIP

Display tab characters on
the screen. A tab characler,
which displays as an arrow
pointing to the right, appears on
the screen when you press the
Tab key and click the Show/
Hide button on the Standard
toolbar to show nenprinting
characters.

Create and Clear
a Tab Stop

Select the paragraph(s) for
which you want to set a
tab stop.

Click the Tab button on the
horizontal ruler until it
shows the type of tab stop
you want.

Click on the ruler where you
want to set the tab stop.

If necessary, drag the tab
stop to position it exactly
where you want.

To clear a tab stop, drag it
off the ruler.

File Edit View Insert

NEH SRV L

PR F(a-q -\‘?-E!ﬂ'

3§ 100%

format_font [Tools Teble Window Work Help '8 W

(e

1 Draw - ugc,\mmmnes \\DOJI'& - - L*

;m.EIﬁl|

n..!:-\;zzzm‘lim 7. ﬂ.-

[[Paget sec1

T

AL 1T a1 Col 1

|l Sl v

Tab Stop

Purpose

USING THE KEYBOARD FOR LAYOUT

Aligns text to the left of the tab stop

Aligns text to the right of the tab stop

Centers text on the tab stop
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Aligns numbers on the decimal point
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Setting
Paragraph
Indents

The horizontal ruler makes it
easy to indent entire para-
graphs from the right or left
margin. You can indent just
the first line or just the
second and subsequent lines
of a paragraph from the left
margin. You can also use the
Increase and Decrease Indent
buttons on the Formatting
toolbar. If you prefer to use .
the Indent buttons, keep in
mind that they indent text
according to Word's default
tab stops, which occur every
half inch across the width of
the document.

TIP

Use the Tab key to quickly
indent a line. You can quickly
indent the first line of a
paragraph by pressing the Tab
key.

See “Creating Bulleted and
Numbered Lists” on page 98
for information on aligning and
indenting text using lists.

Indent a Paragraph
Using the Ruler

Position the insert pointer in the
paragraph you want to indent.
Use one of the following indent
markers on the ruler:

4 To change the left indent of
the first line of text, drag the
First-Line Indent marker at
the top of the ruler.

# To change the indent of the
second line of text, drag the
Hanging Indent marker.

¢ To change the left indent for
all lines of text, drag the Left
Indent marker.

@ To change the right indent for
all lines of text, drag the
Right-Indent marker.

As you drag an indent marker, a
dotted guideline appears on the
screen to help you position the
indent accurately.

First-Line Indent marker Right-Indent marker

Hanging Indent marker Left Indent marker
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Why We Need Training Seminars

As we approach the hollday season, we need to ensure that the sales and marketing
teams are current on the newest products we plan to refease. Click 1o see the
New Product List. Tomake it easier for them to learn the new products and have
a chance to ask questions, I'm planning training seminars for each product
Click to see the Preliminary Presentation|

Who Will Lead the Seminars
Each of you will need to make at least one presentation and attend at least two

others to help field questions, I've listed tegtative dates and times for each seminar
and who I've scheduled to present and atignd  Ciick to see the Seminar Schedule
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The current indent settings appear on
the ruler for this paragraph.

Indent a Paragraph
Using the Toolbar

Position the insert pointer in the
paragraph you want to indent.
Use one of the following
Formatting toolbar buttons:

% To move the entire paragraph
to the right, click the Increase
Indent button.

¢ To move the entire paragraph
to the left, click the Decrease
Indent button.
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[Each of you will need to make at least one presentation and attend at least two
others to help field questions. I've listed tentative dates and times for each
seminar and who I've scheduled to present and attend. Click to see the
Seminar Schedule.
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Increase Indent button
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Decrease Indent button

See “Displaying Rulers” on
page 86 for information about
displaying and hiding the
horizontal ruler.

E_

se the Paragraph dialog
box to adjust line spacing.
You can select from Single, 1.5
lines, and Double line spacing,
or choose to customize the line
spacing even more by selecting
the At Least, Exactly, or
Multiple option and entering a
value in the By box.

Indent a Paragraph
Using the Formatting
Toolbar

Click anywhere in the para-
graph or select multiple
paragraphs you want to indent,
and then on the Formatting
toolbar click the:

@ Increase Indent button to
move the entire paragraph
to the right one half inch at
a time.

# Decrease Indent button to
move the entire paragraph
to the left one half inch al a
time.

Increase Indent button

jﬂlz Edit View Insert Format Font Tools Table Window Work Help
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PreliminaryPresentation
Who Will Lead the Seminars

teams are current on the newest producls we plan to release

Chek to sfe the New
Product List, To make it easier for them to leam the new products and hjve a chance to
ask guestions, I'm planning training seminars for each product. Click tof see the
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Why We Need Training Seminars

As we approach the holiday season, we need to ensure thatthe sales $nd marketing

Each of you will need to make at least one presentation and attehd at least two

Decrease Indent button

Indent a Paragraph
Using a Dialog Box

Select the paragraph(s) you
want to indent.

Click the Format menu,
click Paragraph, and then
click the Indents And
Spacing tab.

@ Click the Left or Right up or
down arrow to ajust the
indent amount.

@ If necessary, select First Line
or Hanging in the Special
pop-up menu, and then
click the By up or down
arrow to adjust the indent
amount,

@ Click OK.
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Setting
Margins

Margins are the blank space
between the edge of a page
and the text. The default
setting for Word documents
is 1.25 inches on the left and
right, and 1 inch on the top
and bottom. You can set new
margins for an entire section
or document by dragging the
margin boundaries on the
rulers. To set new margins
for the document from the
current location of the
insertion point forward, use
the Page Setup dialog box.

See “Displaying Rulers” on
page 86 for information about
displaying and hiding the
horizontal and vertical rulers.

See “Setting Paragraph
Indents” on page 88 for
information on adjusting the
alignment of text in a

paragraph.

Set Margins Using the
Horizontal or Vertical
Rulers

@ Click the Page Layout View
button or the Normal View
button.

Position the pointer over a
margin boundary on the
horizontal or vertical ruler.

@ If you want, press and hold
the Option key while
dragging the margin
boundry to display the
measurement of the text
area,

Drag the left, right, top, or
bottom margin boundary
to a new position.
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Why We Need Training Seminars

1
Aswe approach the holiday season, we need to ensure that the sales and marketing
teams are cufrent on the newest products we plan to release. Click to see the Hew
Product List. Th make it easier for them to learn the new products and have a chance to
ask queshuni I'm planning training seminars for each product. Click to see the

Preliminary Presentation

Who Will Lead the Seminars

Each of you will need to make at least one presentation and attend at least two
othersto help field questions. I've listed tentative dates and times for each
semingr and who I've scheduled to present and attend. Click (o see the

Semingr Schedule
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TIP

What are mirror margins?
The Mirror Margins option
allows you to adjust the left
and right margins, so that,
when you print on both sides of
a page, the inside margins of
facing pages are the same
width and the outside margins
are the same width.

TIP

Margins for headers and
footers. Word measures the
distance from the top and
bottom of the page to the header
or footer. Preview your
document to make sure there is
enough room to print the header
text on the page; if not, adjust
the margins here,

i See “Inserting New Pages and
Sections” on page 94 for
information about dividing your
document into sections.

Set Margins Using a
Dialog Box

@ If you want to change
margins for only part of

the document, click in the
paragraph where you want
the new margins to begin.
{(When changing margins
for the entire document, it
doesn’t matter where the
insertion point is located.)

Click the Format menu,
click Document, and then
click the Margins tab.

Type new margin measure-
ments (in inches) in the
Top, Bottom, Left, or Right
boxes.

Check your changes in the
Preview box.

Click the Apply To pop-up
menu, and then select
Whole Document or This
Point Forward.

To make the new margin
settings the default for all
new Word documents,
click Default and then click

Yes.
@ Click OK.

You don’t have to type
the inch (") symbol.

Preview

I Mirror margins

 Whole document

This peint forward

[ Defauit._. | [Page Setup.__|
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Working
with
Templates

A template is a special
document in which you can
store styles, text and format-
ting to use in other docu-
ments. You can use your
own or any of Word'’s
predefined templates as the
basis of a new document, or
attach template styles to the
current document. When
you attach a template to an
existing document, you
make the template styles
available to only that
document.

TIP

You are probably using the
Normal template. By
default, all Word documents
use the Normal template, which
automatically formats text in
10-point Times, and offers
three different heading styles.

See “Creating and Modifying a
Style” on page 96 for
information on styles.

Save a Document as a
Template

Open a new or existing
document.

Add the text, graphics, and
formatting you want to
appear in all new docu-
ments based on this
template. Adjust margin
settings and page size, and
create new styles as
necessary.

Click the File menu, and
then click Save As.

@ Click the Save File As Type

pop-up menu, and then
select Document Template.

Make sure the Templates
folder (usually located in
the Microsoft Office 98
folder on the hard drive or
one of its subfolders)
appears in the pop-up
menu.

Type a name for the new
template in the File Name
box.

Click Save. You can open
the template, and make
and save other changes
just as you would any
other document.
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Create a new template
from a template. Click the
File menu, click New, click the
Template option button, and
then double-click the template
you warit.

TIP

Copy template text and
graphics. If you want to add
template text or graphics to an
existing document, open the
template, and then cut and
paste the text or graphics you
want to your document.

See “Choosing Templates and
Wizards” on page 26 for
information about choosing a
template Lo create a document
[from the Office Shortcut Bar.

Create a New
Document from a
Template

Click the File menu, and
then click New.

If you save a template in the
Templates folder, you'll find
its icon on the General tab.

bl General \ /" Letters & Faxes  \/" tamas \/ Ofthar N/ Web Pages \
P R T

@ Click the tab for the type of View. M i G Tsamina i ]

template you want. ”’i' . _.i 3

Double-click the icon for the Canterporary Hemo | I LCT] Memo Yizard

template you want.
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Edit the template to create

a new document.

Click the Save button on ey [

the Standard toolbar and

save your document.
Apply a Template to an e T S GARET e

Existing Document

Open the document to
which you want to apply a
new template.

Click the Format menu, and
then click Style Gallery.

Click a template name to
preview it.

@ Click OK to add the
template styles to the
document.
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Click the option you want to see in
the Preview box.
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Inserting
New Pages
and Sections

When you fill a page, Word
automatically inserts a page
break and begins a new page.
As you add or delete text,
this soft page break will
move. To start a new page
before you reach the end of
the current one, you need to
manually insert a page break
(called a hard page break
because it doesn’t shift as
you edit text). A section is a
mini-document within a
document; you can format it
with different margins, page
orientation, and so on, no
matter how the rest of the
document looks.

TRY THIS

Work with a section. Open
or create a multipage document,
add a section break in the
middle, and then format each
section differently. Then use
different margins and line
spacing for each section and
print the results.

24

Iinsert and Delete a
Page Break

Click where you want to
insert a hard page break.

Click the Insert menu, and
then click Break.

@ Click the Page Break option
button.

To insert a column break,
click the Column Break
option button.

@ Click OK.

@ Click the page break and
then press Delete or Del to
delete it.
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@ Click OK.

Click the section break and
then press Delete or Del to
delete it.
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Applymg a
Style

A style is a collection of
formatting settings you can
apply to selected text. You
can copy styles from selected
text and apply them else-
where in your document
with the Format Painter. But
the easiest way to use a style
is to save it as part of a
document or template. The
style’s name will then appear
in the Style list box on the
Formatting toolbar, ready for
you to use whenever you
like.

TIP

Paint a format in multiple
locations. Sclect the
formatting you want to copy.
Double-click the Formuat Painter
button, and then drag the
pointer over the text you want
to format in each location.
Click the Format Painter button
again when you are finished.

See “Working with Templates”
on page 92 for information on
applying predefined template
styles to a document.

Copy a Style with the
Format Painter

Select the text with the
formatting style you want
to copy.

Click the Format Painter
button on the Standard
toolbar.

Select the text you want to
format with the Format
Painter pointer.
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hy We Need Training Seminars

PreliminaryPresentation

Aswe approach the holday season, we need to ensure that the szles and markeling
teams are current on the newest products we plan to release. Click to ses the New
Product List. To make it easier for them to learn the new products and have a chance o
ask questions, I'm planning training seminars for each product. Chick to see the

+IWho will Lead the Semlnars——o

1

Change a Style Using
the Style List

Make sure the template
with the styles you want is
attached to the current
document.

Select the text you want to
format.

Click the Style drop-down
arrow on the Formatting
toolbar, and then select the
style you want to use.

[ a file F.d* View Insert format Font Tools Table Window Work Help

nc!n-w-lgetiaﬁﬂlﬂ"

g

Heading 2
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Normal

Default Parsgraph Font
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Indicates the style will affect
only the selected text
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Creating and
Modifying a
Style

Even though Word provides
a variety of styles to choose
from, you can create a new
style or modify an existing
style to better fit your needs.
When you create a new
style, you need to specify if
the style applies to para-
graphs or characters. Also,
make sure you give the style
a name that indicates the
purpose of it. When you
modify a style, you simply
make adjustments to an
existing one.

TIP

Use the List box to change
style settings. The List box
in the Style dialog box provides
three options: Styles In Use, All
Styles, and User-Defined Styles.
The styles listed in the Styles
list box are based on the List
option you choose.

Create a New Style

Select the text whose
formatting you want to
save as a style.

Click the Format menu,
click Style, and then click
New.

Type a short, descriptive
name that describes the
style’s purpose.

@ Click the Style Type pop-up
menu, and then select
Paragraph if you want the
style to include the line
spacing and margins of the
selected text, or select
Character if you want the
style to include only
formatting, such as font
type, bold, and so on.

Click the Add To Template
check box to add the new
style to the current
template.

@ Click OK.

@ Click Apply or click Close.
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TRY THIS

Modify a style quickly. Try
to modify the style by adding
italics. Select the text with the
Title style, click the Italic
button on the Formatting
toolbar, click the Style drop-
down arrow, click Title; click
Update The Style To Reflect
Recent Changes option button,
and then click OK.

TRY THIS

Create a style quickly. Try
creating a heading style that
ceniters and bolds text. Select the
text, and then click the Center
button and the Bold button on
the Formatting toolbar. Then
highlight the style name in the
Style box on the Formatting
toolbar. Type a short, descriptive
name, such as Titles, and then
press Return. The style is now
available for your document.

See “Working with Templates”
on page 92 for information
about applying predefined
template styles to a document.

Modify a Style

Click the Format menu, and
then click Style.

In the Styles list box, click
the style you want to
modify.

@ Click Modify.

@ Click the Format pop-up
menu, and then select the

type of formatting you
want to modify. To change
character formatting, such
as font type and boldface,
click Font. To change line
spacing and indents, click
Paragraph.

In the next dialog box,
select the formatting
options you want, and
then click OK.

Review the description of
the style, and make other
formatting changes as
necessary.

@ Click OK.
Click Apply or click Close.
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Creating

Bulleted and
Numbered
Lists

The best way to draw
attention to a list is to
format it with bullets or
numbers, a task Word can
perform for you. Once
you've created a bulleted or
numbered list, you can
change its character or
number default style to one
of Word'’s numerous pre-
defined formats. For ex-
ample, you can change a
numerical list to an alpha-
betical list. If you move,
insert, or delete items in a
numbered list, Word will
renumber the list sequen-
tially for you.

Bullet button

Create a Bulleted List

Click where you want to
create a bulleted list.

@ Click the Bullet button on
the Formatting toolbar.

Type the first item in your
list, and then press Return.

For each additional item in
your list, type the item and
press Return to insert a new
bullet.

When you finish your list,
click the Bullet button
again to return to normal
text.
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Steak—e
Chicken
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Create a Numbered List

Click where you want to
create a numbered list.

Click the Numbering
button on the Formatting
toolbar.

Type the first item in your
list, and then press Return.

For each additional item in
your list, type the item and
press Return to insert a new
number.

@ When you finish your list,
click the Numbering button
again to return to normal
text.
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Numbering button
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Click the Bullet or Number-
TIP il_'lg button on the Format-
ting toolbar.

Change spacing between
character and text. You can
change the amount of space
between the bullet or mumber
and the text. Click Customize
in the Bullets And Numbering
dialog box, and then change the
Bullet (or Number) Position and
Text Position options to specify
where you want the bullet (or
number) to appear and how
mch to indent the text.
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Creating a
Form Letter

Mail merge is the process of
combining names and
addresses stored in a data file
with a main document
(usually a form let'{'c':r) to
produce customized docu-
ments. There are four main
steps to merging. First, you
need to tell Word what
document you want to use .
as the main document. Next,
you need to create a data
file. Then you need to create
the main document. Finally,
you need to merge the two.

TIP

Use exisiting data to
create a form letter. You
can easily select an existing
data file instead by clicking the
Get Data button in the Mail
Merge Helper and then clicking
Open Data Source.

Select a Main
Document

0

Open a new document or
an existing document you
want to use as the main
document.

Click the Tools menu, and
then click Mail Merge.

Click Create and then
select the type of document
you want Lo create.

@ Click Active Window to
make the current docu-
ment the main document.

@ Make sure the merge type
and the main document

are correct.

S e :Mail Merge Helper __ Sty
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To create the form letters, you can use the active docurmnt window Docurnentt or 4
\ few dotument witdow .

i Hew Main Document l l Active Window i Cancel '

Create a Data File

@ If the Mail Merge Helper
dialog box isn't open, click
the Tools menu, and then
click Mail Merge.

@ Click Get Data, and then
select Create Data Source.

To delete an unwanted
field name, click it in the
Field Names In Header
Row list, and then click
Remove Field Name.

100 Microsorr Orrice 98 MacintosH Epmion At a GLANCE

—MailMerge Helper ©= T T

i
{ The text Step tn zetting up the mafl marge 45 15 specify 3 data daurce. Choare the
| GetData button.

125

HMain document
Create Edit v J

Hargs type: Form Letters
T gacument; Documents.

28

Data source
Get Data =

Create Data Source..
Open Data Source..
Use Address Book...
Header Options—.

35




T add & Dddicy AGmed
Oﬁzq, e b

2

5 -

8.

i

lo .

4
5
/.
5

TIP

What are field names?
Information in a data file is
stored in fields, labeled with
one-word names such as
FirstName, LastName, City,
and so on. You insert field
narmes in the main document
as blanks, or placeholders.
When you merge the data file
and main document, Word fills
in the blanks with the correct
information.

See “Merging a Form Letter with
Data” on page 102 for
information on creating a main
document and merging a main
document with a data file.

Ts ewwf > el o e
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To insert a new field name,
type the field name in the
Field Name box, and then
click Add Field Name.

@ Click OK.

In the Save As dialog box,
save the data file (which so
far only contains field
names) as you would any
other document.

Click the Edit Data Source
button to enter informa-
tion into the data file.

Enter information for each
field in the Data Form for
one person or company
record. Press Tab to move
from one box to the next.

When you've typed all the
data for one person or
company, click Add New
and repeat step 8.

After you've entered all the
records you want, click OK.
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A raatl merge data seuroe 13 somposed of rows of dats. The fiest row is oalled the
header row: Each of the columns m the header row begine with 4 fisld name.

Ward provides comimmnly ured field nimes i the Tt below Yoy oan 2dd or remove fleld
names to custamize the hesder row.

Figld marme: Field rames in heoder row;
Fegion Titla
= FirstHame

-ﬂ- Add Field Name vy LastName

| Remove Field Nome i

O ©

The data sourcs you just ereated contsins ne data records. You ean
3 nw recards to your dats sourcs by chonsing the Eit Dats Sourze
button, or 3dd meérge Mwhis te your main document by choosing the
Edit Main Document button

[(Edit Hain Docoment ||| rait Dats Source -ﬂ——o
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. ————Dataform Tl
Title | |Presigant ] [ oK ]
Firstiisie: [ramrs ]
Lasthame: [oent .
LabTitls: [ oerete |
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Address2: It Find...
City: | |
State: I ! Yiaw Saurce i
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Merging a
Form Letter
with Data

Once you have selected a
main document and have
created a data file, you need
to insert the merge fields in
the main document. The
merge fields are those
available in the data file you
- selected for this merge.
When you insert a merge
field in your main docu-
ment, make sure you insert
the appropriate punctuation
and spacing so the data will
merge correctly into the
fields and document text.

Bt

Mail Merge Helper button

See “Creating a Form Letler” on
page 100 for information on
selecting a main document and
creating a data file.

Create the Main
Document

If you don't see your main
document displayed along
with the Mail Merge
toolbar, click the Tools
menu, click Mail Merge,
click Edit, and then click the
name of your main
document.

@ If necessary, type and
format the text you want

to appear in every
document, but leave the
information that will vary
from letter to letter blank
(for example, type “Dear
Mr. :").

Click in the document
where you want to insert a
field name.

@ Click the Insert Merge Field
button on the Mail Merge
toolbar, and then click the
field name.

@ When you're finished
inserting field names, click
the Save button on the
Standard toolbar, and then
save the document just as
you would any other
document.
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January 30, 1999

«FirstName» «LastName»
_«Company»
afddressl»
«Citys, «State» «FostalCoder

f=Dear «FirstName»

Thank you for joining us atour recent seminar. [ have enclosed additionalinformation
about our company. If you have any questions aboutour products and services, please call
or e-mail. [ look forward to talking with you

=My best wishes to everyone at «Company»

Field names inserted in the document. Word will replace
these field names with names and addresses from the data
file when you perform the merge.



Merge the Main
EEI Document and the ? o e
Merge To New Data File “a Filo_Edit_view | Insert_Format_Font_Tools Table Window Work hep '8 W

5 8x 1 AL e
Document button @ Make sure the main A SRY BT ‘? == =l i)
document (with field il

names inserted) and the

Insert Merge Field = |

TiP Mail Merge toolbar appear. ER- -

Check for errors before @ Click the Merge To New

you start the mail merge. Document button on the ERE R E

Before you merge your form Mail Merge toolbar. O SO G

letter with your data file, click «Company»

the Check For Errors button on @ Save and print the new :é?;fs:égm «PostalCoden

the Mail Merge toolbar. Word document. Diear «FirstNamen:

checks the main document and ; ;
the data file to make sure there | (&) Close the new document. e S o
are no errors that would : orczmal Liookionwand I wlknimitog

prevent the merging. @ Close the main document. My best wishes to evaryone at «Company».

@ Click Yes if you are asked to

save changes to the data
file or the main document.

TIP

Send merge to printer. [f
you do not want or need to
create a new document with the
merge data, you can send the
merge to the printer by clicking
the Merge To Printer button on
the Mail Merge toolbar. Tamra Bell

o Bell and Ascociates
=[]

Dear Tamra.

Edit View Insert format Font Tools Table Window Work Help ! w
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January 30, 1999

Thank you for joining us atour recent saminar | have enclosed additionalinformation
aboutour company If you have any questions about our products and services, please call
ore-mail. | look forward to talking wath you

My best wishes to everyone at Bell and Associates

Word replaces the field names with the
appropriate information from the data file.
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Addressing
Envelopes
and Labels

Word can print an address on
an envelope. Delivery and
return addresses can contain
text, graphics, and barcodes.
Word can print two types of
codes on an envelope: the
POSTNET barcode, which is a
machine-readable represen-
tation of a U.S. zip code and
the delivery address; and the
FIM-A code, which identifies
the front of a courtesy reply
envelope. You can also print
an address on a mailing label.
You can print a single label
or multiple labels.

See “Creating a Form Letter”
on page 100 for information on
printing multiple envelopes or
labels with different addresses
by merging documents.

Format the address. Select
the address text, Control-click
the text, and then click Font.

Address and Print
an Envelope

Click the Tools menu, and
then click Envelopes And
Labels.

Enter the address informa-
tion, or click the Address
Book button.

To select an envelope size,
type of paper, feed
method, and barcodes,
click Options.

Insert the envelope in the
printer as shown in the
Feed Method box, click
Print, and then click Print
again.

Click to add delivery address
to the active document.

Delivery sddress. 7 E"uj r——_i"'“-" :
Jessica Cardana -
4178 Pelcan Drve
Bayview, CA 84555
Optiens.
Return sddress: mH Clomit . A
(Faiy Johrson —Previe e Teed
A i
o .
i ——
‘Whan prompted by the printer, it 36 anvelope 11 your wmr'ciﬁm}-.w.

Address and Print
Mailing Labels

Click the Tools menu, and
then click Envelopes And
Labels.

Enter the address informa-
tion, or click the Address
Book button.

® Click the Full Page or Single

Label print option button.

To select a label type, click
Options.

Insert the sheet of labels in
the printer, click Print, and
then click Print again.
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IN THIS SECTION

Creating Headers and
Footers

Inserting Page
Numbers, the Date,
and Time

Inserting Symbols and
AutoText

Inserting Comments
Tracking Changes
Creating a Table
Entering Text in a Table
Modifying a Table

Adjusting Table
Elements

Formatting a Table

Adding Desktop
Publishing Effects

Arranging Text in
Columns

0 nce you've mastered the basics of word process-
ing with Microsoft Word 98, you can try some
of the more advanced features. In most cases, there's
more than one way to perform tasks such as creating
tables or adding clip art. To save you time, this book
focuses on the fastest and easiest methods.

Enhancing Your Document

After you've created your basic document, take a moment
to consider how you can enhance its appearance and
communicate its message more effectively. For example,
you could draw attention to important text and data or
clarify the details of a complicated paragraph by using a
table. If your document is a brochure or newsletter, you'll
probably want to take advantage of Word's desktop
publishing features that allow you to format text in
columns, as well as add headlines instantly.

Several Word features—among them, templates,
styles, and the Find and Replace commands—are
designed to help you work faster and more efficiently.
You can use any of Word’s predefined templates and
styles, or create your own, to serve as the foundation for
your routine documents.

Enhancing
a Document
with

Word 98
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Creating
Headers and
Footers

A header is text that is
printed in the top margin of
every page. Footer text is
printed in the bottom
margin. Common informa-
tion to put in headers and
footers includes your name,
the name of your document,
the date the document is
printed, and page numbers.
Rather than typing this text
you can use the Insert
AutoText pop-up menu on
the Header And Footer
toolbar. If you've divided
your document into sections,
you can create different
headers and footers for each
section.

TIP

Use Alignment buttons to
change text placement.
Instead of using the default tab
stops, you can use the
Alignment buttons on the
Formatting toolbar. For
example, you might want just
your compary name aligned on
the right margin of the header.

Create and Edit
Headers and Footers

Click the View menu, and
then click Header And
Footer.

Word switches to page
layout view to display the
header text area.

If necessary, click the Switch
Between Header And
Footer button on the
Header And Footer toolbar
to display the footer text
area.

Click in the header or footer
area, and then type the
text you want.

@ To insert common phrases,
click the Insert AutoText
button on the Header And
Footer toolbar, and then
click the AutoText entry you
want to insert.

Edit and format the header
or footer text as you would
any other text.

@ When you're finished, click
the Close button on the
Header And Footer toolbar.
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TIP

Use default tab stops to
adjust header and footer
text. Headers and footers have
three default tab stops. The
first, on the far left, aligns text
on the left margin. The second,
in the middle, centers text. The
third, on the far right, aligns
text on the right margin.

See “Inserting New Pages and
Sections” on page 94 for more
information on dividing a
document into sections.

See “Settings Margins” on page
90 for information about settig
margins for headers and
footers.

Create section headers and
footers. Divide a multipage
document into sections, and
then create different headers
and foolters for each section.

Create Different
Headers and Footers for
Different Pages

Click the View menu, and
then click Header And
Footer.

Click the Document Layout
button on the Header And
Footer toolbar.

@ Click the Layout tab.

@ To create a unique header
or footer for the first page
of the document, click the
Different First Page check
box. To create different
headers or footers for odd
and even pages, click the
Different Odd And Even
check box.

@ Click OK.

Click the Show Previous
button and Show Next
button to move from one
header to the next, and
enter and format the text
you want in the remaining
headers and footers.

To move between the
header and footer, click
the Switch Between
Header And Footer button.

. Click the Close button on
the Header And Footer
toolbar.

!/ Header and Footerf

Insrt AutoText -
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Inserting
Page

Numbers,
the Date,
and Time

To better document your
work, you can have every
page in the document
numbered. Inserting this
information in a header or
footer is a standard way of
keeping track of your work.
When you insert the date
and time, Word uses your
computer’s internal calendar
and clock as its source.
Numbering the pages in a
document is also an impor-
tant tracking tool, even if
the document is only a few
pages. You can insert the
total number of pages in a
document as well as the
individual page numbers.

See “Creating Headers and
Footers” on page 106 for
information on headers and
footers.

Insert Page Numbers,
the Date, or Time

Click the View menu, and
then click Header And
Footer.

Click in the header or footer
where you want to insert
the page number, the date,
or time. Remember to use
the Tab key to move to the
next tab stop.

Click the appropriate
button or buttons on the
Header And Footer toolbar.

You can enter text along
with the header and footer
information. For example,
you can type the word
“Page.”

If necessary, select the date,
time, or page number, and
then format it as you would
any other text.

To delete any item, select it
and then press Delete.

When you're done, click the
Close button on the Header
And Footer toolbar.
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Insert Date button
Click to insert the current
date from your computer’s
calendar.

insert Page Number
button

Click to insert the correct
page number on each page.

Insert Time button
Click to insert the current

Insert Number Of Pages
button

Click to insert the total
number of pages in the
document.

time from your computer’s
clock.



Inserting
Symbols
and
AutoText

Being able to insert just the
right symbol or character in
your document is a good
example of Word's extensive
destop publishing capabili-
ties. Your document’s
professional appearance will
not be compromised by
having to pencil in an arrow
(—*) ora mathmematical
symbol. Inserting a symbol
or special character is easy;
position the pointer where
you want to insert the
symbol or character, choose
the Symbol command and
select a symbol or character.

TIP

Create a shortcut key to
insert symbols and special
characters. If you use a
symbol or character repeatly,
you can assign it a keyboard
combination. Select the symbol
or special character you want,
click Shortcut Key, and then
complete the Customize
Keyboard dialog box.

Insert Symbols and
Special Characters

Click in the document
where you want to insert a
symbol or character.

Click the Insert menu, and
then click Symbol.

(3) Click the symbols tab or
the Special Characters tab.

@ In the Symbols tab, click the
Font pop-up menu, and
then select a font.

@ Click the symbol or
character you want.

|
/Symbola\/ Speciel Charactars '\
Fant:  [Symbol =
IEDEEIRERNEE AHAHBAEAHEEE
<|=|=>|?|z|alp|x|alele|r|n]i|s|k|aln|n]|o|n|s|r Tl¢ln
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R LI CIRA VAR NN ) I
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vlzlzlelc|e|e|elz|v|e|o]|=|O]|v Slalvis|l=ll=| ]2 (8o
EERNNENNNNC RN NN
[_astoCorrect_. | [Shortcut Keu. |  Shortcut key
+ cancel | [ Insert

Changes to Close after you insert
the selected symbol or character

Insert AutoText

Click in the document
where you want to insert
text using AutoText.

Click the Insert menu, and
then point to AutoText.

Point to the type of
AutoText you want to
insert.

Click the AutoText you want
to insert.
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Inserting
Comments

Comments in a document are
like electronic adhesive
notes. You can use them to
get feedback from other
readers before finalizing a
document, or to remind
yourself of revisions and
changes you plan to make to
the document in the future.

Use the Show/Hide button
to display comment code.
If you can’l see a comment code
in the document without the
comment pane open, click the
Show/Hide button on the
Standard toolbar.

Edit a comment. Click the
View menu, click Conmments,
select the text you want to edit
in the comment pane, and then
make any changes.

Insert a Comment

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

Click the Insert menu, and
then click Comment to
open the comment pane.

Type your comment in the
comment pane next to the
code.

If you want, click the
Comments From drop-
down arrow to view the
comments made by you or
other reviewers.

[ @ file Edit_view insert Format font Tools Table Window Work Heip 8 W
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]
After our conversation yesterday | decided to look into posable sites for our regional 3
meeting next November. You were nght—things are filling up fast :

I checked with ten mindifferent resorts and conventions centersin a 150-mile radius. Pnces
and accommodations varied enomously, 25 you might expect [ didn't call The Pines
(where we've met for the past five years) on the assumption that we're ready fora change

The best option seems to be at our loeal resorts, which offer meals, lodging, and conference
rooms at reasonable rates. If we venture further away, we'd be able to enjoy nicer scenery

Comments From: | ATl Reviewers

{831]Thanks for being so thorough|

B CNCACH KRS (3 0 N A K

@ Click Close. EEEIR T Seaen=rny 5 g G oy P N A o
Read and Delete e o
a Comment
Click the View menu. and Edit_View Insert |[Format Font Tools Table Window Work Help i w
’

then click Comments.

Read the comment
associaled with the first
comment code.

@ To display the next
comment, click the Next
Comment button on the
Reviewing toolbar.

To delete the selecled
comment, click the Delete
Comment button on the
Reviewing toolbar.

@ Click Close.

110 Microsorr Orrice 98 MacintosH Epimion At A GLANCE

B o e Home@ET o= -3

AT S R
e T T VY T T T T T Y T e
and accommodations vaned enormously, as you might expect. | didn't call The Pines
(where we've met for the past five years) on the assumption that we're ready fora

fhangeqaz

The best option seems to be at our local resorts, which offer meals, lodping, and conference
rooms at reasonable rates. If we venture further away, we'd be able to enjoy nicer scenery
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Tracking
Changes

When a document is going to
be edited by you or by others
in your workgroup, you can
track the changes and set up
the document for various
ways of marking your
changes. If you need feed-
back on the basic ideas in a
document, compile the main
points of your document in a
summary, which you can
distribute to your colleagues,
instead of the entire docu-
ment.

Select Track Changes
options. Click the Tools
menu, click Options, click the
Track Changes tab, and then
select the Mark and Color
settings you want to use.

Highlight your changes.
Click the Tools menu, point to
Track Changes, click Highlight
Changes, and then select the
options you want to highlight
your changes.

Mark Your Changes

Click the View menu, point
to Toolbars, and then click
Reviewing to display the
toolbar.

Click the Save Version
button to save an unedited
copy of the document.

@ Click the Track Changes
button.

@ Edit the text.

@ Click the Previous Change
button or the Next Change
button to view changes.

Click the Accept button or
Reject button to manage
the changes.
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Hamison. But we'll have to pay a lot for these extra perks

Aftar our conversation yesterday | decided to look into possible sites for our regional
meetingnext November. You were right—things are filling up fast

1 checked with ten different resorts and conventions cenlersin 2 IJO mile radius. Pnces
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s fo ars, 1 didn't eall i hes
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The best option seems to be at our local resorts, which offer meals, lodging, and conference

rooms atreasonable rates. If we venture further away, we'd be able to enjoy nicer scenery
and more exciting after hours activides—such as horse back niding and hikes around Mount

Summarize Your
Document

Click the Tools menu, then
click AutoSummarize.

Choose the type of
summary option you want.

@ Click the Percent Of
Original pop-up menu, and
select the best length for
your summary.

() click ok

Read your summary
carefully and edit it as
necessary.

e e

— . ize

Yord rined the G t and picked the most relevast tg
1he main thame.
Type of summary s —_—
— Highlight key = 1 Insart an axscutive
= summary or abstract
=) at the top of the
— documant
Create & new document Hide sverything tut
and put the summary the aummary without
there Teawing the originel
document
Length of sSummary R ——
Percent of origral; (S | <}

35 words {n 2 sentences
129 words in G sentances

Summary:
Driginal dacument:

A Update document statistics {click Properties on the File menu)

o
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Creating a
Table

A table organizes informa-
tion neatly into rows and
columns. The intersection of
a row and column is called a
cell. You enter text into cells
just as you would anywhere
else in a document, except
that pressing the Tab key
moves you from one cell to
the next. You can also create
a table from exisiting text. If,
for example, you have
aligned related information
using tabs and you then
decide to use a table to
present the information
more efficiently, you can
convert the text to a table. If
you decide not to use the
table, you can convert a
table to text just as easily.

TIP

Draw a custom table. Click
the Tables And Borders button
on the Standard toolbar, click
the Draw Table button on the
Tables And Borders toolbar,
draw a rectangle to create a
table, and the draw lines to
create cells.

Create a Table Quickly

Move the insertion point to
the beginning of a new
paragraph.

@ Click the Insert Table
button on the Standard
toolbar.

Drag to select the appro-
priate number of rows and
columns.

Release the mouse button
to insert a blank grid in the
document. The insertion
point is in the first cell,
ready for you to begin

typing.

DERSRY|:hed -

v Times -\zu-‘k-

The first number indicates the number of rows, the second the number
of columns. This 4x3 table will have four rows and three columns.

Create a Table
from Existing Text

Select one or more lines of
text separated by tabs,
paragraphs, or commas.

Click the Table menu, and
then click Convert Text To
Table.

Select the number of
columns and rows.

Click the option to separate
text at paragraphs, tabs,
commas, or other.

@ Click OK.
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Entering Text
in a Table

Once you create your table or
convert text to a table, you
need to enter (or add) text in
each cell. You will probably
use the first row in the table
for your column headings, or
list the headings down the
first column on the left. You
also need to know how to
move around the table to
make entering text easy.
Knowing how to select the
rows and columns of a table
is also essential to working
with the table itself.

TIP

Expand the row height as
you type. As you lype ina
cell, the text will wrap to the
next line according to the width
of the column; in other words,
the height of a row expands as
you enter text that is greater
than the width of the column.

TIP

Delete cell contents. Select
the cells whose conlenls you
want to delete, click the Edit
menu, and the click Clear.

Enter Text and Move
Around a Table

The insertion point shows
where text you type will appear
in a table. After you type text in
a cell:

€ Press Return to start a new
paragraph within that cell.

@ Press Tab to move the
insertion point to the next
cell to the right (or to the
first cell in the next row).

4 Use the arrow keys or click
anywhere in the table to
move the insertion pointto a
new location.

Type and format text just as
you would in a document.

& File Edjt View Insert Format Font Tools Table

Press Tab to move to the first
cell in the next row.

Work Help

T raiming Schedul
it iy R v Vs o v rn

Press Tab to move
to the next cell.

Press Tab to create
a New row.

Select Table Elements

Refer to the table for methods
to select table elements,
including:

@ The entire table

€ One or more rows and
columns

€ One or more cells

To Select

SELECTING TABLE ELEMENTS

Do This

The entire table

Click in the table, click the Table
menu, and then click Select Table.

One or more rows

Click in the left margin next to the row
you want to select, and then drag to
select more rows.

One or more columns

Click just above the column (a down
arrow appears) you want to select,
and then drag to select more columns.

The row or column
with the insertion point

Click the Table menu, and then click
either Select Row or Select Column.

A single cell

Drag a cell or triple-click a cell.

More than one cell

Click a cell and then drag to select
more cells.
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Modifying
a Table

After you create a table or
begin to enter text in one,
you might want to add more
rows or columns to accom-
modate the text you are
entering in the table. When
you add a row, you select the
row above which you want
the new, blank row to
appear. When you add a
column, you select the
column to the left of which
you want the new, blank
column to appear. When
you want to insert more
than one row or column,
select that number of rows
and columns first. For
example, if you want to
insert two rows, select two
rows first. When you delete
rows and columns from a
table, the table aligns itself.

(M

i

Insert Columns button

Insert Additional Rows

Select the row above which
you want the new rows to
appear.

Drag down to select the
number of rows you want
to insert.

Click the Insert Rows button
on the Standard toolbar.

% Hle Edit View Insert Format font Tools Table Wllﬂnw Work Help E v
DR ARy sBI - LEHFFERBED T o= -0

i erma = Tones -2 .]nzu].iax\;_,_z-ﬁu.-;-g-
G e | L T i, e 1l =)

Computer Training Schedule

Course Date [Time Prerequisite
Opemting Symems | MWE | 300-5.00 Hone

‘Word Proceing Hons

MWE

Insert Additional
Columns

Select the column to the
left of which you want the
new columns to appear.

Drag right to select the
number of columns you
want to insert.

Click the Insert Columns
button on the Standard
toolbar,
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TIP

Move rows and columns.
You can move the position of a
row or column easily. Select the
row or column you want to
move, and then position the
pointer over it until the pointer
changes to a move pointer.
Then drag the selected row or
column to a new pasition in the
table.

Distribute columns and

rows evenly in a table.
Display the Tables And Borders
toolbar, select the columns or
rows you want to change, and
then click either the Distribute
Columns Evenly er Distribute
Rows Evenly button.

See “Entering Text in a Table”
on page 113 for information on
selecting rows and columns.

Delete Rows and
Columns

Select the rows or columns
you want to delete.

& File Edit View Insert Forfat

Font
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Insert Columns
Delete Columns

Tools Window Work Help
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Click the Table menu, and ';;irtﬂgeffs’"
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Delete Columns. Selact Column
: SetectTable
- Table AutoFormat_
= Distribute Rows Evenly
= Distribute Columns Evenly
la Cell Height and Width...
- ( Deskmp ubabing - Convert Textto lable,.
& Sorf..
& formula..
= splitTable
; ~ Gridlines
Adjust Row He'ght and Course Date Time Prerequisite
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Move the mouse pointer Spreadsheets TT 1:00-4:00 Tomw
over the boundary of the Presentations TT 9:00-12:00 Hone
Dezkiop Publishing | MWF 10:00-12:00 Hone
row or column you want to
adjust until it changes into
a resizing pointer.
@ Drag the boundary to
adjus_t the row or column to Course Date | Time Prerequisite
the size you want. Operating Systems | MWE : 3:00-5:00 Hone
Wonl Proce 3sing MWF i 1 00-3:00 Hone
Spreadsheets TT : 1.00-4:00 Hone
Presennations T 9.00-12:00 Hone
Deskwp Publishing | MWF 10:00-12:00 Hons
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Adjusting
Table
Elements

Often there is more to
modifying a table than
adding or deleting rows or
columns; you need to make
each row or column just the
right size to accommodate
the text you are entering in
the table. For example, you
might have a title in the first
row of a table that is longer
than the first cell in that
row. To spread the title
across the top of the table,
you can merge, or combine,
the cells together to form one
long cell. Sometimes to
indicate a division in a topic,
you will also need to split, or
divide, a cell into two.
Moreover, the width of a
column and height of a row
can also be modified to
better suit your needs.

Merge and Split
Table Cells

¢ To merge two or more cells
into a single cell, select the
cells you want to merge, click
the Table menu, and then
click Merge Cells.

@ To split a cell into multiple
cells, click in the cell you
want to split, click the Table
menu, and then click Split
Cells. Type the number of
rows or columns (or both) you
want to split the selected cell
into, and then click OK.
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TIP

Adjust column text with
AutoFit. If you can’t decide the
appropriate widths for the
columns in your table, click the
AutoFit button, and Waord will
adjust the colurnns to fit the
longest entry in each column.

See “Formatting a Table” on
page 118 for information on
changing the look of a table. -

TIP

Indent a table from the
left edge of the document.
Click in the table, click the
Table menu, click Cell Height
And Width, click the Row tab,
enter an inch measurement in
the Indent From Left box, and
then click OK.

TIP

Change table alignment in
the document. Click in the
table, click the Table menu,
click Cell Height And Width,
click the Row tab, click the
Left, Center, or Right option
button, and then click OK.

Adjust Cell or o
Column Width
Select the cells or columns el Heightand Width =~
you want to change. e
Click the Table menu, and
click Cell Height And Width of calumn 2. =
Width. Space between calumns: N
@ Click the Column tab. [Previous Cotumn] [ Wext Column |
@ Click the up and down
arrow to select an inch
measurement or Auto.
@ Click OK.
Adjust Cell or e
Row Height

Select the cells or rows you
want to change.

Click the Table menu, and
click Cell Height And
Width.

@ Click the Row tab.

Click Exactly or At Least in
the Height Of Rows box.

@ Click the At up and down
arrow to specify an inch
measurement.

@ Click OK.

———— cell feight andWidth =——

e\ [\

Height of rows §-7:

| R
reak across pages
O T[T 4 MR L T T
& Lent () Center (3 Right
Previous Row | Hext Row ‘
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Formatting
a Table

Word makes it easy for you to
format your table. You can
change the alignment of the

Format a Table
Automatically
Select the table you want
to format, click the Table
menu, and then select
Table AutoFormat.

Select a format from the

text in the cells (by default, Formats list. _

text aligns on the left of a cell @ Preview the results. h{rg-n':‘m‘:a"ﬂ' Faraai | s

and numbers align on the 7 st B cato

right). If changing the Y,Vhe" youfind.gfornat you B v e Bl

alignmentisn’t enough, you e il e

can use the Table AutoFormat —o

dialog box to format your
table. This dialog box
provides a variety of
predesigned table formats
that you can apply to a
selected table. If the
AutoFormat offerings don’t

suit your needs, you can ) Horm = e -z spruEESE E=sEEQO-2-4A-
choose to add borders and @ Click the Align Left, Center, [EE ~  —framing Schedule ——— — I}
shading manually. Borders Align Right, or Justify : R DN i
and shading help to make DuFtolT/on the Fermatting . -
2 . toolbar. Computer Training Schedule

printed tables easier to read z Course Date Time Frerequiske
and more attractive. Z e R A Foes

- VWord Procesmg | PIWE 100-3.00 Yone

= Spresdshests T 100-4:00 Hone

‘E‘ Presentanons T 9100-12:00 Hons

g Deskwp Pubi.b'mz:g MWE 10:00-12.00 Nlone

See “Adding Desktop Publishing
Effects” on page 120 for

Align Text Within
Cells Horizontally
Select the cells, rows, or

columns you want to
align.

Centered text
Center column headings
to make them stand out.

& File Edit Vipw Insert Format Font Tools Tabl

Window Work Help

DeR/8RQY «vRd
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Left-aligned text
Table text is aligned on
the left by default.

Right-aligned text
Sometimes text and numbers are
easier to read when right-aligned.

imformation about manually
adding borders and shading.
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Calculate the sum of a
table column. Display the
Tables And Borders toolbar,
click in the blank cell in the
bottom row of the column that
is to contain the sum of the
cells above it, and then click
the AutoSum button.

Sort the entries in a table

column. Display the Tables
And Borders toolbar, select the
cells in the colummn you want to
sort, and then click either the
Sort Acending or Sort
Decending button.

Display or hide gridlines
in a table. Click the Tuble

menu, and then click Gridlines
to display the gridlines. To hide
gridlines, click Gridlines again.

Align Text Within
Cells Vertically
Click the Tables And

Borders button on the
Standard toolbar to display

I_E._IAlign Bottom button

Center Vertically button

the Tables And Borders Align Top button
toolbar.
Time
Select the cells you want to Stk Erediiiis
vertically align.
Course
Click an alignment button e e it
on the Tables And Borders i M sl pi
toolbar. Spreadshestz TT 1:00-4:00 Hone
Presentatons TT 9:00-12.00 HNona
Desktop Publishing | MWF 10:00-12:00 Hone
Change Text Direction & i Button changes to
Within Cells Eshow direction
@ Click the Tables And .5 ! !
Borders button on the g £ Time Prerequisite
Standard toolbar to display 8 =
the Tables And Borders Opemting Systems | MMWF 500500 Hore
toolbar. Worl Proceming | MWE 100-3 00 Hone
" Spreadshzets TT 1:00-4.00 Hong
Select the cells with the L - T —
Eﬁ::c){?;nwant to Change Desktop Publishing | MWF 1000-12:00 Hons

Click the Change Text
Direction button. (You
might have to click the
button two or three times
to get the text direction
you want.)
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Adding
Desktop
Publishing
Effects

A few simple desktop
publishing elements, such as
drop caps and borders, can
help you create newsletters
and brochures that look like
they've been professionally
produced. These special
elements look especially
good when combined with
pictures and text arranged in
column format.

Tables And Borders button

TIP

Guidelines for shading.
Keep in mind that any shade of
gray darker than 15% might
make your text difficult to read.
Also, some printers cannot print
any shade of gray lighter than
5%.

Add Borders and
Shading
Select the text you want to

put a border around or
shade.

@ Click the Tables And

Borders button on the
Standard toolbar.

@ Click the Line Style drop-

down arrow, and then
select a line pattern.

@ Click the Line Weight drop-

down arrow, and then
select a border line
thickness.

@ Click the Border Color

drop-down arrow, and
then select a border color.

Click the Outside Border
drop-down arrow, and then
select the border you want
to around the selected text.

@ Click the Shading Color

drop-down arrow, and
then select the back-
ground shading you want
inside the border, if any.

(8) Click the Close box on the

Tables And Borders toolbar.
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Objects” on page 38 for
information on other desktop
publishing elements. See
“Arranging Text in Columns”
on page 122 for information on
formatting text in newspaper
style columns.

Create a newsletter. Try
creating a newsletter by first
formatting the text in your
document into columns. Then
insert a picture and wrap the
text around it. Finally, add drop
caps to each paragraph, and a
border and shading around
important paragraphs. If you
like, you could even add a
WordArt headline.

See “Drawing and Enhancing

Add a Drop Cap to Text
@ Switch to page layout view.

@ Click in the paragraph
where you want to create
a drop cap.

Click the Format menu, and
then click Drop Cap.

@ Click the Dropped icon to
flow text around the drop

cap or the In Margin icon
to move the drop cap to
the left margin.

If you want, click the Font
pop-up menu, and then
select a different font for
the drop cap.

Click the Lines To Drop up
or down arrow to adjust
the height (in number of
lines) for the drop cap.

Click the Distance From
Text up or down arrow to
adjust how far (in inches)
you want the drop cap
from the paragraph text.

Click OK.

Lines tadrop: a
Distance from text: | CE—5 —o
Drop cap
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Arranging
Text in
Columns

Newspaper style columns
can give newsletters and
brochures a more polished
look. Begin by using the
Columns button to create
the columns. Then choose
among several column
options to improve their
appearance. Keep in mind
that you can format an
entire document or indi-
vidual sections in columns.
You must switch to page
layout view to view the
columns side by side on the
screen.

Use the Formatting
toolbar to align text in a
column. Select the columns
you want to format, and then
click the Align Left, Center,
Align Right, or Justify button
on the Formatting toolbar.

ElEE

Create Columns
@ Switch to page layout view.

Select the text you want to
arrange in columns.

Click the Columns button
on the Standard toolbar.

Drag to select the number
of columns you want.
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Modify Columns
@ Switch to page layout view.

Click the Format menu, and
then click Columns.

@ Click a column format.

@ Specify the Width And
Spacing you want.

@ Click OK.
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IN THIS SECTION

Viewing the Excel Window

Moving Around the
Workbook it

Entering Text and
Numbers in a Worksheet

Editing Cell Contents
Working with Cells
Worksheet Basics

Moving and Copying a
Worksheet

Inserting a Column or
Row

Previewing Page Breaks
Printing a Worksheet

Creating a Formula

Using Ranges in Formulas

Perfoming Calculations
Using Functions

Using AutoCalculate and
AutoFill '

I f you're spending too much time number-
crunching, rewriting financial reports, drawing
charts, and searching for your calculator, you're
probably eager to start using Microsoft Excel 98. This
book teaches you to use Excel’s most popular features so
you can become productive immediately.

Microsoft Excel is a spreadsheet program, which is
designed to help you record, analyze, and present
quantitative information. Excel makes it easy to track and
analyze sales, organize finances, create budgets, and
accomplish a variety of business tasks in a fraction of the
time it would take using pen and paper.

The file you create and save in Excel is called a
workbook. It contains a collection of worksheets, which
look similar to an accountant’s ledger sheets, but using
these worksheets, you can perform calculations and
other tasks automatically. You can create a variety of
workbooks that can be used for analysis and record
keeping, such as:

¢ Monthly sales and expense reports

¢ Charts displaying annual sales data
¢ An inventory of products
L 4

A payment schedule for an equipment purchase

Creating a
Worksheet
with

Excel 98
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Viewing the Excel Window

When you start Excel, the Excel program window opens
with a blank workbook—ready for you to use. The Excel
window contains everything you need to work with

your Excel workbook.

All Excel commands are

organized in menus on—+ @ Ffile Edit View |

the menu bar.

The address of the—— &1 = =]

currently selected (or
active) cell appears in the
Name box.

The active cell is the
currently selected cell (its
address appears in the

The title bar contai

of the active workbook.

Any data contained in the active
cell appears on the formula bar.

ns the name
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Name box); you enter
data in the active cell.

Each sheet contains a tab—4

you can click to move from
sheet to sheet; you can
rename sheets to make it
eaiser to remember what
each one contains.
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Frequently used Excel
commands are available on
toolbar buttons, which are
organized in toolbars.

The intersection of a

column and a row forms a
cell; each cell has a unigue
address determined by the

column letter and row
number. For example, the
cell B10 is the intersection
of column B and row 10.

The Office Assistant

Sheets /

Ebraw' k& i AutoShapes~ . “w []

Re.

The status bar shows

information about selected
commands or procedures.

The mouse pointer takes this shape when Excel
is ready to perform a new task. The mouse

pointer is context sensitive; its shape changes
depending on the action you are performing.
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automatically appears. You
ask the Office Assistant
questions about Excel tasks,
and it provides helpful
information based on your
questions.



MOViIl Use the Mouse or To move from one cell to another,

Kevboard to Navigate point to the cell you want to move :
Around the 4 9 to, and then click. Mouse pointer
Using the mouse, you can |
W kb k navigate to: File |Edit_View Insert Format Touls Dala Window Help
OrkKknpoo e DEHERY LhaT - a& 40 080
@ Another ce [ s - sprupEEAEsx, AR FFE]L--A-
© Another part of a worksheet Ac_| ISl Bagel LA B
You can move around a i —— == — ‘ — ,’E
worksheet or workbook * Angther worksheet
using your mouse or the Using the keyboard, you can =
keyboard. You might find navigate to:
that using your mouse to # The next cell by using the
move from cell to cell is Tab key
m?St C(m.vement, while @ The first cell in the next row §
using various keyboard by using the Return key e
combinations is easier for e
covering large arecas of a %
worksheet quickly. However, = = =
2 i T4 b by Price List [ 0 =
there is no one right way;
whichever mCthOd_ feels the To see more sheet To move from one To see other parts of the
most comfortable is the one tabs without worksheet to another,  worksheet without
you should use. changing the active  click the tab of the changing the location of
sheet, click a sheet sheet you want to see.  the active cell, click the
scroll button. horizontal and vertical
scroll bars, or drag the
scroll boxes.

See “Worksheet Basics” on

page 132 for more information
on sheet tabs.
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Entering
Text and

Numbers in
a Worksheet

Text labels turn a worksheet
full of numbers into a
meaningful report by
clarifying the relationship
between the numbers. You
use labels to identify the data
in the worksheet columns
and rows. To help keep your
labels consistent, Excel’s
AutoComplete feature auto-
matically complete your
entries based on labels you
have entered previously. To
enter a number as a label, for
example, the year 2000, you
type an apostrophe (') before
the number. Then Excel does
not use the number in its
calculations. You can enter
values as whole numbers,
decimals, percentages, or
dates. You can enter values
using the numbers on the
top row of your keyboard or
the numeric keypad on the
right.

Enter a Text Label

Click the cell where you
want to enter a label.

@ Type a label. A label can

include uppercase and
lowercase letters, spaces,
punctuation, and num-
bers.

Click the Enter button on
the formula bar, or press
Enter.

To enter the text and move
to the next row, press
Return.

9 What you type in the cell appears here.

_ @& Fie Edit View Insert forfoat Tools Data Window Help 26Pm Al 3E |
CwRB BT shBp|o-c-e® = IIQE-' =G
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Click to cancel an entry.

Enter a Number
as a Text Label

Click the cell where you
want to enter a number as
a label.

Type ’ (an apostrophe). The
apostrophe is a label prefix
and does not appear in the
waorksheet.

Type a number value.
Examples of numbers that
you might use as labels
include a year, a social
security number, or a
telephone number.

Click the Enter button on
the formula bar, or press
Enter.
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TIP

Long labels might appear
truncated. When you enter a
label that is wider than the cell
it occupies, the excess text
appears to spill into the next
cell to the right—unless there is
data in the adjacent cell. If the
adjacent cell contains data, the
label will appear truncated—
you’ll only see the portion of the
label that fits in the cell’s
current width.

TIP

Enable AutoComplete for
cell values. Click the Tools
menu, click Preferences, click
the Edit tab, click to select the
Enable AutoComplete For Cell
Values check box, and then
click OK.

See “Creating a List” on page
157 for information on entering
labels using the PickList.

Enter a Value

Click the cell where you
want to enter a value. __ & File Edit view insert format Tools Data Window Help 333PM ®% |
w@antsaad oo &z 00 WEH —-@
Type a value. To simplify Geneva sp =imirlglEs = Blis ) R S A
your data entry, type the o5 [ X =] 9
values without commas e e
and dollér signs and apply ; G.:;yla's Bakery
a numeric format to them B _
later. i Yoar 1999 p
5 |Items
Click the Enter button on -
the formula bar, or press <L ey
Enter. ‘_%_% 3;1::::11
| 12 |Raisin Bread
| 95 | Caokses, asst
B
L_i:Jl'uhl
Enter a Text Label o
with AutoComplete

@ Begin typing an entry in a
cell. If a previous entry in
that column begins with
the same characters,
AutoComplete displays the
entry.

@ Press Enter to accept the
entry, or resume typing to
ignore the AutoComplete
suggestion, and then click
the Enter button on the
formula bar, or press Enter.
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Editing Cell
Contents

No matter how much you
plan, you can count on
having to make changes in a
worksheet. Sometimes it's
because you want to correct
an error; other times you
might want to incorporate
new information, or see how
your worksheet results
would be affected by
different conditions, such as
higher sales, fewer units
produced, or other variables.
You edit data just as easily as
you enter it, using the
formula bar or directly
editing the active cell.

See “Working with Cells” on
page 129 for information on
deleting a cell and clearing the
contents of a cell.

Edit Cell Content

@ Double-click the cell you
want to edit. The insertion
point appears within the
cell.

The status bar now displays
Edit instead of Ready in the
lower left corner.

If necessary, use the mouse
pointer or the Home, End,
and arrow keys to position
the insertion point in the
cell.

If necessary, use any
combination of the Delete
and Del keys to erase
unwanted characters.

If necessary, type new
characters.

Click the Enter button on
the formula bar to accept
the edit, or click the
Cancel button to cancel it.
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Working
with Cells

You can insert new, blank
cells anywhere in the
worksheet, so you can enter
new data or data you forgot
to enter earlier, exactly
where you want it. Inserting
cells moves the remaining
cells in the column or row in
the direction of your choice
and adjusts any formulas so
they refer to the correct cells.
You can also delete cells if
you find you don’t need
them; deleting cells shifts
the remaining cells to the
left or up—just the opposite
of inserting cells. When you
delete a cell, Excel removes
the actual cell from the
worksheet.

TIP

Deleting a cell vs. clearing
a cell. Deleting a cell is
different from clearing a cell;
deleting removes the cells from
the worksheet, and clearing
removes only the cell content or
format or both.

Insert One or More Cells

Select the cell or cells
where you want to insert
the new cell(s).

Click the Insert menu, and
then click Cells.

@ Click the option you want. If
you want the contents of
the cells to move right, click
the Shift Cells Right option
button, or if you want the
contents of the cells to
move to down, click the
Shift Cells Down option
button. Either way, two
blank cells are now at the
selected cells.

@ Click OK.

Moves cells B9 and B10 to cells C9 and C10

[§ Fie Edit View Insert format (ools Jata Window Help FAaPM T N |
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s
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Moves cells B9 and B10 to cells B11 and B12

Delete One or More Cells

Select the cell or cells you
want to delete.

@ Click the Edit menu, and
then click Delete.

@ Click the option you want. If
you want the remaining
cells to mave left, click the
Shift Cells Left option
button, or if you want the
remaining cells to move
up, click the Shift Cells Up
option button.

() click ok
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Selecting
Multiple
Cells

A range is one or more
selected cells that you can
edit, delete, format, print, or
use as an argument in a
formula just as you would a
single cell. A range can
consist of contiguous cells
(where all the selected cells
are adjacent to each other)
or noncontiguous cells (where
all the cells are not adjacent
to each other). A range
reference begins with the top
leftmost cell in the range,
followed by a colon (:), and
ends with the cell address of
the bottom rightmost cell in
the range. To make working
with ranges easier, Excel
allows you to name them.
The name “Sales,” for
example, is easier to remem-
ber than the coordinates
B4:D10.
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Select a Range

Click the first cell you want
to include in the range.

@ Drag the mouse diagonally
to the last cell you want to

include the range. When a
range is selected, the top,
leftmost cell is surrounded
by the active cell border
while the additional cells
are highlighted in black.
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Select a Non-
contiguous Range

Click the first cell you want
to include in the range.

Drag the mouse diagonally
to the last contiguous cell.

Press and hold the
Command key and drag
the mouse over the next
group of cells you want in
the range.

Repeat step 3 until all the
cells are selected.
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See “Using Ranges in Formulas”
on page 142 for information on
creating formulas using range
names.

TRY THIS

Go to a named range in a
worksheet. Press the F5 key
(or click the Edit menu, and
then click Go To) to see a list of
named ranges. Click the name
of the range you want to go to,
and then click OK.

Name a Range

Select a range you want to
name.

Click the Name box on the
formula bar.

Type a name for the range.
A range name can include
uppercase or lowercase
letters, numbers, and
punctuation. Try to use a
simple name that reflects
the type of information in
the range, such as
“Sales99."

Press Enter. The range name
will appear in the Name
box whenever you select
the range.
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'Price

Sales  Price

$
4
3
$
$
$
$

3
$
$
$
$
$
$

Sales

Select a Named Range

@ Click the Name box drop-
down arrow on the
formula bar.

@ Click the name of the range
you want to select.

The range name appears in
the Name box, and all cells
included in the range are
highlighted in the
worksheet.

Sales Price

42778 8
25981
27663
34339
63230
B1262
I8404

47832
wman
3282
57523
11960
52420
988
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Worksheet
Basics

Each new workbook you
open has three workbook
sheets. You can switch from
sheet to sheet by clicking the
sheet tab. Clicking the sheet
tab makes that sheet active.
Each of the sheets is named
consecutively—Sheet1,
Sheet2, and Sheet3. You can
give a sheet a more mean-
ingful name, and the size of
the sheet tab automatically
accommodates the name’s
length. You can add or
delete sheets in a workbook.
If you were working on a
project that involved more
than three worksheets, you
could add sheets to a
workbook rather than use
multiple workbooks. That
way, all your related infor-
mation would be in one file.
Deleting unused sheets saves
disk space.

Select a Sheet

Click the sheet tab to make
it the active worksheet.

i

Name a Sheet

Double-click the sheet tab
you want to name.

@ Type a new name. The
current name, which is

selected, is automatically
replaced when you begin

typing.

@ Press Return.
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Use short sheet tab names

to save screen space.
Because the size of a sheet tab
enlarges to accommodate a
longer name, using short names
means more sheet tabs will be
visible. This is especially
important if a workbook
contains several worksheets.

] See “Moving and Copying a

Worksheet” on page 134 for
information on reorganizing
sheets in a workbook.

Insert a Worksheet

@ Click the sheet tab (or

select any cell in a
worksheet) to the right, or
in front of, where you want
to insert the new sheet.
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Moving and
Copying a
Worksheet

After adding several sheets
to a workbook, you might
want to reorganize them.
You can easily move a sheet
within a workbook or to
another workbook by
dragging it to a new loca-
tion. You can also copy a
worksheet within a work-
book or to another work-
book. Copying a worksheet
is easier and often more
convenient than having to
reenter similar information
in a new sheet. The ability to
move and copy whole
worksheets means you can
have your workbooks set up
exactly the way you want
them, without having to do
a lot of needless typing.

Move a Sheet

@ Click the sheet tab of the
worksheet you want to
move, and then press and
hold the mouse button.
The mouse pointer
changes to a small sheet.

Drag the pointer to the
right or in front of the sheet
tab where you want to
move the worksheet.

@ Release the mouse button.
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Copy a Sheet i2)

Deselect the Create A Copy Click the sheet tab of the
check box to move a worksheet you want to View _Insert_Fdrmat Tools Data_Window Felp [
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Inserting a
Column or
Row

You can insert blank
columns and rows in a
worksheet between columns
or rows that are already

filled without deleting and
retyping anything. When
you insert one or more
columns, they are inserted to
the left of the selected
column. When you add one
or more rows, they are
inserted above the selected
row. Excel repositions
existing cells to accommo-
date the new columns and
rows and adjusts any
existing formulas so that
they refer to the correct cells.

Insert a Column or Row

@ To insert a column, click
anywhere in the column to
the right of the location of
the new column you want
to insert.

To insert a row, click
anywhere in the row
immediately below the
location of the row you
want to insert.

@ Click the Insert menu, and
then click Columns or Rows.

A colunm inserts to the left
of the selected column or a
row inserts above the
selected row.
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insert Multiple Columns
or Rows

To add multiple columns,
drag to select the column
indicator buttons for the
number of columns to be
inserted.

To add multiple rows, drag
to select the row indicator
buttons or the number of
rows to be inserted.

Click the Insert menu, and
then click Columns or Rows.

The number of columns or
rows selected are inserted.
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Previewing
Page Breaks

If you want to print a
worksheet that is larger than
one page, Excel divides it
into pages by inserting
automatic page breaks. These
page breaks are based on
paper size, margin settings,
and scaling option you set.
You can change which rows
or columns are printed on
the page by inserting
horizontal or vertical page
breaks. In page break preview,
you can view the page breaks
and move them by dragging
them to a different location
on the worksheet.

Remove a page break.
Select the column or row next
to the page break, click the
Insert menu, and then click
Remove Page Break.

Insert a Page Break Page break
| ¥ inserts here Automatic page break
To insert a horizontal page e
break, click the column Tile Rait View Format Tools Hata Window Help
indicator to the right of the iCwdgRy|is * |o. 'nﬁt &z noilinBR
location where you want to f o -] coumes  |EE FE s %, B3| FE|]
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brdeak, chc:: the rc;:v T e o (e g.,,,.m,?.m’ e ETOIS.L
indicator below the : Picture b = —
location where you want to ; piedtiza) G b
i Object.. 3 ¢
insert a page break. erfik... ol 0
8 <]
5 ] 19 a 194 88 188
To start a new page, click 4 - wsl
the cell below and to the S o e
right of the location where = — s
you want a new page. 1 x = 1593
3 32 sunce jam needed 32 ounce jas needsd S Mgi
Click the Insert menu, and — - 4 =
then click Page Break. [410| P\ Soeppog i ) Reope (Soms s 3 [
Preview and Move o o
a Page Break
Click the View menu, and 3 File E;M - ;l:seft forhat Tools I:h!ta WInldnw Help
5 S 2
then click Page Break IO @@ Do i [0 O B €] 5 4T
Preview. S Tooors b |EEBEH[S %, B2

Drag a page break to a
new location.

When you're done, click the
View menu, and then click
Normal.
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Printing a
Worksheet

At some point you'll want to
print out your work so you
can distribute it to others or
use it for other purposes. You
can print all or part of any
worksheet and control the
appearance of many fea-
tures, such as the gridlines
that display on the screen,
whether the column letters
and row numbers display, or
whether some columns and
rows are repeated on each

page.

TIP

Print a worksheet quickly.
Click the Print button on the
Standard toolbar to print the
active worksheet with the
current print settings.

Print part of a worksheet.
In page break preview, select
the worksheet area you want to
print, Control-click the selected
area, click Set Print Area.

138

Preview a Worksheet

Click the File menu, and
then click Print Preview.

To preview the next page,
click Next.

To zoom in a page, click
Zoom. Click Zoom again to
return to the previous view.

@ To change the margins,
click Margins, and then

drag a dotted margin line.
Click Margins again to
remove the dotted margin
lines from Print Preview.

@ Click Close.

?
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Print a Worksheet with
Specific Options

Click the File menu, and
then click Print.

Click the Printer pop-up
menu, and then select the
printer you want.

@ Specify the copies, pages,
and page source you want
to use.

@ Click the pop-up menu,
and then select Microsoft
Excel.

@ Click Print.
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TIP

The print area should not
include any columns or
rows you want printed on
every page. Including this
data in the print area will
cause that data to print twice
on the first page. Instead, use
the Print Titles option.

Clear print area. Click the
File menu, point to Print Area,
and then click Clear Print
Area.

TIP

You can reduce or enlarge
the size of the printed
characters. On the Page lab
of the Page Setup dialog box,
click the Adjust To up or down
arrow lo set the percentage size
of the printed characters. Then
click the Fit To up or down
arrow to specify the number of
pages on which you want the
worksheet to fil.

TIP

Print gridlines, column
letters, and row numbers.
Click the File menu, click Page
Setup, click the Sheet tab, click
the Gridlines or Row And
Colummn Heacdings check box,
and then click OK.

Print Row and Column
Titles on Each Page

Click the File menu, and
click Page Setup.

@ Click the Sheet tab.

@ In the Print Titles area,
enter the number of the
row or letter of the column
letter that contains the
titles, or click the appropri-
ate Collapse Dialog button,
select the row or column
with the mouse, and then
click the Expand Dialog
button to restore the dialog
box.

@ Click OK.
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Print Headers and
Footers

Click the File menu, and
click Page Setup.

@ Click the Header/Footer
tab.

Click Custom Header or
Custom Footer.

@ Enter header or fooler Lext,
or insert the page number,
date, time, filename, or tab
name in the Left, Center, or
Right section.

Header:

[Cookie-in-a-dar Mix 12]
: I T

[ Custom Heoder... [ ] Custom Fooler... ]

Footer:

{mone) 2]
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Creating a Enter a Formula o o

Click a cell where you want

FOI'IIIUla to enter a formula. & Ffile Edit Viey insert Format Tools Data Window Help

s RGAF|EhR Y0 “!Q:G'\Eﬁﬂm

Type = (an equal sign) to i A clme us

A formula calculates values to begin the formula. If you ESheal o] -c7-c7

return a result. In an Excel do not begin a formula = e g o T

: ; =

worksheet, you use values with an equal sign, Excel % vear o s Total
will display the information  [& :

(SLlCh as 147 or 310.00), f . 5 Items Price  Sales  Price Sales Sales

- : you type; it will not | _ e

arithmetic operators (shown caleulata it e [

in the table), and cell s o [t om e s 0w m

references to create formulas. @ Enterthefirstargument.An  [iemwe 3 22, s s 28/ 1w

An Excel formula always argument can be a number i s Sl i i

R R ThE Al S or a cell reference. Ifitis a et

es 4 5 cell reference, you can type o

(=). Although the formulas the reference or click the

in the worksheet cells don't cell in the worksheet.

display, by default, you can o Ci+ET o

change the view of the @ E,nleerra:grarithmetic
worksheet to display them. E ’

You can edit formulas just as @ Enter the next argument.
you do other cell contents,

ik Repeat steps 4 and 5 to
Rsing thel formula b_ar Bt @ SHd 15 tha formsiila: ARITHMETIC OPERATORS

working in-cell. Using the fill 3

handle, you can quickly copy @ Click the Enter button on Symbol Operation Example

formulas to adjacent cells. the formula bar, or press + addition =E34F3
Enter. Notice that the -
result of the formula - subtraction =E3-F3
appears in the cell and the * multiplication —E3*F3
formula appears in the T ——

Select a cell to enter its Farmula. bar: / e

address to avoid careless
typing mistakes. Click a cell
to insert its cell reference in a
formula rather than typing its
address.
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See “Using AutoCalculate and
AutoFill” on page 144 for
information on automatically
filling in a series of numbers,
dates, and other items.

Use the order of
precedence to create
correct formulas. Formulas
containing more than one
arithmetic operator follow the
order of precedence. Excel
performs its calculations based
on the following order:
exponentiation, multiplication
and division, and finally,
addition and subtraction. For
example, in the formula 5 + 2 *
3, Excel performs multiplication
first (2*3) and addition after
(5+6) foraresult of 11. To
change the order of precedence,
use parentheses in a formula—
Excel will calculate operations
within parentheses first. Using
parentheses, the result of (5 + 2)
*3 521,

What is an absolute cell
reference? When you refer to
cell in a formula that doesn’t
change even if you copy or
move it. An absolute cell
reference contains a dollar sign
( 8 ) to the left of the column or
row referetice or both.

Copy a Formula Using
the Fill Handle

Select the cell that contains
the formula you want to
copy.

@ Point to the fill handle
located in the lower right
corner of the selected cell
(the pointer changes to a
black plus sign).

Drag the mouse until the
adjacent cells where you
want the formula pasted
are selected, and then
release the mouse button.

File Edit View Insert Format Tools Data Window Help

342PM

T {E
L]
Gayla’s Bakery
Year 1999 2000 Total
_\ltems Price Sales Price Sales Sales
BiL
7 |Bager 3 043 42778 % 045 47332 Seeior
| B |Crotssant $ 03 33818 030 Eyeed)
| 9 [Hard Rall $§ 035 7663 § 040 29362
{10 {Rye Bresd t 223 54559 ¢ 250 57521
1T | White Bread $ 220 66220 § 245 T19€0
2| Raisin Bread $ 240 S1362/ § 255 52470
+ 0% 35404 § 075 Eres P

Display Formulas

Click the Tools menu, and
then click Preferences.

@ Click the View tab.

Click to select the Formulas
check box.

@ Click OK.

SEEsSE Prafurentes =
|
S Trjusttion N/ cCufomtists N/ Gt N\ ot N\
U view N[ Calcoldion Efit N\ Geperal
Shew-———————— | [¥Windaw aptions
{4 Formuls bar | | [ Page bresis
{4 5tatus bar b4 Formula
= [AGrdlines
O e | | Cotor: [ Avtomatic vl
8 Commant 1 ndicstor oaly i B4 Row £ column headers
O Comment & indicstor | | BA Dutiine symbeis
e B4 Zerovelues
Q’Shwall Harizontsl scroll bar
03 S5 ik hitiers B Yertical seroil bar
O Hide all (o4 Shast taba

= = H—@)
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Using Ranges Use a Range o o

in a Formula

m FOHHU].&S @ Type an equal sign (=) to FT: File EQit_View Insert Format|Tools Data Window Help 2P T % |
i

begin the formula. L JEAES 4 xlﬂaﬂﬁf gl 'léﬁl il = ELEQE & ;L@
s #f  =pmiaiglE s s e a8 EE| R aas
You can simplify formulas by | (2) Click the first cell of the ST 2 R
using ranges and range range, and then drag to
names. For example, if 12 select the last cell in the
cells in your worksheet range. Excel snters ihe —
e range address for you. : f
contain yearly sales amounts, S |item ' sales |
and you want to multiply @ Complete the formula, and ! ': 0. : . ~cree
each amount by 10%, you then click the Enter button = R 3 o — B By
- 15752 ] =CIO+E10
can insert one range address on the formula bar, or press & s _ _ a— Stz
in a formula instead of CHieR =
inserting 12 different cell
addresses, or you can insert a
range name. Using a range
name in a formula helps to
identify what the formula
dOES; the formula =1997 Use a Ra“ge Name o o
SALES * .10, for example, is in a Formula
morff mf&mﬂgful than Type an equal sign (=) to B e i It i | T8 55 0 W T Help S32PM M 3%
=D7:07*.10. begin the formula. iterglanylamadl - aels 2z wEE - -@
I o F o
Press F3 to display a list of 561 J~] X o/ =] =5Ur
Gayla’'s Bakery
named ranges. = R -G W e e T e F R PO 40
@ Click the name of the range |- Gayla's) T —El f
you want Lo insert. B vear 9% =S
"5 [items Price  Sales Peste pame o |
Click OK in the Paste Name  [E&d i S 0. S
dialog box. B it o4, 4wy (o )
0 {Rye Bread 235 54599
Complete the formula, and At e e =l
then click the Enter button e i aries :
on the formula bar, or press iy e i
Enter.
;ql i) [\ Price List [’fﬂmﬁﬁw—zw,' T =
El)r.uw' & Giautusnapes' S RfDR 4I2-F-A =
Enter I I
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Performing
Calculations
Using
Functions

Functions are predesigned
formulas that save you the
time and trouble of creating
a commonly used equation.
Excel includes hundreds of
functions that you can use
alone or in combination
with other formulas or
functions. Functions per-
form a variety of tasks from
adding, and averaging to
more complicated tasks, such
as calculating the monthly
payment amount of a loan.

TIP

Use the Paste Function to
enter a function. Select the
cell where you want lo enfer a
function, click the Paste
Function button on the
Standard toolbar, click a
function category, click a
function, click OK, select cell
references, and then click OK.

Enter a Function

Click the cell where you

want to enter the function.

@ Type = (an equal sign),
type the name of the
function, and then type (,
an opening parenthesis.
For example, to insert the
SUM function, type
=SUM(.

@ Type the argument or click
the cell or range you want

to insert in the function.

@ Click the Enter button on
the formula bar, or press
Enter. Excel will automati-
cally add the closing
parenthesis to complete
the function.

° o

File Edit View Insert Format Tools [Data Window Help 1124 AM i X
ICwRanfimpsio-ol a®z e K lw

- v[BIB"’Z“ s

SUM |x4=[ ISUMIETEIS
v P e — Gayla's Bakery - i Rt == EE
3 _| F | G i H

i3 ] o l o ]

e
;j Gayla’s Bakery
EY

1999 2000

Price  Sales  Price

E_'.l
(2 iBage)

t  vas Te277e ¥ 045

|8 icrotsmant 3 04s 691 8§ 050,
2 Hird Rell $ 035 27663 % 040

| 10 {Rye Bread § 233 54555 § 250,

A1 | White Bresd ¢ 2m 88230 § 245

12 {Raisin Bresd $ 240 s1362§ 2551

|_I'3_utoo-klos asst 4 o0%0 35404 § 075,

__1:[ Total

l'! |
13
!9 |

MWMU"L
COMMONLY USED EXCEL FUNCTIONS

e

Function Description Sample

SUM Displays the sum of the =SUM(argument)
argument

AVERAGE  Displays the average value  =AVERAGE(argument)
in the argument

COUNT Calculates the number of =COUNT(argument)
values in the argument

MAX Determines the largest =MAX(argument)
value in the argument

MIN Determines the smallest =MIN(argument)
value in the argument

PMT Determines the monthly =PMT(argument)
payment in a loan
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Using
AutoCalculate
and AutoFill

When you want to see the
results of a calculation but
don’t want to insert a
formula, you should use
AutoCalculate. AutoCalculate
is a feature that automatically
displays the sum, average,
maximum, minimum, or
count in the status bar of
values in whatever cells you
select. This result does not
appear on the worksheet
when printed but is useful for
giving you a quick answer
while you work. AutoFill is a
feature that automatically
fills in data based on adjacent
cells. Using the fill handle,
you can enter data in a series,
or copy values or formulas to
adjacent cells.

See “Creating a Formula” on
page 140 for information on
copying a formula using the fill
handle.

Calculate a Range
Automatically

Select the range of cells you
want to calculate. The sum
of the selected cells
appears in the status bar
next to SUM=.

If you want to change the
type of calculation
AutoCalculate performs,
Command-click the
AutoCalculate display in
the status bar.

Click the type of calculation
you want.

File Edit View Insert Format Tools Data Window Help

234 PM

IDEAERY[3ned(- -~ &z~ 4l NEH

-9

sruEEABe %, ABFE=-2-A-

G7 I~

&| =C7+E7

1999

Price Sales

Price

2000

Sales

T 04s |
045
035

42770

27663
54559
68230

{50 {Ry+ Bread
{8 | White Bresd 220 |

240 |

s o

13621 4

47832"
x72 )
79362
sreva
71960
52430
37933

Fill in Data
Automatically

Select the first cell in the
range you want to fill, enter
the starting value for the
series, and then press Enter.

Hold down Control as you
drag the fill handle located
in the lower right corner of
the selected cell (the
pointer changes to a black
plus sign) over the range.

On the shortcut menu,
select the type of series you
want.
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IN THIS SECTION

Formatting Text and
Numbers

Changing Data
Alignment

Adding Borders to Cells
Creating a Chart

Adding and Deleting a
Data Series

Enhancing a Chart

Understanding List
Terminology

Creating a List
Sorting Data in a List

Analyzing Data Using a
PivotTable

Charting a PivotTable

Tracking Changes in a
Worksheet

Protecting Your Data

I n addition to using a worksheet to calculate values,
you can also use it to manage a list of information,
sometimes called a database. You can use a Microsoft
Excel 98 worksheet to keep an inventory list, a school
grade book, or a customer database. Excel provides a
variety of tools that make it easy to keep lists up to date
and analyze them to get the information you want
quickly. For example, you can use these tools to find out
how many inventory items are out of stock, which
students are earning an A average, or which product is
the best selling item.

Analyzing Worksheet Data

Excel’s data analysis tools include alphanumeric
organizing (called sorting), displaying information that
meets specific criteria (called filtering), and summarizing
of data within a table (called a PivotTuable).

You can analyze data directly in a worksheet, or use a
feature called a Data Form, an on-screen data entry tool
similar to a paper form. A Data Form lets you casily enter
data by filling in blank text boxes, and then it adds the
information to the bottom of the list. This tool makes
entering information in a lengthy list a snap!

Designing a
Worksheet
with

Excel 98

145



Formatting
Text and
Numbers

You can change the appear-
ance of the data in the cells
of a worksheet without
changing the actual value in
the cell. You can format text
and numbers with font
attributes, such as bolding,
italics, or underlining, to
enhance this data to catch
the reader’s eye and to focus
the reader’s attention. You
can also apply numeric
formats to the numbers in a
worksheet to better reflect
the type of information they
present—dollar amounts,
dates, decimals, and so on.
For example, you can format
a number to display up to

15 decimal places or none at
all.

See “Selecting Multiple Cells”
on page 130 for more
information about selecting
cells before formatting them.

Format Text Quickly

Select a cell or range that
contains the text you want
to format.

(2) ciick the Bold, italic or
Underline button on the
Formatting toolbar to
apply the attribute you
want to the selected
range. You can also click
the Font or Font Size drop-
down arrow, and then
select a font or font size.

You can apply more than
one attribute as long as the
range is selected.

_dﬂizEﬂltViw Insert T

at Tools Data Windoy Help

459Pm T 3E

SRY[sBEIIo-~- (8|3 £ AN BEE -8
-2 <B I UWEEEE S Y, B3 EERD--A

-[ Automobile

= —PIR

‘.EEI Dodge Pickup

e Driver's Door
i3 IWBZ Chevy Cavalier Hood 20
‘r 1989 Pontiac Grand Am  Tail Lightlens 5
l:saT Tavota Camry |Seatbelt guide 45
5 WTB Volkwagon Hatch doot 25

Distnbutor

Format Text Using the
Format Cells Dialog Box
Select a cell or range that

contains the text you want
to format.

Click the Format menu, and
then click Cells.

® Click the Font tab.

Click to select the font, font
style, and size you want.

Select the formatting
options you want to apply.

@ Preview your selections.

@ Click OK.
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TIP

Use Format Painter to
copy cell formats. To copy a
cell format, select a cell or
range that contains the format
you want to copy, click the
Format Painter button on the
Standard toolbar, and then
drag to select the cell(s) you
want to paint.

TIP

Use AutoFormat to save
time. An AutoFormat is a
combination of professionally
designed formats in one. To
apply an AutoFormat, select a
cell or range, click the Format
menu, click AutoFormat, and
then click the format style you
want from the Table Format
list box.

Format
Numbers Quickly
Select a cell or range that

contains the number(s) you
want to format.

@ Click the Currency Style,

Percent Style, Comma
Style, Increase Decimal, or
Decrease Decimal button
on the Formatting toolbar
to apply the numeric

| _g file Edit View Insert Format Tools Data Window [lelp

alatwlxmn«imr«-(teizdum i

Artal =2 -lﬂfﬂl"’fﬂ%‘ﬁa

=] 775

Part

Distributor
Driver's Door

Hood

Tail Light lens
Seatbalt guide

attribute yOU want to the 1978 Volkwagon Hatch door
selected range.
You can apply more than
one attribute as long as the
range is selected.
Format Numbers Using o
the Format Cells Dialog
Box —— [FormatCells . =
Select a cell or range that /Wumber \ [ Aiigimen \/ ont \/Borger \/ Pattarns \/ Proaction \,
contains the number(s) you Calsgiry: rmm——,
$5.00
want to format. - : o
. [Accounting Decimai pleces:  [2— (3]
Click the Format menu, and pote Carrenty symbol
then click Cells. [k o
Scientific
(3) Click the Number tab. =N
@ Click to select a category.
Currency formats ars ussd for general monetary values. Use Accoanting
R formats ta align decimal points in e column,
Select the formatting

options you want to apply.

@ Preview your selections.

@ Click OK.

= =3
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Changing
Data
Alignment

When you enter data in a
cell, Excel aligns labels on
the left edge of the cell and
aligns values and formulas
on the right edge of the cell.
How Excels aligns the
contents of a cell relative to
the left or right edge of a cell
is known as horizontal
alignment and how Excel
aligns cell contents relative
to the top and bottom of a
cell is called vertical align-
menl. Excel also provides an
option for changing the flow
and angle of characters
within a cell. The orientation
of the contents of a cell is
expressed in degrees. The
default orientation is 0° in
which characters appear
horizontally within a cell.

Change simple alignment
quickly. Select a cell or range,
and then select the Align Left,
Center, or Align Right button
on the Formatting toolbar.

Change Alignment
Using the Format Cells
Dialog Box

Select a cell or range that
contains the data you
want to realign.

Click the Format menu, and
then click Cells.

@ Click the Alignment tab.

Click the Horizontal pop-up
menu, and then select an
alignment.

@ Click the Vertical pop-up
menu, and then select an
alignment.

Select an orientation by
clicking a point on the
orientation map or by
clicking the Degrees up or
down arrow.

If necessary, click one or
more Text Control check
boxes.

Click OK.
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lnt\/ Font \/ Border N/ Patterns \/ Protection \
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] wrap fext
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ALIGNMENT TOOLBAR BUTTONS

lcon Button Name Description
Align Left Aligns cell contents on the left edge
of the cell
Center Centers the cell contents in the
middle of the cell
Align Right Aligns cell contents on the right

edge of the cell

Merge And Center

Centers cell contents accross the
columns of a selected range




Adding
Borders to
Cells

You've probably found that
the light gray grid that
displays on the worksheet
screen helps your eyes
connect from cell to cell.
However, Excel does not
include this grid on print-
outs. You can choose to
print gridlines using the
Page Setup dialog box or
improve on the grid pattern
by adding different types of
borders to a worksheet. You
can add borders to some or
all sides of a single cell or
range. You can select borders
of varying line widths and
colors.

TIP

Add a border quickly. Select
a cell or range, click the
Borders drop-down arrow on
the Formatting toolbar, and
then select a border style.

Apply a Border
Using the Format
Cells Dialog Box

Select a cell or range
where you want to apply
borders, or to select the
entire worksheet, click the
Select All button.

Click the Format menu, and
then click Cells.

@ Click the Border tab.

@ Select a line type from the
Style box.

@ If you want a border on the
outside of a cell or range,
or lines inside a range of
cells, click the Outline or
Inside icon. If you want to
remove a border, click the
None icon.

To choose the other
available Border options,
click a Border icon, or click
in the Border box at the
location where you want
the border to appear.

Click the Color pop-up
menu, and then select a
color for the border you
have selected.

Click OK.

9.9

/ Humber \/ Alignment

Font \/ Border

Palterns

Protection

Presets—p

wl w5

A 5

The selected border style can te applied by clickang the pressts, preview
disgram ar the buttans shove

m
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Creating a
Chart

You have many choices to
make when you create a
chart, from choosing the
chart type you want to use
to choosing the objects you
want to include and the
formatting you want to
apply. Excel simplifies the
chart-making process with a
feature called the Chart
Wizard. The Chart Wizard is
a series of dialog boxes that
leads you through all the
steps necessary to create an
cffective chart. You pick and
choose from different chart
types and styles and select
any options you might want
to apply while the Chart
Wizard is open. Any options
you don’t add while the
Chart Wizard is open can
always be added later.

1]

Chart Wizard button

150

Create a Chart Using
the Chart Wizard

@ Select the data range you
want to chart. Make sure
you include the data you
want to chart and the
column and row labels in
the range. The Chart
Wizard expects to find this
information and automati-
cally incorporates it in your
chart.

@ Click the Chart Wizard
button on the Standard
toolbar.

@ Click a chart type.

@ Click a chart sub-type.

@ Click the Press And Hold To
View Sample button to
preview your selection.

@ Click Next.

Make sure the correct data
range is selected.

o Select the appropriate
option button to plot the
data series in rows or in
columns.

@ Click Next.
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To identify the data in the
You can make changes chart, type the titles in the
while using the Chart appropriate text boxes.

Wizard. Click the Back ?ut.ton @ Click Next:
to make changes before clicking
the Finish button.

Select the option you want
to place the chart on a new
sheet or on an existing {

sheet. If you choose to place ey !
Datsrangs;  |=Price Liast1§A$7:3A513, P TS 790813, ]
| . I the chart on an existing o LTI TR T

sheet rather than on a new s 22;,;
sheet, the chart is called an
Place Chart As Object embedded object.

© 00

@ Click Finish. |
@ ) [l:uul“cnut][nmul

Place Chart As Sheet

... ChartWizard} Stop 3of4 - ChartOptions ==~ = = =

Titiea\/Aees \/Gridines \

o . . N \ Chart title:

See “Inserting a Graph Chart in [Gayies Buterysaies

a Slide” on page 206 for more Category (X) axts:

= . : [ ===

information about charting. =
Yeive {¥) axba:

Seopnd cateddey (X) agls

LILiRETE]

Saoed vuiue (Y} aris

See “Embedding and Linking
Information” on page 224 for o) [(esmen ) [Cemser ]
more information on
embedding a chart.

== ChartWizard - Step 4 of4 - thart Location &= o]
jace chart:

O mvsiet  ETT——

@ Asobject in: [Price List =

12
o) (ancet ) (omr ) i'_-&«“»“z_e
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Adding and
Deleting a
Data Series

Each range of data that
comprises a bar, column, or
pie slice is called a data series;
each value in a data series is
called a data point. The data
series is defined when you
select a range and then open
the Chart Wizard.

But what happens if you
want to add a data series once
a chart is complete? Using
Excel, you can add a data
series by changing the data
range information in the
Chart Wizard, by using the
Chart menu, or by dragging a
new data series into an
existing chart.

As you create and modify
more charts, you might also
find it necessary to delete
one or more data series. You
can easily delete a data series
by selecting the series and
pressing the Delete key.

Add a Data Series to a
Chart Quickly

Select the range that
contains the data series
you want to add to your
chart.

@ Drag the range into the
existing chart, and then
release the mouse button.

Excel automatically displays
the chart with the added
data series.

& file Edit View Insert format Tools Data Window Help 51 PM
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Delete a Data Series

Select the chart that
contains the data series
you want to delete.

Click any data point in the
data series,

Press Delete, and then press
Enter.

Excel automatically displays
the chart without the
deleted data series.
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TIP Add a Data Series
You can choose to delete USI“Q the Add Select the new dats you wish to sdd fo the chart.
SupestApal e nelen | Dt EREEG S R R
o delete one data point bu - e _o
keep the rest of the series in the iﬂjc\:::i t:;aar; éoa""gl’:: Range: [ 5]
chart, click the data point twice - [Cox 3 _o
so that it is the only point SETies.
selected, and then press the Click the Chart menu, and
Delete key. =
then click Add Data. _ & File Edit View Insert format Tools Chart Window Help sHPM 8 &
) ) ICe SR Y| o- . |
Click the Collapse Dialog i Sl o
Box button or type the o (xRl
TIP range in the Range box. _ L Addpata-hange:
Use the Undo button to . ~ Price | [=Frice ListISCS7 52513
reverse a deletion. Click the Drag the pointer over the $  oaoi THEIE  oss
Undo button on the Standard new range you want to § -t —nt -8
toolbar to restore the deleted add. e
;ﬁ;:{series or data point to the Click the Expand Dialog S
. Box button.
G .
! @ Click OK.
Change a Data Series EEE—— =Souree Dt ——————— | _o
P ————— @ Select the chart for which Lt _‘-’_’_‘_"f’":_ —
il kel ol you want to change a data ! S
page 154 for more information Soled | = - .
on how to customize your 5 Bl : = i
chart(s) to fit your needs. Click the Chart menu, and i ’E E_ﬁ IE IE @
then click Source Data. ‘ e et ey e
(3) click the Series tab. I
TIP ol
Add a trendline. A trendline @ Click the series name you —o
helps you analyze problems of want to change. Valus: :-'nme LarigssTsotns z]l
Wt 10 add a sendiine, ek KO deogis iy B 5
» B i =Prica List't
the' Chart mef:mn:‘;ic;: jla'dJ Boxpuitian to dhanggiihe TSR R
Trendline, select a trend fype, Narnie o Values. o) _o
and then click OK. @ Click OK. '
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Enhancing
a Chart

You can add chart objects,
such as titles, legends, and
text annotations, and chart
options, such as gridlines, toa
chart to enhance the
appearance of the chart and
increase its overall effective-
ness. A chart title helps to
identify the primary purpose
of the chart, and a title for
each axis further clarifies the
data that is plotted. Titles
can be more than one line
and formatted just like other
worksheet text. You can
format any elementin a
chart to add interest. You can
change color, patterns, labels,
fonts, scale, and alignment. A
legend helps the reader
connect the colors and
patterns in a chart with the
data they represent. Gridlines
are horizontal and vertical
lines you can add to help the
reader determine data point
values in a chart that without
the gridlines would be
difficult to read.

Add a Title

Select a chart to which you

want to add a title or titles.

Click the Chart menu, and
then click Chart Options.

@ Click the Titles tab.

Type the text you want for
the title of the chart.

Press Tab and type a title
for the x-axis.

Press Tab and type a title
for the y-axis.

@ Click OK.

Preview titles here.

artOptians .| e

Legend \/ Data Labels |/ Dota Tatls

Chert title:
|G|-;l|'s Bakery Sales

Cstegary (%) axis:

Gagle's Bulery Bales

[Products —
Yalue (Y) axis:
Sevand calwory (X) nsts ]

Setand valus (Y) oy

Add or Delete a Legend

Select the chart to which
you want to add or delete
a legend.

Click the Chart menu, and
then click Chart Options.

@ Click the Legend tab.

@ Click the Show Legend
check box to add or delete
a legend.

Click a Placement option to
indicate the location of the
legend.

@ Click OK.
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Add a text annotation to

a chart. Select the chart you
want to add a text box, type
the text annotation in the
formula bar, press Return, and
then drag the selected text box
to a new location. Press Esc to
deselect the text box.

Change the chart type.
Select the chart you want to
change, click the Chart menu,
click Chart Type, select a chart
type, select a chart sub-type,
and then click OK.

TIP

Major gridlines vs. minor
gridlines. Major gridlines
occur at each value on an axis;
minor gridlines occur between
values on an axis. Use gridlines
sparingly and only when they
improve the readability of a
chart.

Format a Chart Element

Select a chart to which you
want to format an element.

Double-click the chart
element you want to
format.

@ Click the appropriate tab
with the type of change you

%/ Patteras\/Seate \/Font \/ Homper \/ A8

\I

Axiz

(==l gie

| (Hajor tick mark type —
G tane & Dutside
Qrlmide  QCross

;HMinar tick mark tgpe-

(G Outside
CiCross

Color: i evl 3 inside

want to make. = PP PR IR b e e e oL
 Nane @ High i ] J

Click the formatting options Qi [ B e

you want to change or

apply.

Click OK. o
® =0 30
Add Gridlines o

Select a chart to which you

want to add gridlines. —_ ChartOptians .

|/ Tites N/ heen \/Grigtines\/ Legena N/ Datatatels \/ Dati Table

Click the Chart menu, and
then click Chart Options.

® Click the Gridlines tab.

Select the type of gridlines
you want for the x-axis
(vertical) and the y-axis
(horizontal).

@ Click OK.

Categary (X} axis ————
[ Majer gridlines ! |
O Hirer gridiines

Gayla's Balery Sabex

B

¥Yalue (Y) axis -
[ Major gridiines |
[ Minae gridlines

s
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Understanding List
Terminology

A database is a collection of related records. Examples of
databases are an address book, a list of customers or
products, and a telephone directory. In Excel, a data-
base is referred to as list.

Record

One set of related fields, such as all the fields
pertaining to one customer or one product. In a
worksheet, each row represents a unique record.

e} iUsed Car Parts e = BB
[ S| 1] { BT | E | F: [ H Il ] =
i |Martin’s Used Car Parts F
2
3 item _ Automobile Lotl area  Year Autn Codo - Field name
EH 11 Chrylser New Yorker 4B 1975/CR | : : .
; i 2|Dodge Pickup ir I55410D ! The title given to ?ﬁeld. In
Listrange | ll'6 | 3 Chewolet Cavalier 3c 1882 CH |l an Excel list, the first row
The block of cells that | x| 1 Portac orandim A I contains the names of each
- - ] 4 “ .
contains the listor partof | li's| & volkwagon Rabbit 74 1878 W || field. Each field name’s
the list you want to— |12 7.Ford F150 5C 1892 FO : ‘ H
y i 1 8'Dodge Caravan 4.C 19395 DO W maximum I_ength' is 255
analyze. The listrange | [Iz] — g/Pontiac Grand Prix i) 1590 PO ||  characters, including upper
cannot occu more than B 10'Volkswagon Jetta 1B 1993 v il "
Py | 14 11 Volkswagon Rabbit 3B 1889 VW and lowercase ettersiand
one worksheet. | Ilvs| 12[Chevioleicapice ] 24 1895 CH spaces.
| 16 | 13 Toyota Camry 4,C 1888 TO
il 14Ford F250 3A 1884 FO
15|Buick LaSabre 1B 1997 BU
T — P e === =
M4l b MY Parts Yiocatar [Shests Pkt e a v )]

Field

One piece of information, such as customer’s last
name or an item'’s code number. In a worksheet,
each column represents a field.
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Creating a
List

To create a list in Excel, you
can enter data in worksheet
cells, just as you do any
other worksheet data, but
the placement of the field
names and list range must
follow these rules:

4 Field names must occupy a

single row and be the first
row in the list.

® Entereachrecordina
single row, with each field
in the column correspond-
ing to the field name.

# Do notinclude any blank
rows within the list range.

® Do nol use more than one
worksheet for a list range.

Don’t worry about
entering records in any
particular order; Excel offers
several tools for organizing
an existing list.

Create a PickList. Select the

cells with the items you want to
include in the PickList,
Control-click any cell included
in the PickList, and then click
Pick From List.

Create a List

Open a blank worksheet, or
use a worksheet that has

w2 -lB o ulE

B19 [_| x ] =] Buick LaSahre
enough empty columns B — —j-_—---’Usentarvms ==
. N I R T e Ak
and rows for the list. 1 Marun's Used Carparts | = o
| 2
y 3 ftem  Automobile Lol Atea Year Auto Code!
Enter a name for each field (4| 1 ChryiserNewYarker 18 1975 CR|
: ; s 2 Dodae Pickup 54 16654 DO
in adjacent columns across [S1 3 Chevotet Cavaiier 2 952 CH
i i 4 Pontiac Grand Am 1A 1989 PO
the first row of the list. 3 Fonbac Srand L et
6 Volkwagon Rabbit 2A 1979 Wy
Enter the field information FFord 180 L 13021F0
g 8/Dodge Caravan 4:C 1995 D0
for each record in a 9 Ponfiac Grand Prix 4B 1990 FO
. . 10 Volkswagon Jetia 1B 1993 W
separate row, starling with 11 Volkswagon Rabbil 3B 1983 WV
’ 12 Chevrolat Caprice A 1395 CH
the row directly beneath 12 Topla Cory s el
: 14 Ford F250 3A 1394 FO
the flEId names. 15 ﬂulckLA..;ahm =il 18 1867 BU
Take advantage of features, uﬁ'q'} ¥ M\ Parts \L-un-r {—[ IT{ 3.5;:_ Fasiss el B
such as AutoComplete, that P oraw™ % (| AutoShapes~ HAd b Za==200
make data entry easier. £ [ Feiscn]
Enter a Label @ File EOIf_View Insert Format_Tools Data_window Help T
Using the PickList IDERGRY[IDET o-0- Q8> £ 81 B ~ - &
i weu - SBrU|EEAE SR, B EE|L-5-4A
Control-click the cell where B7 i 1 Pontiac Grand Am
you want to enter a label, B e Used Gar Fants = e - ZE
. " 1o ._._.._.g,w_...l R T R T S IS SIS TV
and then click Pick From i |Martin's Used Car Parts
- 2 i
List. = lem  Automubile Lot  Area  Year Auto Code 4
_47J 1 Chrylser New Yarker 4B 1975 CR 5
5 2 Dodge Pickup 5A 1964 DO A
Select an entry from the il 3 Cheviolet Cavalier 3c 1982 CH ot
T 4[Pontiac Grand Am 4 A 1989 PO 2
POp-up menu. | 5[ Buick LuSatre 58 1987 10 ‘
| Bf Shevialet Blpetes 24 1879 Wy |
o | T s e s 5iC 1892 FO
] q %231‘:3255:’"““” dic 1995 DO
__1?:\ 4| Dadge Prckup 4B 1980 PO
gE 10| ForeF150 18 1993 VW i
N . k1] 1889 W il
15, 12 Cheviolel Caprice 2A 1995 CH !
16| 13 Toyota Camry 4c 1988 TO §
u7| 14 Ford F250 ES 1894 FO e
18] 15 Buick LaSabre 18 1987 BU ul
19 | 16 Buick LaSabre =
AL IR\ Locater (EHeE 7 e sr e el v} -
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Sorting Data
in a List

Once you enter records in a
list, you can reorganize the
information by filtering or
sorting the records. Instead
of viewing the entire list, you
can use AutoFilter to select
the part of the list you want
to display in the column.
Sometimes, you might want
to sort records in a client list
alphabetically by last name
or numerically by date of
their last invoice. You can
sort a list alphabetically or
niumerically, in ascending or
descending order using a
field or fields you choose as
the hasis for the sort. You can
sort a list on one field using
the Standard toolbar or on
multiple fields using the Data
menu. A simple sort—such as
organizing a telephone '
directory alphabetically by
last name—can be made
complex by adding more
than one sort field (a field
used to sort the list).

Display Parts of a List

Click anywhere within the
list range.

Click the Data menu, point
to Filter, and then click
AutoFiler.

Click the pop-up menu of
the field you want to use to
specify search criteria.

Select the item that records
must match in order to be
included in the list.

Click the Data menu, point
to Filter, and then click
AutoFiler to redisplay all
records in the list.

wmeav\naaal-r- e s ARE

-o -z v EEEs %, WA

-| Automobile

Caprice
L’,Ilwralal Eavalter
Chrylaer New Yorker

Pantisec Grand Am
G Pnnu-: Grand Prix

14 Ford F250
15 Buick LaSabre
16,Buick LaSabre

Dodge Caravan
51 podge Pickup
Ford F150
Ford F250 .

13| elievagen Rsbest

T P R T N P P T P o P _E]

DEOPODOO0rDE0roE

EMDC&E

1975 CR
1964 DO
1982/ CH
1989 PO
1987 TO
1979,V
1992 FO
1995 DO
1680 PO
1993 vw
1988'W
1395 CH
1988 7O
1994 £O
1887 8U

I I

Sort Data Quickly

Click a field name you want
to sort on.

@ Click the Sort Ascending or

the Sort Descending
button on the Standard
toolbar.

In a list sorted in ascending
order, records beginning
with a number in the sort
field apear first (0-9, A-Z).

In a list sorted in descend-
ing order, records begin-
ning with a letter in the
sort field appear first (Z-A,
9-0).
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= 2:Dodge Pickup 5.A 1964 DO
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A 4 Pontiac Grand Am 4A 1989 PO
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jao 7 Ford F150 5¢C 1992 FO
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14 11 Volkswagon Rabbit 3B 1969 'wWwW
BES 121 Chevrolet Caprice A 1995 CH
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i 14 Ford F250 A 1694 FO
e 15 Buick Lagabre 18 1907 BU
g 16 Buick LaSabre




TIP

Protect your original list
order with an index field.
Before sorting a list for the first
time, try to include an index
field, a field that contains
ascending consecutive numbers
(1, 2, 3, etc.). That way, you'll
always be able to restore the
original order of the list.

TIP

Sort data in rows. Jf te
data you want to sort is listed
across a row instead of down a
column, click the Options
button in the Sort dialog box,
and then click the Sort Left To
Right option button in the Sort
Options dialog box.

Sort a List Using More
than One Field

@ Click anywhere within the
list range.

Click the Data menu, and
then click Sort.

Click the Sort By pop-up
menu, and then selecl Lthe
field on which the sort will
be based (the primary sort
field).

Click the Ascending or
Descending option button.

@ Click the first Then By pop-
up menu, select a second-
ary sort field, and then click
the Ascending or Descend-
ing option button.

If necessary, click the second
Then By drop-down arrow,
select a tertiary sort field,
and then click the Ascend-
ing or Descending option
button.

@ Click the Header Row
option button to exclude the
field names (in the first
row) from the sort, or click
the No Header Row option
button to include the field
names (in the first row) in
the sort.

Click OK.

Sort by
[rstomone (3 @ Asceniin
() Descending
Then by T
ra— T s
(3 Descending
Then by
E— 1) ® i
( Descanding
My list has ..

@ bester row () Mo header row
L ]

{ Options...| I

[ cancer | u:_j
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Analyzing
Data Using a
PivotTable

When you want to summa-
rize information in a lengthy
list using complex criteria,
use the PivotTable to
simplify your task. Without
the PivotTable, you would
have to manually count or
create a formula to calculate
which records met certain
criteria, and then create a
table to display that infor-
mation for a report or
presentation. Once you
determine what fields and
criteria you want to use to
summarize the data and how
you want the resulting table
to look, the PivotTable
Wizard does the rest.

Use the Office Assistant to
get help. Click the Office
Assistant button in the lower
Ieft corner of the dialog box for
help using the PivotTable
Wizard.

Create a PivotTable

Click any cell within the list
range.

Click the Data menu, and
then click PivotTable
Report.

If using the list range, make
sure the Microsoft Excel List
Or Database option button
is selected.

@ Click Next.

If the range you want is
“Database” (the active list
range), then skip to step 8.

If the range does not
include the correct data,
click the Collapse Dialog
Box button.

Drag the pointer over the
list range, including the
field names, to select a
new range, and then click
the Expand Dialog Box
button.

- Click Next.

@ Drag field name(s) to the
ROW and COLUMN and
DATA areas.

Click Next.

Specify the location of the
worksheet you want to use
in the text box, and then
click Finish.
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Charting a
PivotTable

Data summarized in a
PivotTable is an ideal
candidate for a chart, since
the table itself represents an
overwhelming amount of
difficult-to-read data. Once
you select data within the
PivotTable (using buttons on
the PivotTable toolbar), then
you can chart it like any
other worksheet data using
the Chart Wizard.

See “Creating a Chart” on
page 150 for more information
about using the Chart Wizard.

Create a Chart from a
PivotTable

Click the PivotTable pop-up
menu on the PivotTable
toolbar, point to Select,
and then click Label And
Data, or click the Select
Label And Data button on
the PivotTable toolbar.

@ Click the Chart Wizard

button on the Standard
toolbar.

Make your selections in
each of the four Chart
Wizard dialog boxes.

When you're done, click
Finish.
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Tl‘a(:king Turn On the Track

Changes Feature

.
Changes m a @ Click the Tools menu, point = lignlight Changes = . ————
to Track Ch
WorkSheet tﬁer:itlzick Hlag'-‘i‘ﬁlegsli\:nd llzm:e!c changes while editing. This also shares your workbook.

Highlight which

Changes.
B — <)
As you build and fine-tune a @ Click the Track Changes Clwho:  [Everuome =]
worksheet, you can keep While Editing check box. Dlwhere: [ =

track of all the changes that @
ick OK.
are made at cach stage in the e

[ Highlight changes anscresn [ | List

process. The Track Changes @ Click OK to save the (o) 2]
feature makes it easy to know workbook and to continue
who has made what changes working. o

and when the changes were
made. To take full advantage
of this feature, turn it on the

first time you or a co-worker | View Changes That S BN STV N MU G S AT v e R o 2 LI e
4 g | Ego-a-awis nliliEEE =
edit a workbook. Then when | Are Tracked = DERGD AN n e sk NINEE > -
i - B oerera s B rujEEEEs %, 3R FE -5 -A

it’s time to review the Position the mouse pointer E | =] 0.8
workbook, all the changes over an edited cell (the cell A = - = : ;?:’;'i’.igW:-.—_:,;;WB‘SBHHW‘IEE‘?F?“ T _— f

: with the triange in the left — P—— T BT (xh
wﬂ? be recorded. You can 9 . Gayla’s Bakery =l
review a workbook at any comer). EX| —— U

1990 1999 2000 otal

oint to see what changes i | : ‘ ;
p t g To hide the comment, move Price  Sales Price  Sales  Price  Sales T
have been made and who the mouse pOiﬂlEl’ away s 040 357 § 045 42778 % 045 47832 126597 g
made them. Cells containing from the edited cell. t el st oss] gwmis oml s os1ce;
changes are surrounded by a ERoeeel 1328 _smmli sml e im B | el g
blue border, and the changes _i‘jﬂﬁi«f = B s e B e ot |
made can be viewed in- o o B =z
stantly by moving your =

g 19

mouse pointer over any 20| = = e
outlined cell. When you're R T
ready to finalize the work-
book, you can review it and o

either accept or reject the
changes.
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TIP

Title bar changes to alert
you of shared status. When
you or another user apply the
Track Changes conunand to a
workbook, the message
“[Shared]” appears in the title
bar of the workbook (o alert
you that this feature is active.

See “Editing Cell Contents” on
page 128 for more information
about changing the contents of
a cell.

TIP

Make your workbook
exclusive again. 1o remove
the shared status, click the
Tools menu, point to Track
Changes, click Highlight
Changes, click fo deselect the
Track Changes While Editing
check box, and then click Yes
to make the workbook
exclusive.

Accept or Reject
Tracked Changes

Click the Tools menu,
point to Track Changes,
and then click Accept
Or Reject Changes.

If necessary, click OK to save
the workbook.

Click OK to begin review-
ing changes.

If necessary, scroll to review
all the changes, and then
click:

@ Accept to make the
selected change Lo the
worksheet.

4 Reject to remove the
selected change from
the worksheet.

@ Accept All to make all
the changes to the
waorksheet after you
have reviewed them.

¢ Reject All to remove all
the changes to the
worksheet after you
have reviewed them.

@ Click Close.

=———selectChanges to Acceptorfeject = — —

¥ hich changes
Evten: [ — (&)
O who: i Evgfﬁm t‘#’
[ ¥here: [ HET

Change 1 of 2 mad to this document:
{Stéve Joinson, 2/ 13795 2:32 PIT: =

Changed cell F13from * $0.75" tﬁ" 30.85"

I[ Accept J|[ Reiect | [acceptan | [ Rejectail | [ Close ]
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Protecting
Your Data

You work very hard creating
and entering information in
a workbook. To preserve all
your work—particularly if
your files are being used by
others—you can password
protect its contents. You can
protect a sheet or an entire
workbook. In each case,
you'll be asked to supply a
password, and then enter it
again when you want to
work on the file.

Protect your password.
Make sure you keep your
password in a safe place. Also,
try to avoid obvious passwords
like your name or your
compary.

TIP

You need your password to
unprotect a worksheet.
Turn off protection by clicking
the Tools menu, point to
Protection, and then click
Unprotect Sheet. Enter the
password, and then click OK.

Protect Your Worksheet

Click the Tools menu, point
to Protection, and then click
Protect Sheet.

Using the Tools menu, you
can protect an individual
sheet, the entire workbook,
or you can protect and
share a workbook. The
steps for all are similar.

Click the check boxes for
the options you want
protected in the sheet.

@ Type a password.

A password contains any
combination of letters,
numbers, spaces, and
symbols. Excel passwords
are case sensitive so you
must type upper- and
lowercase letters correctly
when you set or enter
passwords.

@ Click OK.

@ Retype the password.

@ Click OK.
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IN THIS SECTION

Customizing Excel

Freezing Columns and
Rows

Adding Records Using
a Data Form

Managing Records Using
a Data Form

Working with Templates
Sharing Workbooks
Consolidating Data

Creating Links Between
Worksheets

Auditing a Worksheet
Creating Scenarios
Generating Reports
Understanding Macros
Recording a Macro

Running a Macro

I f your worksheet or workbook needs go beyond
simple calculations, Microsoft Excel 98 offers several
tools to help you create worksheets that address more
specialized projects. With Excel’s linking capabilities, you
can share data among worksheets and workbooks.

Linking and Sharing Data in Excel

For many projects, you might need to use more than
one worksheet to record, analyze, or present
information. If you run a business, for example, you
might use one Excel worksheet to maintain a price list
for your products or services and another worksheet as
an invoice form. When you generate an invoice, you
need to enter the price for each product. You could
check the price list and then enter the price for each
product purchased. But what if your prices change
often? You’d have to look up each price and enter it
every time you generate an invoice. A better solution is
to establish a link. You can link a formula that
references a cell in the price list worksheet to a cell in
the invoice worksheet, so that the invoice worksheet
always reflects the most up-to-date prices. Linking
makes it easy to calculate results no matter how often
your worksheet changes, because it automatically
updates values as necessary.

Building
Powerful
Worksheets
with

Excel 98
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Customjzing Change General Options

E l @ Click the Tools menu, and
XCe then click Preferences. e !
@ Click the General tab. -; :,":'"“VV m::;x:uavvmm |

To create a work environ- Yot Hing i i 7 .
ment that addresses your = e D Emﬁm Emﬁf;ﬂi‘x‘;ﬁl’:&“’”

- ; Excel, click the check box B bhes s i
needs, Excel offers a variety for the option you want. Mrcenymemennt  [ERge | |
of options that can be Steets 10 e workbosk. [T J———
customized. The Preferences @ To change the number of Standard foot: [oznera E s 13
dialog box contains tabs for recently used files listed at Dutalt e et | | |
changing General options Pamihion] O o et :

" g lg et I v menu, click the spin arrows i ETTE — —)
such as the default font and to set the number of files O QO @ Ademate
the number of sheets in a you want. .
new workbook, Edit options, F_l
such as where to move the To'change the delault

E number of sheets in a new
active cell after you enter . A

:y workbook, click the spin

data and whether to allow
drag-and-drop cell moving,
Calculation options, such as @ To change the default font,
whether you want Excel to elick the Standard dF;)hnt
automatically recalculate a i e el
select a new font.
worksheet whenever you
change a value, and many @ To change the default font

more aspects of working in size, click the Size pop-up
the program menu, and then select a

new font size.

To specify where Excel

TIP should automatically look

Change cell selection after for exis.ting files or newly
you press the Enter key. Oi saveq files, enter the

the Edit tab, click the Direction location of your default
pop-up menu, and then select a folder.

direction to change the
direction of the cell pointer
after you press the Enter key.

arrows to set a number.

Click the User Name text
box and edit its contents.

Click OK.
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Freezing
Columns
and Rows

Large worksheets present a
particular dilemma when it
comes to working efficiently.
If you scroll down to see the
bottom of the list, you can
no longer see the column
names at the top of the list.
Instead of repeatedly
scrolling up and down, you
can temporarily fix, or freeze,
those column or row
headings so that you can see
them no matter where you
scroll in the worksheet.
When you freeze a row
or column, you are actually
splitting the screen into one
or more panes (window
sections) and freezing one of
the panes. You can split the
screen into up to four panes
and can freeze up to two of
these panes. You can edit the
data in a frozen pane just as
yvou do any Excel data, but
the cells remain stationary
even when you use the scroll
bars; only the unfrozen
part(s) of the screen scrolls.

Freeze Columns
and Rows

Click any cell in the row
below the rows you want
to freeze, or in the column
to the right of the columns
you want to freeze.

Click the Window menu,
and then click Freeze
Panes.

4 When you freeze a
pane horizontally, all
the rows above the
active cell freeze. When
you freeze a pane
vertically, all the
columns to the left of
the active cell freeze.

% When you freeze a
pane, it has no effect
on how a worksheet
looks when printed.

O 2

| & File Edit View Insert Format Tools Data T:16PM x
DS SRV IBRI o - (B = - )
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] =k T B I T freeze Panes

1 |Martin's Usqd Car Parts ~ 1 Used Car Parts
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| = |Automobile Part Purchase Price Sales Price

4 II%EE Chrdsar !Dismbutor $ 500 3% 775

5 | 14904 Dodge Pickup river's Door § 1500 § 2325

& 1982 Chevy Cavalier Hood ] 2000 § 31.00

7 1984 Pontiac Grand Am  Tail Lightlens  § 500 % 7.75

811587 Toyola Camry Seatbeltguide  § 450 ' § 6.95

18 [1979 Volkwagon Hatch door $ 2500 § 3875

10

Parts /Sheetl J Ludator 7 Sheetd <15 h

Unfreeze Columns
and Rows
Click the Window menu,

and then click Unfreeze
Panes.

IDeRaGRY | RE T .-
!‘JAer

2 -{nru]!ﬁﬂfu

I B ] O

T A Unfreeze Panes  mems
1 Martin's Used Car Parts ~ 1| Used Car Parts
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3 Autoniohile Part Purchase Price Sales Price
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811954 Dodge Pickup Drver'sDoor  § 1500 § 23.25
& |1982 Chevy Cavaliar Hood $ 2000 § 300
7 11989 Pontiac Grand A Tail Lightiens  § 500 § 775
‘e | 1987 Toyota Camry Seatbeltguide § 450 § 595
9 |1479 Volkwagon Hatch door ] 500 § 3875
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Adding
Records
Using a Data
Form

A Data Form is an optional
method of entering informa-
tion in a list range. Once
field names are entered, you
access a Data Form using the
Data menu. You don't even
need to select the list range
first; as long as the active cell
is somewhere within the list
range when the Data Form is
opened, Excel will automati-
cally locate the list.

As you add new records
to the form, the list range is
constantly updated to
include the new rows. This
means that as new records
are added, Excel automati-
cally enlarges the list range.

TIP

Use wildcards to find data
in a list quickly. The
wildcard “?” stands for any
single character, while “*”
stands for many characters.
R?N might find RAN or RUN
while R*N might find RUN,
RAN, RUIN, or RATION.

Add Records Using
a Data Form

Click any cell within the list
range.

Click the Data menu, and
then click Form.

@ Click New.

@ Type each field entry in the
appropriate text box.

Move from field to field by
pressing the Tab key or by
clicking in each field.

@ Click Close.

Delete a Record

@ Click anywhere within the
list range.

Click the Data menu, and
then click Form.

@ Click Find Prev or Find
Next to advance to the
record you want to delete.

@ Click Delete

Click OK to confirm the
deletion.

@ Click Close.
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Managing
Records
Using a Data
Form

You can use a Data Form to
display, edit, or delete
selected records within a list.
To display only selected
records in the Data Form,
you specify the search
criterin—the information a
record must contain—in the
Data Form, and Excel uses
that criteria to find and
display matching records.
Although the Data Form
only shows the records that
match your criteria, the
other records still exist in
the list. If more than one
record matches your criteria,
you can use the Data Form
buttons to move through
the records, editing or
deleting them.

You can return to the

complete list of records at
any time. Return lo the initial
Data Form by clicking the
Form button in the Locator
dialog box.

Display Selected
Records

@ Click anywhere within the
list range.

Click the Data menu, and
then click Form.

@ Click Criteria.

Type the information you
want matching records to
contain. You can fill in one
or more fields.

@ Click Find Prev or Find
Next to advance to a
matching record.

@ Click Close.

o

locator T

B —————
Item: o
Automebite: [ S| L__._ ™
Lot: [—'-_-__r [_——-—J
Area; ;_____\ E

: —
-
Awscader g :

Find Mext

_o
_o

Edit a Record

Click anywhere within the
list range.

Click the Data menu, and
then click Form.

Find a record that requires
modification.

Click in the field you want to
edit to position the insertion
point, and then use the
Delete or Del key to modify
the text.

@ Click Close.

Click the scroll

arrows or scroll

130117

= r
a
o
]
s
-

bar to move
between records.

o
—0
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orking
with
Templates

You may not realize it, but
every workbook you create is
based on a template. When
you start a new workbook
without specifying a template,
Excel creates a new workbook
based on the default template,
which includes three work-
sheets and no spedial formulas,
labels, or formatting. When
you specify a particular
template in the New dialog
box, whether it’s one supplied
by Excel or one you created
yourself, Excel starts a new
workbook that contains the
formulas, labels, graphics, and
formatting contained in that
template. The template itself
does not change when you
enter data in the new work-
book, because you are working
on a new file, not with the
template file. If you want to
make changes to the template
form itself, so that all new
workbooks are based on its
change, you need to open the
template and make your
changes there.

170

Open a Template

Click the Open button on
the Standard toolbar.

@ Click the pop-up menu,
and then select the drive
and folder that contains
the template you want to
open.

@ Click the List Files Of Type
pop-up menu, and then

Select a document:

Gz MicrasoftOfice 98 = |

1 Shared Apnplications
(1 Templates

ListFiles of Type:

00

[Templates %] [OReadonly

select Templates.

Click the filename of the

template you want open.

@ Click Open.
Create a New Template o

Enter all the information

e b e ERmEN) oMo

workbook—including = —

formulas, labels, graphics [}‘ iZfﬂ ?n"mm’;:m”mm“ " e

' ’ /] 38 Financial Summary We

and formatting. f?‘l 1998 Seminar Memo

Z:; 98 Expenses m
. o .4 98 Income e

Click the File menu, and [ Anptes

then click Save As. L Avantex
0§ Clipart

Clidc ths 2 Cookie Recipe ﬂ Save ?-_‘e

ick the pop-up mend, rE
and then select a location [company Invaice :

for the template.

Type a filename that will
help you easily identify the
template.

@ Click the Save File As Type
pop-up menu, and then
select Templates.

@ Click Save.
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TIP

Use the New Workbook
button to open a default
workbook. Clicking the New
Workbook button on the
Standard toolbar opens a
workbook based on the default
template.

Changing the default
template affects all new
workbooks you create. Be
careful if you decide to make
any changes to this template.

Test your template as you
work. As you build a template,
enter data in it to make sure the
formulas work correctly. Then
before saving it as a template,
erase the data.

When to use macros and

templates. Create a macro to
make repetitive tasks more
efficient; creale a template for
fill-in-the-blank data whose
format rarely changes.

Customize an Excel
Template

@ Open the Excel template
you want to customize.

Excel templates are
located in the Templates
folder within the Microsoft
Office 98 folder.

Click the Customize Your
[Template Name] tab.

Point to cell notes for
comments that help you
customize the template.

Replace the placeholder
text with your own
information.

Make any final changes
you want. Remember that
these changes will affect
all new workbooks you
create using this template.

Click the Save button on
the Standard toolbar.

Close the template before
using it to create a new
workbook.

file| Edit View Insert Format Tools Defa Window Help
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Sharing
Workbooks

When you're working with
others on a network, you
often want to enable them
to share workbooks you
have created, as well as the
responsibilities of entering
and maintaining the data in
them. Sharing means users
can add columns and rows,
enter data, and change
formatting, but allows you
to review their changes. This
type of work arrangement is
particularly effective in a
team situation in which
many users have responsi-
bilities for different types of
data—all of which are
included in the same
workbook. Once a workbook
is stored on a network, you
can take advantage of tools
enabling multiple users to
share a single file. In cases in
which the same cells are
modified by multiple users,
Excel can keep track of
changes, and you can accept
or reject them at a later date.

Enable Workbook
Sharing

Open the workbook(s) you
want to share.

Click the Tools menu, and
then click Share Work-
book.

® Click the Editing tab.

@ Click the Allow Changes By
More Than One User At
The Same Time check box.

@ Click OK and then click OK
again to save your
workbook.

~|Share Warkbook ———=————

/Editing\/ Advancen \

i
B Allow chunges by more than one wer st the ssme tims
This slso sllows werkbook merging.

Who has this workbook open how:
Steve Jo /17/98.8:32 P}

Change Sharing
Options

Open the workbook(s) you
want to share.

Click the Tools menu, and

then click Share Workbook.

@ Click the Advanced tab, if
necessary.

# Changes made in a
shared workbook can
be discarded immedi-
ately or kept for any
number of days using
the Day spin boxes.
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# All changes can be Indicates that the workbook is shared
saved only when the

Excel alerts you if you are

H « Ffile Edit View Insert Format Tools Data Window Help 8:33PM ! X
working in a shared file. workbook is -sav?d, ar e _ T T - = |
s in any combination of (DERSRY BRI - A= I WHH - @
When sharing is enabled, Yh b 55 sEZ e Gl %, daFEE 0.0 SAE
“[Shared]” appears in the title your changes and PR - ) I
bar of the shared workbook. others, in a time @l e Gayla's Bakery [Sharel R ] |
interval you specify. TS P U (B D e I )
L}
® When conflicting B Gayla’s Bakery
changes are made, you |z |Year 199 1959 2000 Total
s
can choose to auto- i Price  Sales Price  Sales Price  Sales Sales
See “Viewing the Excel ) matica"y have the last $ 04 °  3m0T § 043 42178 8§ 043 47852 126397
Window” on page 124 for change saved (The T e - 0 S oo
. . . 3 Rye Bre. 2 2. &
information about arranging Changes Being Saved ?Lt_f_ vjmt::):zd 2 ;:: Zﬁzz : 23 Ste8 ; £ B ;é;gz
worksheets. Win option), or you - 1 - o4
can be asked by Excel = s sTz6i
which changes you :
want to keep (Ask Me 15
S Which Changes Win b
See “Freezing Columns and option). =
Rows” on page 167 for * h = T ——e
information about seeing the Yol can choese ta sae -
column or row names at the top none, either, D.r both of
or side of the worksheet. the personal view

settings. Depending on
which options are
chosen, these are saved
with your copy of the
shared workbook.

@ Click OK.
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Consolidating

Data

In some cases, you'll want to
consolidate data from
different worksheets or
workbooks into a workbook
rather than simply linking
the source data. For instance,
each division in your
company is creating a
budget, and your task is to
pull together the totals for
each line item into one
company-wide budget. If
each divisional budget is laid
out in the same way, with
the budgeted amount for
each line item at the same
cell address, you can very
casily consolidate all the
information without any
retyping. And, if data in
individual workbooks
changes, the consolidated
worksheet or workbook will
always be correct.

See “Creating Links Between
Worksheets” on page 176 for
information on creating and
breaking links.

Consolidate Data from
Other Worksheets or
Workbool:s

Open all the workbooks
that contain the data you
want to consolidate.

Open or create the
workbook that will contain
the consolidated data.

@ Select the destination
range. Make sure you
select enough cells to
accommodate any labels
that might be included in
the data you are consoli-
dating.

@ Click the Data menu, and
then click Consolidate.

@ Click the Function pop-up
menu, and then select the
function you want to use
to consolidate the data.

Click the Reference
Collapse Dialog Box button
and then select the cells Lo
be consolidated, or type
the location of the data to
be consolidated.

If necessary, use the
Window menu to move
between workbooks or to
arrange them so they are
visible at the same time.
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TP @ Click the Expand Dialog

Vigme o 8@ T p ] :
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TIP
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Template Wizard takes data '
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Create a Link Between
Worksheets

Select the destination cell
or destination range.

Creating
Links
Between
Worksheets

A link can be as simple as a
reference to a cell in another
worksheet, or it can be part
of a formula. You can link
cells between sheets within
one workbook or between
different workbooks. The
data in the cell that you
want to link is called the
source data. The cell or range
to which you want to link
the source data is called the
destination cell or destination
range. If you determine that
linked data should no longer
be continually updated, you
can break a link easily.

@ Click the Edit Formula
button on the formula bar.

Click the sheet tab that
contains the source data.

Select the cell or range
that contains the source
data.

Click OK or click the Enter
button on the formula bar.

Break a Link

Click the cell containing
the linked formula you
want to break.

@ Click the Copy button on
TIP the Standard toolbar.
Copy cells when you don't
want the data to change.
If you want fo use data from
another worksheet or workbook
but do not want the data to
change, simply copy or move the
cells by dragging them or using
the Clipboard.

Click the Edit menu, and
then click Paste Special.

Click the Values option
button.

@ Click OK.
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Auditing a
Worksheet

When you create formulas
on a worksheet, Excel can
give visual cues to the
relationship between cells in
the formula. With the
Auditing toolbar, you can
examine the relationship
between cells and formulas
on your worksheet and
identify errors. When you
use the auditing tools, tracer
arrows point out cells that
provide data to formulas and
the cells that contain
formulas that refer to the
cells. A box is drawn around
ranges of cells that provide
data to formulas.

TIP

Circle invalid data. To
circle invalid data in a
formula, click the Circle
Invalid Data button on the
Auditing toolbar. Click the
Clear Validation Circles button
to clear the circles.

Audit Cells in a
Worksheet

Click the cell for which you
want Lo audit.

Click the Tools menu,
point to Auditing, and
then click Show Auditing
Toolbar.

To find cells that provide
data to a formula, select
the cell that contains the
formula, and then click the
Trace Precedents button.

To find out which formulas
refer to a cell, select the
cell and then click the Trace
Dependents button.

If a formula displays an
error value, such as #DIV/
0!, click the Trace Error
button to locate the
problem.

To remove arrows, click
the Remove Precedent
Arrows button, Remove
Dependent Arrows button,
or Remove All Arrows
button.

Click the Close box on the
Auditing toolbar.
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Creating
Scenarios

Since some worksheet data is
constantly evolving, Excel
gives you the ability to create
multiple sets of values using
scenarios, which let you
speculate on a variety of
outcomes. For example, the
marketing department might
want to see how their budget
would be affected if sales
decreased by 25%. The
ability to create, save, and
modify scenarios means a
business will be better
prepared for different
outcomes to avoid economic
surprises.

Don’t forget to save your
original scenario. Creating a
Scenario that contains
unchanged values means you’ll
always be able to return to your
original values.

Create a custom view.
Modify the display you want to
save, click the View menu,
click Custom Views, click Add,
type a name for the custom
view, and then click OK.

Create and Show
a Scenario

Click the Tools menu, and
then click Scenarios.

@ Click Add.

Type a name in the
Scenario Name box.

Type the cells included in
the scenario, or click the
Collapse Dialog Box
button, use your mouse to
select the cells, and then
click the Expand Dialog Box
button.

Type optional comments in
the Comment box.

@ Click OK.

Type values for each of the
displayed changing cells.

Click Summary and then
click OK.

@ Click Close.
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Generating
Reports

The sheets, custom views,
and scenarios that you
create within a workbook
combine to produce power-
ful individual worksheets.
Since a workbook contains
sheets with related data, you
might want to gencrate
reports that contain any
combination of the data
from your worksheets. Using
Excel’s Report Manager, you
can create reports that
contain workbook sheets, as
well as custom views and
scenarios. You can save and
name yvour reports so you
can use them in the future.

TIP

The Report Manager
might not be installed. If
you don’t see the Report
Manager on the View menu,
you'll need to install it by
running the Value Pack
Installer from the Microsoft
Office 98 CD.

Create a Report

Open the workbook you
want to use to create the
report.

Create the custom views
and the scenarios you want.

Click the View menu, and
then click Report
Manager.

@ Click Add.
@ Type a report name.

@ Click the Sheet pop-up
menu, and then select a
sheet to add to the report.

If necessary, click the View
and Scenario pop-up
menu to select a view and
scenario.

Click Add. (Repeat steps 6
through 8 until all the
necessary sheets have been
added.)

To change the order of a
section, click the section
you want to move, and
then click the Move Up or
Move Down button.

Click OK.

To print the report, click
Print.

@ Click Close.

u‘1
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Yiew end/or Scenario. Then, cheuse the Add button.

Section to Add

Shest: {Total Siles
M. [sie

Hxensriz:  [20% incresse in mies :!I

Sections 1n this Repart:

@ Use Continuzus Pags Numbars

© 00 6

Click to add consecutive page numbers to the report
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Understanding How
Macros Automate Your
Work

To complete many tasks in Excel, you need to execute a
series of commands and actions. To print two copies of a
selected range of Sheet2 of a worksheet, for example, you
need to open the workbook, switch to Sheet2, select the
print area, open the Print dialog box, and specify that you
want to print two copies. If you often need to complete
the same task, you'll find yourself repeatedly taking the
same series of steps. It can become tiresome and irritating
to continually repeat these same commands and actions
when you can easily create a mini-program, or macro, that
accomplishes all of them with a single command.

Creating a macro is easy and requires no program-
ming on your part. Excel simply records the steps you
want included in the macro while you use the keyboard
and mouse. When you record a macro, Excel stores the
list of commands with the name of your choice. You can
store your macros in the current workbook, in a new
workbook, or in Excel’s Personal Macro workbook. Storing
your macros in the Personal Macro workbook make the
macros available to you from any location in Excel, even
when no workbook is open.

Once a macro is created, you can make modifications
to it, add comments so other users will understand its
purpose, and find out if it runs correctly or not.
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You can run a macro by choosing the Macro
command on the Tools menu or by using a shortcut
key or clicking a toolbar button you've assigned to it.
When you click the Tools menu, point to Macro, and
then click Macros, the Macro dialog box opens.

From the Macro dialog box, you can create, edit,
delete, or run a macro. If you have problems with a
macro, you can step through the macro one command at
a time, known as debugging.

Hecroa 10: [ ¥BAPraject (Lsed Car Paris) 12)

Indicates where the macro is stored



Recording a
Macro

Recording a macro is almost
as easy as using a tape
recorder. Once you turn on
the macro recorder, Excel
records every mouse click
and keystroke action you
execute until you turn off
the recorder. Then you can
“play,” or run, the macro
whenever you want to repeat
that series of actions. You
don’t even need to press a
rewind button!

Record a macro. Create a
macro that records your name
in a cell and includes attractive
formatting.

See “Understanding How
Macros Automate Your Work”

on page 180 for more
information on where to save a
macro.

Record a Macro

@ Click the Tools menu, point
to Macro, and then click
Record New Macro.

@ Type a name for the
macro. This macro name

appears in the list of
available macros when you
want to run a macro.

@ Assign a shortcut key to
use a keystroke combina-

tion instead of a menu
selection to run the macro.

@ Click the Store Macro In
pop-up menu, and then
select a location. If you
want the macro to be
available for all your
worksheet, save it in the
Personal Macro workbook.

@ Type a description, if you
want. The description
appears at the bottom of
the Macro dialog box.

Click OK.

@ Execute each command or

action you need to
complete the macro’s task.
Take the time to complete
each action correctly, since
the macro will repeat all
moves you make, but at a
much faster rate.

Click the Stop Recording
button.

@ fie EGit view insert _Format JLCTILH Data_ Window Help
=T <t || Spelling... I 55 BB 100w
IDF@@R Y4 hma] B W.zmlﬁu&l_l | @
f oerers +s BT O GarewWermae @ B[R] -0 A
15 =] =| -SUM(C7:C14 TrackCh »

e Merge Workbooks... {— O]
[ C e S et 3 Zeoof| Protection Ll a0 0 B

s Goal Seek..
e Gayla S Bakery SEBRAHUS .
E Auditing »

& |Year 1980 [}~ T Taral
ER
5 Items Price  Sales p Add-Ins— Record New Matro—
s Customize... Visual Basic Editor
| 7. insgn $ D40 a7 § o = 126597
BT Crotseant $ 045 37564 § 0.50 L1 106766
{09 5 Hard RoTl $ o033 22979 § e 0.40 29162 #0004

A0, |Rye Bread $ 245 4TS 8 235 w598 250 51523, 160757
1L White Bread $ 240 6ST36.8 220 68230 § 243 71960 205926
{12 Ratrin Dreas $ 2% 49567 § 240 siz%62 § 259 52430 153139
| 13| Cookries, asst $ D4 1647 ¢ 0350 3404 8 00 ITeEe 104934
14
% {rotal =t 316577 I4261 935793

Hatro names
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Sharteut key: Stere macro fn:

Option+Cmds [ = [Parsonal Macro Wor kbook
Description. | T

Macro recorded 2/17/98 by Steve Johnson

|
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Running a
Macro

Running a macro is similar to
choosing a command in
Excel. You can tun a macro
by selecting a menu com-
mand, issuing a keyboard
combination, or clicking a
toolbar button, just as you
might execute any Excel
command.

When you record a
macro, you can specify how
you want to be able to play
it back when you need it.
You can also assign a toolbar
button to a macro. Where

you store a macro when you

save it determines its
availability later. Macros
stored in the Excel Personal
Macro workbook are always
available, and macros stored
in any other workbooks are
only available when the
workbook is open.

Run a macro. Click the
button assigned to the macro or
issue the shortcul key you
assigned to the macro.

Run a Macro Using a
Menu Command

Click the Tools menu, point
to Macro, and then click
Macros.

If necessary, click the
Macros In pop-up menu,
and then select the
workbook that contains
the macro you want to
run.

Click the name of the
macro you want to run.

@ Click Run.
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Creating a New
Presentation

Generating Ideas Using
AutoContent Wizard

Choosing a Template
Design

Viewing the PowerPoint
Window

The PowerPoint Views
Creating Consistent Slides
Entering Text

Developing an Outline
Rearranging Slides

Controlling Slide
Appearance with Masters

Applying a Color Scheme.
Printing a Presentation

Whether you need to put together a quick
presentation of sales figures for your

management team or create a polished slide show for
your company’s stockholders, Microsoft PowerPoint 98
can help you present your information efficiently and
professionally.

Introducing PowerPoint

PowerPoint is a presentation graphics program: software that
helps you create a slide show presentation. PowerPoint
makes it easy to generate and organize ideas. It provides
tools you can use to create the objects that make up an
effective slide show—charts, graphs, bulleted lists, eye-
catching text, multimedia video and sound clips, and
more. PowerPoint also makes it easy to create slide show
supplements, such as handouts, speaker’s notes, and
transparencies.

When you're ready, you can share your
presentation with others, regardless of whether they
have installed PowerPoint, in the office or on the
Internet, where you can take instant advantage of the
power of the World Wide Web from your planning
stages right up to showing your presentation.
PowerPoint also includes powerful slide show
management tools that give you complete control.

Creating a
Presentation
with
PowerPoint
98

183



Creating a
New
Presentation

When you first start
PowerPoint, a dialog box
opens that provides several
presentation type options;
the option you choose
depends on the require-
ments of your presentation.
You can click the Cancel
button to close the dialog
box without making a
selection. You can also create
a new presentation once
PowerPoint has started by
using the File menu.

You can have more than
one presentation open at a
time. This is an especially
useful feature when you want
to copy slides fram one
presentation into another. To
switch between open
presentations, click the Window
menu, and then click the
presentation you want fto
switch to.

Start a New
Presentation

@ Start PowerPoint.

Click the option button you
want to use to begin your
presentation.

@ Click OK.

Follow the instructions that
appear. These will vary,
depending on the
presentation type you

Helps you generate presentation content

Create h new preseatstion using——— |m _o
@ #utoLontent wizard
B €

e Al
Tip for e |
5 New 3 ]
(3 Blank presentation ey \'@/
=== The
wizked e e quickert
é 3 Open an existing presentation way tocreate s
presantation

Opens a list of templates, or visual slide designs,
from which you preview and then select the

chose. icon representing the design you want
Start a New e
Presentation Within
PowerPoint ——

Click the File menu, and
then click New.

Click the tab to display the
oplions you want to use to
begin your presentation.

Click the icon you want to
use as the basis of your
presentation.

@ Click OK.
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Generating
Ideas Using
AutoContent
Wizard

Often the most difficult part
of creating a presentation is
knowing where to start.
PowerPoint’s AutoContent
Wizard can help you develop
presentation content on a
variety of business and
personal topics. An
AutoContent presentation
usually contains 5-10 slides
that follow an organized
progression of ideas. You edit
the text as necessary to meet
your needs. Many of the
AutoContent presentations
are available in Standard and
Online Web formats.

TIP

You can use the
AutoContent Wizard from
the File menu. Anytime
during a PowerPoint session,
click the File menu, click New,
click the Presentations tab, click
the AutoContent Wizard icon,
and then click OK.

Generate a
Presentation Using the
AutoContent Wizard

@ Start PowerPoint, click the
AutoContent Wizard
option button in the
PowerPoint dialog box,
and then click OK.

@ Read the first wizard dialog
box, and then click Next.

@ Click the presentation type
you want to use; or to

focus on just one set of
presentations, click the
category button you want,
and then click the
presentation you want.

@ Click Next.

Choose the applicable
presentation output, and
then click Next.

Click the presentation style
option button you want to
use, and then click Next.

Enter information for your
title slide, and then click
Next.

Read the last wizard dialog

box, and then click Finish.

Category oplion buttons

>

oContentWizard e

General
Corporate
Prajects
Operatiana / HR
Sales / Markeling
Parsonal
Carnegie Coach

Select the 1ype of presentation you're going to give

| Corp Home Pege

250 Progre:
Company Meating 4
Corp Financial Info B8

Project Overview

Project Statua
HR Info Kiask
Org Dvarview
Business Plan
Marketing Plsn

| | Remave |

.@I (Lcascat ) [Cemack ) [uexts ) [ imian ]

Click to open
PowerPoint Help.

== AutaContentWizard mTITEE———————

Wit type of autput will gou wse?
) On-3creen presantation
{3 Black and white over hoads

(3 Color overhesdy
G 35mm slides

i1l you print handeuts?

& Yex
Qhe

B [Ccascar] [Cemack][(wext> ] [pma
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Choosing a
Template
Design

PowerPoint provides a
collection of professionally
designed templates, which
you can use to create effec-
tive presentations. Each
template provides a format
and color scheme to which
you need only add text. You
can choose a new template
for your presentation at any
point: when you first start
your presentation or after
you've developed the
content.

Apply Design button

TIP

Use a template to create a
new presentation. To create
a new presentation with a
template, click the File menu,
click New, click the
Presentation Designs tab, click
the presentation design you

Create a Presentation
with a Template

Start PowerPoint, click the
Template option button in
the PowerPoint dialog box,
and then click OK.

Click the Presentation
Designs tab.

Click a presentation design
icon you want to use.

@ Click OK.

[ Gereral [\ /" Presentation Devigns  \/_P \
B ] :Ti' e
- - Preview

m Arrowvs Azure
3 =1 —
&2 = ]
Bedrock Bevel Blue Disgonala
[ ] 8

want to use, and then click OK.

Apply a Template to an
Existing Presentation

Open the presentation to
which you want to apply a
template.

Click the Apply Design
button on the Standard
toolbar. :

Click the template you
want to apply to your
slides.

@ Click Apply.

186 Microsort OrFIcE 98 MacintosH Epirion AT A GLANCE

Preview i

. |55 corp Financial Info (Standa.. ]
3 Corp Home Page (Online) )

= Macintosh —

& Corp Home Page (5 ) ,”
2§ Corp Locations Dir (Online) |
& Corp Locations Dir (Standa... "
| |2 corporate overview (online)
1 Corporate Overview (Stand.

i LstFiles of Type:
|__Presentation Templates i |




Viewing the PowerPoint
Window

The menu bar contains the names of the PowerPoint
menus that are available. The menus change depending
- on the task at hand. :

= File Edit View Insert Format Tools Slide Show Window 2:27 PM 5 [C] |

The title bar displays the
presentation name.

The toolbars contain
buttons you click to carry
out commands you use

The presentation window
displays the presentation
you are currently working i - Marketing Plan 4
on. It has its own Close box ™| i i - most frequently. You can

in the upper left corner of display toolbars as you
the window. Kita Collins i need them.

Alaska Breeders

© orad ¢ | Autoshapes ~ \\DO.‘& e A—E%a‘lili
1 i T EMeTofT L | Harketing Flan {Standard) 1
The view buttons let you switch from The status bar indicates information
one view to another. about the current presentaiton. For

example, it displays which slide is
visible and which template is in use.
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The PowerPoint Views

To help you during all aspects of developing a presenta-
tion, PowerPoint provides five different views: Slide,
Outline, Slide Sorter, Notes Page, and Slide Show. You can
switch from one view to another with a single click of one
of the view buttons, located to the left of the horizon-
tal scroll bar.

Slide View

Slide view displays one slide at a time. Use this view to
modify individual slides. You can mowve easily through
your slides using the scroll bars or the Previous and Next
Slide buttons located at the bottom of the vertical scroll
bar. When you drag the scroll box up or down the vertical
scroll bar, a label appears that indicates which slide will
appear if you release the mouse button.

Slide view

Fie Edit View Insert formatl Tenis Siide Show Window Help 9P

Marketing Plan

Kita Collins
Alaska Breeders

OEmagd " I»
| veaw~ [l & | autostapes = W OO @A - 2-A-=E Ea@l

[ AT 7 Tietg P (tarieds
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Outline View

Qutline view displays a list of the slide titles and their
contents in outline format. Use this view to develop your
presentation’s content. In Outline view, a special toolbar
appears that helps you organize and enter your outline. A
“thumbnail” or miniature of the active slide appears in a
corner to give you an idea of its appearance. Individual
slides are numbered. A slide icon appears for each slide.
Icons for slides featuring shapes or pictures have small
graphics on them.

QOutline view
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Slide Sorter View

Slide Sorter view displays a thumbnail of each slide in the
same window, in the order in which the slides appear in

your presentation. Use this view to organize your slides, add



Slide Sorter view

Fle Edit View lnsert Format Tools Slide Show Windaw Help ioeM B = |

} B | e tesnsiton = Mo kitest
B N T s A

actions between slides, called slide transitions, and
other effects to your slide show. In Slide Sorter view, a
special toolbar appears that helps you add slide
transitions and control other aspects of your presen-
tation. When you add a slide transition, a small icon
appears that indicates an action will take place as one
slide replaces the previous slide during a show. If you
hide a slide, a small icon appears that indicates the
slide will not show during the presentation.

Notes Page View

Notes Page view displays a reduced view of a single slide
along with a large text box in which you can type
notes. You can use these notes as you give your presen-
tation. When you work in Notes Page view you will
probably need to use the Zoom drop-down arrow to
increase the magnification so you can type more
casily. Click the Zoom drop-down arrow, and then
click the magnification you want.

Notes Page view
I;nh Edit View Ingert format Toels Slide Show Window Help Z40 PM

[DeRay :vry o - REEEOLOE0L~ -i§
[ 1 sn  mzpsBERE(lE AL
], i ST T L et Markaling i
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[ orew-TRI G | Avtosnapes - S, OB 4 2-2-A-==2BF
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Slide Show View

Slide Show view presents your slides, one slide at a time.
Use this view when you're ready to give your presentation.
In Slide Show view, you can click the screen repeatedly or
press Return to move through the show until you've
shown all the slides. You can exit Slide Show view at any
time by pressing Esc. You'll return to the previous view.
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Creating

Consistent
Slides

For a presentation to be
understandable, the objects
on its slides need to be
arranged in a visually
meaningful way.
PowerPoint’s AutoLayout
feature helps you arrange
objects on your slide in a
consistent manner. There are
24 AutoLayouts that are
designed to accommodate
the most common slide
arrangements. When you
create a new slide, you apply
an Autolayout to the slide.
Placeholders for text or
objects on the AutolLayout
appear automatically. You

" can also apply an
AutoLayout to an existing
slide at any time.

Insert New Slide button

insert a New Slide
@ Click the Insert New Slide

button on the Standard
toolbar.

@ Click the AutoLayout that
provides the layout you
need.

@ Click OK.

EE: N

RV ivpdo-c- A BERORDOSOL - (@

l & Flo Fdit View Insert Format Tools Slide Show Window Help

-l rysBE=ENE

]Aal&ﬁfﬁr

Marketing

Apply an Autolayout to
an Existing Slide

@ In Slide view, display the
slide you want to change.

@ Click the Slide Layout
button on the Standard
toolbar.

@ Click the Autolayout you
want.

@ Click Apply.
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TIP Enter Information into & File Edit_View Insert Format Tools SideShow Window Help  Z06PM '8 9 |
a Placeholder iDeRgy [y aedo - WEBERBNLSOR= - @

Use AutolLayout to create

placeholders. When you For text placeholders, click
apply an AutoLayout to a slide, the placeholder and type

an arranged group of the necessary text.
placeholders appears—one

placeholder for each object on For other objects, double-

the slide. The placcholders click the placeholder and .

include include instructions for work with whatever = [ S
entering object contents. accessory PowerPoint starts. - Foth

= Keoghs
» SEPs

Click toaddtitle

- Sdwmatim

I} = BB & 2 ¢

w-!@}mmsmm—\ “OCH 4| 2-2-A-===0g!

5
i Slife 3ol 6 Fumbers

A placeholder is a border that defines
the size and location of an object.

TIP AUTOLAYOUT PLACEHOLDERS

Insert slides from other Placeholder Description
presentations. [n Slide view, - > " :
display the slide you want to Bulleted List Displays a short list of related points
insert the slides after, click the
Insert menu, click Slides From Clip Art Inserts a picture
File, and then double-click the
file you want to insert. Chart Inserts a chart
Organization Chart Insert an organizational chart
Table Inserts a table from Microsoft Word
Media Clip Inserts a music, sound, or video clip
Delete a slide. [n Slide view, Object Inserts an object created in another
display the slide you want fo program, such as an Excel spreadsheet
delete, click the Edit menu, or WordArt object

and then click Delete Slide.
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Enter Text into a
Placeholder
In Slide view, click the text

placeholder if it isn‘t
already selected.

Entering Text

In Slide view, you type text
directly into the text place-
holders. If you type more text
than fits in the placeholder,
you might need to adjust the
font size of the text you are
typing or resize the selection
box. You can also increase or
decrease the vertical distance
between two lines of text.
The insertion point indicates
where text will appear when
you type. To place the
insertion point into your text,
move the pointer arrow over

® Type the text you want to
enter.

Click outside the text
object to deselect the
object.

K ilflnw‘i.c-}!mapes‘ NNOCE4[&-£-A-==

S file Edit_View Insert formal Tools Slide Show _Window _Help 3:!?

[Deayized -~ e gRuBostns: -@

froes -« -BrusEEzEREAL
P —— = e EI e - ———

8t

ick to add

Blari Presentation

Ehde 1ol ¥ 1

the text—the pointer changes
to an I-beam to indicate that
you can click and then type.

Insert Text

To insert text between two
existing words, click
between the words.

@ Type the text.

See “Inserting Symbols and
AutoText” on page 109 for
information on inserting
symbols and special characters.

See “Creating Bulleted and
Nunbered Lists” on page 98
for information on changing the
bullet style.
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TIP

Use the keyboard to enter
bulleted text qucikly. When
entering bulleted text, be sure
the insertion point is at the
beginning of the line, press Tab
to indent a level and press
Shift+Tab to move back out a
level.

TRY THIS

Expand a bulleted list into
a set of slides. If you decide
that the bulleted items in a
bulleted list should be separate
slides, you can click the bulleted
list object, click the Tools
menu, and then click Expand
Slide. PowerPoint automatically
creates new slides whose titles
correspond to the items in the
first level of the bulleted list,

See “Formatting Text for
Emphasis” on page 82 for
information on formatting your
text.

See “Displaying Rulers” on
page 86 and “Setting
Paragraph Tab” on page 87 for
information on using rulers
and setting tabs.

Enter Bulleted Text

In Slide view, click the
bulleted text placeholder.

@ Type the first bulleted item.

Press Return. PowerPoint
automatically bullets the
next line.

If necessary, press Tab to
indent the text.

@ Type the next bulleted
item, and continue until

you have completed the
list.

Do not press Return after
the last list item.

Commercial Real Fstate
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= Industrial, including leasing and site
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— Income & residential
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Adjust Paragraph
Spacing

Click anywhere in the
paragraph you want to
adjust.

@ Click the Increase Para-
graph Spacing or the
Decrease Paragraph
Spacing buttons on the
Formatting toolbar to
increase or decrease the
vertical distance between
paragraphs.

g File Edit View Insert Format Tools Slide Show Window Help ; 320 PM
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Enter Text in
Outline View
In Outline view, click to

position the insertion point
where you want the text to

Developing
an Outline

If you created your presenta-

: - appear.

tion using one of the

AutoContent Wizards, Type the text you want to

PowerPoint generates an enter, pressing Return after
each line.

outline automatically. If you
prefer to develop your own
outline, you can create a
blank presentation, and then
switch to Qutline view and
type in your outline from
scratch. In Outline view, you
can add new slides and
change the indent levels for

& File Edit View Insert Format Tools Slide Show Window Help
5
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__ Outline T

slide titles and slide text. If
you want to use an existing
outline from another
document, such asa
Microsoft Word document,
make sure it is set up using
outline heading styles. You
can then bring the outline
into PowerPoint, and
PowerPoint creates slide
titles, subtitles, and bulleted
lists based on those styles.

Add a Slide in
Outline View

In Outline view, click at the
end of the previous slide
text.

Click the Insert New Slide
button on the Standard
toolbar, or press
Option+Return to insert a
slide using the existing
slide layout.

Qutline View button
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TIP Change the Indent Level
Show or hide formatting In Slide or Outline view,
in Outline view. Sometimes click anywhere in the line @ _File L0 View msert Tormat Tools_ SN Show Window lieln 12297\ 8 =)
it is hard to see formatted fext you want to indent. D&yt pnd-- -~ [AEFESAR0g0n = -0
in Outline view. You can click Hrenss tew Rernsn = =wrusE=EEE
the Show Formatting button to @ Click the Promote button or [ =i Retir Planning s
show or hide text formaltting. press Tab to move the line i /& Refirement Plann'lng
out one level (to the left). . -
3 2@ How to Plan for Your Retirement
Click the Demote button or — - Early planning
press Shift+Tab to move the B *iMidife planning,
line in one level (to the — ~Lle phnning
i Il == savings PI
right). - avings Plans
* IRAs
E - Tmc!itinml_o
- Foth
* Keoghs
* SEPs
+@ Financial Gains
5@ Pensions
_‘!?sﬁs‘?ﬂ a' ‘1 el e
= — T — —— = —
TIP lnsert an OUtI.ine from &Mrmsﬂoﬂice%‘:] = Macintosh ..
Different ways to delete a Another Application %Bﬁdme Find File..
L « o " . % Seminar Reply
sl_ide. fnkO;lﬂu;e]or Slide Sorter Click the Insert menu, and & shared Applications ()
view, click the slide you want to 5 ¢ [ Shopping List e
i / then click Slides From [[peskiop_|
delete, and then press Delete. In Outline %:F”‘I‘"’;‘;r‘a —
Slide view, move to the slide you ' P To Datist
want (o delete, click the Edit Locate and then click the B Training Schedule [insert 3 _o
menu, and then click Delete file containing the outline 3 vred Car Farts
Slide. you want to insert. List Files of Type: | All Outlings ~]
@ Click Insert.
Duplicate a slide. In Qutline
or Slide Sorter view, click the
slide you want to duplicate,
click the Insert menu, click
Duplicate Slide.
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Rearranging
Slides

You can instantly rearrange
slides in Outline view or
Slide Sorter view. You can
use either the Move Up or
Move Down button to move
selected slides up or down
through the outline, or you
can use the Cut and Paste
buttons to first cut the slides
you want to move and then
paste them in the new
location. Outline view also
lets you collapse the outline
down to its major points so
you can more easily see its
structure. A horizontal line
appears below a collapsed
slide in Outline view.

TIP

Use Slide Sorter view to
rearrange your slides
quickly. A vertical bar appears
next to the slide you are moving
as you drag a slide in Slide
Sorter view. It indicates where
the stide will drop when you
release the mouse button.
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Rearrange Slides in
Outline View

Click the Outline View
button.

Click the slide icon of the
slide or slides you want to
move.

Click the Move Up button
to move the slide up or the
Move Down button to
move the slide down.
Repeat until the slide is
where you want it.
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Rearrange Slides in
Slide Sorter View

@ Click the:Siide Sorter View
button.

@ Click the slide you want to
move, and then drag it to a
new location. Release the
mouse button when the
slide is in the correct
position.
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TIP

Select slide effectively in
OQutline view. To select an
entire slide in Outline view,
click the slide icon. To select
more than one slide, press and
hold the Control key while you
click the slide icon.

Collapse button

3

Expand button

TE

Collapse All button

I

Expand All button

Collapse and Expand
Slides in Outline View

€ In Outline view, click the
Collapse button to collapse
the selected slide or slides.

¢ Click the Expand button to
expand the selected slide or
slides.

4 Click the Collapse All button
to collapse all slides.

# Click the Expand All button to
expand all slides.
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Move a Slide using Cut
and Paste

In Outline or Slide Sorter
view, select the slide or
slides you want to move.

Click the Cut button on the
Standard toolbar.

@ Click in the new location.

Click the Paste button on
the Standard toolbar.
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Controlling
Slide
Appearance
with Masters

If you want an object, such
as a company logo or clip
art, to appear on every slide
in your presentation, you
can place it on the slide
master. You can also hide the
object from any slide you
want. However, you can also
create unique slides that
don’t follow the format of
the masters. 1f you change
your mind, you can easily
restore a master format to a
slide you altered. As you
make changes to the master,
you might find it helpful to
view a miniature of the slide
using the Slide Miniature
window.

The title master is
different than the slide
master. An object you place
on the slide master will not
appear on the title slide unless
you also place it on the title
master.

Include an Object on
Every Slide

Click the View menu, point
to Master, and then click
Slide Master.

Add the object you want
and fine-tune its size and
placement.

Click Close on the Master
toolbar.

Placeholder text

& File Edit View Insert Format

[Demey shad--|

f ]
| Click to edit Master title style

Title Area for AuloLagouts

- Second level
+ Third level
— Fourth lewel
* Fifth leved

@ Click to edit Master text styles

!mw". Amsnnges = \E]O.J’Gl o -

Hide Master
Background Objects
on a Slide

Display the slide whose

background object you
want to hide.

Click the Format menu, and
then click Background.

Click the Omit Background
Graphics From Master
check box to select it.

@ Click Apply for the current

slide or click Apply To All
for all slides.
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Reapply the Master to a o
2l Changed Slide
Slide Layout buton @ I;)isp!ay th.e changed slide

in Slide view.

Click the Slide Layout

button on the Standard
Apply a change to all toolbar. e : ‘
slides. To apply a change you @ . : : B
make to all slides instead of an Click Reapply. j bt J
individual slide, click Apply To = (2E P
All instead of Apply.

TRY THIS View a Miniature o

Make a slide format

Click the View menu, and
different from the master.

then click Slide Miniature.

W File Edit View Insert Format Tools Slide Show Window Hel
Display the slide you want to DRy rvayio--- 2 ¢ BERBR G
change. Make the changes. Your @ When you're done, click the e e cmausilESCICE
changes now override master Close box in the Slide ———— — T
formatting, and even if you Miniature window.
change the master, this slide

will retain the features you B §| Status Summary
changed.

expected?
@ What is date for delivery?
@ What are final cost estimates?
@ Status against any other highdevel
shipping goals
- manufacturing rate
-- delivery
~ partners, etc.
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Applying a
Color
Scheme

You can apply a color
scheme to an individual
slide or to all the slides in a
presentation. Each template
offers one or more standard
color schemes from which to
choose, and you can also
create your own color
schemes, and then save
them so you can apply them
to other slides and even
other presentations. You
might like a certain color
scheme, all except for one or
two colors. You can change
an existing color scheme and
apply your changes to the
entire presentation or just to
a few slides. Once you
change a color scheme, you
can add if to your collection
of color schemes so that you
can make it available to any
slide in the presentation.

Choose a Color Scheme

Click the Format menu, and
then click Slide Color
Scheme.

If necessary, click the
Standard tab to view the
available color schemes.

Click the color scheme you
want.

@ Click Apply to apply the
color scheme to the slide
you are viewing, or click
Apply To All to apply the
color scheme to the entire
presentation.

( Delete Scheme i

backgroiund for on=screen
| presentations and TS slides

Click to delete the

selected color scheme.

Customize a Color
Scheme

Click the Format menu, and
then click Slide Color
Scheme.

Select the color scheme you
want to customize.

@ Click the Custom tab.

Click the color box with the
color you want to change.

@ Click Change Color.

Click the new color you
want, and then click OK.

If necessary, click Add As
Standard Scheme.

Click Apply or Apply To All.
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TIP Apply the Color Scheme

of One Slide to Another

Click the Slide Sorter View
button.

Apply a color scheme
from one presentation to
another. Open both
presentations, and then repeat

° 9

Hle Edit View Insert Fgrmat Tools S|ideShow Window Help 404 PM
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= Mo Effect

steps 1-5 in “Apply the Color
Scheme of One Slide to
Another.”

Q“‘w
Aty ond

“I really like this
color scheme—I'd
like to apply it to
a different slide.”

@ Click the slide with the
color scheme you want to

apply.

Click the Format Painter
button on the Formatting
toolbar once to apply the
color scheme to one slide,
or double-click to apply
the color scheme to
multiple slides.

@ Select the slide or slides to
which you want to apply
the color scheme. This can
be in the current presenta-
tion or in another open
presentation.

@ If you are applying the
scheme to more than one
slide, click the Format
Painter button again to
cancel Format Painter. If
you are applying the
scheme to only one slide,
Format Painter cancels
automatically.

Projeot Statur (Stondard]
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Printing a
Presentation

You can print all elements of
your presentation—the
slides, the Qutline view, the
notes, and handouts—in
either color or black and
white. The Print dialog box
offers standard Macintosh
features, giving you the
options to print multiple
copies, specify ranges, access
printer properties, and print
to a file.

Print a presentation
quickly. Click the Print
button on the Standard toolbar
to print the active presentation
with the current print settings.

Print a presentation in
black and white. In the Print
dialog box, click the Black &
White check box to see what

your color presentation will look
like printed in black and white.

Print a Presentation

Click the File menu, and
then click Print.

Click the Printer pop-up
menu, and then select the
printer you want.

@ Specify the copies, pages
and page source you want.

Click the pop-up menu,
and then select Microsoft
PowerPoint.

Click the Print What pop-up
menu, and then select what
you want to print.

@ Click Print.

Printer: | Laserjet4Plus - l

Destination]

| Print hidden slides

{0 Frame slides
|

- [ Microsoft PowerPoint =

Printwnat: [ Stides B
|C] Printcustom show: |

:D Scale tofit paper 3 Black & white

[ Pure black & white

Print Outline View

@ Click the Outline View
button.

Display the outline exactly
like you want the page to
print.

Click the File menu, and
then click Print.

@ Click the pop-up menu,
and then select Microsoft
PowerPoint.

@ Click the Printer What pop-
up menu, and then select
Outline View.

@ Click OK.
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IN THIS SECTION

Adding a Header and
Footer

Preparing Speaker Notes
and Handouts

Inserting a Graph
Chart in a Slide

Entering Graph Data
Selecting a Chart Type
Formatting Chart Objects

Creating Slide
Transitions

Adding Animation
Adding Action Buttons

Creating a Custom
Slide Show

Presenting a Slide Show

A Ithdugh well-illustrated slides can’t make up for
a lack of content, you have a much better chance

of capturing your audience’s attention if your slides are

vibrant and visually interesting. You can easily enhance a
slide by adding a graph, a chart, or a picture—one of your
own or one of the hundreds that come with Office 98.

If you have the appropriate hardware, such as a sound

card and speakers, you also might want to include
sound files and video clips in your presentation.

Microsoft PowerPoint 98 also lets you create custom
slide shows that can include special features, such as
visual, sound, and animation effects. For example, you
can program special transitions, or actions, between
slides. You can also control how each element of the
slide is introduced to the audience using animations. You
can add action buttons to your presentation that the
presenter can click to activate a hyperlink and jump
instantly to another slide in the presentation. A
PowerPoint presentation can really come alive with the
proper use of narration and music. With PowerPoint
you can record a narration and insert it directly into
your slide show.

Designing a

esentation
with
PowerPoint
98

203



Adding a
Header and
Footer

Header and footer informa-
tion appears on every slide
except the title slide. It often
includes information such as
the presentation title, slide
number, date, and name of
the presenter. You use the
masters to place header and
footer information on your
slides, handouts, or notes
pages. Make sure your header
and footer doesn’t make your
presentation look cluttered.
The default font size of this
information is usually small
enough to minimize distrac-
tion, but you might want to
experiment with header and
footer font size and place-
ment to make sure.

See “Adding and Modifying
Media Clips” on page 42 for
information on inserting and
modifying clip art.

Add a Header and
Footer
Click the View menu, and

then click Header And
Footer.

@ Click the Slide or Notes

And Handouts tab.

Select the Header or Footer
check box, and then fill in
the information you want.

If you want, click to select
the Date And Time or the
Slide Number check box.

@ Click Appy to apply to the

current slide, or click Apply
To All to apply to all slides.

Inclode an {
Date 2nd tims
(2 Update automatically
[z

@ Fixed

Slide number

& Foster ———y

IP!lU‘l'mnl Planfing e

2] Don't s o ttle slide

©

Change the Look of a
Header or Footer

Click the View menu, point
to Master, and then click
the master you want to
change.

Select the header or footer
placeholder you want to
change.

Move, resize, or change the
text attributes of the
placeholder.

Click Close on the Master
toolbar.
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Preparing
Speaker

Notes and
Handouts

Every slide has a correspond-
ing notes page that displays a
reduced image of the slide
and a text placeholder into
which you can enter
speaker’s notes. Once you
have created speaker’s notes,
you can reference the notes
pages as you give your
presentation, either from a
printed copy or from your
computer. Besides adding
header and footer informa-
tion, you can customize your
notes pages and handouts by
formatting the corresponding
master. For handouts, you
can specify how many slides
you want per page.

TIP

Use Page Setup to change
slide numbering. To change
the start page number, click
the File menu, click Page
Setup, and then enter the
number you want in the
Number Slides From box,

Enter Notes in Notes
Page View

@ Display the slide for which
you want to enter notes.

@ Click the Notes Page View
button.

@ Click the text placeholder.

If necessary, click the Zoom
drop-down arrrow, and
then increase the zoom
percentage to more easily
see the text you will type.

@ Type your notes.

SR s |

R

Format the Handout or
Notes Master

Click the View menu, point
to Master, and then click
Handout Master or Notes
Master.

For handouts, click one of
the buttons on the Handout
Master toolbar to specify
how many slides you want

per page.

Select the placeholder you
want to change, and then
move, resize, or change the
text attributes.

Click Close on the Master
toolbar.
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Inserting a
Graph Chart
in a Slide

You can insert an existing
chart from a program such as
Microsoft Excel, or you can
create one from scratch using
the graph program that
comes with Office 98,
Microsoft Graph. Graph uses
two views to display the
information that makesup a
graph: the datasheet, a
spreadsheet-like grid of rows
and columns that contains
your data, and the chart, the
graphical representation of
the data. A datasheet contains
cells to hold your data. A cell
is the intersection of a row
and column. A group of data
values from a row or column
makes up a data series. Each
data series has a unique color
or pattern on the chart.

Create a Graph Chart

Start Microsoft Graph in
one of the following ways:

@ To create a graph on an-
existing slide, display
the slide on which you
want the graph to
appear, and then click
the Insert Chart button
on the Standard
toolbar.

4 Tocreateagraphona
new slide, click the
Insert New Slide button
on the Standard
toolbar, click the Chart
Autolayout, click OK,
and then double-click
the chart placeholder to
add the chart and
datasheet.

Click the View Datasheet
button on the Standard
toolbar.

@ Replace the sample data in
the datasheet with your

own data.

Edit and format the data in
the datasheet as appropri-
ate.

Click the File menu, and
then click Quit & Return to
filename to exit Microsoft
Craph.
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Entering
Data in
Microsoft
Graph

You enter graph data in the
datasheet either by typing it
or by inserting it from a
different source. The
datasheet is designed to
make data entry easy, but if
your data resides elsewhere,
it’s better not to retype it—
you might make mistakes,
and you would have to
update your data twice.
When the data that forms the
bases of your chart is located
clsewhere, it's usually best to
link your data to the graph
object.

If you type data into a
cell already containing data,
your entry replaces the cell
contents. The cell you click
is called the active cell; it has
a thick border.

See “Viewing the Excel
Window” on page 124 for more
information on active cells.

Enter Data in the
Datasheet

If necessary, double-click
Microsoft Graph chart, and
then click the View
Datasheet button on the
Standard toolbar.

@ Delete the sample data by
clicking the upper left
heading butlon to select
all the cells and then
pressing Del.

Click a cell to make it
active.

Type the data you want
entered in the cell.

@ Press Return to move the
insertion point down one
row, or press Tab to move
the insertion point right to
the next cell.

ormal Tools |Data Chart Help 309PM

Edit View Insert
PEn =w- WEEH > O
o S0 EA]E e x, BAw P

— 7 Graph in Retirement Pignning - Datashest | = = HH
& | B ] C i [ i E|a

=@ Eolymn
3-D Column]|

w1
e :
|
i |

DESIGNING A PRrESENTATION wiTH PowrrPoINT 98 207




Selecting a
Chart Type

Your chart is what your
audience will see, so make
sure to take advantage of
PowerPoint’s chart format-
ting options. You start by
choosing the chart type you
want. There are 18 chart
types, available in 2-D and
3-D formats, and for each
chart type you can choose
from a variety of formats.

If you want to format your
chart beyond the provided
formats, you can customize
any chart object to your own
specifications and can then
save those settings so that
you can apply that chart
formatting to any chart you
create.

TIP

Create a custom chart
type. Click the Chart menu,
click Chart Type, click the
Custom tab, click the User-
Defined option button, click
Add, - type a name and
description of the chart, and
then click OK twice.

Select a Chart Type

If necessary, click the View
Datasheet button on the
toolbar to close the
datasheet and view the
chart.

@ Click the Chart Type drop-
down arrow on the
Standard toolbar.

Click the button corre-
sponding to the chart type
you want.

<o
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Apply a Standard or
Custom Chart Type

Click the Chart menu, and
then click Chart Type.

@ Click the Standard Types
tab or the Custom Types
tab.

Click the chart type you
want.

If necessary, click the chart
sub-type you want. Sub-
types are variations on the
chart type.

@ Click OK.
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Formatting
Chart
Objects

Chart objects are the indi-
vidual elements that make
up a chart, such as an axis,
the legend, or a data series.
The plot area is the bordered
area where the data are
plotted. The chart area is the
area between the plot area
and the Microsoft Graph
object selection box. As with
any Microsoft program,
Graph treats all these
elements as objects, which
you can format and modity.

TIP

Use the mouse button to
select a chart quickly. You
can simply click a chart object
to select it, bul this can be
tricky if you aren’t using a
zoomed view since chart objects
are often quite small,

See “Enhancing a Chart” on
page 154 for information on
formatting and customizing a
chart.

Select a Chart Object

@ Click the Chart Objects
drop-down arrow on the
Standard toolbar.

@ Click the chart object you
want to select.

When a chart object is
selected, selection handles
appear.

Insert Format Tools Data Chart Help
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Format a Chart Object

Double-click the chart
object you want to format,
such as an axis, legend, or
data series.

@ Click the appropriate tab(s)
containing the options you
want to change.

Select the options you want
to apply.

@ Click OK.
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Creating
Slide
Transitions

In order to give your presen-
tation more visual interest,
you can add transitions
between slides. For example,
you can create a “fading
out” effect so that the old
slide fades out and is
replaced by the new slide, or
you can have one slide
appear to “push” another
slide out of the way. When
you add a transition effect to
a slide, the effect takes place
between the previous slide
and the selected slide. You
can also add sound effects to
your transitions, though you
need a sound card and
speakers to play these
sounds.

=

N

Specify a Transition

View your presentation in
Slide Sorter view.

@ Click the slide(s) to which
you want to add a
transition effect.

Click the Slide Transition
Effects drop-down arrow on
the Slide Sorter toolbar.

Click the transition effect
you want.
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Apply a Transition to
All Slides in a
Presentation

Click the Slide Show menu,

and then click Slide
Transition.

Click the Effect pop-up
menu, and then select the
transition you want.

@ Click Apply To All.
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View a transition in Slide
Sorter view. In Slide Sorter
view, click a slide’s transition
icon to view the transition’s
appearance.

See “Adding Animation” on
page 212 for information on
setting animation timing.

TRY THIS

Record your own sounds
and use them as slide
transitions. If you have a
micraphone, use the Monitors &
Sound Control Panel accessory
that comes with the Macintosh
to record and save a sound.

Set Transition Effect
Speeds and Timing

@ In Slide or Slide Sorter
view, display or click the
slide whose transition effect
you want to edit.

Click the Slide Show menu,
and then click Slide
Transition.

To set speed, click the Slow,
Medium, or Fast option
button.

To set timing, click the
Automatically After check
box, and then enter the
time (in seconds) you want
before the slide transition
takes effect in slide show.

@ Click Apply.
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Add Sound to a
Transition Effect

In Slide or Slide Sorter
view, display or click the
slide for which you want to
add a transition sound.

@ Click the Slide Show menu,
and then click Slide
Transition.

@ Click the Sound pop-up
menu, and then select the
sound you want.

@ Click Apply.
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Adding
Animation

You can use animation to
introduce objects onto a
slide one at a time or with
special animation effects. For
example, a bulleted list can
appear one bulleted item at a
time, or a picture or chart
can fade gradually into the
slide’s foreground.
PowerPoint supports many
different kinds of anima-
tions. Some of these are
called preset animations and
are effects that PowerPoint
has designed for you. Many
of the preset animations
contain sounds. You can also
design your own customized
animations, including your
own special effects and
sound elements.

TIP

Preview an animation. /n
Slide view, click the Slide Show
menu, and then click
Animation Preview. You can
click in the Slide Miniature
window to preview the
animation again.

Add a Preset Animation

@ In Slide or Slide Sorter

view, select the object(s) or
slide(s) you want to
animate.

Click the Slide Show menu,
and then point to Preset
Animation.

Click the animation you

File Edit View Insert Format Tools
e &Y smad|a:

lﬂ ! Blinds Hortzontal = Mo Effect

I e GaTira |

Retirement Plarmy"f 3

Window Help  352PM =

View Show =1
Rehearse limings Lg QF o =%
Record Narration—. ’ "
SetlpShow | et B
Action Buttons D — ey
Action Settings..

slide Transition...

Custotn Anlmation...
Animation Preview

Wipe Right

want. Dissolve
SplitVertical out
Add a Text Body
Animation o o

View your presentation in
Slide Sorter view.

@ Click the slide(s) to which

you want to add a text
body animation.

@ Click the Text Body

Animation drop-down
arrow on the Slide Sorter
toolbar.

@ Click the text body

animation you want.
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TIP

Remove animation from
an object. In the Custom
Animation dialog box, click

the Timing tab, click the object
title you want to remove in the
Animation Order box, click the
Don’t Animate option button,
and then click OK.

«

TIP

Animate a bulleted list.
Select the bulleted text object
you want to animate, click the
Slide Show menu, click Custom
Animation, click the Grouped
By check box, click the pop-up
menu, select a paragraph level,
and then click OK.

TIP
Customize text
animation. Select the lext

object you want to animale,
click the Slide Show menu,
click Custom Animation, click
the Introduce Text pop-up
men, select a text effect, and
then click OK.

Add Animation to an
Object
In Slide view, click the Slide

Show menu, and then click
Custom Animation.

@ Click the Timing tab.

Select the slide object
to which you want to apply
an animation.

Click the Animate option
button.

The slide object is moved to
the Animation Order box.

@ Click OK.
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2.0bject 3
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Apply a Customized
Animation

In Slide view, click the Slide
Show menu, and then click
Custom Animation.

@ Click the Effects tab.

Click the object you want to
apply an animation to.

Click the Animation pop-up
menu, and then select the
effect you want.

@ To dim text after it is
animated, click the After
Animation pop-up menu,
and then select the color or
option you want.

@ Click OK.

© ©
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Adding
Action
Buttons

When you create a self-
running presentation to be
used at a kiosk, you might
want a user to he able to
move casily to specific slides
or to a different presentation
altogether. To give an
audience this capability, you
insert action buttons, which a
user can click to jump to a
different slide or different
presentation. Clicking an
action button activates a
hyperlink, a connection
between two locations in the
same document or in
different documents.

See “Using and Removing
Hyperlinks” on page 48 for
more information about
hyperlinks.

Create an Action Button

@ Click the Slide Show menu,
point to Action Buttons, and
then click the action button
you want.

On the slide, drag to insert
and size the action button.

If necessary, fill out the
Action Settings dialog box,
and then click OK.

a0 -0

mlﬂ*l‘:’ "’.'

rlarkeiing Plan

~ Kita Collins

Alaska Breeders o

o

Test an Action Button

@ Click the Slide Show View
button.

Display the slide containing
your action button.

® Click the action button.
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TIP

Use the Return action
button to jump back to
your last slide. [f you want
your audience to be able to
return to the slide they were
previously viewing, regardless of
its location in the presentation,
insert the Return action button.

<
J

TIP

Add a hyperlink to a slide
object. Sclect the object, click
the Slide Show menu, click
Action Settings, click the
Hyperlink "To option bulton,
click a destination for the
hyperlink, and then click OK.

Create a Custom Action
Buttonto Gotoa
Specific Slide

Click the Slide Show menu,
point to Action Buttons, and
then click Custom.

Drag to insert and size the
action button on the slide.

@ Click the Hyperlink To

option button, click the
pop-up menu, and then
select Slide.

Select the slide you want
the action button to jump
you to.

@ Click OK and then click OK

again.

Control-click the action
button, and then click Add
Text.

Type the name of the slide
the action button points
to.

Click outside the action
button to deselect it.

Run the slide show and test
the action button.

o

Actionomellek ————

House Click

\ TR T

Q) Hona
@ Hyperlink fo:
~ Wext Slide

Pravious Slide
First Slide

| Custom Show...

i [upes
| Dther PewerPoint Preseatation .
Other File.

[ Pray sound.
T I2]
7 Hightight elick

Hyperin

=
i

2

o
K
)
| o

Slids Title:

|ED
| 4. Competition

10. Advertiaing

HMarketing Plan
Market Summary
Product Definition

Communication Strategies
Packaging & Fulfilimant
Launch Strategies

Public Relations
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Creating a
Custom Slide
Show

If you plan to show a slide
show to more than one
audience, or you use a show
regularly for different
audiences, you don’t have to
create a separate slide show
for each audience. Instead,
you can create a custom slide
show that allows you to
specify which slides from the
presentation you will use
and the order in which they
will appear.

TIP

Use the Set Up Show
command on the Slide
Show menu to display a
custom slide show. In the
Set Up Show dialag box, click
the Custom option button, and
choose the slide show from the
list of custom slide shows.

Create a Custom Slide
Show

Click the Slide Show menu,
and then click Custom
Shows.

@ Click New.

Type a name for the custom
slide show.

Click the slides you want to
include in the show in the
order you want to present
them, and then click Add.

List of custom slide shows for this
;i')resentation

-0

—0

= =

Click to change the
order of the slides.

—— Define (ustom Sliow it

Stide Show Name. | Stockholgers || -

Slides in Preseatation Stides in Custom Show
1 rarketing Plan 1. Marketing Plan rs
2. Market Summary 2. Market Summary W
| 3. Product Definition, 2 :: . t 3. Product Definition
4. Competition | 4. Positioning
| 5. Positioning | Pamaen | |5 Pricing
6. Communication Strategies ‘ I_:..."._......_J 6. Compatition
7. Packaging & Fulfiliment | 7. Launch Strategies
B Launth Strategiss o
IL5. Public Relations =]

Show a Custom
Slide Show

@ Click the Slide Show menu,
and then click Custom
Shows.

Click the custom slide show
you want to run.

@ Click Show.
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Remove a custom slide
show. To remove a custom
show, click the custom slide
show you want to remove in the
Custom Shows dialog box, and
then click the Remove button.

TRY THIS

Create a custom slide
show from an existing
one. To create a custom slide
show that is similar to an
existing custom show, click the
existing custom show in the
Custom Shows dialog box, and
then click the Copy button. A
new custom show is created
named Copy Of <Existing
Show>. Click the Edit button to
edit the copy, and give the new
custom slide show its own
name.

TRY THIS

Print a custom show. Click
the File menu, and then click
Print. Click the Custom Show
pop-up menu. Select the
custom slide show you want lo
print. If applicable, set other
print seftings, and then click
OK.

Edit a Custom
Slide Show

Click the Slide Show menu,
and then click Custom
Shows.

Click the show you want to
edit.

@ Click the Edit button.

@ To remove a slide from the
show, click the slide in the
Slides In Custom Show list
box, and then click
Remove.

@ To move a slide up or down
in the show, click the slide
in the Slides In Custom
Show list box, and then
click the Up arrow or Down
arrow button.

@ To add a slide, click the
slide in the Slides In
Presentation list box, and
then click Add. The slide
appears at the end of the
Slides In Custom Show list

box.
@ Click OK.
Click Close.

Custom Shaw -

Stide Show Name: [Stockholders

Slides in Presentstion:

1. Marketing Plan

2. Market Summary

5. Product Definition

4 Competition

5. Positioning

6. Communication Strategies
7. Packeging & Fulfillment
B8 Lsunch Strategiea

9. Public Relations

i

Add

|

Slides in Custom Show:
1. Marketing Plan
2. Market Summary
3. Product Definition
4, Posttioning

5. Pricing

7. Competition
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Presenting a
Slide Show

In Slide Show view, you
advance to the next slide by
clicking the mouse button or
pressing the Return key on
your keyboard. In addition to
those basic navigational
techniques, PowerPoint
provides keyboard shortcuts
that can take you to the
beginning, end, or any
particular slide in your
presentation. You can also
use the navigation com-
mands on the pop-up menu
to access slides in custom
slide shows. In a slide show,
you can turn your mouse
pointer into a pen, capable of
highlighting and circling
your key points. Marks you
make on a slide with the pen
during a slide show are not
permanent.

Set up a continuously
running slide show. Click
the Slide Show menu, click Set
Up Show, click the Loop
Continuously Until ‘Esc’ check
box, and then click OK.

Navigate a Slide Show

Refer to the adjacent table for
information on how to navigate
a slide show.

Action

SLIDE SHOW NAVIGATION CONTROLS

Result

Mouse click or press Return

Go to the next slide

Command-+click

Go to the previous slide

Press N or Page Down

Go to the next slide

Press P or Page Up

Go to the previous slide

Press slide number+Return

Go to slide number

Press Esc Stop a slide show
Command+P Change the pointer to a pen
Press E Erase on-screen annotations
Command+A Change the pen to a pointer

Press Help in slide show

Display a list of controls

Present a Slide Show

@ Click the Slide Show
button.

Move the mouse pointer,
and then click the pop-up
menu in the left corner.

@ To go to a specific slide,
point to Go, point to By
Title or Custom Show, and
then click the slide or slide
show you want.

To use the pen, click Pen.
Press the E key to erase the
screen. When you're done,
click the pop-up menu, and
then click Arrow.
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iIN THIS SECTION

Sharing Information
Between Programs

Importing and Exporting
Files

Embedding and Linking
Information

Publishing and
Subscribing to an Edition

Creating Word Documents
with Excel Data ;

Creating a PowerPoint
Presentation with Word
Text

Sending Files in E-Mail
Messages

Reading and Replying to
E-Mail Messages

Managing E-Mail
Messages

0ne of the most helpful aspects of Microsoft
Office 98 is its ability to share information
between programs. This means you can create and store
information in the program that works best for that type
of information, yet move that same information to
another program for a specific purpose or presentation.
Consider the following example. Sarah coordinates her
local school district’s soccer teams. She needs to send
out monthly newsletters that show the scheduled dates
and times for practices and games. Every month Sarah
writes a form letter to the players using Word, imports
the upcoming schedule from Excel, and then creates a
presentation for the monthly meeting using
PowerPoint. Sarah also sends the presentation file to
her boss for review using Outlook Express.

This is just one scenario. As you work with Office 98
programs, you'll find many ways you’ll want to share
information between them.

Sharing
Information
Between
Office 98

Programs

219



Sharing Information
Between Programs

Microsoft Office 98 can convert data or text from one
format to another using a technology known as Object
Linking and Embedding (OLE). OLE allows you to move
text or data between programs in much the same way as
you move them within a program. The familiar cut-and
-paste and drag-and-drop methods work between
programs and documents just as they do within a
document. In addition, all Office programs have special
ways to move information from one program to an-
other, including importing, exporting, embedding,
linking, publishing, subscribing, and hyperlinking.

Importing and Exporting

Importing and exporting information are two sides of the
same coin. Importing copies a file created with the same or
another program into your open file. The information
becomes part of your open file, just as if you created it in
that format, although formatting and program-specific
information such as formulas can be lost. Exporting
converts a copy of your open file into the file type of
another program. In other words, importing brings
information into your open document, while exporting
moves information from your open document into
another program file.
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Embedding

Embedding inserts a copy of a file created in one program
into a file created in another program. Unlike imported
files, you can edit the information in embedded files with
the same commands and toolbar buttons used to create
the original file. The original file is called the source file,
while the file in which it is embedded is called the desting-
tion file. Any changes you make to an embedded object
appear only in the destination file; the source file remains
unchanged.

Linking

Linking displays information from one file (the source file)
in a file created in another program (the destination file).
You can view and edit the linked object from either the
source file or the destination file. The changes are stored
in the source file but also appear in the destination file as
well. As you work, Office 98 updates the linked object to
ensure you always work with the most current informa-
tion available. Office 98 keeps track of all the drive,
folder, and filename information for a source file. But, if
you move or rename the source file, the link between
files will be broken.



Once the link is broken, the information in the
destination file becomes embedded rather than
linked. In other words, changes to one copy of the
file will no longer affect the other.

TERM DEFINITION

source program The program that created the original
object.

source file The file that contains the original object.

destination The program that created the document

program into which you are inserting the object.

destination file The file into which you are inserting the
object.

Publishing

Publishing saves a section of a document as an edition
that you or others can use in other documents, such
as a PowerPoint presentation or a Microsoft Word
document. A publisher is the source document that
creates an edition. The edition is linked to the source
document, so that whenever the original is changed,
the changes are reflected in the edition. If you decide
you no longer need to update the information in an
edition, you can cancel the publisher. The link from
the publisher to the edition is removed, but other
users can still subscribe to the edition.

Subscribing

Subscribing inserts a copy of the edition, an object pub-
lished by another source document,in the destination
document. Once you have inserted an edition into the
subscriber, updates received by the edition are automati-
cally sent to the subscriber. All editions are initially set to
have automatic links. You can change a linked edition in
a destination document from automatic to manual so
you can control when the information is updated. With
a manually linked edition, an update from the source
document is not made until you request it. You might
find that you no longer have access to a publisher or that
you den’t need to receive updated information from an
edition. You can cancel the subscriber, and then you are
free to edit the information from the edition in the
destination document.

Hyperlinking

The newest way to share information between programs
is hyperlinks—a term borrowed from World Wide Web
technology. A hyperlink is an object (either colored,
underlined text or a graphic) you click to jump to a
different location in the same document or a different
document. (See “Creating Internet Documents with
Office 98" on page 45 for more information about
creating and navigating hyperlinks in Office documents.)
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Importing
and
Exporting
Files

When you import data, you
insert a copy of a file (from
the same or another pro-
gram) into an open docu-
ment. When you export data,
you save an open document
in a new format so that it
can be opened in an entirely
different program. For
example, you might import
an Excel worksheet into a
Word document to create a
one page report with text
and a table. Or you might
want to save the Excel
worksheet as an earlier
version of Excel so someone
else can edit, format, and
print it.

Import a File from the
Same or Another
Program

Click where you want to
insert the imported file.

Click the Insert menu and
then click File (in Word) or
Slide From File (in
PowerPoint).

Click the List Files Of Type
pop-up menu, and then
click Readable Files.

@ If necessary, click the pap-
up menu, and then select

the drive and folder that
contains the file you want
to import.

Select the file you want to
import.

@ Click Insert.
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TIP

Use copy and paste to
export information. /fyou
want to move only part of a file
into your document, just copy
the information you want to
insert, and then paste the
information in the file where
you want it to appear.

See “Saving a File” on page 12
[for more information about
saving a file as another file

type.

Export a File to
Another Program

Click the File menu, and
then click Save As.

If necessary, click the pop-
up menu, and then select
the drive and folder in
which you want to save the
file.

Click the Save File As Type
pop-up menu, and then
select the type of file you
want to save the file as.

If necessary, type a new
name for the file.

@ Click Save.

You can now edit the file
from within the new
program.

& Microsoft Oflice 981 ¢

[3’; 1998 financial Summary

[8] 1998 Financial Summary Web
(3 1998 Semnar Memo

[ 98 Expenses

25 98 Income

[ Apples

(7 Avantex

(3 qipart

3 Company Invoice

Save as:

Save File as Type:
[[Microsof Excel 4.0 Workbook i
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Embedding
and Linking
Information

Embedding inserts a copy of
one document into another.
Once data is embedded, you
can edit it using the menus
and toolbars of the program
in which it was created (that
is, the source program).
Linking displays information
stored in one document (the
source file) into another (the
destination file). You can edit
the linked object from either
file, although changes are
stored in the source file.

TIP

Change an object from
linked to embedded. If you
break the link between an
linked object and its source file,
it becomes merely embedded. To
break a link, open the linked
file, click the Edit menu, click
Links, and then click the link
you want to break. Finally, click
Break Link, and then click Yes.

Embed an Object
from a File

Click where you want to
embed the object.

Click the Insert menu, and
then click Object.

Click From File or the
Create From File optron
button.

Select the file you want to
embed as an object.

@ Click Insert,

Select a Document:
£ Microsoft Office 98 | &

t 1998 Financial Summary
[#] 1998 Financial Summary Web

Tnseris the contents of the file 1o your
g | Seiment s that you can ecit 1 later using

1he application which created the souroe file.

= Macintash HD

01113K nvailahle

[ Linkto File
[ Float Over Text
[ pisplay as Icon

Embed a New Object

Click where you want to
embed the object.

Click the Insert menu, and
then click Object.

@ Click the Create New tab
or Create New option
button.

Click the type of object you
want to create.

@ Click OK.

Enter the necessary
information in the new
object using its program
commands.
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TRY THIS

Create a travel budget. In
Excel, create a worksheet with
colunms showing the actual
expenses for a trip for two,
three, and four people per
room. In Word, write a
description of the trip, and
then link the travel budget
below the description.
Distribute the Word document
to prospective travelers. Update
the information as needed from
cither the Word or Excel file.

Link an Object Between
Programs

Click where you want to
link the object.

Click the Insert menu, and
then click Object.

Click From File or the
Create From File option
button.

@ Click the Link To File check
box to select it.

Select the file you want to
link as an object.

@ Click OK or Insert.

Create from file:

@ Microsoft Office 58| &

£ 1998 financial Summary

[#) 1998 Financial Summary Web

(% 1998 Seminar Memo ]
|
f

ducunient and oreates s ok o the
[ pisplay as lcon

will be reflected i your dscument

Inserts the contents of the file into your |—E Link to File

source fike. Changes to the source file

Edit an Embedded or
Linked File

@ Double-click the linked or
embedded object you
want to edit to display the
source program’s menus
and toolbars.

Edit the object as usual
using the source program'’s
commands.

When you're finished, click
the File menu, and then
click Close & Return or Quit
& Return.

& FAle Edit View Insert Format Tools Slide Show Window Help

How to Plan for Your
Retirement
+ Early planning
= Midlife planning £
+ Late planning

-
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Publishing
and
Subscribing
to an Edition

A publisher is the source
document that you use to
create an edition. When you
create a publisher, you are
saving a section of a docu-
ment as an edition that you or
others can use in other
documents. The edition is
linked to the source docu-
ment, so that whenever the
original is changed, the
changes are reflected in the
edition. Once you have
published an edition, you
can subscribe to the edition.
When you subscribe to an
edition, you insert a copy of
the edition into your
document. Once you have
inserted an edition into the
subscriber, updates received
by the edition are automati-
cally sent to the subscriber.
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Publish an Edition

Select the information you
want to publish.

@ Click the Edit menu, point
to Publishing, and then
click Create Publisher.

Type the name of the new
edition.

Select a location in which to
store the edition file.

@ Click Publish.
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Subscribe to an Edition

Select the location where
you want to place the
edition.

Click the Edit menu, point
to Publishing, and then
click Subscribe To.

Locate the edition file you
want to subscribe to.

Select the edition file you
want to subscribe to.

@ Click Subscribe.
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See “Sharing Information
Between Programs” on page
220 for more information about
publishing and subscribing to
an edition.

“How do I cancel
a publisher or
subscriber?”

Change Publisher or
Subscriber Options

Open the file with the
published or subcribed
edition.

@ In Excel, click the Edit
menu, click Links, select the
edition, and then click
Options.

In Word, click the Edit
menu, point to Publishing,
and then click Publisher
Options or Subscriber
Options.

To cancel a publisher or
subscriber, click Cancel
Publisher or Cancel
Subscriber.

To change how the edition
updates, click one of the
update option buttons.

@ Click OK.

o 0

Hublisherto:  [E2 Seminar Reply Edition |

[{Send Editions: — = em—y

| er

| [® onsave ‘ Cancel Publish: |

| | @ Manually Send Edition Now | |

l Latest Edition: Thursday, Februarny 19, 199881309 P ‘

L \

{1 Send Edition When Edited ([omtions | [Ccancer ] |[__ox =

© ©

Subscriber to: |E Gayla's Dakery Edition #1 w»

Get Editions: : i
@ Automatically i Cancel Subscriber |
@ Manualty [_GetEditionNow | | [_Openf i |

Latest Edition.

Thursday, Fabruary 19, 1998 BOF.OSPH |

([} Keep Subscriber Formatting Changes

Subscribe with:
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Creating
Word
Documents
with Excel
Data

A common pairing of Office
programs combines Word
and Excel. As you write a
sales report, explain a
budget, or create a memo
showing distribution of
sales, you'll often want to
add worksheet data and
charts to your text. Instead of
re-creating the Excel data in
Word, you can insert all or
part of the data or chart into
your Word document.

Insert an Excel
Worksheet Range into a
Word Document

Click in the Word document
where you want to copy the
Excel range.

Click the Insert menu, and
then click File.

@ Click the pop-up menu,
and then select the drive
and folder that contains the
workbook you want to copy.

If necessary, click the List
Files Of Type pop-up menu,
and then select Readable
Files.

Click the filename of the
workbook you want to copy.

@ Click Insert.

Click the Open Document
In Workbook pop-up menu,
and then select the
workbook you want.

Click the Name Or Cell
Range pop-up menu, and
select the range you want
to copy.

@ Click OK.
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TIP Embed an Excel Chart e
Import Excel data as a in Word

picture. To save disk Space, Open the Excel workbook & File Edit View Inserf Format Tools Chart Window Help MIJPME %
you can insert Excel data as a that contains the chart you DedlaR¥spevio-cjaws a0z |aEl -8
picture. Data inserled this way R ise Gnevs =35 simr w|=EE=Els n, D3 EHESAR
becomes a table that you cannot : Crartares [ =]
edit. Select the data you want to Click the Excel chart you [Ef =
import, press the Shift key as
you click the Edit menu, and
then click Copy Picture. In the @ Click the Copy button on

CUP}' Picture df’ﬂl(}g box, click the Standard toolbar.
OK. Click in the Word

document where you want to @ Click in the Word document
insert the picture, and then click where you want to embed
the Paste button on the the chart.

Standard toolbar. Drag the L
picture borders until it's easy to @ Click the Pasle button on )
read. i the Standard toolbar. i

e T Used Car Purts.
: i ST S T o S R S I

want to embed to selectit.  [[Fiermetemin o)
1

.‘7
'..

|22 5 [
U o B sneens fiter b LT

TRY THIS

Create a new Excel ’ o
worksheet directly in
Word document. With the I_‘; Flle_Eit View Insert Fprmat Foni Tools Table Window Work Help E
insertion point where you want CsRaRy i aado-¢ ae BORuPET w -7
the worksheet, click the Insert Brorms & T seslpruEEamiEEEE(@-2-A
MS Excel Worksheet button on — — = ihotumenti == = = =HHE
the Standard toolbar, drag to I ey
select the number of rows and
columns you want, type the
data and format the worksheet
as needed, and then click
outside the worksheet to return
to the Word window. When you
save the file, the worksheet
becomes embedded in the
Word document.
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Creating a
PowerPoint

Presentation

with Word
Text

PowerPoint presentations are
based on outlines, which
you can create either using
PowerPoint or the more
extensive outlining tools in
Word. You can import any
Word document into
PowerPoint, although only
paragraphs tagged with
heading styles become part of
the slides. You can also copy
any table you created in
Word to a slide.

See “Applying a Style” on page
95 and “Creating and
Modifying a Style” on page 96
for more information about
using heading styles in Word.
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Create PowerPoint
Slides from a Word
Document

@ Create a Word document
with heading styles, and
then close the Word
document.

In PowerPoint, click the
Open button on the
Standard toolbar.

@ Click the List Files Of Type
pop-up menu, and then
select All Outlines.

Click the pop-up menu,
and then locate the Word
file you want to use.

@ Double-click the Word
document filename.

(S o 00 2

& Macintosh .

[% Training Schedule
| |Bused car Parts
| | workbooki (Findfile— |
i
l List Files of Type:

[ Read only

| [CAioutiines -

Embed a Word
Table in a Slide

@ Click in the Word table you
want to use in a slide.

Click the Table menu, and
then click Select Table.

@ Click the Copy button on
the Word Standard toolbar.
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TIP

Headings in Word become
titles in PowerPoint. Each
Heading 1 style in a Word
document becomes the title of a
separate slide in PowerPoint.
Heading 2 becomes the first
level of indented text and so on.
If a document contains no
styles, PowerPoint uses the
paragraph indents to determine
a slide structure.

Create 35mm slides using

Genigraphics. Using the
Value Pack Installer, install
Genigraphics. Open the
presentation from which you
want to create 35mm slides,
click the File menu, point to
Send To, click Genigraphics,
and then follow the
instructions.

Display the PowerPoint
slide where you want to
insert the Word table.

Click the Paste button on
the PowerPoint Standard
toolbar.

Drag a handle to resize the
embedded table.

@ Double-click the table to

display Word’s menus and
toolbars, and edit the table
using the usual Word
commands.

Gayla's Sales

Aios  Saby PRA  twe piee  sae O

amor o aw

et am
vy oam

Create a Word
Document from
a PowerPoint
Presentation

Open the PowerPoint
presentation you want to
use as a Word document.

Click the File menu, point
to Send To, and then click
Microsoft Word.

Word starts and opens the
presentation as a Word
document.

Edit the text using the usual
Word commands.

el
[Sanm=s -

N e gEnE

Save as HIML...
Page Semn_w i i
Print... Iilimn

SendTo i Mail Becipient...
Microsoft Ward

1 Macl HD:_Rati
2 Marintosh HDL.T §
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Sending Files
in E-Mail
Messages

When you want others to
receive a copy of an Office 98
file, you can send the file
through e-mail. You can also
route a file through e-mail,
rather than send it, when
you want others to review a
copy of it online. You can
send the file to one recipient
after another, so that each
recipient can see the previ-
ous revisions, or to all
recipients at once. As the file
is routed, you can track its
status. After all of the
recipients have reviewed the
file, it is automatically
returned to you.

Send a File to Others in
an E-mail Message

Open the file you want to
send.

Click the File menu, point
to Send To, and then select
Mail Recipient. If necessary,
click OK.

Your default e-mail
program (such as Microsoft
Outlook Express) opens,
displaying a new e-mail
message window with an
attached file.

@ Click in the To box, and
then enter an e-mail
address.

@ Click in the Subject box,
and then enter the subject
text.

Click in the message box,
and then enter message
text.

You can format the text like
you would any other text.

@ Click Send on the toolbar.
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Reading and

Replying to
E-Mail
Messages

Mail can be sent to you at
anytime. Before you can
retrieve your e-mail, you
need to connect to the
Internet. Once you are
connected, you can send and
receive e-mail. New messages
appear in the Inbox along
with any messages you
haven't yet stored elsewhere
or deleted. Unread messages
appear in bold text, while
previously read messages
appear in normal text. Once
you have read a message, you
can reply to the author and
other recipients.

Mail button

Divert incoming e-mail to
folders. Click the Tools menu,
click Inbox Rules, click New
Rule, set criteria for incoming
messages, and then click OK.

Open and Read a
Message
Double-click the Mail icon

on the desktop and connect
to the Internet.

Click the Send & Receive
button on the toolbar.

@ Click Inbox in the folder list.

@ Click a message to display
it in the Preview pane, or

double-click a message to
open itup in its own

Preview pane

Messpge Format Tools Window Help

937

“outlookExpress - jo———— | @H

Bl & v ¢ 3 @@ B a i
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Open the message you
want to reply to.

@ Click the Reply or Reply All
button on the toolbar.

Type your message and
attach any files you want to
send.

@ Click the Send button on
the toolbar, or click the File
menu, and then click Send
Later.

Outiovk Express
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To: "New Outlook Express User”
Subject: Welcome to Outlook Express
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Managing
E-Mail
Messages

One problem that can arise
as you receive e-mail is an
overabundance of messages
in your Inbox. To help you
manage your mail messages,
Outlook Express provides a
way to delete messages, and
move messages to other
folders and subfolders.
Storing messages in other
folders and deleting un-
wanted messages make it
easier to see the new mes-
sages you receive. You can
move a message into another
folder quickly and easily:
simply, drag the message to
the folder you want in the
folder list.

You can also add and edit
contact information, includ-
ing names and e-mail
addresses to keep the
informatin current.

Add a new folder to the

folder list. Click the File
menu, point to New, and then
click Folder or Subfolder.

Delete Unwanted
E-Mail Messages

In Outlook Express, click the
folder containing the
messages you want to
delete.

Select the message(s) you
want to delete.

@ Click the Delete button on
the toolbar.

@ Click Deleted Messages in
the folder list. "

Click the Edit menu, and
then click Empty Deleted
Messages.
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Steve

From: "Outlook Express Teoa™ smgagooe@nicrosoft com:
To: “Hew Outlook Express User"
Subjectl. Halcome to Outlock Express

Helcome to your one-stop source for all of your Bazsoging needs:

lg EZ misege(s), 2 duplayed

Add or Edit a Contact
to the Address Book

In Oulook Express, click
Contacts in the folder list.

To add a contact, click New
on the Standard toolbar.

To edit a contact, select the
contact you want to edit,
and then click Edit on the
Standard toolbar.

Enter or edit the contact
information.

@ Click Save.

@ Click the Close box.
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SPECIAL
CHARACTERS

‘ (apostrophe), numeric label
prefix (worksheets), 126
F(arrowhead symbol), menu
symbaol, 22
* (asterisk), multiplication
operator, 140
: (colon), range reference
character, 130
3 key (Command key), 23
deleting words, 34
setting line spacing, 85
undoing/redoing actions, 34
... (ellipsis), menu/dialog box
symbol, 22, 23
— (em dash), entering, 32
= (equal sign), formula prefix,
140
— (minus sign), subtraction
operator, 140
+ (plus sign)
addition operator, 140
in pointer box, 29
/ (slash), division operator, 140

absolute cell references (in Excel
worksheets), 141

Accept Or Reject Changes dialog
box (Excel), 163
action buttons, 203
clicking, 214
creating, 214, 215
inserting in slides, 215
testing, 214
See also hyperlinks
Action Settings dialog box
(PowerPoint), 215
actlions, undoing/redoing,
34, 71
active cell (in worksheets/
datasheets), 124, 207
Add Data dialog box (Excel),
adding data series, 153
Add Report dialog box (Excel),
179
Add Scenario dialog box (Excel),
178
addition operator (+), 140
address book (in Outlook
Express), adding/editing
contacts, 234
addresses
local documents, 52
postal, formatting, 104
Web pages, 53, 62
worksheet cells, 124
Advanced Search, finding
files, 11
Align Left button (Alignment
toolbar), 148

Align Right button (Alignment
toolbar), 148
aligning
data in Excel worksheets, 148
objects, 39 y
tables in Word documents,
117
text in Word documents, 84,
106
in columns, 122
in headers/footers, 106,
107
within table cells, 118-19
Alignment buttons (Formatting
toolbar), 106
Alignment toolbar (Excel),
buttons, 148
animating
bulleted lists, 212, 213
Graph charts, 212
text, 83,212,213
animations (in PowerPoint), 203
adding sound to, 213
adding to slides, 212-13
previewing, 212
removing, 213
annotations, adding to Excel
charts, 155
apostrophe ('), numeric label
prefix (worksheets), 126
applications. See Office
programs

Index
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arithmetic operators, 140
order of precedence, 141
arrowhead symbol ( ), menu

symbol, 22
arrows, styling, 39
asterisk (*), multiplication
operator, 140
auditing Excel worksheets, 177
AutoCalculate, calculating
with, 144
AutoComplete
enabling for cell values, 127
entering worksheet cell labels
with, 126, 127
finding Internet addresses
with, 62
AutoContent Wizard
(PowerPoint)
creating presentations, 185
for the Web, 59
AutoCorrect
adding entries to, 33
correcting spelling while
typing, 32, 76
creating exceptions to, 33
reversing changes made
by, 33
AutoFill (Excel), filling in data
in worksheets, 144
AutoFilter (Excel), filtering
records in Excel lists, 145,
158
AutoFit (Word), adjusting table
column widths, 117
AutoFormat (Excel), formatting
worksheet text and
numbers, 147
AutoLayout placeholders
(PowerPoint), 191
Autolayouts (in PowerPoint),
applying to slides, 190,
191
AutoText (in Word), inserting,
109

236

AVERAGE function (Excel), 143

B

_ Background dialog box

(PowerPoint), 198
background objects (on
PowerPoint masters),
hiding on slides, 198
backup copies, saving, 13
balloon help, 14
barcodes, POSTNET, printing
on envelopes, 104
blank files, creating, 9
boldface, applying in Word, 82
bookmarks (in Word),
inserting, 47
borders
adding to pictures, 43
adding to tables in Word,
118,120
adding to text in Word, 120
adding to worksheet cells,
149
Break dialog box (Word),
inserting page/section
breaks, 94
brochures, creating, 41, 120, 121
Browse Arrow buttons (Word
window), 67
Browse button (Word
window), 67
Browse toolbar (Word), 67
browsing Word documents, 67
bulleted lists
animating, 212, 213
creating
in PowerlPoint, 193
in Word, 98
creating slides from, 193
restyling in Word, 99
Bullets And Numbering dialog
box (Word), 99
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buttons

column/row indicator
buttons (in Excel
worksheets), 136

option buttons (in dialog
boxes), 22

scroll buttons (for
worksheets), 125

view buttons, 64, 65, 187

See also action buttons;
toolbar buttons; and
specific buttons

calculating

with Excel functions, 143
using AutoCalculate, 144
capitalization, correcting, 32, 76

case, matching in Word
searches, 74
cell contents (data)
in Excel worksheets
aligning, 148
analyzing, 143, 156-64
auditing, 177
consolidating from
worksheelts/
workbooks, 174-75
creating/showing
scenarios of, 178
creating Word docu-
ments with, 228-29
editing, 128
entering, 126-27
filling in automatically,
144
importing as pictures, 229
protecting, 164
summarizing, 145, 160-61
in Graph datasheets,
entering, 207
in Word tables

deleting, 113
entering, 112, 113
cell formats (in Excel
worksheets), copying,
147
Cell Height And Width dialog
box (Word), 117
cell references (in Excel
worksheets), 124
absolute, 141
entering in formulas, 140
cells
in Excel worksheets, 124
active cell, 124
adding borders to, 149
addresses, 124, 140
auditing, 177
clearing, 129
copying, 176
copying cell formats, 147
deleting, 129
entering text and
numbers into,
126-27
inserting, 129
linking, 165, 176
removing arrows from,
177
selecting multiple, 130-31
See also cell contents
(data), in Excel
worksheets; cell
references; ranges
Graph datasheets, 206
active cell, 207
entering data into, 207
in Word tables
aligning text within,
118-19
changing text direction
within, 119
clearing, 113
entering text into, 112,
113

ir
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cells continued
merging, 116
selecting, 113
splitting, 116
Center button (Alignment
toolbar), 148
centering text, 84
character spacing (in Word
documents), changing,
83, 99
characters
deleting, 34
nonprinting characters in
Word documents,
66, 87
resizing in worksheet
printouts, 139
See also special characters
chart area (in Graph), 209
chart boxes (Organization
Chart), formatting, 44
chart objects, 154, 206
adding to Excel charts,
154-55
selecting/formatting in
Graph, 209
Chart Options dialog box
(Excel), 154, 155

Chart Type dialog box (Graph),

208
Chart Wizard (Excel), creating
charts, 150-51
charts
in Excel, 150-55, 206

adding gridlines, 154, 155

adding legends, 154

adding text annotations,
154,155

adding titles, 154

adding trendlines, 153

changing types, 155

creating, 150-51

as embedded objects, 151

embedding in Word
documents, 229

formatting elements, 155

in Graph, 206

animating, 212

creating, 206-9

creating a chart type, 208

entering data into
datasheets, 207

formatting chart objects,
209

inserting in slides, 206

selecting a chart type, 208

selecting chart objects,
209
check boxes, in dialog boxes,
22,23
clearing worksheet cells, 129
clip art
adding to every slide in a
presentation, 198
cropping, 42, 43
inserting, 42
Clip Gallery, inserting clip art
from, 42
Clipboard, copying/moving
text with, 28, 72
closing files, 19
collapse box (windows), 18
colon (:), range reference
character, 130
Color Scheme dialog box
(PowerPoint), 200
color schemes (PowerPoint)
applying to slides, 200-201
choosing, 200
customizing, 200
deleting, 200
coloring
objects, 39, 42, 43
slides, 200-201
text, 82
colors
types, 43

See also color schemes
(PowerPoint); coloring
column letters (in Excel
worksheets), printing, 139
column titles (in Excel
worksheets), printing, 139
columns
in Excel worksheets
freezing/unfreezing, 167
inserting, 136
in Word
aligning text in, 122
creating/modifying, 122
viewing side by side, 122
in Word tables
adjusting widths, 115,
117
deleting, 114, 115
distributing evenly, 115
inserting, 114
moving, 115
selecting, 113
sorting the entries in, 119
summing, 119
Columns dialog box (Word),
122
Command key. See 38 key
comment codes (in Word
documents), displaying,
110
comments
hiding/displaying, 35
inserting, 35
reviewing, 35
comments (in Word docu-
ments)
browsing, 67
deleting, 110
inserting, 110
reading, 110
Confirm Password dialog box
(Excel), 164
Consolidate dialog box (Excel),
174

consolidating data from
worksheets/workbooks,
174-75
contacts (in Outlook Express),
adding/editing, 234
converting, text to Word tables,
112
copying
cells in worksheets, 176
formulas in worksheets, 141
styles in Word, 95
text, 28-29
in Word, 68, 72-73
worksheets, 134, 135
COUNT function (Excel), 143
Create Data Source dialog box
(Word), 101
Crop tool (Picture toolbar), 42
cropping images, 42, 43
curves, drawing, 38
Custom Animation dialog box
(PowerPoint), 213
Custom Shows dialog box
(PowerPoint), 216
Customize dialog box, custom-
izing toolbars, 25
cutting text, 28

©

data. See cell contents (data);
data series; entering;
exporting; importing;
inserting; lists
data analysis (in Excel), 156-64
tools, 145
data files (for mail mergces)
creating, 100-101
merging with main docu-
ments, 102-3
selecting existing, 100
Data Form dialog box
(Word), 101
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Data Forms (Excel), 145, 168
adding records using, 168
managing records using, 169

data points (in Excel), 152
deleting single points, 153

data ranges. See ranges (in Excel

worksheets)

data series, 152, 206
adding/deleting in Excel,

152,:153
changing in Excel, 153
databases. See lists, in Excel
datasheets (in Graph), 206
entering data into, 207
dates, inserting (in Word), 108
Decrease Indent button
(Formatting toolbar),
88, 89

Define Custom Show dialog
box (PowerPoint), 216,
217

Delete dialog box (Excel), 129

Delete key, deleting characters/
words, 34

deleting
animations, 213
characters, 34
color schemes (in

PowerPoint), 200
columns/rows (in Word
tables), 114, 115
comments (in Word
documents), 110
data series, 152, 153
e-mail messages, 234
favorite documents, 58
hyperlinks, 49
records in Excel lists, 168
slide shows, 217
slides, 191, 195
text, 66
typing errors, 34
WordArt, 41
words, 34

worksheet cells, 129
worksheets, 132, 133
deletions, restoring, 71, 153
desktop
creating files from, 9
opening existing files
from, 10
starting Office programs -
from, 8
desktop publishing effects,
adding to text in Word,
120-21
destination files, 220, 221, 224
subscribers, 221, 226
destination programs, 221
dialog boxes, 22
choosing options, 22-23
navigating, 23
See also wizards; and specific
dialog boxes
division operator (/), 140
docking floating toolbars, 24
Document dialog box, 91, 107
document elements, finding
and replacing, 31
document windows, 18, 21
in Excel, 124
in Powerloint, 187
in Word, 64, 66
See also windows
documents
adding to favorites, 58
addresses, 52
closing, 19
creating, 9
as Web pages, 59
with wizards, 27
finding, 11
inserting comments in, 35
inserting hyperlinks in/
between, 46, 47
jumping to favorites, 58
opening, 10-11
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recently used
opening, 10
setting the number of,
166
saving, 12-13
with another name, 12
backup copies, 13
in different folders, 13
in different formats, 13,
60-61
for the first time, 12
as HTML documents,
60-61
selecting, 23
See also hyperlinked
documents; Web
documents; Word
documents
drag and drop
copying/moving text, 29,
72-73
installing Microsoft Office,
6-7
drawing
lines and shapes, 38
tables in Word documents,
112
Drawing toolbar, manipulating
objects, 39
drop caps, adding to text in
Word, 121

(£

e-mail messages
deleting, 234
diverting to folders, 233
managing, 234
reading, 233
replying to, 233
sending files in, 232
Edit Hyperlink dialog box, 49

Edit Text button (WordArt
toolbar), 41
Edit WordArt Text dialog
box, 40
editing
custom slide shows, 217
embedded objects, 224, 225
favorite documents, 58
linked objects, 224, 225
objects, 38, 39
organization charts, 44
records in Excel lists, 169
text, 28-29
in Word, 63, 67-79
worksheet cell contents, 128
editions
publishing and subscribing
to, 221, 226
update options, 227
ellipsis (...), menu/dialog box
symbol, 22, 23
em dash (—), entering, 32
email messages. See e-mail
messages
embedded objects
changing linked objects to,
224
charts as, 151
editing, 224, 225
embedding .
Excel charts/worksheets in
Word documents, 229
objects, 220, 224
Word tables in slides, 230-31
end mark (Word window), 64
enhancing objects, 38, 39
Enter button (formula bar),
entering worksheet cell
labels, 126
entering
cell references in formulas,
140
data into Graph datasheets,
207



entering continued
formulas into Excel
worksheets, 140
fractions, 32
functions into Excel
worksheets, 143
records into Excel lists, 157
superscript ordinals, 32
text
into Excel worksheet cells,
126-27, 157
into Powerl’oint outlines,
194
into PowerPoint place-
holders, 191, 192-93
into Word documents, 66
into Word tables, 112, 113
See also inserting
envelope codes, printing, 104
envelopes, addressing and
printing in Word, 104
Envelopes And Labels dialog box,
104
equal sign (=), formula prefix,
140
Excel (Microsoft), 123-82
calculations, 143, 144
customizing, 166
data analysis tools, 145
print options, 138-39
program window. See Excel
window
See also workbooks (in Excel);
worksheets (in Excel);
and under charts; lists
Excel window, 124
elements, 124, 125, 126, 128
splitting into panes, 167
exiting Office programs, 20
expand box (windows), 18
exporting
files, 220, 222, 223
information, 223

F keys, displaying named ranges,
142
favorite documents
adding/deleting, 58
editing, 58
jumping to, 58
Favorites button (Web
toolbar), 58
Favorites folder, adding files
to, 58
field names
in Excel lists, 156, 157
in Word data files, 101
inserting in main docu-
ments, 102
fields
in Excel lists, 156, 158
index fields, 159
sorting records on, 158-59
in Word data files, 101
files
adding to favorites, 58
closing, 19
creating, 9
destination files, 220-21, 224
exporting, 220, 222, 223
finding, 11
importing, 220, 222
jumping to favorites, 58
opening, 10-11
recently used
opening, 10
setting the number of, 166
saving, 12-13
with another name, 12
backup copies, 13
in different folders, 13
in different formats, 13,
60-61
for the first time, 12
as HTML documents, 60

as templates (in Word), 92
sending in e-mail messages,
232
source files, 220-21, 224
See also documents
fill handle (Excel)
copying formulas, 141
filling in data, 144
filtering records, in Excel lists,
145,158
FIM-A codes, printing on
envelopes, 104
Find And Replace dialog box, 31
Find And Replace dialog box
(Word), 74, 75
Find dialog box, 30
finding
files, 11
information on the Web, 56
Internet addresses, 62
text, 30, 31
in Word, 74
text formatting in Word, 74
See also replacing
flipping objects, 39
floating toolbars, docking, 24
folders
adding new, 234
default, 166
diverting e-mail messages to,
233
Favorites folder, 58
saving files in different folders,
13
selecting, 23
Templates folder, 93
font attributes (in Excel
worksheets), applying, 146
Font dialog box (Word), 83
fonts
in Excel worksheets,
specifying, 166
in Word documents

animation effects, 83
character spacing, 83
specifying, 82
footers
in Excel worksheets, printing,
139
in slides, adding/changing,
204
in Word documents, 106
aligning, 106, 107
creating, 106-7
setting margins for, 91
form letters
creating, 100-101
merging with data, 102-3
printing, 103
Format AutoShape dialog
box, 37
Format Cells dialog box (Excel)
adding borders to cells, 149
aligning data, 148
formatting numbers, 147
formatting text, 146
Format Data Series dialog box
(Graph), 209
Format Painter
applying PowerPoint color
schemes, 201
copying Word document
styles, 95
copying worksheet cell
formats, 147
Format WordArt button
(WordArt toolbar), 41
formatting
chart objects in Graph, 209
documents in HTML, 60-61
numbers in Excel worksheets,
146-47
organization chart boxes, 44
postal addresses, 104
tables in Word, 118-19
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formatting continued
text
in Excel worksheets, 146,
147
with find and replace, 31,
74-75
while typing, 83
in Word documents, 66,
74-75, 81-104
See also text formatting
Formatting toolbar, 24, 64
Alignment buttons, 106
indenting text, 88, 89
formula bar (Excel window), 124
editing cell contents, 128
formula prefix (=), 140
formulas (in Excel worksheets),
140
auditing, 177
cell changes and, 129
copying, 141
displaying, 141
entering, 140
entering cell references in, 140
using ranges/range names in,
142
See also functions (in Excel)
fractions, entering, 32
frames (of Web pages), 61
Free Rotate button (WordArt
toolbar), 41
freezing/unfreezing columns/
rows in Excel worksheets,
167
function keys. See F keys
functions (in Excel worksheets),
143
calculating with, 143
entering, 143

o

Genigraphics, installing, 231

GIF format, 61
grammar, correcting in Word,
76-77
Graph (Microsoft), 206
See also under charts
graphic formats, types, 61
graphic objects. See objects
graphs. See charts
gridlines
in Excel charts, 154
adding, 154, 155
major versus minor, 155
printing worksheets with,
139, 149
in Word tables, displaying/
hiding, 119
grouping objects, 39

(H)

handles, selection handles, 36
Handout Master, formatting,
205
handouts, adding to presenta-
tions, 205
Header And Footer toolbar
(Word), 106, 107
buttons, 108
headers
in Excel worksheets, printing,
139
in slides, adding/changing,
204
in Word documents, 106
aligning, 106, 107
creating, 106-7
setting margins for, 91
headings (in Word documents),
as converted in
PowerPoint, 231
Help, 14-17
balloon help, 14
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getting information on
particular topics, 14, 15
Office Assistant, 16-17, 124,

160
hiding
background objects on slides,
198

gridlines, in tables in Word
documents, 119
Office programs, 20
rulers (in Word), 86
ScreenTips, 25
slides in slide shows, 189
toolbars, 24, 50
Highlight Changes dialog box
(Excel), 162 ‘
highlighting (in Word docu-
ments), applying, 82, 83,
111
HTML (Hypertext Markup
Language), 60
HTML documents, saving Office
documents as, 60-61
Hyperlink To Slide dialog box
(PowerPoint), 215
hyperlinked documents
address list, 54
favorites, 58
jumping to, 45, 52, 53, 54, 58
navigating, 45, 54-55
reloading, 55
See also hyperlinks; Web
documents
hyperlinks, 45, 48, 221
adding to slides, 215
clicking, 48
inserting, 46-47
removing, 49
renaming, 49
stopping, 55
See also action buttons
Hypertext Markup Language. See
HTML

hyphenating Word
documents, 78

importing

Excel data as pictures, 229
files, 220, 222
See also inserting
Increase Indent button (Format-
ting toolbar), 88, 89
indenting
paragraphs
in Powerloint, 195
in Word, 88
tables in Word documents,
117
index fields (in Excel), protecting
list order with, 159
information
exporting, 223
getting Help on particular
topics, 14, 15
getting information about
the Web, 15
searching for information on
the Web, 56
sharing information between
Office programs,
219-34
Insert Date button (Header And
Footer toolbar), 108
Insert dialog box (Excel), 129
Insert File dialog box (Word),
222,228
Insert Hyperlink dialog box,
46-47
Insert Number Of Pages button
(Header And Footer
toolbar), 108
Insert Outline dialog box
(PowerPoint), 195



Insert Page Number button in Word documents, 63, 66 Less button (Word Find And adding to every slide in a

(Header And Footer installing Replace dialog box), 75 presentation, 198
toolbar), 108 Genigraphics, 231 letterheads, creating, 26 creating, 39
Insert Time button (Header And Microsoft Office, 6-7 line arrows, styling, 39
Footer toolbar), 108 Report Manager (Excel), 179 lines m
Insert WordArt button (WordArt  Internet. See Web drawing, 38
toolbar), 41 Internet addresses, 53 styling, 39 ]
inserting finding, 62 lincs};)f tfxt Macro d{a[og box, 180, 182
action buttons in slides, 215 Internel Assistant Wizard, indenting, 88, 193 g (m‘F‘xcel), 180
AutoText, 109 creating HTML docu- selecting, 71 debugging, 180
bookmarks, 47 ments, 60-61 - spacing, 85 recor.dmg, 180, 181, 182
clip art, 42 intranets, formatting documents  linked objects running, 180, 182
columns for, 60-61 changing to embedded versus templates, 171
into Word tables, 114 italics, applying in Word, 82 objects, 224 Ma?] Merge IIchper (Word), 100
into worksheets, 136 editing, 224, 225 mail merges (in Word), 100-103
comments, 35, 110 o linking error checking before starting,
dates (in Word), 108 cells in Excel worksheets, 165, 103

sending to printers, 103

Excel ranges into Word 176 i d
mailing labels, addressing and

documents, 228 J.PI:‘G ‘format, 61 hyperlinking, 221 e
Graph charts in slides, 206 eRpng objects, 220-21, 224, 225 __printing, 104 _
hyperlinks, 46-47 to favorite documents, 58 links main documents (for mail
outlines into PowerPoint, 194, to hyperlinked documents, between worksheets, creating/ mlerges)

195 45, 52, 53, 54, 58 breaking, 176 creating, 100, 102

Lo slides, 215 Sozdlin hyperlir'1k~s merging data files with, 102-3
1 ‘,‘? fla“ page, a1 list boxes, in dialog boxes, 22 selecting, 100
justifving text, 84 list ranges (in Excel lists), 156 margins (in Word documents),

page breaks
into Word documents, 94
into worksheets, 137

page numbers (in Word), 108 entering information in, setting, 70, 90-91
pictures, 42 o 168 masters (in PowerPoint)
TOws lists adding/changing headers and
into Excel worksheets, 136 keyboard shortcuts. See shortcut in Excel . Footer's, 204.
into Word tables, 114 ¥ keys creating, 157 dcmgnnl'lg slides with, 198-99
section breaks into Word filtering records, 145, 158 formatting the Handout/
documents, 94 finding data in, 168 Notes Mastei, 205
slides, 190 o PickList, 157 ovemdl‘ng, 199
from other presentations, protecting list order, 159 reapplying, 199 .
191 labels sorting records, 145, Title Master versus Slide
special characters, 32, 109 mailing labels, addressing and 158-59 'Mastcr", 198
times (in Word), 108 printing, 104 summarizing data, 145, Max (Off;cg Assistant), 16
worksheet cells, 129 in worksheet cells 160-61 MAX function (Excel), 143
worksheets, 132, 133 entering, 126-27, 157 terminology, 156 media clips
See also embedding; entering; formatting, 146, 147 numbered lists, 98-99 inserting, 42 ]
importing; linking long, 127 See also bulleted lists See also c_llp art; pictures
insertion point legends, adding to/deleting from [ ocator dialog box (Excel), 168 Ll 1"?"5’ in Office program
on PowerPoint slides, 192 Excel charts, 154 10gos windows, 64, 124, 187

Innex 241



menu commands
choosing, 22
versus shortcut keys, 23
menus, 22
Merge And Center button
(Alignment toolbar), 148
merging
cells in Word tables, 116
form letters with data, 102-3
workbooks, 175
messages, “[Shared]” status
message in title bars, 163,
173
Microsoft Excel. See Excel
(Microsoft)
Microsoft Graph. See Graph
(Microsoft)
Microsoft Internet Explorer, 6
Microsoft Internet solutions, 6
installing, 7
Microsoft Office. See Office
(Microsoft)
Microsoft Office 98 Macintosh
Edition At a Glance, 1-3
Microsoft Office programs. See
Office programs
Microsoft Outlook Express, 6
adding/editing contacts, 234
Microsoft PowerPoint. See
PowerPoint (Microsoft)
Microsoft Word. See Word
(Microsoft)
MIN function (Excel), 143
minus sign (=), subtraction
operator, 140
mirror margins (in Word
documents), setting, 91
Modify Style dialog box
(Word), 97
More button (Word Find and
Replace dialog box), 75
mouse pointer
copying text in Word, 73

displaying shortcut
menus, 22
in the Excel window, 124
getting balloon help, 14
plus sign in pointer box, 29
presenting slide shows, 218 .
resizing and moving
windows, 18
selecting objects, 36
in the Word window, 64
Move Or Copy dialog box
(Excel), moving
worksheels, 135
moving
objects, 36, 39
rows/columns, in Word
tables, 115
slides, 197
text, 28-29
in Word, 68, 72-73
toolbars, 24
windows, 18
worksheets, 134, 135
See also jumping; navigating;
rearranging
multiple cells (in Excel
worksheets), selecting,
130-31
multiple windows,
arranging, 18
multiplication operator (*), 140

(N

name box (Excel window), 124
named ranges (in Excel
worksheets)

going to, 131

selecting, 131
names

displaying toolbar button

names, 24, 64
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field names in Excel lists, 156,
157
range names in formulas,
142
naming
hyperlinks, 49
worksheet ranges, 131
worksheets, 132, 133
navigating
dialog boxes, 23
hyperlinked documents, 45,
54-55
slide shows, 218
Word documents, 67
Word tables, 112, 113
workbooks/worksheets, 125
See also jumping
New command, creating files, 9
New dialog box, creating files,
9,26
New dialog box (Word), 93
New Presentation dialog box
(PowerPoint), 184, 186
New Slide dialog box
(PowerPoint), 190
New Style dialog box
(Word), 96
newsletters, creating, 41, 120,
121
newspaper columns. See
columns, in Word
nonprinting characters (in
Word documents), 66, 87
Normal template (Word), 92
notes
adding annotations to Excel
charts, 155
adding to presentations,
189, 205
Notes Master, formatting, 205
Notes Page view (PowerPoint),
189
numbered lists
creating in Word, 98

restyling in Word, 99
numbers
entering into worksheets,
126-27
formatting in worksheets,
146-47
numeric formats (in Excel
worksheets), applying,
146-47
numeric label prefix (worksheets)

(), 126

Obiject dialog box, embedding
objects, 224
Object Linking and Embedding
(OLE), 220-21
objects, 36, 37
adding 3-D effects to, 39
adding shadows to, 39
adding to documents, 39
adding to every slide in a
presentation, 198
aligning, 39
chart objects, 154-55, 206, 209
coloring, 39, 42, 43
drawing, 38
embedding, 220, 224
enhancing, 38, 39
flipping, 39
grouping, 39
inserting, 42
linking, 220-21, 224, 225
moving, 36, 39
resizing, 37
rotating, 39
scaling, 37
selecting, 36
WordArt, 40-41
See also clip art; pictures
Office (Microsoft), installing/
uninstalling, 6-7



Office Assistant, 16, 124
choosing an Assistant, 17
customizing, 17
getting help from, 16-17, 160
installing more Assistants, 17
tips, 17

Office Manager
installing, 8
starting Office programs

from, 8

Office programs, 5, 21
creating files from within, 9
hiding, 20
quitting, 20
self-repairing, 7
shared tools, 21-44
sharing information

between, 219-34
starting, 8
See also Excel; PowerPoint;
Word
OLE (Object Linking and
- Embedding), 220-21
online Help. See Help
Open dialog box, finding
files, 11
Open Worksheet dialog box,
228
opening
documents
existing, 10-11
new Excel workbooks,
171
new Word documents, 66
recently used, 10
templates, 170
Web documents, 53
Web pages, 52
option buttons (in dialog
boxes), 22
order of precedence of arith-
metic operations, 141
organization charts, creating/
formatting/styling/
editing, 44

Qutline view (PowerPoint), 188
See also outlines, PowerPoint
outlines
nonPowerPoint, inserting into
PowerPoint, 194, 195
PowerPoint, 194
adding slides to, 194
collapsing/expanding
slides, 196, 197
entering text into, 194
indenting text, 195
printing, 202
rearranging slides, 196, 197
selecting slides, 197
showing/hiding text
formatting, 195
Outlook Express (Microsoft), 6
adding/editing contacts, 234

page breaks

inserting/deleting in Excel, 137
inserting/deleting in Word, 94
previewing/moving in Excel,
137
page numbers, inserting in Word,
108
page orientation, specifying in
Word, 70
page setup, Word documents, 70
Page Setup dialog box
print options in Excel, 139
print options in Word, 70, 90,
107
Page Setup dialog box
(Word), 70
pages
creating headers/footers for
specific pages (in
Word), 107
page/section breaks (in
Word), 94

shrinking Word documents to
fit, 79
See also page setup; start page
panes (in the Excel window)
freezing/unfreezing, 167
splitting the Excel window
into, 167
paper size, specifying in Word, 70
Paragraph dialog box (Word)
indenting paragraphs, 89
line/paragraph spacing, 85, 89
paragraphs
in PowerPoint
indenting, 195
spacing, 193
in Word
beginning new, 66
indenting, 88
selecting, 71
setting tabs, 87
spacing, 85
password protection (in Excel),
164
Past Function button (Standard
toolbar), 143
PPaste Name dialog box (Excel),
142
PickList (in Excel), entering labels,
157
pictures
adding borders to, 43
animating, 212
browsing in Word, 67
cropping, 42, 43
importing Excel data as, 229
inserting, 42
PivotTable Wizard (Excel),
creating PivotTables, 160
PivotTables (in Excel), 145,
160-61
creating, 160
creating charts from, 161
placeholders (in PowerPoint)
creating, 191

entering text into, 191, 192,
193
plot area (in Graph), 209
plus sign (+)
addition operator, 140
in pointer box, 29
PMT function (Excel), 143
pointer box, plus sign in, 29
points (text size units), 37
POSTNET barcodes, printing on
envelopes, 104
PowerPoint (Microsoft),
183-218
masters, 198-99
program window elements,
187
views, 188-89
See also presentations; slide
shows; slides
PowerPoint dialog box
(PowerPoint), 184
PowerPoint window, 187
elements, 187
precedence of arithmetic
operations, 141
Preferences dialog box (Excel),
displaying formulas, 141
Preferences dialog box
(PowerPoint), General
tab, 166
Preferences dialog box (Word),
spelling and grammar
preferences, 76
presentation window
(PowerPoint), 187
presentations (in PowerPoint),
183-218
adding notes/handouts to,
189, 205
applying color schemes
between, 201
applying templates to, 186
creating, 183-202
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presentations (in Powerloint)
continued
designing, 203-14
inserting slides from other
presentations, 191
printing, 202
running slide shows, 189
saving as HTML
documents, 61
sharing, 183
starting, 184
switching between, 184
with the AutoContent
Wizard, 59, 185
with templates, 186
as Web pages, 59
from Word documents,
230-31
creating Word documents
from, 231
See also slide shows; slides
preview boxes, in dialog boxes,
22,23
previewing
animations, 212
Word documents, 70, 79
worksheets, 138
print area (in Excel worksheets),
limiting, 139
Print dialog box, in Powerl’oint,
202
print options
in Excel, 138-39
in Word, 70, 80
Print Preview toolbar
(Word), 79
printing
envelopes, 104
form letters, 103
mailing labels, 104

outlines (in PowerPoint), 202

presentations, 202
slide shows, 217

slides, 202
Word documents, 80
worksheets, 138-39, 149
program windows
opening existing files
from, 10
See also Excel window;
PowerPoint window;
windows; Word
window
programs. See Office programs
Protect Sheet dialog box (Excel),
164
protecting data (in Excel
worksheets), 164
publishers, 221, 226
canceling, 227
publishing editions, 221, 226

Q.

quitting Office programs, 20

©

range names (in Excel
worksheets), in formulas,
142
ranges (in Excel worksheets),
130-31
calculating, 144
in formulas, 142
inserting into Word
documents, 228
list ranges, 156, 157
named/naming, 131
references, 130
selecting, 130, 131
for charting, 150
reading e-mail messages, 233
rearranging
rows/columns (in Word
tables), 115
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slides, 188-89, 196-97, 217
See also moving
Record Macro dialog box, 181
recording
Excel macros, 181
sounds, 211
records (in Excel lists), 156
adding, 168
deleting, 168
editing, 169
entering, 157, 168
filtering, 145, 158
managing, 169
sorting, 145, 158-59
Redo button, 34
redoing actions, 34, 71
renaming hyperlinks, 49
replacing
text, 30, 31
while typing, 32
in Word, 74-75
text formatting, 74, 75
replying to e-mail messages, 233
Report Manager (Excel), install-
ing, 179
reports (from Excel worksheets),
creating, 179
resizing
characters in worksheet
printouts, 139
objects, 37
windows, 18
Return action button, 215
Return key
entering worksheet cell labels,
126
specifying cell selection after
pressing, 166
Reviewing toolbar, reviewing
comments, 35
reviewing work, using
comments, 35
rotating objects, 39

row numbers (in Excel
worksheets), printing, 139
row titles (in Excel worksheets),
printing, 139
rows
in Excel lists, sorting data in,
159
in Excel worksheets
freezing/unfreezing, 167
inserting, 136
in Word tables
adjusting heights, 115, 117
deleting, 114, 115
distributing evenly, 115
inserting, 114
moving, 115
selecting, 113
rulers (in Word)
indenting text, 88
setting margins, 90
showing/hiding, 86

s/

Save As command (File
menu), 12
Save As dialog box
exporting files, 223
saving documents as
templates, 92
Save As HTML dialog box, 61
Save command (File menu), 12
saving documents, 12-13
with another name, 12
backup copies, 13
in different folders, 13
in different formats, 13
for the first time, 12
as HTML documents, 60-61
as templates (in Word), 92
scaling objects, 37
Scenario Manager (Excel), 178
Scenario Values dialog box
(Excel), 178



scenarios (of Excel worksheet
data)
creating and showing, 178
creating reports of, 179
ScreenTips (toolbars)
displaying, 24
hiding, 25
scroll arrows, 67
scroll boxes, 67, 125, 188
scroll buttons (for worksheets),
125
scrolling
Word documents, 67
worksheets, 125
Search dialog box, finding
files, 11
search engines, 56
search page, setting, 56, 57
searching. See finding
section breaks, inserting/deleting
in Word, 94
sections (of Word
documents), 94
Select Changes To Accept Or
Reject dialog box (Excel),
163
selected text, deleting, 34
selecting
chart objects (in Graph), 209
objects, 36
slides, 197
table elements (in Word), 113
text, 71
worksheet ranges, 130, 131
selection handles, 306
sending files in e-mail messages,
232
shading
adding to tables in Word,
118,120
adding to text in Word, 120
shadows, adding to objects, 39
shapes, drawing, 38

Share Workbook dialog box
(Excel), 172

“IShared]” status message in title

bars, 163,173
sharing Excel workbooks
changing options, 172-73
enabling, 172

sheet tabs (Excel window), 124,

132
Shift key, outdenting text, 193
shortcut keys, 23
creating, 109
deleting typing errors, 34
setting line spacing, 85

undoing/redoing actions, 34
versus menu commands, 23

See also Command key; F
keys; Shift key
shortcut menus, 22
Shortcut Menus toolbar,
adding, 25
Show/Hide button (Standard
toolbar), 110

slash (/), division operator, 140

slide icons, 188, 189
Slide Layout dialog box
(PowerPoint), 190

Slide Master, versus Title Master,

198

slide numbering, changing, 205
Slide Show view (PowerPoint),

189
slide shows
creating custom, 216, 217
editing custom, 217
hiding slides in, 189
navigation controls, 218
presenting, 218
printing custom, 217
removing custom, 217
showing, 189, 216, 218
See also presentations (in
PowerPoint)

Slide Sorter view, viewing slide
transitions, 211
Slide Sorter view (PowerPoint),
188-89
rearranging slides, 188-89, 196
Slide Transition dialog box
(PowerPoint), 210, 211
slide transitions, 203
adding, 189
adding sound to, 211
applying to all slides, 210
setting transition effect speeds
and timing, 211
specifying, 210
viewing, 211
Slide view (PowerPoint), 188
entering textin, 191, 192-93
indenting textin, 195
slides
adding animations, 212-13
adding/changing headers and
footers, 204
adding hyperlinks to, 215
adding to outlines, 194
adding to slide shows, 217
applying changes to all, 199
applying color schemes to,
200-201
collapsing/expanding in
Qutline view, 196, 197
creating, 190-91
from bulleted lists, 193
from Word documents,
230-31
deleting, 191, 195
from slide shows, 217
designing
with AutoLayouts, 190
with masters, 198-99
duplicating, 195
embedding Word tables,
230-31
hiding, in slide shows, 189

hiding background objects
on, 198
icons, 188, 189
inserting, 190
from other presentations,
191
inserting action buttons, 215
inserting Graph charts, 206
jumping to, 215
moving, 197
moving through, 188
numbering, 205
in Outline view, 188
printing, 202
rearranging, 188-89, 196-97,
217
selecting, 197
viewing miniatures, 188, 199
See also slide shows; slide
transitions

Sort dialog box (Excel), 159
sorting records, in Excel lists,

145, 158-59

sounds

adding to animations, 213

adding to slide transitions,
211

recording, 211

Source Data dialog box (Excel),

153

source files, 220, 221, 224

publishers, 221, 226

source programs, 221, 224
speaker notes, adding to

presentations, 189, 205

special characters

finding and replacing, 31

inserting, 32, 109

wildcard search characters,
74,75

See also Special Characters
section of this index
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spelling, correcting
undoing/redoing
corrections, 34
while typing, 32, 76
in Word, 76-77
Spelling and Grammar dialog
box (Word), 77
spin boxes, in dialog boxes,
22,23
splitting cells in Word tables, 116
splitting windows (in Word), 69
stacked fractions, entering, 32
Standard toolbar, 24, 64
Past Function button, 143
Show/Hide button, 110
Start menu, opening existing files
from, 10
start page
jumping to, 51
setting, 50, 51
starting, presentations (in
PowerPoint), 184
starting Office programs, 8
status bars, in Office program
windows, 64, 124, 187
Style dialog box (Word), 96
Style Gallery (Word), 93
Style list box (Word), applying
styles with, 95
styles (in Word), 81, 95-97
applying, 95
creating, 96, 97
modifying, 97
subscribers, 221, 226
canceling, 227
subscribing to editions, 221, 226
subtraction operator (-), 140
SUM function (Excel), 143
summarizing Word documents,
111
superscript ordinals, entering, 32
symbols. See special characters

tab characters, displaying in
Word, 87
Tab key
indenting text, 88, 193
navigating dialog boxes, 23
navigating tables, 112, 113
tab stops, setting/clearing in
Word, 87
Table AutoFormat dialog box
(Word), 118
Table of Contents, locating
information with, 14
tables. See PivotTables (in Excel);
tables (in Word docu-
ments); worksheets (in
Excel)
tables, in Word documents,
embedding in slides, 230-31
tables (in Word documents), 112
adding borders/shading, 118,
120 :
browsing, 67
converting text to, 112
creating, 112
deleting cell contents, 113
displaying/hiding gridlines,
119
drawing custom, 112
elements. See under cells;
columns; rows
entering text into, 112, 113
formatting, 118-19
indenting, 117
modifying, 114-17
navigating, 112, 113
summing the columns, 119
tables of contents, hyperlinks
for, 47
tabs
in dialog boxes, 22
for paragraphs in Word, 87
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sheet tabs (Excel window),
124,132
Template Wizard (Excel)
installing, 175
merging workbooks, 175
templates, 26
choosing, 26
in Excel, 170-71
creating new, 170
customizing, 171
default, 170, 171
testing, 171
versus macros, 171
opening, 170
organizing, 92
in PowerPoint
applying to presentations,
186
creating presentations
with, 186
in Word, 81, 92-93
applying to documents, 93
creating documents
with, 93
saving documents as,
92,93
Templates folder, 93
text
adding borders to in Word
documents, 120
aligning, 84, 106
animating, 83, 212, 213
arranging in columns, 122
coloring, 82
converting to Word tables,
112
copying, 28-29
in Word documents, 68,
72-73
correcting grammar in Word
documents, 76-77
correcting spelling
undoing/redoing
corrections, 34

while typing, 32, 76
in Word documents,
76-77
cutting, 28
deleting, 66
editing, 28-29
in Word documents, 63,
67-79
entering
into Excel worksheet cells,
126-27
into Powerloint outlines,
194
into PowerPoint place-
holders, 191, 192-93
into Word documents, 66
into Word tables, 112, 113
finding and replacing, 30-31
in Word documents,
74-75
formatting .
in Excel worksheets, 146,
147
with find and replace, 31,
74-75
while typing, 83
in Word documents, 66,
74-75, 81-104
inserting between words, 192
moving, 28-29
in Word documents, 68,
72-73
point sizes, 37
restoring deleted, 71
selecting, 71
shading in Word documents,
120
See also labels; text boxes; text
formatting; WordArt

text alignment. See aligning, text

in Word

text annotations, adding to

Excel charts, 155

text boxes, in dialog boxes, 23



text formatting
applying effects, 83
browsing in Word, 67
finding and replacing, 31
in Word, 74-75
text labels. See labels
thesaurus (in Word), 78
35mim slides, creating, 231
3-D effects, adding to
objects, 39
times, inserting in Word, 108
tips
Office Assistant tips, 17
ScreenTips, 24, 25
title bars
in Office program windows,
64, 124, 187
“|Shared]” status message,
163,173
Title Master, versus Slide Master,
198
titles, adding to Excel charts,
154
toolbar buttons, 64, 124, 187
displaying names of, 24, 64
See also specific toolbar
buttons
toolbars, 24-25, 187
Alignment toolbar
(Excel), 148
Browse toolbar (Word), 67
customizing, 25
docking, 24
Drawing toolbar, 39
Formatting toolbar, 24, 64,
88, 89,106
Header And Footer toolbar
(Word), 107, 108
hiding/displaying, 24, 50
moving, 24
Print Preview toolbar
(Word), 79
reshaping, 24

Reviewing toolbar, 35
ScreenTips on, 24, 25
Shortcut Menus toolbar, 25
Standard toolbar, 24, 64,
110, 143
Web toolbar, 45, 50
WordArt toolbar, 41
Track Changes feature (Excel),
162-63
tracked changes (in Excel
worksheets)
accepting/rejecting, 163
viewing, 162
tracking changes
in Excel worksheets, 162-63
in Word documents, 111
transition effects. See slide
transitions
trendlines, adding to Excel
charts, 153
typing errors
deleting, 34
See also spelling, correcting

U

underlines, applying in
Word, 82

Undo button, 34, 71, 153

undoing actions, 34, 71

URLs (uniform resource
locators), 53

D

Value Pack (Office 98), installing
components from, 6-7
view buttons
PowerPoint window, 187
Word window, 64, 65
views
changing, 65, 188

in PowerPoint, 188-89
in Word, 64

Web

creating documents for, 59,
60-61
getting information
about, 15
searching for information
on, 56
Web browsers, previewing Web
pages in, 62
Web documents, 45-62
creating, 59, 60-61
opening in Word, 53
See also hyperlinked
documents; Web
pages
Web Page Wizard, creating
documents for the
Web, 59
Web pages
addresses, 53
finding, 62
creating, 59, 60-61
frames, 61
opening in Word, 52
previewing, 62
Web toolbar, 45, 50
buttons, 51, 56, 57, 58
hiding/displaying, 50
wildcards, as search characters,
74,75, 168
windows
arranging, 18
duplicating, 18
moving, 18
resizing, 18
sizing boxes, 21
splitting (in Word), 69

See also document windows;
program windows
Windows Clipboard. See
Clipboard
wizards, 26
AutoContent Wizard
(PowerPoint), 59, 185
Chart Wizard (Excel), 150-51
creating documents with, 27
Internet Assistant Wizard,
60-61
PivotTable Wizard (Excel),
160
Template Wizard (Excel),
175
Web Page Wizard, 59
Word (Microsoft), 63-122
opening Web documents/
pagesin, 52, 53
previewing Web pages in, 62
print options, 70, 80
program window. See Word
window
styles, 81, 95-97
templates, 81, 92-93
thesaurus, 78
See also Word documents
Word documents, 63-122
applying templates to, 93
bookmarks, 47
browsing, 67
checking word usage, 78
comments, 67, 110
copying text between, 68, 73
copying text in, 72-73
correcting spelling/grammar,
32, 34,76-77
creating, 63-80
with Excel data, 228-27
from presentations, 231
from templates, 93
creating slides from, 230-31
desktop publishing effects,
120-21

InpEX 247



Word documents continued

displaying in two panes, 69
editing, 63, 67-79
embedding Excel charts
worksheets in, 229
enhancing, 105-22
entering/deleting text, 66
footers, 91, 106-7
formatting text, 66, 74-75,
81-104
going to specific locations,
72,74
headers, 91, 106-7
highlighting changes in, 111
hyphenating, 78
inserting Fxcel ranges into,
228
insertion point, 63, 66
moving text between, 68, 73
moving text in, 72-73
navigating, 67
nonprinting characters,
66, 87
opening new, 66
page setup, 70
previewing, 70, 79
print options, 70, 80
printing, 80
saving
as HI'ML documents, 60
as templates, 92
selecting text in, 71
shrinking to fit pages, 79
summarizing, 111

switching between, 68
tracking changes in, 111
viewing all, 68
See also documents; main
documents (for mail
merges); tables (in
Word documents)
Word window, 64, 66
elements, 64, 65, 67, 68, 69
WordArt
creating, 40-41
deleting, 41
WordArt (Microsoft), 40
WordArt Alignment button
(WordArt toolbar), 41
WordArt Character Spacing
button (WordArt
toolbar), 41
WordArt Gallery button
(WordArt toolbar), 41
WordArt Same Letter Heights
button (WordArt
toolbar), 41
WordArt Shape button
(WordArt toolbar), 41
WordArt toolbar
buttons, 41
displaying, 41
WordArt Vertical button
(WordArt toolbar), 41
words
deleting, 34
inserting text between, 192
red-lined, in Word, 76
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selecting in Word, 71

wordwrap, in Word docu-

ments, 66

workbooks (in Excel), 123

consolidating data from,
174

copying worksheets to, 134,
135

making exclusive (removing
shared status), 163

merging, 175

navigating, 125

opening, 171

sharing, 172-73

See also worksheets (in Excel)

worksheets (in Excel), 123-82

aligning data, 148

auditing, 177

cells. See under cells

consolidating data from,
174

copying, 134, 135

creating, 123-44

creating reports from, 179

creating Word documents
with data from,
228-29

data analysis, 145, 156-64

default number in work-
books, 166

deleting, 132, 133

designing, 145-55

embedding in Word
documents, 229

entering text and numbers
into, 126-27

filling in data automatically,
144

formatting text and
numbers, 146-47

formulas. See formulas

functions, 143

inserting, 132, 133

inserting columns/rows into,
136

linking, 165, 176

moving, 134, 135

naming, 132, 133

navigating, 125

previewing, 138

printing, 138-39, 149

protecting/unprotecting,
164

saving as HTML documents,
60-61

scrolling, 125

selecting, 132

switching, 125, 132

tracking changes in, 162-63

viewing, 178

See also lists, in Excel

World Wide Webh. See Web

\Z)

zoom box (windows), 18
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