












































































































































































































































































































































































































































































































































































































































































































































































































































gg @ ~ About Drag and Drop

Chapter 33

About Dragging and Dropping
Among the Applications

The easiest way to move something from
one application to another is with Drag
and Drop. Dragging and dropping
between applications works just like
dragging and dropping within an
application. You select an item to drag,
called an object, and then drag it between
two application windows that are
arranged so that you can see them both.
You can select a range of numbers in
Excel, for instance, and drag it to a
PowerPoint slide. (Figures 2-3)

Table 41-1 lists objects that you can drag
and drop.

Table 41-1. Drag and Droppable Objects

Word e Selected text
e A table
Excel e A cell
e Selected range of
numbers

e Drawn graphics

PowerPoini e A slide from Slide
Sorter view

T s a ey A L p=

o Ad Budget q

3 A

V| fagazine v e B Media Bli_\‘.‘;

. §16,00C 478,000 $8.200 !

- 16,000 78,000 8,200 L a

[E] 17500 82500 11,000 Aadiget
el 12,500 52,500 11,000 ine IV

. 14,000 54,000 6,700 Jon 116000 4728000
. 15,000 54,000 7,200 feb le,goc 28,000
I Te6.000 §Ad000 52300 F’j;'r 1 Aam
F? Hay 141000 84000
i : & O00py

2

-

i
&
|
.uw

B s N N OO A B LA e HR
T R [T, (e R

Figure 3. The Excel range dragged to a
PowerPoint slide.
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Drag and Drop: Moving an Object

1. Arrange the two application windows
L so you can see both the source object
BRI R and its target destination. (Figure 4)

Tt o 12 o i v g e Coyned 48

s\ tagazine w Radia

§16,000 §78,000 $€,200°

ol IR sl M e
17,5001 82,500 11,000 s

T - e i 2. Select the object. (Figure 5)
14,000 54,000 €,700

15,000 54,000 7,200

3. Drag the border of the object to the
other window. (Figure 6)

§95.000  §449,000 $52.300

Release the mouse button to drop the
object at its destination. (Figure 7)

v Tips
B To arrange the windows so that you
can see more than one at once, drag
the title bar of the windows and/or
drag the resize boxes of the windows.

B When you drag and drop an object,
becomes embedded in the destination
application, Any changes to the
original are not reflected in the copy
unless you establish a link using Copy
and Paste Link. See Linking Objects
with Copry and Paste Link, page 263.

1yt bt ek pabing P4 ity 1 4 st ing e Sy
R et b A 5 W s Ak 0 ey e
7 e e g Vg 1 vt o v a0 et Vs oni,
ey 2o et o 1P
R € e v g

Bobow e s Blend o e S e ST o o 1

g s s . S Sase

i et i o s, Joum et hemn © 1.
ot eyt e €

Db i1 Bl P ol My 15 o £ S o En 4L SNSRI
rucidog Capacunast Lzt vas mikTnd (n bovaaping Smm pormbors, bod f o 5.
4 e fer 4 ot a2 ochcion 5 B4t s dom Skt ¥ sl . The

et

LB 3

Ad Budget

fagazine v
516,00

Jan
Feb
Mar
Apr
Hay ! 1 2co £4,000
Jun 15,060 64,000
Total §95.000__ §443,000
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=
]
[
g
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Figure 6. Dragging the Excel range to Word. Figure 7. The range as it appears in Word. g
-
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Edting After Drag and Drop

Power-
Point

Chapter 33

Editing an Object After

Dragging and Dropping

Even though you've dragged an object to
another application, you can still edit the
dragged object using the tools of the
original application in which it was
created. If the original application is
Word, Excel, or PowerPoint, you may
even be able to edit the object in place.

During in-place editing, the menus,
toolbars, and other controls of the
originating application temporarily appear
within the application window in which
you have been working.

Double-click an object that has been
dragged from another application.
(Figures 8-9)

Tip

If you select an object, you'll see
whether you can edit the object in its
original application. The status line at
the bottom of the application will
advise you to double-click if you can
edit the object. (Figure 10)

LI

Week 1 " Week 2  Week 3

| L 1,200 1600 6C0
[ Sheelrock 750 €90 200

Nalls 130 105 G
Misc. Hardware 640, <82 275

I ) B TR L Y A~ GO EETH - ERE

. - —g
Figure 8. Double-click an Excel range in Word
to edil the range with Excel’s tools.

[Frladzeaimssgves sl

Figure 9. The range appears for editing along
with the tools of its originating application.

| praw * k (5 | Autoshapes
{Double=ctick to Edit Miorosoft Exoel Workshee

Figure 10. The status line in Word.
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Figure 12. Click at the destination for the
Excel object.
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Figure 13. The Paste Special dialog box.
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Jun 15,000 64,000 7,200
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Figure 14. The range appears in Word.

Embedding an Object with

Copy and Paste Special

To transfer an existing object from a
source application to a target application,
you can embed the object. All the data for
the object is copied to the target
application. As a result, you can move the
target file to another computer, and the
object, which has become an integral part
of the target file, is moved, too. Objects
that are copied and pasted become
embedded.

1. Select the object in its source
application. (Figure 11)

2. From the Edit menu, choose Copy.

3. Switch to the target application and
click at the destination for the object.
(Figure 12)

4. From the Edit menu of the destination
application, choose Paste Special.

5. On the Paste Special dialog box,
double-click the item that is referred to
as an “object” on the list. (Figure 13)

Tip

To edit an embedded object, double-
click the object. Either the source
application will open in a separate
window or the controls of the source
application will take over the current
window. If it appears in a separate
window, after you edit the object,
select Update from the File menu, and
then Close & Return from the File
menu. If the controls of the originating
application take over the current
window, click outside the frame that Eﬂ

contains the object when you finish.

Power-

LN
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Creating an Embedded Object

Rather than embed in a document an
object that you've already created in a

different application, you can create the
object in the alternate application as you
work in your main application. This gives
you access to the tools of other Office
applications at any time.

2.

LN

/By  Creating Embedded Object

Power-

From the Insert menu of your main
application, choose Obiject.

(Figure 15)

On the Object dialog box, double-click
the appropriate object type.

(Figure 16)

In the other application, create the
object.

From the File menu of the other
application, select Quit. (Figure 17)
On the dialog box that asks if you
want to save changes, click Yes.
(Figure 18)

Tips
To edit an embedded object, double-
click the object.

If the second application allows in-
place editing (the menus and toolbars
of the other application appear in the
current window) click outside the
frame of the new object you are
creating rather than follow steps

4 and 5.

[ insert I
Break...
Page Numbers..
Date and lime..
AutoText L3
Fleld..
Symbhol..
Ef comment
footnote..,
Caption.-
Cross-reference.,
Index and Tables..

Pleture »

Figure 15. The Word Insert menit.

EEErtrsvlllithRaTTET T TrEy

4

Hicroseft Clip Gallery -
Micraseft Egustion X0
Hicraseft Excel Charl

Hizraseft Graph 96 Chart
Hicrasoft Organization Chart 2.0
HMicrasoft Ward Documant
HMicrosoft Ward Flcture

= [ Floatover text
[ Diaplay es fcon

‘Result -
Iager iy & new Mlorosatt Exvel

E"@ Warkshedt b ect Inta your
documint.

Figure 16. The Object dialog box.

Newl! SN
Opon.. ®O
Close & Return to D) 2 W

Update %S
Save Copy As..
$ave as HIMLL.
Save Workspace..

Page Setup..

Print Area »
Print Preview:

Print xP

eemeTalN LTS
Propertias..
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2 Macintash H:Dacu.cEmployee Dslabase
AMacintash . Construction Expensus Chart
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Figure 17. The File menu.

Q Ou yom wont o aavn e changes yin made e b Dadgei’?

Figure 18. The “Save changes?” dialog box.
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Figure 20. The Edit
menu of the source
application.

Figure 21. The Edit
menis of the target
application,

=

Figure 23. The linked copy in Word.

Linking Objects with Copy

and Paste Link

When you /link rather than embed an
object, the object remains in its originating
application. A copy, which is linked to the
original, is displayed in the second
application. Any changes to the original
show up in the linked copy.

When an object will need frequent

updating, link it to be sure that the

changes to the original will flow to all

other applications that display a linked

copy.

1. Save the file in which you've created
the object.

2. Select the object to link. (Figure 19)

3. From the Edit menu, choose Copy.
(Figure 20)

4. Switch to the other application,

5. From the Edit menu of the other
application, choose Paste Special.
(Figure 21)

6. On the Paste Special dialog box, click
Paste Link and then double-click the
description of the object to link.
(Figures 22-23)

Tips
Double-click the pasted copy to edit
the original object.

LN

B Each link automatically updates every
time you open a document containing
links.

g @D Sunjury
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Updating a Link

Links created with Copy and Paste Link
update whenever you reopen a file in
which they're found. You can manually
update a link at any time, though.

1. From the Edit menu, choose Links.
(Figure 24)

2. On the Links dialog box, select the
link on the list of links. (Figure 25)

3. On the Links dialog box, click Update
Now.

4. Click OK or Close to put away the
Links dialog box.

Tip

To set the link so that it updates only
when you choose Update Now,
choose Manual as the Update option
on the Links dialog box.

LN

Undo Paste Special wz
Repeat Paste Special uy
Cut X
Copy C
Paste Y
Puta Special.
 Paste s hs vaerllnk pridiimaL
Clear
SEIOntMI_M_ LR LAY
Find. ®F
Replace.. HH
EECaTes e h i TIING

Links.-
Llinked Worksheet Oh it b
Publishing |2

Figure 24. The Edit menu.

mmm ==

e -
Updsto Baw |

Dpan Saurcs
Changs Saurce .

2] IM I.Ill |

Tem: Sheelt RIC #1064
* Tyza: Micrasaft Liel Virkshent

Updste: @ Autamallc (3 Hanual Cltetked [ Sow pichurs 10 secarmert

Figure 25. The Links dialog box.
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Copying and Linking 3

Excel to Word:
Copying Ranges of Numbers
: 1. Arrange the Word and Excel
v RgE.m il = SR, """‘“ i o documents so you can see them both.
17500 53500 1 et Tk e o R (Figure 1)
17200 85500 11,600 =
4,000 64,000 6,700 i
15000 6400 7200 [ Select the range of numbers in Excel.

§50.000  §440.000 _ §52.300 |8 A
(Figure 2)

Place the mouse pointer on the border
of the range and drag the range to the
Word window. (Figure 3)

Release the mouse button when the
insertion point is properly positioned
in the Word document.

f Tips

g i The Excel range becomes embedded
- B in the Word document, not linked.
P oo Changes to the numbers in Excel do
E . not flow through to the Word

| —— : document.

Figure 2. Select the range to copy and drag it B To modify the numbers in Word using

Jrom the Exicel window to the Word window. the Excel menus and toolbars, double-

click the range in Word. Click in the
TensT ?nﬁmﬂ%W document outside the range to return

B e the Word menus and toolbars to the

A Budget [ Wyt ety el e window.
P8 e vt S oyt e
| reagenae | K S s e
$16.000 §78.0C0

T Rl
i, bt ¢ 2 e

78,000
B2,

Ad Budget

Hagazine v &
Jan 116.000 $76.000

Feb 16,600 T
Har 17,500
17.500
May 14,000

Jun 15.00¢ 54,000
Brow= & 0 Avminepis= S OO A 22 A-ﬁ"-i
T =T ey e AT es 41]
Figure 3. Release the mouse button to drop the %

Excel range in the document.

S

>
a
3

Total §36.00C  §443.000
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Chapter 34

Excel to Word:
Linking Numbers

2.
3.

7

LN

Select the range of numbers in Excel.
(Figure 4)

From the Edit menu, choose Copy.
Switch to Word.

Position the insertion point at the
destination for the copy of the range.
(Figure 5)

From the Edit menu, choose Paste
Special.

On the Paste Special dialog box,
choose Paste Link. (Figure 6)

On the Paste Special dialog box,
double-click Microsoft Excel Worksheet
Object.

The range appears in Word (Figure 7)

Tips

Because you pasted a link, any
changes to the range in Excel will be
reflected in the Word document. If the
Word document is not open, the
changes will appear the next time you
open the document.

To update the link, choose Links from
the Edit menu and then click Update
Now on the Links dialog box.

If you move the document to another
computer, you must also move the
Excel file to the other computer.

To edit the range in Excel, double-
click the range in Word.

Nadin

Figure 4. Select the range to link.
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sapnd

Figure 5. Click at the destination for the Excel
range.

Fer matted Text (RTF
Unformatted Text
Pleture
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Figure 6. The Paste Special dialog box.
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 Magazine v Radio
Jan $16,000 478,000 48,200
Feb 16,000 78,000 6,200
Mar 17,500 82,500 11,000
Apr 17,500/ 82,500 11,000
May 14,000/ 64,000 6,700
Aun 15,000/ 64,000 7,200
_Total $96,000| $449,000 $52,300

Figure 7. The Excel range linked to a Word
document.
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fedia Buys

Figure 8. The PowerPoint Chart slide.
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Figure 9. The datasheet.

- CantUndo ®7Z
e R
Copy ®|C
Paste 8V
Pastelink.
Clear  k
. Delate.. %K
| Hnkss

| ImportFile.. [

Figure 10. The Graph Edit menu.

— Import Data Opt

Select sheet from workbook:

Sheet2

Shest3

Import:

() Entire sheet

@ Range:  [43:09

[ Overwrite existing cells

l c-neel.] | 0K g

Figure 11. The Import Data Options dialog
box.

Excel to PowerPoint:
Graphing Numbers

2.

In PowerPoint, create a slide for a
chart. (Figure 8)

Double-click the “Double click to add
chart” placeholder.

Click the cell on the datasheet at the
upper left corner of the range of cells
into which you want to import data
from Excel. (Figure 9)

From Graph’s Edit menu, choose
Import File, (Figure 10)

On the Import File dialog box, select
the Excel file you want to import. In
the Import Data Options dialog box
(Figure 11), choose which sheet or
chart to import, and specify the range
if you want to import only part of 4
worksheet. (Figure 11)

v Tips

You can consolidate data from several
worksheets in a single PowerPoint
graph by importing data from different
ranges.

The procedure above imports the data
but does not establish a link. See Excel
to PowerPoint: Linking Excel Data to a
PowerPoint Chart, on the next page.
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Excel to PowerPoint

Power-
Point

Chapter 34

Excel to PowerPoint:

Linking Excel Datato a

PowerPoint Chart

1. In PowerPoint, start a Chart slide and
double-click the “Double click to add
chart” placeholder so the datasheet is
open. (Figure 12)

2. Switch to Excel and then select the
range to link. (Figure 13)

3. From the Excel Edit menu, choose
Copy.

4. Switch to PowerPoint and click the
datasheet cell at the upper left corner
of the destination for the data.

5. From Graph's Edit menu, choose Paste
Link. (Figure 14)

The data appears in the worksheet.
(Figure 15)

v Tips

B Any changes to the numbers in Excel
will be reflected in the PowerPoint
chart.

B To update the link, choose Links from
the Edit menu and then click Update
Now on the Links dialog box.

B Be sure not to include totals in the
data imported. If you do include a total
row, double-click the row header
button for the total row on the data-
sheet so the row won't be graphed.

Gragh |n A Bs atian - ()
[} 3
= 18t Gtr 284 QY Srd Qi 4t Qir
| [T 204 4 %0l 704
- (Wast 0.4 0.6 346 3.6
= Barih 459 459 - R T | B S

7 = D

TLERERRT T

Figure 15. The data appears in the datasheet.
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lIl (L8 View Insert Format Tools Data W

Create Pubilisher...

g

Figure 17. Choose Create Publisher from the
Publishing submenit.

Preview o Macintosh .
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e o} Ad Budget Letter
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Name of new edition;

Figure 18. Choose a name and location for the
edition file and click Publish.
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Figure 19. Choose Subscribe To from the
Publishing submenit.

preview Macintosh -
o Eject
.: " | Mac-ATfsfolder = sy
B me m | | Projecty Dustiop
domow @ ==
=
Noueoda
-
Bl || :
Subscribe with:

Figure 20. Locate the edition and click
Subscribe.

Excel to Word:
Publish and Subscribe

Office for Macintosh provides an
alternative to Copy and Paste Link, called
Publish and Subscribe. When you publish
a segment of a document, it is saved as an
Edition file, to which other documents can
subscribe. Changes made later in the
published document are reflected in the
documents that have subscribed to that
edition.

1.
2.

LN

Select a range of cells in Excel.

From the Edit menu, choose
Publishing.

From the submenu that pops out,
choose Create Publisher. (Figure 17)
Choose a name and location for the
edition file and click Publish.
(Figure 18)

In the Word document, click where
you want the Excel edition inserted.

From the Edit menu, choose
Publishing.

From the submenu that pops out,
choose Subscribe To. (Figure 19)
Locate the edition you want to
subscribe to and click Subscribe.
(Figure 20). The information is
inserted in your Word document.

Tips
Excel cell ranges are subscribed into
Word documents as Word tables.

To edit all subscribed copies of a E
published edition, edit the data in the g
original document that published the

edition. Do not attempt to edit the §
edition file.

Power-
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Chapter 34

Word to Excel or PowerPoint:

Copying Text
1. Arrange the Word window side by side e
with the Excel or PowerPoint window. || ;,“&W'm;m; ‘ :#"“';“;é:‘;.ﬁ:mm:&m
2. In Word, select the text to copy. ot e g
(Figure 21)

3. Place the mouse pointer on the text.

4. Drag the text to a destination cell in
Excel or to a slide in PowerPoint.
(Figures 22-23)

v Tips
B In Excel, the text goes into a cell as
though you’d typed it into the cell.

B Edit copied text using the destination
applications own text tools.

Figure 22, Dmg the text to the Excel or
PowerPoint windouw.

Tobils_Table Window Work He

A d Bua’gea'

HMagazine 7
$16,000  $78,000
16,000, 78,000
17,500/

17.500

14,000]

Figure 23. The lext on an Excel worksheet.
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E e Profert Outine
Recent Developm
= Im'rlbfgf'ams#ams{ﬂfe

= For of

& Publicitymereases
= TV appearances
= Magazine articles

@ Current Projects

& Formationof advisoryboard
= Summer benefit
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= Location
= Entertainment

= Lellertopotentialdonors

TL i L zek i

i

Hizrossft Power ol el iz rosut Ward

affies o red Aplications Templats

L gt

Figure 25. Drag and drop the outline file to
the PowerPoint icon.

Figure 26. The outline in PowerPoint.

Word to PowerPoint:
Using a Word Outline File

2.

Create a presentation cutline in Word
and save it in a file. Each level 1 item
will be the title of a new slide.
(Figure 24)

In the Finder, drag and drop the Word
outline file on top of the PowerPoint
icon. The outline appears in
PowerPoint. (Figures 25-26)

Tip

Generating the outline in Word allows
you to use Word tools, such as the
thesaurus.

271



@ PowerPoint to Word

Power-
Point

Chapter 34

PowerPoint to Word:

Copying a Presentation

Outline to Word

1. Switch to Outline view in PowerPoint.
(Figure 27)

2. Pull down the File menu and pause on
Send To. Select Microsoft Word from
the submenu that appears. (Figure 28)

3. In Word, save the temporary file that is
created (Figure 29) and give it a
permanent file name.

! File Edit View insert format Tools Siide Show Window Help

jmsmnVIxugv;
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Figure 27. Oulline view.

Figure 28. The File ment.
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Figure 29. The outline as it appears in a
temporary Word file.
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Symbols

3-D charts 226

3-D effects 108

3-D referencing 166

3-D View command 227

A

abbreviations 113
active cell 131, 134
active file 18
Add Trendline dialog box 174
address books 45
Align command 249
All Caps 69
America Online 42
applications, See also Windows

defined 3

layout 8

opening 18

opening files in 19

quitting 13, 40

starting 12
arrows 106
Assistant, adding an 232
auditing sheets 183
Auto Scaling checkbox 227
AutoContent Wizard 196
AutoCorrect 113
autofilling ranges 138
AutoFilter command 179
AutoFormat dialog box 155
autoformatting 92
automatic page breaks 89
automatic saves 121
automatic word selection 25
automatically entering text 114

AutoSum 141
AutoText 114
creating 114
inserting 115
Average function 144, 147
averaging numbers. See Average function

background color, slide 243
bar code, Word 118
binding space, Word 86
Blank Presentation option 195
boilerplate text 114
boldfacing 67
borders 159
Word tables 103
breaks 89
Bring Forward option 250
Bring to Front option 250
bullets 78
bullet level formatting 244
bullet style 244
Bullets and Numbering command 78
Business Reply Mail 118
By Columns 171, 222
By Rows 171, 222

C

calculations in Excel 139-148
case (9
cells
active 131
alignment in 135
borders 139
comments in 181
copying data between 152
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cells (continued)
deleting 151
editing 136
entering data into 135
formatting numbers in 158
formatting text in 156
inserting 151
moving data between 152
non-adjacent in formulas 145
pointer 131
shading 160
Center Across Columns button 157
centering 70
titles, Excel 157
character
spacing 68
styles 81, 84
Chart Objects list 170
Chart Wizard 168
charts
3D 226
adding data labels to 221
adding titles to 220
axes 173
By Rows vs By Columns 222
changing the chart type of 217
changing the view of 3-D 227
chart area 172
Chart Wizard 168
creating 168
data tables 174
Excel 167
formatting  223-227
formatting an element of 223
grid lines in 219
gridlines 172
High-Low-Close 225
legend 173
legends in 219
linking data from Excel 268
modifying in Excel 170
objects 170
plot area 172
starting, PowerPoint 215
title 173
titles 220
trendlines 174
types 171
types, button 217

types, default 168
what are 215
Chooser dialog box 37
clipart 105, 112
Clip Gallery 112
close box 13
collapse box 16
Collapse Selection button 207
collapsing windows 16
colors 108
fill 108
line 108
schemes 245
Column command, Excel 149
Column Width dialog box 149
columns
deleting 150, 151
equal width 91
heading buttons 131
inserting 150
line between 91
multiple 91
setting up 91
widening 149
widening multiple 149
comments 181
compound documents 64
condensing character spacing 68
copying
an abject from one app to another
data between cells 152
Excel ranges to Word 265
formatting 32
copyright symbol 92
correcting typos 58, 113
Create Publisher command 269
creating an embedded object 262
Currency formatting 158

data
extracting 179
sheets 216
tables 174
databases in Excel 175-186
sorting 178
totaling numbers in 180

259
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Date function 147
Days360 function 147
DDB function 147
Decrease Indent button 72
Default Paragraph Font style 81
Define Name dialog box 182
deleting 58
Delete Slide command 240
deleting slides 208, 240
Delivery Point Bar Code option 118
Desktop 6
dialog boxes 11
discussion groups. See newsgroups
Document Template command 119
documents
starting new 57
switching among, Word 57
double spacing 75
drag 5
drag and drop 20, 152
between applications, defined 258
copying an object between two apps with 259
editing objects after 260
moving an object between two apps with 259
text 29
drawing, PowerPoint
aligning shapes 249
grouping shapes 248
in PowerPoint  247-253
overlapping shapes 250
rotating shapes 249
ungrouping shapes 248
drop-down lists 5
duplicating slides 240

e-mail 41, 45. See also Outlook Express
addressing 45
attaching files to 45
composing 45
forwarding 45
reading 45
replying to 45

storing 45
edit line 131, 136
editing

Excel data 136
Word 60
edition file 269
embedding 261
editing embedded objects 261
from within another app 262
entering
text in applications 22
text in Word 58
entry ranges 137
envelopes
printing 117
printing options 118
reply 118
trays 118
Envelopes and Labels dialog box 118
Equal Column Width check box 91
Excel
charts in 167
copying text from Word 270
databases 175
Excel to PowerPoint: Graphing Numbers 267
Excel to PowerPoint: Linking Excel Data 268
Excel to Word: Copying Ranges 265
Excel to Word: Linking Numbers 266
forms, creating 177
moving the cursor in 134
reviewing 185
starting 132
tracking 184
what is 127
window, described 130
Expand Selection button 207
expanding character spacing 68
extracting data 179

F

favorites 44
fields in Excel 175

files
finding 39
opening 39

opening in applications 19
opening on the Desktop 18
opening with drag and drop 20

fill handle 143

filling an Excel range automatically 138
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Index

Filter command, Excel 179 toolbar 31, 55, 131
filtering data 179 forms, Excel 175, 177
FIM codes 118 formulas
Find dialog box 61, 80 copying 143
Find Whole option 61 defined 139
Finder 4 referring to other sheets in 165
finding 61, 80 simple 140
files 39 Free Rotate command 249
Find All 61 Freeze Panes command 153
Find Next 62 functions 142
Find Whole 61 Average 147
formatting 80 Date 147
Match Case 61 Days360 147
Sounds Like 61 DDB 147
Use Wildcards 61 example of 142
Word Forms 6l Function Wizard 146
Words Only 61 FV 147
folders 19, 39 IRR 147
font Max 148
changing, Word 66 Median 148
effects 70 Min 148
Font Style option 67 Now 147
formating 65, 6570 NPV 147
size GG PMT 147
standard size 66 PV 147
Wingdings 116 Round 147
footers Sum 147
date, time, page number in 87 Today 147
Word 87 using 146
Form command 177 Value 148
VAR 148

form letters, Word 122
Format Axis dialog box 173
Format Cells dialog box 156, 158, 159, 160
Format Chart Area dialog box 172 G
Format Chart Title dialog box 173
Format Data Series dialog box 171 General number format 158
Format Data Table dialog box 174 Goal Seek dialog box 186
Format Gridlines dialog box 172 goal seeking 186
Format Legend dialog box 173 grand totals 150
Format Painter 32 graphics
Format Plot Area dialog box 172 draw'u?g 105_
foemarting scanning 105
finding 61, 80 wrd 105

finding and replacing 80 grie bres: 172, 219
objects 31 grouping shapes 248

page 835 gutters 91
paragraph  71-92 width 86
replacing 62

FV function 147
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hanging indents 74

headers and footers, Word 87
headings, freezing 153

Height of Base percentage setting 227
Horizontal Gridlines button 219

HTML. See HyperText Markup Language
hyperlinks. See links

HyperText Markup Language 48

I-beam pointer 25
importing
Excel data to PowerPoint chart 268
Word outline to PowerPoint presentation 271
in-place editing 260, 262
Increase Indent button 72

indenting
first line 73
markers 72

paragraphs 72, 74
Insert dialog box 151
Insert Graph button 215
Insert Hyperlink 47
Insert Microsoft Word Table button 235
Insert Object 262
Insert Word Table dialog box 235
inserting
slides 208
symbols 116
text 22
insertion point
defined 22
moving the 23
Internet 41. See also Web
applications, installing the 42
links 41
newsgroups 41
service provider 42
Internet Explorer 41
address field 43
using 42
IRR function 147
italicizing 67

justifying paragraphs 76

Keep With Next 89
keyboard
equivalents 10
selecting text with 27
shortcuts 31, 67, 69, 134

L

labels, printing 117
landscape printing 36, 85
left-aligning paragraphs 76
legends 219

Line Between check box 91
line spacing 75

lines
dashed 106
drawing 106
editing 106
linking

Excel ranges to Word 266

Links dialog box 264

objects 203

updating a link 264
links 43

creating 47

Excel 47

managing 44

mouse click actions 47

PowerPoint 47

Word 47

Macintosh
applications 3
desktop 4
folders 39
plug and play 3
shutting down 4
starting 4
whatis 3
magnifying. See zooming
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Index

mail merges N
checking for errors 122

creating 122 naming ranges 182

fields 122 New command 57

Mail Merge Helper 122 New Slide

printing 122 dialog box 202, 209, 215, 229
manual page breaks, Word 89 New Style dialog box 84
Manual update option 264 newsgroups 41, 46
margins reading 46

page 36 servers 40

Word 86 Next buton 63
Master Document view 64 nonprinting characters 59
Match Case 61 normal style 81, 161
Max function 148 Notes Pages View 200
Median function 148 Now function 147
menu bar 55, 131 NPV function 147
menus numbering

choosing from 10 formatting in Excel 158

keyboard equivalents 10 pages, Word 90
Merge Cells command 157 paragraphs 79
Microsoflt paragraphs, numbering style 79

Network 42 removing 79

Office 21

Organization Chart 229 0

Word. See Word

Word Table command 235 object area on slides 244
Min function 148 objects 258
Mirror Margins check box 86 creating embedded 262
mode indicators 55, 131 editing after drag and drop 260
modems 42 embedding 261
Modify Style dialog box 83 formatting 31
mouse 25 linking 263

click actions 47 selecting 30

selecting text with 26 updating a link 264

using the 5 Office Assistant 55, 131
Move Down button 206 Online Layout view 48
Move Up button 206 Open command 18, 19, 39
moving opening a file 39

an object between applications 259 operators 140

data in a sheet 152 Org Chart layout 229

in a document 24 organization charts 229-246

windows 14 adding an assistant to 232
multimedia 41 adding coworkers to 231

adding subordinates to 231

entering members into 230

formatting boxes, text, lines of 233

moving a subordinate in 231
orientation 85
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Outline view
about, PowerPoint 203
deleting slides in 208
entering text in, PowerPoint 204
inserting slides in 208
reorganizing slides in 206
replacing text in, PowerPoint 205
showing only slide titles 207
switching to, PowerPoint 203
Word G4

outlining, about 203. See also Outline view

Outlook Express 41, 45

overlap options 250

page breaks 89
automatic 89
manual 89
page formatting
Word  85-92
Page Layout command 63
Page Layout view 63, 87
Page Number Format dialog box 90
Page Numbers dialog box 90
Page Setup command, Word 85
pages
margins, setting 36
numbering 90
numbers 90
shape, Word 85
size, Word 85
paginating 89
panes
freezing 153
unfreezing 153
paper size 36
Paragraph command 74, 75
Paragraph dialog box 74, 76
paragraphs
bullets 78
centering 76
double spacing 75
finding and replacing formatting 80
formatting 71
hanging indent 74
indenting 72, 74
justifying 76

left aligning 76
marks 59, 124
numbering 79
right aligning 76
selecting 26, 71
styles 81, 81-92. See also Styles: character vs
paragraph
tabs in 77
Paste Function button 146
Paste Link 263
Paste Special
command 261
dialog box 263
Percentage formatting 158
pictures 112
dimming 112
flowing text around 112
pie charts, cutting a slice from 224
placeholders 210
plot area 172
PMT function 147
pointing devices 5
portrait printing 36
Word 85
PowerPoint
copying a presentation outline to Word 272
copying text from Word 270
drawing in  247-253
graphing Excel data 267
importing a Word outline file 271
linking data from Excel to a chart 268
starting 194
starting a presentation in 195
whatis 189
window 192
precedents 183
presentations
adding slides to 202
adding text slides to 209
changing the design of 241
changing the fonts of 244
customizing 241-246
formatting text in 213
saving a custom design for 246

starting 195
viewing in Slide Sorter view 237
press 5

Previous button 63
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Print Preview 89
printing 37
choosing a printer 37
envelopes 117
labels 117
landscape 36
mail merges 122
orientation, Word 85
paper size 36
portrait 36
previewing 89
printers, choosing 37
Publish and Subscribe 269
PV function 147

Q

quitting applications 40

ranges
adding borders to 159
adding shading to 160
autofilling 138
autoformatting 155
centering titles above 157
copying from Excel to Word 265
entering data into 137
linking from Excel to Word 266
named 165
naming 182
summing 141, 142
records in Excel 175
redo 21
registered trademark symbol 92
Regroup command 248
Rehearse New Timings option 253
Remove All Arrows command 183
Remove Split command 154
repaginating 89
replacing 80
formatting 80
Replace command 62
replace vs. replace all 62
text 28
resize box 17

reviewing changes 185
right aligning paragraphs 76
Rotate/Flip command 249
Round function 147
row command, Excel 149
row heading buttons 131
Row Height dialog box 149
rows
changing the height of 149
changing the height of multiple
deleting 150, 151
inserting 150
ruler 55, 77

saving 38

automatic, Word 121
scrolling 5

scroll bars 24, 124, 131

scroll position indicator 24
searching. See finding
sections 88

breaks 88
Select Browse Object button 63
selecting 5

multiple lines of text 26

objects 30

paragraphs, Word 71

text 25, 26

text with the keyboard 27
Send Backward option 250
Send to Back option 250
Series in Columns command 222
Series in Rows command 222
shading 160, 243

Word tables 103
shadows 108
shapes 107

aligning 249

drawing 247

making text conformto 110

overlapping 250

rotating 249
sheets

auditing 183

autoformatting 155

149
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consolidating 166
entering data into 135
freezing headings 153
modifying  155-166
moving within 134
multiple  163-166
naming 164
referring to in formulas 165
reordering 163
splitting 154
switching among 163
tabs 131
Shift Cells
down 151
left 151
right 151
up 151
shortcut menus 34
Show All button, PowerPoint 207
Show Number on First Page check box 90
Show Titles button 207
Shut Down command 4
shutting down the Macintosh 4
Slide Color Scheme dialog box 245
Slide Layout dialog box 202
slide masters 242
slide shows 250-253
build effects in 252
displaying 253
keyboard control of 253
mouse control of 253
transition effects in 250
Slide Sorter view 200, 237
changing templates in 239
deleting slides in 240
duplicating slides in 240
reordering slides in 238
switching to 237
Slide view 200
slides
adding 202
background color of 243
background of 242
default font of 244
deleting in outline view 208
deleting in Slide Sorter view 240
drawing on  247-253
duplicating in Slide Sorter view 240

entering text on in Outline view 204
formatting text on 213
gathering in Slide Sorter view 238
inserting in Outline view 208
org chart 229
rearranging text on 214
reordering in Slide Sorter view 238
reorganizing in Outline view 200
shading 243
starting text slides 209
table 235
text levels on 214
Small Caps 69
Sort command 178
sorting 178
ascending 178
descending 178
Sounds Like option 61
spacing 75
special characters, inserting 116
splitting sheets 154
Standard toolbar 55, 131
starting
new documents, Word 57
the Mac 4
status bar 55, 124, 131
Style command 161
Word 82
Style dialog box 84, 161
styles
character vs paragraph 81
choosing, Word 81
copying between workbooks, Excel 162
creating in Excel 162
creating, Word 82
defined 65, 81
list 81
modifying 83
normal 81
paragraph 81
searching for, Word 80
selecting, Excel 161
subordinates 231
Subscribe To command 269
Subtotals command 180
Sum function 142, 147
Summary Info dialog box 38
summing numbers 141
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Symbol dialog box 116
symbols 116
System Folder 4

T

tab scrolling buttons 131, 163
Table layout in PowerPoint 235
tables 93-124
adding lines 95
aligning data in 98
autoformatting 94
borders 103
calculations in - 99
cell heights 96
converting text to 104
deleting data from 100
deleting lines 95
distributing rows or columns 96
drawing 95
entering data into 97
PowerPoint 236
formatting, PowerPoint 236
inserting columns or rows 101
merging cells 102
moving lines 96
orientation within 98
PowerPoint  229-246
row widths 96
shading 103
splitting cells 102
starting, PowerPoint 235
starting, Word 94

tabs 77
deleting 77
settings 77

Tab alignment button 77
types 77

templates
customizing in PowerPoint 246
modifying 120
PowerPoint 241
Word 119

text
all caps 69
autoformatting in Word 92
automatic 114
boilerplate 114

boldfacing 67

bullets 78

case of 69

centering 76

character spacing 68

characters styles, Word 84

copying 60

copying from Word to Excel or
PowerPoint 270

copying with drag and drop 29

correcting 58

deleting 58, 60

double spacing 75

editing, Word 60

entering 22

entering, Word 58

finding 61

finding and replacing formatting 80

font 66

font effects 70

formatting in Excel 156

hanging indent 74

indenting paragraphs, Word 72, 74

inserting 22, 60

italicizing 67

justifying 76

left aligning 76

moving 60

moving with drag and drop 29

numbering paragraphs 79

placeholders 210

replacing 28, 60

replacing, Word 62

right aligning 76

rotating 110

selecting 28

selecting a line of 26

selecting multiple lines of 26

selecting paragraphs 26, 71

selecting with the keyboard 27

selecting with the mouse 25, 26

selecting words 26

setting tabs in 77

shaping 110

slides, starting 209

small caps 69

styles, Word 81-92

underlining 67

wrapping 112
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text blocks
formatting 213
moving 212
rearranging text in 214
resizing 212
selecting 211
title area on slides 244
Title bar 55
titles
centering in Excel 157
Today function 147
toolbars 124
adding buttons to 33
buttons, described 12
choosing 12
moving buttons on 33
selecting 33
using 12
Trace Precedents command 183
Track Changes command 184
tracking 184
trademark symbol 92
transition effects 251
Trash icon 4
trendlines 174
typos 58
correcting automatically 113

U
underlining 67
undo 21

Unfreeze Panes command 153
ungrouping shapes 248

Universal Resource Locator 43
Update Now option 264

updating a link 264

URL. See Universal Resource Locator
Use Slide Timings option 253
UUNet newsgroups. See newsgroups

v

Value function 148
Var function 148

Vertical Gridlines button 219
View Datasheet button 216

w

watermarks 112
Web 41
home pages 43
links, managing 44
pages 42, 43
address 43
links 43
opening 43
Word 48
Widow/Orphan Control 89
windows
collapsing 16
moving 14
zooming 15
Wingdings font 116
Word

presentation outline from PowerPoint

starting 56

what is 351

window, described 54
word processing. See Word
WordArt 110
words

selecting 26
Words Only option 61
worksheets. See also sheets

planning 133
World Wide Web. See Web
Wrap to Window command 124
wrapping 112, 124

4

zooming 15, 35, 63
page width 35
selection 35
zoom box 15
zoom control 35
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